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CITY OF FAIRBURN
CITY HALL
56 Malone Street
Fairburn, GA 30213
July 16, 2018
6:00 PM

WORKSHOP AGENDA

Meeting Called to Order: The Honorable Elizabeth Carr-Hurst, Mayor

Roll Call: Interim City Clerk
Presentations: None
Discussions:

1. Community Development/Planning and Zoning Ms. Tarika Peeks

3.

4.

3;

Directional Signage. Fairburn’s Sign Ordinance does not have regulations
For directional/wayfinding.

City of Fairburn Ms. Donna M. Gayden
An Ordinance to amend sections 46-136 and 46-144 of chapter 46, article
IT1, of the Fulton County Code of Ordinances (Marijuana)

City of Fairburn Personnel Policy Handbook Ms. Donna M. Gayden
South Fulton Comprehensive Transportation Plan  Ms. Donna M. Gayden

Discussion of Municipal Court Audit Ms. Donna M. Gayden

Review of Agenda Items for Council Session:

Adjournment:
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CITY OF FAIRBURN
CITY COUNCIL AGENDA ITEM

SUBJECT: Directional Signage

() AGREEMENT () POLICY / DISCUSSION ( ) CONTRACT
( ) ORDINANCE () RESOLUTION (x ) OTHER |

Submitted: June 22,2018  Work Session: July 16, 2018 Council Meeting: July 16, 2018

DEPARTMENT: Community Development/Planning and Zoning Office

BUDGET IMPACT: None

PUBLIC HEARING? ( ) Yes (x )No

PURPOSE: Fairburn’s Sign Ordinance does not have regulations for directional/wayfinding
signage. Directional/wayfinding signage indicates to motorist or pedestrians which direction they
should travel to reach a building or business entrance. This type of signage can be beneficial to
shopping centers, educational campuses, office parks, and other similar land uses. The creation of
directional/wayfinding sign regulations would require careful research and wording to ensure that
the regulations control sign aesthetics (i.. sign height and square footage) but does not illegally
control the content of the sign (violation of freedom of speech under the First Amendment).

Staff is seeking the will of the Mayor and City Council for staff to research and draft an ordinance
for directional/wayfinding signage. Staff will work with the City’s Attorneys to ensure that the
proposed directional/wayfinding sign ordinance is “content neutral”. |

HISTORY: ‘

RECOMMENDED ACTION: Informational Only. ‘

Donna M. Gayden, City Administrator Elizabeth Carr-Hurst, Mayor
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The Honorable Elizabeth Carr-Huyst
Mayor of Fairburn

56 SW Malone St

Fairburn, GA 30213

Dear Mayor Carr-Hurst,

1 am writing to share legislation that was adopted by the Fulton County Board of Commissioners
(BOC) at its June 6 meeting regarding marijuana.

This legislation states that those arrested for possession of less than one ounce of marijuana shall
be punished by a fine not exceeding $75.00 and shall not be subject to any term of imprisonment.
This change in our code affects the unincorporated area of Fulton County — the Fulton Industrial

District. '

The BOC believes that imprisonment for possession of less than one ounce of marijuana, with no
intent to distribute is excessive punishment and not in the best interest of its citizens or utilization
of its resources.

Recent years have seen an increasing number of other jurisdictions and municipalities enacting
legislation providing that possession of less than one ounce of marijuana should not be punished
by imprisonment. Fulton County now joins the cities of Atlanta and South Fulton, as well as
many other municipalities and several states in passing legislation that addresses the need for this
change. :

I have attached a copy of the legislation for your review and hope that you will consider
changing your laws, ordinances and regulations to eliminate imprisonment for possession of less
than one ounce of marijuana.

Sincerely,

Robb Pitts
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AN ORDINANCE TO AMEND SECTIONS 46-136 AND 46-144 OF CHAPTER 46
(OFFENSES), ARTICLE it (OFFENSES {NVOLVING PUBLIC PEACE AND ORDER),
OF THE FULTON COUNTY CODE OF ORDINANCES, SO AS TO PRESCRIBE THE
MAXIMUM PENALTY TO BE IMPOSED FOR A VIOLATON STEMMING FROM
POSSESSION OF LESS THAN ONE OUNCE OF MARIJUANA; TO PROVIDE THAT
A VIOLATION OF THESE SECTIONS SHALL NOT BE PUNISHABLE BY ANY TERM
OF {MPRISONMENT; AND FOR OTHER PURPOSES.

WHEREAS, Fulton County has an interest in maintaining the public safety and
general welfare of the residents and citizens of F ulton County; and

WHEREAS, the Fuiton County Board of Commissioners has authority pursuant

to 1976 Ga. Laws, page 1880 [Fuiton County Code § 1-115 hereof] and Fulton Ceunty

Code § 1-116 to adopt ordinances and regutations for the governing' and policing of the
unincorporated areas of Fulton County for the purpose of protecting and preserving the
héa!th. safety, welfare, and morals of the citizens thereof, as it may deem advisable,
that are hot in conflict with general laws of this state and of the United States, and to
provide penalties for violation of said ordinances or regulations, setting the nature and
amount of such penaity or punishments, and is further authorized to designate the court
or courts which shall have ju‘risdiction in Fulton County over such offenses; and
WHEREAS, Chapter 46 (Offenses) of the Fulton County Code of Ordinances
contains County laws adopted pursuant to Fulton County Code §§ 1-115 and 1-116
rei:ating to disorderly conduct which are consistent with state law [0.C.G.A. § 16-11-39),

and

WHEREAS, current Fulton Counly laws punish the possession of marijuana as
part of a disorderly conduct violatlon pursuant to Fulton County Code § 46-136(a)(8) or
as part of loitering pursuant to Fulton County Code § 46-143; and

WHEREAS, under current Fulton County Code § 46-145, Fuiton Industrial
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Boulevard, the only current unincorporated area of Fulton County, is designated a “drug
fre;e commerclal zone" pursuant to 0.C.GA. § 16-13-32.6, which makes it a felony to
smanufacture, distribute, dispense, or possess with intent to distribute” a controlled
substance, which would including marijuana under state faw; and

WHEREAS, the Board of Commisé.ioners of Fulton County believes that
imprisontrient for possession of less than one ounce of marijuana, with no intent to
distribute, is an excessive punishment and not in the best interest of the citizens of
Fulton County or utilization of its resources; and

WHEREAS, the Board of Commissioners takes notice that an increasing number
of: other jurisdlic’tions and municipalities are enacting legislation providing that
possession of less than one ounce of marijuana should not be punished by
imprisonment; and

WHEREAS, the Board of Commissioners deems it the policy of Fulton County to
seek the ellmination of imprisonment as a punishment for possession of less than one
ounce of marijuana throughout Fulton County and its municipalities; and

WHEREAS, it is the desire of the Board of Commissioners to specifically amend
its Cdde of Ordinances to provide that a person convicted of a violation of Fullon County
Code § 46-136(5)(6) of Fulton County Code § 48-143 that invoives the possession of
less than one ounce of marijuana shall be punished by a fine not exceeding $75.00 and
shall not be subject to any term of imprisonment; and

WHEREAS, it is the desire of the Board of Commissioners to specifically amend

its Code of Ordinances to modify the penalty provision of Fulton County Code § 46-144
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for thase loitering violations invaiving possession of less than one aunce of marijuana to
a fine not exceeding $75.00 and not punishable by a term of imprisonment.

NOW, THEREFORE, BE IT ORDAINED, by the Board of Commissioners, that
Article |11, Division 1, Chapter 46, Section 136, subpart (b) of the Fulton County Code of
Ordinances shall be amended such that it shall read as follows (with additions
underlined).

(by  Penally. Upon finding of guilt for the violation of this section, the offender

shall be subject to imprisonment for a term not exceading one month or by fine not

exceeding $500.00, or bath; provided that notwithstanding anything contained hereln to

the contrary, upon a finding of guilt for the violation of section 46-136(a}(6}, based solely

upon the misdemeanar violation of possession of less than one ounce of marijuana, an

offander may be prosecuted by alternative_enforcement procedures provided by this

section and be offered a civil penalty of a $75.00 fine for all first time offenses,

Subsequent offenses shall have a mandatory minimum fine schedule of $150.00 for a

second offense, $300.00 for a third offense, $450.00 for a fourth offense, and for all

subsequent offenses, a mandatory minimum fine schedule of $500.00 and may include

imlgrisonment for up lo 60 days. Violators who are under the age of 21 must appear in
co'urt and may be ordered to diug treatment. Violators who are 21 or older must appear
in court after a third offense and may be ordered into drug treatment.

BE IT FURTHER ORDAINED, by the Board of Commissioners, that Article 11,
Division 2, Chapter 46, Section 144 of the Fulton County Code of Ordinances shall be

amended such that It shall read as follows (with additions underlined in bold font):
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"A person convicted of a violation of seclions 46-141, 46-142 or 46-143 shall be
punished by a fine not exceading $1,000.00, imprisonment in the county jail for a term

hot exceeding 60 days, or any combination thereof: provided that notwithstanding

anvthing contained herein to the contrary, a person convicted of a violation_of section

468-143 based exclusively on possession of less than one ounce of marijuana shall be

sublect to_a fine not exceeding $75.00 and shall not be punished by imprisonment for

any term,

BE IT FURTHER ORDAINED, that this Ordinance shall be effective upon its
adoption by the Board of Commissioners.

BE IT FURTHER ORDAINED, that all ordinances and parts of ordinances in
conflict with this Ordinance are hereby repealed to the extent of the conflict.

BE IT FURTHER ORDAINED, that the Board of Gommissioners recommends
that the State of Georgia and all jurisdictions and municipalities within Fulton County
review their laws, ordinances, and regulations and consider eliminating imprisonment
for possession of less than one ounce of marifjuana.

BE IT FINALLY ORDAINED, that the Clerk to the Commission Is instructed to
tal%e all necessary steps to ensure that this Ordinance is codified in the Fuiton County

Code of Ordinances as set farth herein,

50 PASSED AND ADOPTED, this !Q day of Q.JQF\JL/ , 2018.
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CHAPTER 2, ADMINISTRATION
ARTICLE 111
DIVISION 1, SECTION 2-57.

PERSONNEL MANUAL
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2-50.1 PURPOSE AND INTERPRETATION

This section of the City of Fairburn ("the City") Code of Ordinances shall be known as the City's
"Personnel Policy." The information in this Personnel Policy is designed as an advisory guide to
help the City and its supervisors with the effective management of personnel and is not meant to
address every conceivable situation or issue that may arise in the workplace. The provisions in
this Personnel Policy are not binding on the City and may be changed, suspended, terminated, or
interpreted by the City, in whole or in part, at any time, af the City's sole option, and without
prior notice to employees. This Personnel Policy is not intended to cover every situation which
may arise or to create specific pelicy to be applied in every instance. Instead, it is intended only
to give management general advice about personnel decisions. Also, this Personnel Policy and
any practice or policy of the City will be applied consistent with all applicable laws.

Further, certain job positions may have additional rules and requirements that apply to those
specific job duties and are generally outlined in Department Standard Operating
Procedures/Guidelines (SOPs/SOGs). Each employee is subject to all rules and requirements that
have been established for employee’s position with the City. In the event of a conflict between
any SOP/SOG and this Personnel Policy, the provisions of this Personnel Policy will govern. A
copy of cach SOP/SOG is maintained by the Human Resources Director and is available for
employee review upon request.

Interpretation and administration of the policies and procedures in this Personnel Policy is
governed by, and is the responsibility of, the Human Resources Director under the supervision of
the City Administrator. Whenever clarification or assistance in interpretation is required,
employees should contact the Human Resources Director.

Should any provision in this Personnel Policy be determined to be invalid, such finding does not
invalidate the entire Personnel Policy, but only that particular provision.

2-50.2 EMPLOYMENT AT WILL

Nothing in this Personnel Policy is intended to create, comprise, or define, nor should it be
construed to constitute, any type of oral or written employment contract, promise, or guarantcc,
express or implied, between the City and any one or all of its employces. Nothing in this
Personnel Policy is intended to provide any assurance of continued employment.

In the absence of a specific agreement to the contrary, authorized in writing by the City's Mayor
and Council, employment with the City is for no definite period of time and may be terminated
by the City or the employee at any time, for any reason, with or without cause, and with or
without notice, Any written or oral statements or promises to the contraty are hereby expressly
disavowed and should not be relied upon by prospective or existing employees.

Page 1
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2503  APPLICABILITY

This Personnel Policy applies to all City employees. Elected officials, as well as City boards,
authorities, commissions, committees, consultants and independent contractors are not covered
by this Personnel Policy unless any such individual or organization is specifically included by
language contained herein or by contractual agreement with the City or unless required by
federal, state, or local law.

This Personnel Policy supersedes any and all other previous City Personnel Policy, or other
employee policies in conflict with this Personnel Policy, whether written or oral.

2-50.4 THE CITY'S EMPLOYEE RELATIONS PHILOSOPHY

The City is committed to providing the best possible work environment for maximum
development and achievement of goals for all employees. Our practice has always been to treat
each employee as an individual. We have always sought to develop a spirit of teamwork;
individuals working together to attain a common goal.

In order to maintain an atmosphere where these goals can be accomplished, we have provided a
workplace which is comfortable and progressive. Most importantly, we have a workplace where
communications are open and problems can be discussed and resolved in a mutually respectful
atmosphere taking into account individual circumstances and the individual employee.

In this regard, the City maintains an "open door policy" in which we believe the best way to
resolve any difficulties is to speak directly to each other. If you feel you have a problem, you
should present the situation to your supervisor so that the problem can be settled by examination
and discussion of the facts. We hope that your supervisor will be able to satisfactorily resolve
most matters. However, if you find that you still have questions after meeting with your
supervisor or that you would like further clarification, you may request a meeting with the
Human Resources Department. Human Resources will review the issues and meet with you to
discuss possible solutions. Finally, if you still believe that your problem has not been fairly or
fully addressed, you may request a meeting with the City Administrator. We firmly belicve that
by communicating with each other directly in this manner, we can continue to resolve any
difficulties that may arise and develop a mutually beneficial relationship.

Of course, if an employee has an issue or problem, a complaint that is covered by the EEO
Policy or any other City policy, an employee is encouraged to use the City's Reporting
Procedure, which is contained in this Manual.

2-50.5 FEQUAL EMPLOYMENT OPPORTUNITY POLICY
A. EEQ Policy

The City is committed to maintaining a workplace that is frec of inappropriate or unlawful
conduct on the basis of race, color, religion, sex, sexual orientation, marital or civil union status,
age, national origin, ancestry, disability, citizenship, military or veteran status, genetic
information, order of protection status, pregnancy, child birth or related medical conditions,
gender, gender identity or expression, or on any other basis prohibited by law. In keeping with

Page 2
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this commitment, the City prohibits the unlawful treatment of employees, including harassment,
discrimination, and retaliation, by anyone, including any supervisor, coworker, contractor,
subcontractor, vendor, resident, visitor, or agent. It is the City's policy to comply with all
applicable federal, state, and local laws.

B. Equal Employment Opportunity

The City is proud to be an equal opportunity employer. It is our policy to provide equai
employment opportunities to alt qualified applicants and Associates without regard to their race,
color, religion, sex, sexual orientation, marital or civil union status, age, national origin, ancesiry,
disability, citizenship, military or veteran status, genetic information, order of protection status,
pregnancy, child birth or related medical conditions, gender, gender identity or expression, or on
any other basis prohibited by law.

We make reasonable accommodations when necessary for all employees and/or applicants with
disabilities, provided the individual is otherwise qualified to perform the essential functions of
the job. Such individuals are encouraged to discuss their need for a reasonable accommodation
with Human Resources or their supervisor.

If you fecl that you have been discriminated against in any respect, you should immediately
bring the matter to the attention of management through the complaint procedure contained in
this Manual, or by approaching any member of management with whom you would feel
comfortable discussing your complaint,

C. Sexual or Other Unlawful Harassment

The City prohibits unlawful harassment in the workplace. Unlawful harassment can take many
forms, not just including conduct based on an individual's sex, but also conduct based on an
individual's race, color, religion, sex, sexual orientation, marital or civil union status, age,
national origin, ancestry, disability, citizenship, military or veteran status, genetic information,
order of protection status, pregnancy, child birth or related medical conditions, gender, gender
identity or expression, or on any other basis prohibited by faw.

Unwelcome sexual advances, requests for sexual favors, and other physical, verbal, or visual
conduct based on a protected class constitute harassment when (1) submission to the conduct is
an explicit or implicit term or condition of employment; (2) submission to or rejection of the
conduct is used as the basis for an employment decision; or (3) the conduct has the purpose or
effect of unreasonmably interfering with an individual's work performance or creating an
intimidating, hostile, or offensive working environment. Inappropriate conduct may include
explicit sexual propositions; sexual innuendo; suggestive comments; sexually oriented or racial
"kidding" or "teasing;" "practical jokes;" jokes about gender-specific or disability-specific traits;
foul or obscene language or gestures; displays of foul, obscenc, or racial material; sexually-
related emails and text messages; and physical contact, such as patting, pinching, or brushing
against another's body.
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Employees are prohibited from engaging in any conduct that constitutes unlawful harassment.
An individual who has witnessed or been subjected to harassment should follow the City's
Complaint Procedure, which is contained in this Manual.

D. Americans with Disabilities Act

It is the City's policy to provide equal employment opportunity to applicants and employees with
covered disabilitics under the Americans with Disabilities Act ("ADA") or other applicable law.
This policy applies to all aspects of employment and application for employment. As required by
the ADA or other applicable law, the City will provide reasonable accommodations to qualified
individuals with a disability unless such accommodations present an undue hardship or if the
individual is a direct threat to the health or safety of the individual or others.

An individual with a disability may request a reasonable accommodation at any time during the
application process or during employment. Reasonable accommodations are changes made to the
work environment or to the manner or circumstances in which the job customarily is performed
that allow an individual with a disability to perform all essential job functions of a position. The
City is not required, however, to provide an accommodation if doing so would cause an undue
hardship to the City or if the individual is a direct threat to the health or safety of the individual
or others in the workplace.

All requests for accommodations will be addressed in connection with an interactive dialogue
with the affected individual. To request an accommodation, which may include unpaid leave or
modification of the working environment, an individual should complete an Accommodation
Request Form (which is available in the Human Resources Department) and return it to the
Human Resources Director.

Upon receiving a request for accommodation, the City will seck an interactive process with the
individual to clarify the individual’s needs and identify the appropriate reasonable
accommodation. During this process, the City may request reasonable documentation, including
medical documentation, of the individual's disability and necd for a reasonable accommodation.
Failure to provide required medical information or to otherwise participate in a meaningful way
in the interactive dialogue process regarding an accommodation request may result in denial of
an accommodation. Because of the personal nature of some disability issues, the City will take
every reasonable effort to ensure confidentiality during the review process.

Any individual believing that a reasonable accommodation has not been provided should follow
the City's Complaint Procedure, which is contained in this Manual.

2-50.6 REPORTING PROCEDURE
A. Procedure

All employees have the responsibility to help ensure there is no unlawful or inappropriate
conduct in the City's workplace by reporting such conduct under this Procedure. If you feel that
there has been: (1) harassment; (2) discrimination; (3) retaliation; (4) improper denial of a
request for accommodation; (§) improper denial of requested leave under the FMLA, ADA, or
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otherwise; (5) violation of any policy contained in this Manual; (6) failure to pay overtime or
minimum wages, or any other violation of the FLSA or wage payment laws; (7) other unlawful
or inappropriate conduct by anyone, including elected or appointed City officials, employees,
supervisors, coworkers, contractors, subcontractors, vendors, residents, visitors, or agents, you
are to provide notification of such conduct immediately (preferably in writing within 24 hours);
or (8) any other violation of City Policy. In the case of unlawful or inappropriate conduct under
the City's EEO Policy), notification should be provided to the Human Resources Director. In the
case of non-EEO related issues, an employee should first speak to the employee’s supervisor if
the employee feels comfortable doing so. IF the employee is not comfortable speaking to the
employee’s supervisor, the employee should raise the issue with the Human Resources Director.
Questions regarding these procedures may be directed to the Human Resources Director.

If you are not contacted promptly about your complaint or you are not satisfied with the response
you receive, you may draft a written inquiry to the City Administrator.

B. Review

The City will undertake an objective and appropriate review of any complaint and expects all
employees to fully and honestly cooperate with internal investigations that may be initiated by
the City to examine any perceived violation of City policy or procedure or any other matter. To
the extent practicable and appropriate, the City will keep any complaint and the terms of its
resolution confidential, subject to any applicable laws governing disclosure of public records or
information.

The City will take corrective action as appropriate, including discipline, up to and including
termination of employment. Individuals will be notified of any findings and recommendations
relating to their complaint. If you have any questions about the status of your pending complaint,
you should contact the Human Resources Dircctor or the City Administrator.

C. EEOC Charges

Nothing contained in these Personnel Policies will be construed to take away an employee's right
to file a charge of discrimination with the Equal Employment Opportunity Commission (EEOC)
or to file such other allegations of unlawful conduct with other government agencics as provided
by law.

2-51.1  WORK SCHEDULES

The City's standard workweek for full-time, non-public safety employees is Monday through
Friday from 8:00 a.m, to 5:00 p.m., with a mandatory one-hour unpaid lunch period for hourly
employees. Department heads or a designee will advise exempt and non-exempt employees
regarding their specific working schedules. Part-time and temporary employees will also work
the hours as specified by their department heads. Public safety department heads will establish
work schedules for their departments in the department Standard Operating Guidelines (SOGs).
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Business requirements may sometimes requirc employees to work outside of their normal
schedules. Working periods may also be modified to accommodate business needs. Department
heads and supervisors will try to inform employees in advance of any such requirement.

2-51.2  WORK TIME AND OVERTIME

The City complies with the requirements of the Fair Labor Standards Act ("FLSA") and any
other applicable laws with respect to wages and hours. All City positions are designated as either
"exempt" or "non-exempt" according to the FLSA.

For all non-exempt, non-public safety employees, the applicable work period for determining
overtime is 40  hours in a 7-day work cycle running from 12:00 a.m. Wednesday through 11:59
p.m. Tuesday. For all non-exempt law enforcement officers, the applicable work period for
determining overtime is 84 hours in a 14-day work cycle running from Wednesday through the
second Tuesday. For all non-exempt firefighters, the applicable work period for determining
overtime is 106 hours in a 14-day work cycle running from Wednesday through the second
Tuesday.

There may be times when employees will need to work overtime so the City can successfully
meet the needs of its citizens and customers. Generally, employee may work overtime without
prior written authorization from a supervisor. Any employee working unapproved overtime will
be subject to disciplinary action, up to and including termination of employment. Public safety
employees may work overtime if the public safety employee receives verbal permission from the
employee’s supervisor or without permission in the case of emergencics.

Non-exempt employces will be given compensatory time off or paid overtime at a rate of one
and one-half times their regular hourly rate for all hours worked in excess of the applicable work
period. Exempt employees do not receive overtime pay and are paid a fixed salary for all hours
worked in a week. Exempt salaried employecs are subject to deductions from their salaries only
for lawful reasons.

If an employee has received an improper salary deduction, has been improperly classified as
exempt or non-exempt, or has not been paid minimum wage or overtime for any hours worked,
the employee should utilize the City's Complaint Procedure, which is contained in this Manual.
If it is determincd that an improper deduction was made or that an employce was not paid
minimum wage or any overtime due, the City will reimburse the employee.

2-51.3 COMPENSATORY TIME OFF

Non-exempt employees who work overtime may receive compensatory time off in lieu of
overtime wage payments. Such compensatory time off will be paid at a rate of one and one-half
hours for each overtime hour worked, instead of overtime pay. Depariment heads must approve
the usc of such an election and notify employees in advance. Employees also must acknowledge
in writing their understanding and agreement to such an election prior to working the overtime
hours.
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Employees requesting to use their compensatory time off will be allowed to use such time within
a rcasonable period after making the request, upon approval by the City, if such use does not
interfere with the City's operations. The City limits employees’ accrual of compensatory time off
to 80 hours. Employees who have accrued 120 hours of compensatory time off must thereafter be
paid wages for any overtime hours worked.

Upon termination of employment, employees will be paid for all earned but unused
compensatory time off.

2-51.4 ATTENDANCE AND PUNCTUALITY

Punctual and consistent atiendance is an essential function of all positions of employment with
the City. We work as a team, and this requires that each person be in the right place at the right
time. Failure to meet expectations for attendance and punctuality will result in disciplinary
action, up to and including termination.

Employees who are unable to come to work or arrive to work on time, must notify their
supervisor or department head as soon as possible and do so before their workday is scheduled to
begin. To notify one's supervisor or department head, an employee should first attempt to call
and speak to the supervisor or department head, or such other person in the employee's chain of
command directly. If the employec is unable to reach their supervisor, department head, or some
other person in the employee's chain of command directly, then the employee may send a text or
email message; provided, further, that the employee, after commencement of the workday,
confirms that the text or email message was reccived. If an employee's absence continues beyond
one day, the employee should continue to report further absences each day.

An employee who is absent without authorization or who fails to make proper notification is
subject to disciplinary action, up to and including termination. If an employee is absent for three
days without notifying the City, it will be assumed that the employee has voluntarily abandoned
employment with the City, and the employee will be removed from the payroll.

In addition, even when proper notification is given, cxcessive absenteeism and tardiness will
result in disciplinary action, up to and including termination of employment. Excessive
absenteeism and tardiness is generally considered to be more than two (2) unexcused absences.
An unacceptable pattern of unexcused absences and/or tardiness over a six (6) month period will
be evaluated and discussed with the employee. An absence from work will be considered
excused if the employee has available sick leave.

An employee's attendance simply is one aspect of the employee’s job performance and will be
considered together with overall performance and attitude.

This policy will be applied in accordance with all applicable laws. If an employee or immediate
family member has a medical condition that results in one or more absences, the employee may
qualify for unpaid leave under the federal Family and Medical Leave Act ("FMLA"), and the
absence or tardy will not be considered unexcused. Likewise, if an employee absence is
approved leave under the Americans with Disabilities Act ("ADA"), the absence will not be
considered.
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If you believe that an absence or tardy has been improperly considered unexcused, please utilize
the City’s Complaint Procedure, which is contained in this Manual.

2-51.5 MEAL PERIODS

A 60-minute unpaid meal brcak must be taken each day by all non-exempt employees.
Employees are completely relieved of their duties during this meal break. The employee's
department head or designee will schedule such meal periods. The scheduling of meal periods
may vary depending on business needs. Scheduling of and payment for meal periods for public
safety personncl may be subject to different or additional requirements. Non-exempt employees
must clock in and out for each meal period.

An employec needs written authorization from the employee’s supervisor before performing
work during a non-regularly scheduled work period or after the employee’s scheduled shift. If an
employee is asked to perform work without clocking in, the employee should immediately
contact the City Administrator.

2-51.6 TRAVEL TIME AND WORK OUT OF TOWN FROM THE OFFICE

When a non-exempt employee works out of town, either on a one-day trip or on an overnight
visit, employee will be paid for all compensable time, as provided for by applicable federal and
statc law. Employees should discuss their compensation for an out of town trip with the Human
Resources Director prior to the day of departure.

2-51.7 CALL-IN

All employees are subject to call in emergencics or as needed by the City to provide necessary
services to the public. An example of such necessary service would be to provide administrative
support for meetings outside the normal work hours. A refusal to respond to a call in may be
grounds for immediate disciplinary action, up to and including termination. Non-cxempt
employees called back to duty will be paid a minimum of 2 hours beginning from the time they
leave home to report for duty at their appropriate rate of pay for hours worked (the overtime rate,
if applicable) along with any additional compensation required by law. Exempt employees do not
receive additional pay for such call ins, as their fixed salary already compensates them for all
hours worked in a week.

2-51.8 RECORDING YOUR TIME.

Accurately recording time worked is the responsibility of every nonexempt employee. Federal
and state laws require the City to keep an accurate record of time worked in order to calculate
employee pay and benefits. Time worked is all the time actually spent on the job performing
assigned duties.

All non-exempt employees must accurately record the time they begin and end their work, as
well as the beginning and ending time of cach meal petiod. Non-exempt employecs must also
record the beginning and ending time of any split shift or departure from work for non-work-
related reasons.
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The City wants to be sure that non-exempt employees are paid fairly for all the time they work.
To accomplish this, the City must have an accurate record of the time that employees work. To
accomplish this, the City uses an electronic timekeeping system to keep time records for non-
exempt employees. Employees are required to login to the designated computer workstation
when they begin work and log out when they end their work. Employees' supervisors will
explain how the system is used. The important poinis to remember are:

e Be sure that you clock in at the start of your shift;

e Be sure you clock out at the end of your shift;

e If you leave the building on non-City business, you must clock out; and
o Accurately record any meal break in your electronic time record.

If an employee is asked or instructed by anybody in the City to perform work "off the clock" (in
other words, perform work without reporting it on the time system), the employee should refuse
and also immediately report the situation by utilizing the City's Complaint Procedure, which is
contained in this Manual.

If an employee forgets to log in or out for any reason, employee must notify his/her supervisor
or department head before leaving for the day. If the supervisor or department head 18 not
available, the employec should leave a message via e-mail, voice mail, or whatever means is
available. This is extremely important because paychecks will be calculated from the daily time
log that is maintained by logging in and out during appropriate times.

Any change or omission from a timekeeping entry must be approved by the employee's
supervisor. At the end of each pay period, employces are required to review and approve their
time worked and any Ieave hours recorded for the pay period. If an employee believes any of the
information reflected is incorrect, employee will have the opportunity to explain the issue, which
then will be reviewed by the Human Resources Director. By approving the electronic timecard,
employees are certifying that the information they submitted is complete and accurate.
Employees may be subject to disciplinary action up to and including termination for submitting
any inaccurate information on their report.

Altering, falsifying, tampering with or submitting inaccurate information in any way in
connection with time records or using or accessing any timecard or time record other than your
own will result in disciplinary action up to and including termination of employment.
Additionally, violators may be criminally charged.

FExempt employees will be paid on a salary basis (26 pay-periods per year) and do not keep time
records for payroll purposcs unless otherwise instructed to do so; however, exempt employees
who wish to utilize vacation or sick pay must submit a request fo their supervisor who will, after
approval, forward the request to payroll for processing.
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2-51.9 SEVERE WEATHER CONDITIONS

Severe weather is sometimes to be expected. Although driving may at times be difficult, when
caution is exercised, the roads are normally passable. Except in cases of severe storms, we are all
expected to work our regular hours.

Procedures - The City Administrator may direct City offices to be closed due to inclement
weather conditions. This decision may be made prior to normal business hours or at any time
during the workday should weather conditions dictate the need to close City offices. City
employees shall be notificd as soon as possible in the event of a closing.

When City administrative offices are closed for partial days, employees who are at work may
receive pay for the remainder of the business day for which the employee was scheduled to
work. When City administrative offices are delayed from opening at the normally scheduled time
(c.g., opens at 10:00 a.m. rather than at 8:00 a.m.) employces who report to work at the
rescheduled time of opening, may receive full pay for the day.

Pay For Inclement Weather - Offices Open - When City offices remain open during inclement
weather, employees are expected to attempt to report to and remain at work. If a non-essential
cmployee is unable to get to work or needs to leave before the end of shift, the employee must
contact his/her supervisor, The employee may use vacation or compensatory time if unable to
report to or remain at work because of inclement weather. It a non-exempt employee does not
have accrued paid time off, the employee shall be required to take the time off without pay.

Pay For Inclement Weather - Offices Closed - When City offices are closed due to inclement
weather, employees whose jobs are essential to ensure public safety and other employees as
determined by their department head (e.g., police, fire, public works, water and sewer personnel,
Human Resources payroll, etc.) may be required to report to work. Non-essential employees may
receive their normal pay during closure of City administrative offices with the approval of the
City Administrator.

Essential employees who report to work will receive one day of vacation leave for each full shift
worked during closure of City administrative offices due to inclement weather in addition to their

pay.

Essential employees who fail to report to work and who were not excused by their department
head must usc vacation, sick or compensatory time to receive pay during their absence. These
employees may also be subject to disciplinary action.

2-521 IMMIGRATION LAW COMPLIANCE

The City employs only United States citizens and those non-U.S. citizens who are authorized to
work in the United States in compliance with all applicable federal and state laws.

Page 10
4820-4732-1184.v1-4/5/2018 9:35 AM




To comply with state law, the City utilizes E-Verily to verify the work eligibility of its
cmployees. E-Verify is an Internct-based system operated by Department of Homeland Security
in partnership with Social Sccurity Administration that allows participating employers to
electronically verify the employment cligibility of their newly hired employees. E-Verify works
by electronically comparing the information on an employee's 1-9 form with SSA and DHS
records to verify the identity and employment eligibility of each newly hired employee.

Also, in accordance with state law, the City complics with the Systematic Alien Verification for
Entitlements (SAVE) program in order to verify the lawful presence in the United States of any
applicant for a public benefit and verify that the applicant is legally entitled to receive the benefit
for which they applied. Employees who apply for bencfits with the City covered by the SAVE
program will be required to certify this information to the City as part of the application process,
and the City may take steps to verify this information and/or report it to state or federal
government agencies in accordance with SAVE requirements.

The Finance Director is responsibie for completing the City's required reporting under these
Jaws. However, if you have questions pertaining to thesc issues as they apply to your
employment, please contact the Human Resources Director.

2-52.2 RECRUITMENT

All recruiting, transfer, and reassignment decisions will be made in accordance with the City's
Equal Employment Opportunity Policy. The City may fill job vacancies from within or recruit
external applicants. Job vacancies may be announced to City employees prior to any public
advertisement, but such is not required. Current employees who wish to apply for a job vacancy
should comply with the normal application process.

In order to determine suitability for employment and protect the health, safety, and welfare of its
residents and employees, employees and applicants for employment, promotion, and transfer
with the City may be asked to supply personal information and consent for evaluations such as
physical evaluations, drug testing, driving history investigations, credit history investigations,
and criminal background investigations.

2-52.3 EMPLOYMENT APPLICATIONS

We rely upon the accuracy of information contained in the employment application and the
accuracy of other data presented throughout the hiring process and employment. Any
misrepresentations, falsifications, or material omissions in any of this information may result in
exclusion of the applicant from further consideration for employment or, if the person has been
hired, disciplinary action, up to and including termination of employment.

2-524 BACKGROUND CHECKS

The City conducts background checks on all employees, job applicants, and volunteers, These
background checks may include credit reports, criminal background checks, driving history, and
review of social media and other internet content. It is the City's policy to conduct such
background checks in accordance with all applicable federal, state, and local laws.
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With respect to criminal background checks in particular, they will be job related and consistent
with business necessity. A prior criminal conviction is not an absolute bar to employment or
volunteer service. A prior arrest or criminal conviction may bar an employee from serving in
certain public safety positions. Upon receipt of information reflecting a prior criminal conviction,
the City will conduct an individualized assessment considering the nature of the crime, the time
elapsed, and the nature of the job, and also providing the individual an opportunity to explain the
circumstances and why it should not exclude the individual from employment or voluntecr
service.

The failure to comply with this policy, including falsification of information related to
background checks, will result in disciplinary action, up to and including termination of
employment or disqualification from employment.

2-52.,5 NEW EMPLOYEE ORIENTATION

Upon starting employment with the City, all employees will be given a copy of this Manual and
may be asked to complete certain personnel, payroll and benefit forms. Your supervisor and/or
department head will provide instructions to you about job assignments and other matters needed
to orient you to your new position. They are a good source of information about your job and
should be your primary contact for any questions about your duties.

2-52.6 CATEGORIES OF EMPLOYMENT
A. Introductory Period

All new cmployees (or any employee in a new position following a transfer or promotion) will
be employed on an introductory status until they have completed six months (180 days) of
service with the City in that position, unless otherwise extended. The decision whether to
continue your employment in this position or extend your introductory period will be made by
your supervisor and department head, in consultation with the City Administrator. However, any
employee, during both the introductory period, and subsequent employment with the City, may
be terminated at any time for any reason, with or without notice.

This introductory petiod is designed, primarily, to give both the City and the employee an
opportunity to determine whether the employce will be able to adequately perform in the
assigned job position. At the end of the introductory period, your performance will be reviewed
and a decision made regarding your continued employment or any extended introductory petiod.

B. Employment Status

Full-time employees work a regular workweek (usually 40 hours) and may be cligible for
benefits as set forth in this Manual and other applicable plan documents.

Part-time employees normally work fewer than 30 hours per week and are eligible for statutory
benefits only.

With approval of the City Administrator, temporary employees may be used to perform a
specific job for a specified period of time, such as during emergencies or other peak workload
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periods; to temporarily replace regular employees absent due to disability, illness, annual leave
or other approved leave; or to temporarily fill a vacancy until a regular employee is hired.
Temporary employees are eligible for statutory benefits only.

It is important for all employees to understand that: (1) no employee is guaranteed any certain
number of hours per week or a particular schedule; and (2) employees may be shifted from part-
time to full-time or vice versa, and the City specifically reserves the right to make changes to
employces’ hours and schedule without any advance notice or consent by the employee.

2-52.7 EMPLOYEE PERSONNEL RECORDS AND PERSONAL DATA

The City maintains a personnel file for each employee in the Human Resources Department, and
access is limited to the Human Resources Director or designee, the City Administrator, and other
City officials with a need to access such information. An employee's personnel file may contain
information such as the employee's name, title and/or position held, job description, department
to which the employee is assigned, salary, changes in employment status, training received,
performance evaluations, personnel actions affecting the employee, including discipline, and
other pertinent information.

An employee has the right to review their personnel file under the supervision of the Human
Resources Director or designee. Employees are not permitted to remove documents from their
personnel file without prior written permission from the Human Resources Director. Personnel
files arc kept confidential to the maximum extent permitted by law; however, the City is required
to comply with valid court orders, public disclosure requirements of the Georgia Open Records
Law, and other applicable laws and directives requiring the City to provide information from the
employee's personnel file.

The City needs to maintain up-to-date information about its cmployees. It is thus each
employee's responsibility to provide notice of changes of address, phone numbers, marital status,
number of dependents, next of kin and/or beneficiaries, and other personal information as they
occur, This may be done by contacting the Human Resources Director.

2-52.8  JOB DESCRIPTIONS

The City will maintain job descriptions for all positions, which will include information such as
general purpose, supervision exercised, examples of duties, and minimum qualifications.

A job description does not constitute an employment agreement between the City and employee
and is subject to change as the needs of the City and the requirements of the job change. The
examples of duties listed in a job position description are intended only as general illustrations of
the various types of work performed. The omission of specific statements of duties does not
exclude the requirement of additional duties and /or responsibilities for the position.

Job descriptions may be reviewed at the request of the employce or depariment head.

Page 13
4820-4732-1184.v1-4/5/2018 9;35 AM




2-52.9 PAYDAYS

All employees are paid on a biweekly basis, every other Friday. In the event that a regularly
scheduled payday falls on a federal holiday, employees will normally be paid on the day prior to
the federal holiday.

2-52.10 PAYROLL DEDUCTIONS

The City will withhold from an employee's paycheck those deductions required by law and any
voluntary deductions authorized by the employee, as long as such voluntary deductions comply
with applicable law. If you believe an improper deduction has been made from your paycheck,
please use the Complaint Procedure that is contained in this Manual.

2-52.11 PAY ADVANCES
Pay advances or loans will not be granted to employees.

2-52.12 CONFIDENTIALITY OF COMPENSATION AND BENEFITS

The City prohibits improper or unauthorized use of the City's records or computer systerms to
access confidential employee compensation and benefits. Improper or unauthorized access to the
City's records or computer sysiem may violate federal or state law. This policy does not prohibit
individuals from discussing their own compensation and benefits with other employees, so long
as you did not come into possession of such information through improper means.

2-52.13 EMPLOYMENT OF RELATIVES

An otherwise qualified candidate is excluded from consideration for a vacancy or transfer if a
potential conflict of interest involving a relative would be created. For purposes of this policy, a
relative includes an individual who is related by blood, marriage, or adoption. Examples of
relatives include a spouse, parent, child, sibling, aunt, uncle, niece, nephew, grandparent,
grandchild, or corresponding in-law or step family relation.

Candidates are ineligible for employment, promotion, or transfer to a job where an employce
who is a relative would rccommend or approve the appointment, hiring, termination,
performance appraisals, pay changes, disciplinary actions, or promotions for the candidate. No
employee may directly or indirectly supervise a relative. Failure to disclose a relative who is a
City ecmployee is grounds for discipline, including termination.

Relatives of the Mayor and members of the City Council will not be hired by the City; however,
the election of a relative to the position of Mayor or a seat on the City Council will not cause a
current employee to be terminated from employment. However, if an elected official takes steps
to influence or determine any aspect of the relative employee's employment or taking any other
action that may otherwise create an actual or potential conflict of interest, as determined by the
City Administrator, the employee may be discharged..
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2-52.14 NON-FRATERNIZATION

The City prohibits dating or romantic relationships between a supervisor and a subordinate who
reports either directly or indirectly to that supervisor. This prohibition applies to all employees
regardless of their marital status. In the event a supcrvisor and subordinate desire to date or enter
into a romantic relationship, the supervisor should immediately notify the Human Resources
Director so that the City may take appropriate steps to avoid any adverse impact in the
workplace. This may include the transfer, reassignment, or resignation of one {(or both) of the
employces involved. The City will address these situations as confidentially and discreetly as
possible. When a violation of this policy is determined to have occurred, appropriate disciplinary
action, up to and including discharge, will be taken.

2-52.15 PERFORMANCE REVIEWS

Each employee's job performance is important to the City. Your supervisor or department head
will review your job performance on a periodic basis. Such a review will be held once a year,
near the time of your anniversary date. However, circumstances may result in reviews being
conducted at different times and/or on a more or less frequent basis. In addition, new employees
typically are reviewed at the end of their introductory period.

Performance reviews are designed to provide a basis for better understanding between you and
the City, with respect to your job performance, potential and development within the City. Such
reviews will be in writing, and you will be asked to complete a self-review prior to meeting with
your supervisor; provided, however, you will not be required to complete a self-review.

Pleasc understand, however, that receiving a positive performance review, does not guarantce an
increase in compensation, a promotion, or even continued employment because all terms and
conditions of employment are determined by the discretion and needs of the City.

2-52.16 NOTICE OF RESIGNATION

Employees who decide to voluntarily leave their employment with the City are expected to
provide at least two weeks’ notice to their department head and the Human Resources Director.
Your thoughtfulness in providing such notice will be appreciated and will be noted favorably
should you ever wish to reapply for employment with the City. Upon resignation, employees
niust return all City property to the City. In addition, all employees who voluntarily resign or
who are involuntarily terminated will be asked to complete a written exit interview form, which
will be presented to the employee at the time of the resignation or termination. This written exit
interview form will become a part of the employee's permanent personnel file and may be shared
with the Mayor and Members of City Council if so requested.

2-52.17 JOB REFERENCES

City employees are not authorized to provide any reference regarding a current or former
employee's employment with the City. Any request for a reference or employment history of any
kind must be directed to the Human Resources Director. In response to such requests, the Human
Resources Director or designee's response will be limited to providing position(s) held, dates of
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employment, and the ¢ligibility for rehire. Upon written request by the former employee, the
City may provide additional information, such as salary history. Again, this information only
may be given by the Human Resources Director or designee, and no other employee i1s
authorized to provide any information of any kind concerning a current or former employee.

2-53.1 BENEFITS

Employees' rights and benefits arc determined in accordance with the provisions of the
applicable benefit policy, and such benefits are effective only if an employee is eligible for the
benefit (including any insurance) and remain covered or insured in accordance with policy terms.
Any benefit policy is subject to amendment, suspension, modification, or termination in
accordance with any provision thereof or at the discretion of the City without the consent, notice
to or concurrence of any person covered or insured thereunder.

The City reserves the right to amend, suspend, modify, or terminate these benefits at any time
and for any reason, No employee has authority to contravene the terms of this policy, including
waiving any condition or resiriction of any benefit plan, extending the time for making a
payment, or binding the City by making any promise or representation. Unless otherwise
required by applicable law, once an employee is terminated, the City will not pay benefits under
any benefit plan, except for that amount in which the employee is vested, or that the employce
has contributed into the plan and has not yet utilized up to the time of termination, or in
accordance with any laws requiring the continuation of such benefits.

2-53.2 RETIREMENT BENEFITS

The City maintains a retirement plan that provides for the payment of monthly benefits to
cligible employees after retirement. The retirement plan document is located in the Human
Resources Department, and a copy is available upon request.

2-53.3 MEDICAL INSURANCE

Eligible employees may participate in the City's group medical insurance benefit plan. Full-time
cmployees arc also covered at the current time under the City's life insurance plan. Information
regarding thesc benefits is available upon request from the Human Resources Department.

2-53.4 CONTINUANCE OF MEDICAL COVERAGE (COBRA)

Upon an employec's termination from employment, the employce may be eligible to elect to
continue health insurance benefits, at the employee's option and cxpense, to the extent provided
under COBRA (the Consolidated Omnibus Budget Reconciliation Act). Information regarding
rights under COBRA is available from the Human Resources Department.

Page 16
4820-4732-1184.v1-4/5/2018 9:35 AM




2-53.5 EDUCATION ASSISTANCE

Eligible regular, full-time employees who have successfully completed their Introductory Period
may be eligible to reccive tuition assistance. Education assistance is dependent on the City’s
budget and employees should contact the Human Resources Director for more information.

2-53.6 EMPLOYEE ASSISTANCE PROGRAM

The City maintains for its employees and their immediate family members a counseling and
treatment program referred to as the Employee Assistance Program, or EAP. This program,
provided by an outside professional medical organization, assists City employeces and their
immediate family members with a wide range of assistance to address personal problems that
may have a negative effect on their wellbeing and/or job performance. The terms of the City's
Employee Assistance Program are located in the Human Resources Department and are available
upon request.

2-53.7 UNIFORMS AND VEHICLES

The City may provide uniforms or an allowance for the purchase of uniforms to employees in
certain job positions as designated by the City.

The City also may provide a vehicle or an allowance for the use of a personal vehicle to
employees in certain job positions. Please also see the related policy on Operating City or
Privately-Owned Vehicles While Conducting City Business.

2-53.8 ANNUAL PAID LEAVE

The City provides full-time employees with a benefit of paid annual leave that may be used for
absences for vacation and other personal reasons. Part-time and temporary employees are not
eligible for annual leave.

Eligible employees begin to accrue annual leave on their first day of employment, but new hires
must wait 180 days before requesting time off and using any annual leave. Eligible employees
accrue the following amounts of annual leave each pay period based on their employment
classification with the City:

+ Full-time non-public safety employees who work 2,080 hours a year or more earmn
annual leave at a rate of 3.69 hours per pay period.

e Full-time Fire Department employces, who work 24-hour shiftiwork amounting to
2,756 hours a year, earn annual leave at of rate of 4.98 hours per pay period.

e Full-time Police Department employees who work 12-hour shiftwork amounting to,
2,184 hours a year, earn annual leave at of rate of 3.88 hours per pay period.

o Regular personnel who work 1,560 hours a year carn annual leave at a rate of 2.76 per
pay period.
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Employees do not accrue annual paid leave during any unpaid leave status. Employees may
accrue up to a maximum of 240 hours of annual paid leave.

Requests for foreseeable annual leave must be submitted to your supervisor as far in advance as
possible, and in no event less than 48 hours in advance of taking the leave. If the need to take
annual leave is unexpected or otherwise not foreseeable, you must provide as much notice as
possible. (Please also refer to the City's policy on Attendance and Punctuality, which is
contained in this Manual.) No annual leave may be taken without approval.

When possible, annual leave days will be allowed in accordance with employee requests, but
operating requirements of the City must always be taken into account. Sometimes, it may be
necessary to deny annual leave requests, or approve annual leave on different dates than
requested, in order to meet business needs. Generally speaking, length of employment
determines priority when scheduling annual leave times among employees, although operational
and staffing needs may affect scheduling as well.

Employces who voluntarily resign or who are involuntarily terminated will reccive pay for any
unused, accrued annual leave.

2-53.9 SICK LEAVE

The City provides full-time employees a benefit of paid sick leave that may be used for abscnees
due to bona fide illness, injury, medical appointments or examinations, dental appointments, or
other similar healthcare-related reasons. Sick leave also may be taken for the healthcare of an
employee's immediate family member, which includes the employee's spouse, children, parents,
brothers and sisters, grandparents, grandchildren, mother-in-law, father-in-law, son-in-law,
daughter-in-law, and any other person who resides in the employee's houschold and who is
recognized by federal tax laws as the employee's dependent. Part-time and temporary employees
are not eligible for sick leave.

Eligible employees begin to accrue sick leave on their first day of employment, but new hires
must wait 180 days before requesting time off and using any sick leave. Eligible employees
accrue the following amounts of sick leave each pay period based on their employment
classification with the City:

s Tull-time non-public safety employees accrue sick leave at the rate of 3.69 hours per
pay period.

e TFull-time Fire Department employees who work 24-hour shifts earn sick leave at of
rate of 4.98 hours per pay period.

e Tulistime Police Department employees who work 12-hours shifts carn sick leave at
of rate of 3.88 hours per pay period.

e Non-public safety employees who normally work 30 hours per week accrue sick
leave at the rate of 2.76 per pay period.
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Employecs do not accrue sick leave during any unpaid leave status. Employees may accrue up to
a maximum of 960 hours (24 wecks) of sick leave.

Requests for foresceable sick leave must be submitted to your supervisor as far in advance as
possible. If the need to take sick leave is unexpected or otherwise not foreseeable, you must
provide as much notice as possible. (Please also refer to the City's policy on Attendance and
Punctuality, which is contained in this Manual) Paid sick leave may not be taken without
approval. Medical documentation may be required of employees upon request in order to verify
the need for sick leave.

When possible, sick leave days will be allowed in accordance with employee requests, but
operating requirements of the City must always be taken into account. Fulitime employees who
have been employed with the City for one (1) year or more may donate their annual leave to
other employees who are in need of additional sick leave for qualifying medical absence.
Donations of annual leave will be done in writing to the Human Resources Department, and
calculated on a dollar basis.

For example, if an employee who earns $30.00 per hours donates one hour of annual leave to an
crmployee who earns $10.00 per hours, the recipient will have three hours of paid time off to use
for their qualifying medical absence.

Employees with less than one year of employment with the City may not receive nor donate
annual leave to another employee.

2-53.10 PERSONAL LEAVE OF ABSENCE

An employee with at least one year of employment with the City may be granted a personal
leave of absence without pay. The granting of this type of leave is normally for compelling
reasons only and is dependent upon the sole discretion and joint written approval of the
employee's department head and the City Administrator. Such lcaves of absence ordinarily may
not exceed 90 days, and may be granted only after earned annual leave and sick leave is
exhausted.

The City will make reasonable efforts to return an employee to the same or similar job as held
prior to the leave of absence, subject to staffing and business requirements, but no guarantee can
be provided. It is the employee's responsibility to refurn to work on the date the personal leave of
absence expires. If an employee does not return to work as scheduled and does not notify the
department head of a request for an extension, the City will consider the employee to have
voluntarily resigned from employment. A request for an exiension must be in writing and
received at least 5 business days before the scheduled expiration of a leave of absence.

Unless pre-approved in writing by the City Administrator, engaging in other gainful employment
during any leave of absence is prohibited.

2-53.11 MEDICAL LEAVE (NON-FMLA)

Employees who need time off from work for qualifying medical reasons, but who are not entitled
to leave under the FMLA or other leave law (such as those who are not eligible or who already
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have exhausted their FMLA leave) may be granted unpaid non-FMLA medical leave at the City's
discretion.

Upon return from an approved non-FMLA medical leave, the employce must provide a relcase
from employee’s health care provider authorizing a return to work and listing any work
restrictions. Upon receipt of such authorization, the City will review any work restrictions and
determine whether the employee's position or another position for which the employee is
qualified is available, including whether a reasonable accommodation is appropriate and
available.

This Policy will be applied in conjunction with the Americans with Disabilities Act, the FMLA,
the applicable state worker's compensation law, and any other applicable local, state, or federal
law. An employee who has been improperly denied leave should use the
which is contained in this Manual.

2

2-53.12 JURY, COURT, AND WITNESS LEAVE

Employees will be granted time off with pay to serve on a jury or as a subpoenaed court witness.
Employces must provide proof of jury summons or subpoena and report any compensation
received to the City. Employees who scrve as a witness or attend court the course of the
employee’s official duties will be compensated at the employee’s regular rate of pay.

Employees who attend court for personal reasons must use their accrued vacation leave time in
order to receive pay for the absence from work.

Employees must make arrangements with their supervisor as soon as they receive notice of their
summons ot subpoena. In fairness to the City, employees must return to their job at the City if
they are excused from jury or witness duty during their regular working hours. The failure to do
so may result in disciplinary action, up to and including termination from employment.

2-53.13 BEREAVEMENT LEAVE

Full-time employces who have completed their Introductory Period may be eligible to receive
bereavement leave. An employee who has a death in the immediate family may receive up to 24
hours (or 3 working days for public safety cmployces) of paid leave for each qualifying event for
bereavement and to arrange and/or attend funeral activities. You must be scheduled to work
during the time you will be away from work for these activities in order to reccive pay.

An employee's immediate family includes the employee's spouse, children, parents, brothers and
sisters, grandparents, grandchildren, mother-in-law, father-in-law, son-in-law or daughter-in-law.
The definition is extended to any other person who resides in the employee's household and who
is recognized by federal tax law as a dependent of the employee.

If additional time is necessary, employecs may use their accrued annual leave or request a
personal leave of absence. Advance authorization by the employee's department head or designee
is required.
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The employee must notify the department head in advance of taking time off from work. The
City reserves the right to deny any request based on operational and staffing needs and further
reserves the right to require an employee to document the death of a family member.

2-53.14 OCCUPATIONAL RETURN TO WORK PROGRAM

The City has an Occupational Return to Work Program, which establishes a process to provide a
return to work plan for employees who sustain an occupational injury and are covered under the
state's workers' compensation law. This policy does not superscde the rights of any employee
under the Americans with Disabilities Act or any other applicable state or local law. This is the
only program under which transitional or "light" duty work will be provided, unless otherwise
required by law. A copy of the City's policy regarding its Occupational Return to Work Program
is available from the Human Resources Department upon request.

2-53.15 FAMILY AND MEDICAL LEAVE OF ABSENCE (“FMLA™)

L. If you have been employed by the City for at least 12 months (with no break in
service of seven or more years except if related to USERRA covered military
obligations and have worked at least 1,250 hours during the 12-month period
preceding the start of the feave (which includes all periods of absence from work
due to or necessitated by USERRA-covered service), you are eligible for up to a
total of 12 workweeks of unpaid leave during any rolling 12-month period for one
or more of the following reasons:

a. Because of the birth of your child and in order to care for such child
(within 12 months after the birth of the child);

b. Because of the placement of a child with you for adoption or foster care
(within 12 months of the placement of the child),

C. In order to care for your spouse, child, or parents if they have a “serious
health condition;”

d. Because of a “serious health condition” that makes you unable to perform
the functions of your job; or

c. Because of any “qualifying exigency” (as defined by the Secretaty of
Labor) arising out of the fact that your spouse, child, or parent is deployed
on covered active duty in a foreign country (or has been notified of an
impending call or order to covered active duty in a foreign couniry) in the
Armed Forces, including the National Guard and Reserves.

2. Serious Health Condition. For purposes of this policy, “serious health condition”
means an illness, injury, impairment or physical or mental condition that involves
one of the following:
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a. Hospital Care. Inpatient care in a hospital, hospice or residential medical
care facility, including any period of incapacity relating to the same
condition;

b. Absence Plus Treaiment. A period of incapacity of more than three full
consecutive calendar days (including any subsequent treatment or period
of incapacity rclating to the same condition), that also involves either:
(1) treatment two or more times (within 30 days and provided the first
visit takes place within seven days of the first day of incapacity) by a
health care provider, by a nurse or physician’s assistant under direct
supervision of a health care provider, or by a provider of health care
services under orders of, or on referral by, a health care provider; or
(2) treatment by a health care provider on at least one occasion which
results in a regimen of continuing treatment under the supervision of the
health care provider (first visit to health carc provider must take place
within seven days of the first day of incapacity);

C. Pregnancy. Any period of incapacity due to pregnancy, or for prenatal
care;
d. Chronic Conditions Requiring Treatment. A chronic condition which:

requires at least two periodic visits for treatment per ycar by a health care
provider, or by a nurse or physician’s assistant under direct supervision of
a health care provider; which condition continues over an extended period
of time; and may cause episodic rather than a continuing period of
incapacity;

e. Permanent/Long-term Conditions Requiring Supervision. A period of
incapacity which is permanent or long-term due to a condition for which
treatment may be effective. The employee or family member must be
under the continuing supervision of, but need not be receiving active
treatment by, a health care provider;

f. Multiple Treatments (non-chronic conditions). Any period of incapacity to
receive multiple treatment (including any period of recovery thercfrom) by
a health care provider or by a provider of health care services under orders
of, or on referral by, a healih care provider, either for restorative surgery
after an accident or other injury, or for a condition that would likely result
in a period of incapacity of more than three full consecutive calendar days
in the absence of medical intervention or treatment.

3. Qualifying Exigency Leave. If you are an eligible employce (as defined above),
you are entitled to take up to 12 weeks of unpaid FMLA leave for any qualifying
exigency arising out of the fact that a military member is on covered active duty
or called to covered active duty status in a foreign country. The leave described in
this paragraph is available during a 12-menth rolling period, and may be taken on
an intermittent or reduced leave schedule basis. You will be required to provide a
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copy of the military member’s active duty orders or other documentation issued
by the military that indicates that the military member is on covered active duty or
is called to covered active duty status in a foreign country and the dates of the
military member’s covered active duty service. Eligible employees may take all
12 weeks of his/her FMLA leave entitlement as qualifying exigency leave or the
employee may takec a combination of 12 weeks of leave for both qualifying
exigency leave or any other qualifying reason listed above.

With respect to a Qualifying Exigency Leave:

a. A “military member” means your spouse, son, daughter, or parent who is
on covered active duty or called to covered active duty status in any
foreign country in any of the Armed Forces, including a member of the
National Guard or Reserves.

b. A “qualifying exigency” includes the following broad categories: (a) short
notice deployment; (b) military events and related activities; (c) childcare
and school activities; (d) parental care; (e) financial and legal
arrangements;  (f) counseling; (g) rest and  recuperation;  (h) post
deployment activities, including reintegration activities, for a period of 90
days following the termination of active duty status; and, (i) additional
categories that are agreed to by the employer and employee within this
phrase.

c. The phrase “son or daughter” is defined as your biological, adopted, or
foster child, stepchild, legal ward, or child for whom you stood in loco
parentis, of any age for qualifying exigency leave, who is on active duty or
called to active duty status who is of any age. (Note: This definition is
different from other sections of this FMLA policy). If the exigency leave
is to arrange for childcare or school activities of a military member’s
child, the military member must be the spouse, son, daughter or parent of
the employee requesting the leave.

d. A “parent” means a biological, adoptive, step or foster father or mother, or
any other individual who stood in loco parentis to you when you were a
son or daughter but it does not include “parents in law.”

e. Parental care — cligible employees may take leave to care for a military
member’s parent who is incapable of self-care when the care is
necessitated by the military member’s covered active duty. Such care may
include arranging for alternative care, providing care on an immediate
need basis, admitting or transferring the parent to a care facility, or
attending meetings with staff at a care facility.

f. Rest and Recuperation — eligible employees may take up to fifteen days to
spend time with a military member on Rest and Recuperation leave,
limited to the actual leave time granted to the military member and
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supported by the Rest and Recuperation leave orders or other appropriate
documentation issued by the military setting forth the dates of the leave.

4. Military Caregiver Leave. If you have been employed by the City for at least 12
months and have worked at least 1,250 hours during the 12-month period
preceding the start of the leave, a, and you are a spous, child (of any age for
military caregiver leave), parent or next of kin of a Covered Servicemember, as
defined below, you are entitled to a total of 26 workweeks of unpaid leave during
a single 12-month period to care for the Covered Servicemember (including 12
workweeks for any other FMLA qualifying reason). The leave described in this
paragraph shall only be available during a single 12-month period beginning as of
the date the leave commences and cnding 12 months after that date (and any
unused amounts are forfeited).

Military Caregiver Leave may be permitted more than once if necessary to care
for a different Covered Servicemember (or the same Servicemember with
multiple or subsequent injurics or illnesses) up to a combined total of 26
workweeks in a 12-month period. However, your total available leave time in any
single 12-month period generally may not exceed a combined total of 26
workweeks (including FMLA time off taken for any other reason); except as
provided under the FMLA regulations. You will be required to timely submit a
medical certification available from our Human Resources Department or an
invitational travel order or authorization from the Department of Defense as a
condition of recciving approved Military Caregiver Leave. NOTE: the 12-month
computation period for this type of leave differs from the other types of FMLA
leave.

With respect to Military Caregiver FMLA Leave:

a. A “Covered Servicemember” means (1) a member of the Armed Forces
(including a membor of the National Guard or Reserves) who is
undergoing medical treatment, recuperation, or therapy, is otherwise in
outpatient status, or is otherwise on the temporary disability retired list, for
a serious injury or illness, or (2) a covered veteran who is undergoing
medical treatment, recuperation, or therapy, for a serious injury or illness
and who was a member of the Armed Forces, National Guard or Reserves
at any time during the period of 5 years preceding the date on which the
veteran undergoes that medical treatment, recuperation, or therapy, and
who was discharged or released under conditions other than dishonorable.!

b. “Qutpatient status” means the status of a Covered Servicemember
assigned to a military medical treatment facility as an outpatient or a umit
established for the purposc of providing command and control of members
of the Armed Forces recciving medical care as outpatients.

! The time period between October 28, 2009 and March 8, 2013, is not counted in determining the five-year

period preceding a covered veteran’s treatment, efc.
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e “Next of kin” means the ncarest blood relative of that individual
(regardless of age) other than an employee’s spouse, son or daughter. You
are required to provide confirmation of the relationship upon request. The
Servicemember may designate the blood relative who is considered his/her
next of kin; otherwise, the following order generally will apply: blood
relatives granted custody by law, brother/sister, grandparents,
aunts/uncles, and then first cousins.

d. “Serious injury or illness” for a Current Servicemember means an injury
or illness incurred by the Servicemember in the line of duty on active duty
in the Armed Forces (or ecxisted before the beginning of the
Servicemember’s active duty and was aggravated by service in the line of
duty) that (i) may render the Servicemember medically unfit to perform
the duties of the member’s office, grade, rank or rating, or (ii) in the case
of a veteran Servicemember, that manifests itself before or after the
member became a veteran.

€. “Serious injury or illness” for a Covered Veteran means an injury or
illness that was incurred or aggravated by the member in the line of duty
on active duty in the Armed Forces and manifested itself before or after
the member became a veteran, and is: (1) A continuation of a serious
injury or illness that was incurred or aggravated when the covered veteran
was a member of the Armed Forces and rendered the servicemember
unable to perform the duties of the servicemember’s office, grade, rank, or
rating; OR (2) A physical or mental condition for which the covered
veteran has received a VA Service Related Disability Rating (VASRD) of
50 percent or greater and such VASRD rating is based, in whole or in part,
on the condition precipitating the need for caregiver leave; OR (3) A
physical or mental condition that substantially impairs the veteran’s ability
to secure or follow a substantially gainful occupation by reason of a
disability or disabilities related to military service or would do so absent of
treatment; OR (4) An injury, including a psychological injury, on the basis
of which the covered veteran has been enrolled in the Department of
Veterans Affairs Program of Comprehensive Assistance for Family
Caregivers.

5 Spouses Employed by the City. If your spouse also works for the City and you
both become eligible for a leave under paragraphs la. or 1b. above, or for the care
of a sick parent under paragraph 1c. above, the two of you together will be limited
to a combined total of 12 workweeks of leave in any rolling 12-month period. In
addition, if you and your spouse both become eligible for a leave under the
Military Caregiver Family Leave provision above or under a combination of the
Military Caregiver Family Leave provision, paragraphs la. and 1b. above, or to
care for your parent with a serious health condition under paragraph 1c above, the
two of you together generally will be limited to a combined total of 26 workweeks
of leave in any single 12-month period.
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6. Medical Certification. Any request for a leave under paragraphs lc., 1d. or under
the Servicemember Family Leave provision above must be supported by
certification issued by the applicable health carc provider or the Department of
Defense. You are required to submit this information on the forms provided to
you and available from the Human Resources Manager or on the Invitational
Travel Orders or Authorizations provided to you by the Department of Defense.

You will be required to submit a new medical certification form for each leave
year for a medical condition(s) that last longer than one year. Additionally, you
are required to submit a recertification of an ongoing condition every six months
in connection with an absence where the duration of the condition is described as
“lifetime” or “unknown”.

At its discretion, the City may require a second medical opinion and periodic
recertification to support the continuation of a leave or under paragraphs 1.c. and
1.d. (except as otherwise provided by the Department of Labor). If the 1st and Znd
opinions differ, a 3rd opinion can be obtained from a health care provider jointly
approved by both you and the City (unless you accept the second opinion as
determinative). A second medical opinion generally will not be requested for
Military Caregiver Leave, but may be requested if the Certification is completed
by a health care provider who is not affiliated with the DOD, VA or TRICARE.

The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits
employers from requesting or requiring genetic information of an individual or
family member of the individual, except as specifically allowed by this law. To
comply with this law, the City asks that employees not provide any genetic
information when responding to a request for medical certification regarding their
own serious health conditions under this FMLA Policy. “Genetic information™ as
defined by GINA, includes an individual's family medical history, the results of
an individual's or family member's genetic tests, the fact that an individual or an
individual's family member sought or rcceived genctic services, and genetic
information of a fetus catrried by an individual or an individual's family member
or an embryo lawfully held by an individual or family member receiving assistive
reproductive services.

There is an exemption to GINA’s limitation on the disclosure of family medical
history when an cmployee requests a lcave of absence under the FMLA due to a

" family member’s serious health condition. In such situations, all information
necessary to make the medical certification form complete and sufficient under
the FMLA should be provided.

7. Intermittent Leave. If certified as medically necessary for the serious health
condition of either you or your spouse, child or parent (Paragraphs 1.c. and 1.d,,
above), or to care for a Covered Servicemember if you are a spouse, child, parent
or next of kin to the Covered Servicemember (Paragraph 3, above), leave may be
taken on an intermittent or reduced leave schedule. Intermittent leave also may be
taken if you qualify for leave because of a qualifying exigency as described in
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Paragraph le, above, subject to the submission of a certification prescribed by the
Secretary of Labor. If leave is requested on an intermittent basis, however, the
City may require that you transfer temporarily to an alternative position which
better accommodates recurring periods of absence or to a part-time schedule,
provided that the position offers equivalent pay and benefits.

8. Light Duty Work Assignments. While voluntarily performing in a light duty
capacity, that time does not count against your 12-week FMLA allotment. In
effect, your right to restoration is held in abeyance during the period of time that
you are petforming in a light duty capacity (or until the end of the applicable 12-
month FMLA leave year if longer).

9. Notification and Reporting Requirements. Al requests for leaves of absence must
be submitted to your supcrvisor or the Human Resources Manager at least thirty
(30) days in advance of the start of the leave, except when the leave is due to an
emergency or is otherwise not foreseeable. If the leave is not foresceable, you
must provide notice as soon as “practicable,” which generally means either the
same day or the next business day that you learn of the need for leave, in the
absence of any unusual circumstances. A delay in submitting an FMLA leave
request may result in a loss of FMLA protections and/or a delay of the start of
your leave. Your supervisor will forward the request to the Human Resources
Manager for approval.

You must respond to our questions relative to your leave request so that we can
determine if the leave qualifies for FMLA protection; failure to do so may result
in loss or delay of FMLA protections. If you are seeking leave due to an FMLA-
qualifying reason for which the City has previously granted you FMLA-protected
leave, you must specifically reference the qualifying reason or need for FMLA
leave at the time of your request to be away from work. 1t is not sufficient to
simply “call in sick” without providing additional information which would
provide the City with reasonable cause to believe your absence/time away from
work may qualify as an FMLA qualitying event. In all cases in which you are
seeking leave under this policy, you shall provide such notice to the City
consistent with the Cily’s established call-in procedures so long as no unusual
circumstances prevent you from doing so. Failure to comply with the call-in
procedures may result in a delay or denial of FMLA protected leave.

You must make an effort to schedule a leave so as not to disrupt business
operations. During the leave, you may be required to report periodically on your
status and your intention to return to work. Any extension of time for your leave
of absence must be requested in writing prior to your scheduled date of return to
work, together with written documentation to support the extension. Your failure
to either return to work on the scheduied date of return or to apply in writing for
an extension prior to that date will be considered to be a resignation of
employment effective as of the last date of the approved leave. Employees on
leaves for their own serious health condition must provide fitness-for-duty
releases from their health care provider before they will be permitted to return to
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work. Your maximum time on a leave of absence, all types combined, and
including all extensions, cannot exceed a total of 12 weeks in a rolling 12-month
period, unless you are a spouse, child, parent, or next of kin on leave to care for a
Covered Servicemember, in which case your leave can last for up to 26
workweeks in a single 12-month period (unless legally required otherwise).

An Iimployee shall not be granted a leave of absence for the purpose of seeking or
taking employment elsewhere or operating a private business. Unauthorized work
while on a leave of absence will result in disciplinary action, up to and including
discharge.

A leave of absence will not affect the continuity of your employment. Your
original date of employment remains the same for seniority purposes. However,
you will not accrue any benefits during the period you are on a ecave.

10.  Employee Benefits During Family and Medical Leave of Absence. You will be
permitted to maintain health and dental insurance coverage for the duration of the
leave under the same conditions coverage would have been provided if you had
remained actively at work. However, you must make arrangements for the
continuation of and payment of insurance premiums before you go on leave
status. If you do not return to work after the leave, or if you fail to pay your
portion of the premiums, you will be required, under certain circumstances, to
reimburse the City for the costs and expenses associated with insuring you during
the leave.

11,  Return From a Family and Medical Leave. If you return from your leave on or
before being absent for 12 workweeks in a rolling 12-month period or 26
workweeks during a single 12-month period if you took a leave under the
Servicemember Family Leave provision, you will be restored to the same or to an
equivalent position to the one you held when the leave started. Of course, you
have no greater right to reinstatement or to other benefits and conditions of
employment than if you had been continuously employed during the FMLA lcave
period. In determining whether a position is “equivalent” we would look at
whether the position had substantially similar terms and conditions of
employment and whether the position entails similar duties, skills, cfforts,
responsibilities, authority, privileges and status.

If the leave was due to your own serious health condition, you will be required to
submit a fitness-for-duty certification from your health care provider in
accordance with our normal policies and practices applicable to other leaves of
absence, certifying that you arc able to resume work and perform the essential
functions of the job (either with or without a reasonable accommodation). A list
of the essential job functions will be made available to you for compliance with
this requirement prior to the City designating your leave as FMLA leave. If a
reasonable job safety concern exists, you also may be required to provide a fitness
for duty certification up to once every 30 days before returning from an
intermittent or reduced schedule FMLA lcave related to your own serious health
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condition. Generally, a returning employee will be permitted to return to work
within two business days of the City’s receipt of a valid fitness for duty release.

If you fail to return to work at the expiration of your approved Family and
Medical Leave, it will be considered to be a resignation of your employment with
us. Likewise, an employee on FMLA leave who provides notice of their intent
not to return to work upon expiration of a leave will lose their entitlement to
FMLA leave and related benefits.

12. Key Employees. Certain highly compensated key employees may be denied
reinstatement when necessary to prevent “substantial and grievous economic
injury” to the City’s operations. A “key” employce is a salaricd Employee who is
among the highest paid 10% of Employees. Employees will be notified of their
status as a key cmployee, when applicable, after they request a Family and
Medical Leave.

13.  Coordination with Other Policies. You must substitute any accrued paid vacation
days, personal time, and sick days (if’ you otherwise qualify) for unpaid leave
under this policy, and any such paid time off must be taken concurrently with
your Family and Medical Leave. If you otherwise qualify for disability pay, you
will collect it at the same time you are on unpaid Family and Medical Leave.

Further, if you otherwise qualify for any other type of leave of absence, you must
take that leave at the same time as you are taking your Family and Medical Leave.
All time missed from work that qualifies for both Family and Medical Leave, and
for workers’ compensation (or any other type of lawfully allowed leave), will be
counted toward your Family and Medical Leave. To receive any type of paid time
off benefit while on FMLA leave, you are required to meet the City’s conditions
for taking the paid leave (although the City may in its discretion waive any
procedural requirement for the paid leave in appropriate circumstances).

14.  Anti-Retaliation Provisions. Be assured that no retaliation will be taken or
tolerated against any employec who exercises his/her rights under our FMLA
policy. If you feel that you have been the victim of any discrimination or
retaliation under this Policy, you are encouraged to contact the Human Resources
Manager so that the matter can be promptly investigated and remecdied as
appropriate.

15. Compliance With Other Laws. In administering this FMLA Policy, the City
complies with the Americans with Disabilitics Act (“ADA”) and any other
relevant law. The City may approve a reasonable request for an extension of a
leave of absence beyond the amount of leave provided by the FMLA, approve a
leave of absence for an employee who does not qualify for FMLA lcave, or

otherwise modify this Policy, as a reasonable accommodation for a disability
under the ADA.
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2-53.16 MILITARY LEAVE

The City will comply with its obligations for those employees who serve in any branch of the
United States uniformed milifary services, including providing any necessary time off, in
accordance with federal, state, and local law. The Family and Medical Leave Act ("FMLA") and
the Uniformed Services Employment and Reemployment Rights Act ("USERRA") contain
provisions regarding certain types of military leave. The FMLA's provisions regarding military
leave are addressed in detail in the Family and Medical Leave Policy contained in this Manual.
Employees who are cligible to take military leave must comply with all applicable requirements.

Questions regarding the City's military leave policy should be directed to Human Resources
Director. If you believe you have been denied leave to which you are entitled or otherwise
discriminated against because of your use of military leave, you may file a complaint pursuant to
the City's Complaint Procedure, which is contained in this Manual.
2-53.17 HOLIDAYS
The following holidays are recognized by the City:

e New Yecar's Day — January 1st

¢ MLK Holiday — 3rd Monday in January

e Memorial Day — Last Monday in May

e Independence Day — July 4th

¢ Labor Day — 1st Monday in September

e Veterans Days — November 11th

¢ Thanksgiving Day — 4th Thursday in November

o Day after Thanksgiving — 4th Friday in November

e Christmas Eve -— December 24th

o Christmas Day — December 25th
Any holiday falling on Saturday normally will be observed on the preceding Friday. Any holiday
falling on Sunday normally will be observed on the following Monday. Administrative offices
will be closed on observed holidays, and full-time employees may receive 8 hours of pay for any

of the above listed holidays recognized by the City, except for Chrisimas Eve, on which full-time
employees may receive 4 hours of pay.

An employee who fails to report to work on a scheduled workday before or after a holiday will
not be paid for that holiday, unless cmployee is on pre-approved leave or otherwise is absent
with prior permission from employee’s supervisor.
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Holidays that occur during approved annual or sick leave shall not be charged against annual or
sick leave.

The City retains the discretion, at all times, to modify the holiday schedule (including whether a
day is considered a holiday under this policy) without notice to the employees. In addition, some
employees may be required to work on a holiday. In such case, the employee will receive eight
(8) hours of holiday pay in addition to regular wages for hours worked on the holiday. This
benefit will be paid based upon an employee's annualized work schedule.

2-53.18 RELIGIOUS HOLIDAYS

If an employee's religious beliefs require observance of a holiday that is not observed by the City
pursuant to the Holiday Policy, the employee may observe such holiday using accrued annual
leave or compensatory time off. The employee must notify the department head and obtain
approval in advance of taking the leave. The City reserves the right to verify that such leave is
being taken for a bona fide religious reason.

2-53.19 TIME OFF TO YOTE

The City encourages employees to register and vote in any elections for which they are eligible.
Whenever possible, employees should arrange to vote outside their regularly scheduled work
hours so as not to interfere with their work schedule and the operations of the City. In any case
where there are two or more hours between the time of opening and the time of closing of the
polls during which an employee is not scheduled to be at work, no additional leave away from
work will be provided in order to allow the employee to vote.

However, if there is not such a time period before or after an employce's regularly scheduled
work hours, then, on the day on which an election is held, the employee may take up to two
hours of paid leave at the beginning or end of employee’s regularly scheduled work hours in
order {0 vote in such clection, provided employee is qualified and registered to vote in the
election. Prior to taking such leave, the employee must provide written notice to employee’s
supervisor prior to the day of the election. Employees taking such leave are expected to take no
more time than is actually needed to vote in the election if two hours is not needed. Engaging in
any other activity besides voting during this time off may result in disciplinary action, up to and
including termination.

2-53.20 NURSING MOTHERS

The City provides all nursing mothers who are non-exempt employees under the Fair Labor
Standards Act with reasonable break time to express breast milk for the nursing of a child for one
year following the birth of a child. In addition, the City will provide a private place other than a
bathroom where a non-exempt nursing mother may express breast milk. These breaks will be
unpaid. Please direct all requests regarding this policy to the Human Resources Director.
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2-53.21 WORKERS' COMPENSATION

The City is committed to providing a safe work cnvironment for its employees, its community,
and the public. This requires a commitment from all employees to report all accidents as soon as
possible.

On-the-job injuries are covered by the City's workers' compensation insurance policy, which is
provided at no cost to all employees, including public safety volunteers. If you are injured on the
job, no matter how slightly, you must report the injury as soon as you become awate of the injury
to the Human Resources Director. The City also asks for your assistance in alerting management
to any condition that could lead or contribute to an employee accident.

2-54,1 BUSINESS PRACTICES/ETHICAL CODE OF CONDUCT

A. General Expectations

Fthical conduct is integral to the success of the City. Because the conduct, character, and
profitability of the City depend upon the actions of many persons, it is important that each
employee understands and accepts the following standards of conduct for which employee will
be held accountable:

o Honest and ethical conduct, including the ethical handling of actual or apparent
conflicts of interest between personal and professional relationships;

« Full, fair, accurate, timely and understandable disclosure in all reports or other public
communications made by the City;

o Compliance with applicable laws and governmental rules and regulations;

e Prompt internal reporting of violations of this Code to an appropriate person or
persons identified in this Code; and

¢ Accountability for adherence to this Code.

The City is committed to maintaining a business environment that is free of inappropriate or
unlawful conduct. In keeping with this commitment, we will not tolerate any unethical or illegal
conduct on the part of our employees, business partners, contractors, subcontractors, vendors,
customers, clients, or agents. All persons or entities performing work on behalf or for the benefit
of the City are expected to follow the letter and spirit of all applicable laws, regulations,
ordinances and accepted financial reporting standards applicable to our business.

B. Contflicts of Interest

While employed by the City, it is your obligations to act at all times in the best interest of the
City and not allow any personal activity to conflict with or interfere with your service to the City.

Page 32
4820-4732-1184.v1-4/5/2018 9:35 AM




As a result, the assumption of or cngagement in any interest, relationship or activity by any
official or employee tending to impair the independence of such person's judgment with respect
to the best interest of the City constitutes a conflict of interest.

Employees must report in wriling all situations involving even a possible conflict for review by
the Human Resources Director and thereby avoid any attempt to judge their own case.
Opportunities to engage in any community work or to serve in any customer organization,
including a savings and loan association, real estate firm, etc., or your doubts about outside
business interests or activities should be discussed with the Human Resources Director. The City
expects its officials and employees to exercise the utmost good faith in the performance of their
duties. Keeping the City informed will enable you to receive proper recognition for individual
efforts and will avoid any conflict with established City policies.

C. Gifts

Although gifts are often sent to employees by vendors, suppliers, or residents of the City as an
expression of a friendly association, the acceptance of these gifts may establish in the mind of
the vendor, supplier, or resident who sent the gift the need to continue such a practice in order to
continue business with the City. This detracts from the City's emphasis on service to its residents.
It is difficult to justify this practice from the standpoint of ethical business conduct. Thercfore, in
the best interest of all employees as well as the City's business relationships, you should not
accept a gift from a vendor, supplier, or resident of the City or others.

Department heads may accept modest perishable gifts on behalf of the department such as
cookies, donuts, small fruit baskets, event tickets, 