Personnel Policy

ARTICLE 1.  

GENERAL


A.
INTRODUCTION


These personnel policies are intended as a general guide to employees.  They are not conditions of employment and the language is not intended to create a contract between the City of Morton and its employees.  They are not intended to be all inclusive or to cover every situation that may arise.


Interpretation of these rules and regulations or decisions on items not covered within them will be made by the City Council in conjunction with the city attorney.


It is very important that the governing body, administration and employees all remember that the smooth operation of the city directly affects how residents view the city.  It is important to understand that the purpose of city government is to provide adequate services to the city of Morton.


The actions and services of each department are interrelated.  All of us depend on other departments and people to do their jobs well.  Each of us must view our jobs as not only the work at hand, but as in integral part of the entire organization.  It is the purpose of this ordinance to establish a uniform and equitable system of personnel administration for employees of the City of Morton.


B.
AUTHORITY


The provisions of these personnel policies may be revised or amended at any time at the sole discretion of the city.

C.
PERSONNEL COVERED

Except as otherwise specifically provided, this policy applies to all employees except the following:

1.
All elected officials


2.
The City Attorney and Health Officer


3.
Members of City Boards, Commissions and Committees


4.
Volunteer Firefighters and other volunteer personnel


5.
Emergency Employees

ARTICLE  2.


RECRUITING AND HIRING


A.
EQUAL EMPLOYMENT  OPPORTUNITY 

The City of Morton is an equal opportunity employer and as such, these personnel policies are applied equally to all, without regard to race, color, religion, age, sex, marital status, national origin, or physical disability.

B.
AFFIRMATIVE ACTION PLAN

a.
Policy.  The City of Morton will not discriminate against any employee or applicant for employment because of race, color or creed, religion, ancestry, national origin, sex, disability, age, marital status, or status with regard to public assistance.


The City of Morton will take affirmative action to ensure that all employment practices are free of such 
discrimination.  Such employment practices include, but are not limited to the following: hiring 
including all phases of the selection process, upgrading, demotion, transfer, recruitment or recruitment 
advising, layoff, disciplinary action, termination, rates of pay or other forms of compensation and 
selection for training.


The city prohibits the harassment of any employee or job applicant on the basis of their protected class 
status.  The city is committed to achieving the goals of Affirmative Action.


Any employee of this organization who does not comply with the policies and procedures set forth in 
this policy and plan will be subject to disciplinary action.


Any subcontractor not complying with all applicable Equal Employment Opportunity/Affirmative 
Action laws, directives and regulations of the Federal and State governing bodies or agencies thereof, 
will be subject to appropriate legal sanctions.


The city council will have the authority and responsibility to enforce this policy and plan.  The City 
Clerk is responsible for reporting effectiveness of this program as required by federal or state agencies.


If any employee or applicant for employment believes he/she has been discriminated against, the city 
encourages them to contact the city council.



b.
Plan.  The City of Morton takes the following steps to ensure all employment practices 
are free of discrimination:




1.
Adopt this policy and plan




2.
Distribute this policy and plan to all city employees




3.
Make a good faith effort to attract qualified protected class applicants to fill 
vacancies due to expansion and turnover.




4.
Use an objective job-related hiring process when filling positions.




5.
Prepare and adopt written job descriptions and update them periodically




6.
Advertise job openings in locations and publications which attempt to reach 
members of  protected classes.




7.
Provide information to employees and applicants alleging discrimination as to 
their rights under the provisions of the Civil Rights Act of 1964 as amended, the Minnesota Human 
Rights Act and other state and federal laws.




8.
Receive and investigate complaints of alleged acts of discrimination by the City 
of Morton.

 
C.
VETERAN’S PREFERENCE

Veteran’s preference shall be granted to those persons entitled to same, in accordance with State Law.  
Proof of military service shall be supplied by the Veteran.


D.
PREFERENCE FOR EXISTING EMPLOYEES


Employees who are properly qualified for available positions will be considered for filling the vacancy.


E.
APPOINTMENT AND RESIDENCE

a.
Appointment and Placement of Relatives

Relatives closer than cousin by blood or by marriage will not be employed in the same department.  Temporary  part time/part time employees may be appointed regardless of relation to department heads.

F.
RESIDENCY

Because department heads are considered to be hired on an on-call for emergencies basis, department heads are encouraged to live within the city limits of Morton.  Personnel choosing to live outside of the city must be able to respond to their work site within a reasonable period of time, as established by the City Council to be within five (5)  minutes.
ARTICLE 3.


EMPLOYER ORGANIZATION AND STRUCTURE

A.
DESCRIPTION OF LOCATIONS



a.
City Hall

The City Clerk’s Office, located at City Hall is the central communication point for all employees.  All communication to other employees, departments and agencies is formulated from this office.

b.
Police Department




The Police Office is located at City Hall.



c.
Maintenance Office and Shops




1.
Maintenance Office





The maintenance office is located in the rear portion of city hall.




2.
Maintenance Shops





The primary shop, housing most equipment is the maintenance shop at 
the east part of town.  This shop is equipped for maintenance of equipment and housing of large 
equipment.





Water plant:  





Sewer plant:



d.
Liquor Store.  This is the work site for employees of the municipal liquor store.  
All record keeping regarding sales, expenditures, payroll, etc. is completed at City Hall.


B.
ORGANIZATION/CHAIN OF COMMAND



The City Council is the primary decision makers of the city.  The Commissioner and Back Up Commissioner are appointed on an annual basis to communicate with the Department Heads.  Department Heads are responsible for communicating with employees within their departments.  In the event communication with the commissioner or department head is uncomfortable, communication with the City Clerk will be acceptable.


C.
PERSONNEL DEPARTMENT



The City Clerk is responsible for preparing and keeping personnel records and files.  All communication relating to personnel issues must be directed to the Clerk.

ARTICLE 4. 

 TRAINING AND ORIENTATION

A.
HIRING PROCESS

Every appointment to municipal service shall be approved by the City Council and based on

merit and fitness for the position.  When required by law or by the council, merit and fitness shall be ascertained by written, oral, or other examinations designed to evaluate the ability of the candidate to discharge the position for which the examination is held.

Any new position shall be authorized by the City Council.  Compensation for new positions and 


Department heads shall be established by the City Council.

The basic recruitment policy of the City of Morton is take whatever measures as are necessary to


seek out and to encourage properly qualified individuals to apply for positions at all levels of 
the city service and to provide assurance that the best qualified applicants are properly inducted 
into the city service.


B.
HIRING AND SELECTION PROCESS



a.
Advertising.   At the time positions within the city become available, such position will be advertised.  The advertising will be done locally and will specify dates which applications will be accepted and include instructions for additional information.

b.
Applications

Applications for employment shall be on forms provided by the city and shall be kept on file for one year.  Each application shall be signed by the applicant testifying to the truth of all information provided.  Any false statements within the application shall be cause for dismissal of the applicant.  The City Council may reject any application which indicates that the applicant does not possess the qualifications required for the position. All applicants shall include with their application information relating to experience, training and other necessary qualifications.


c.
Interviews

Interviews will be conducted by the City Council for Department Head positions.  Department Heads along with the commissioner will conduct interviews for hourly positions.


d.
Hiring

Upon successful interviewing, potential employee will be offered the position. Beginning salary, hours to be worked, and other expectations will be reviewed at this time.


e.
Orientation

The commissioner of the department will provide orientation for department head positions being filled.  The department head will be responsible, along with the commissioner for orientation of all hourly employees.

C.
DEPARTMENT PROCEDURES

As part of the orientation, employees will be familiarized with department procedures.  Manuals, if applicable, will be provided for the employee’s review.  The manuals will be reviewed in detail with the employee, department head, commissioner and clerk.

D.
PROBATIONARY PERIOD



a.
Purpose/Duration



The first year of employment of an employee shall be regarded as a probationary period to be utilized for observing the employee’s work, for securing the most effective adjustment of the employee to his/her position, and for removing any such employee whose performance does not meet the required work standards.  The probationary employee shall continue to be granted all benefits due permanent employees, however, such employee shall not be entitled to leaves of absences.  



b.
Completion

After one year of employment, the Commissioner of the Department shall report to the City Council as to the acceptability of the probationary employee for such position.  The Commissioner shall make his/her recommendation to the Council within 20 (twenty) days before the expiration of such one year period.



c.
Termination



The City Council may terminate a probationary employee at any time during the probationary period, if it is the consensus of the council is that the employee is not suited to the position.  The employee so terminated shall be notified in writing of the decision not to retain him/her and shall not have right to appeal unless he/she is a veteran, in which case the procedure prescribed in Minnesota Statutes Section 197.46 shall be followed.  An employee is officially off of probation by resolution of the City Council.



d.  Completion of Probation.  An employee is officially off of probation by resolution of the council.  An employee working beyond the probationary period without having obtained such resolution shall remain on probation until such resolution is passed.


E.
EMPLOYEE BENEFIT FORMS.  At the time of employment, all necessary forms as required by law and local policy will be provided to the employee for completion.  The employee will not be allowed to work until such forms are completed and filed with the clerk.


F.
PRE-EMPLOYMENT EXAMS AND SCREENING.  Depending on the position being filled, pre-employment health examinations and drug screening may be required.


G.
JOB DESCRIPTIONS.  Job descriptions as included with this policy, will be reviewed with the employees prior to beginning work for the city.

ARTICLE 5. 

 EMPLOYEE  CLASSIFICATION


A.
PROBATIONARY EMPLOYEES.



Employees in their first year of employment shall be regarded as probationary 
employees for the purpose of observing the employee’s work, for securing the most effective 
adjustment of the employee to his/her position, and for removing any such employee whose 
performance does not meet the required work standards.  The probationary employee shall 
continue to be granted all benefits due permanent employees, however, such employee shall not 
be entitled to leaves of absences.  

B.
DEPARTMENT HEADS

Department heads are employees of the city who have completed the initial probationary period  and are working in supervisory or management capacity.  Department head positions include:  City Clerk, Maintenance Superintendent, Police Chief and Liquor Manager.  

C.
PERMANENT EMPLOYEES

Permanent employees are employees of the city who have passed the initial probationary period and are currently working full-time in the service of the city.  Full time is considered to be 40 hours per calendar week.

D.
PERMANENT PART-TIME EMPLOYEES

Permanent part time employees are employees who have passed the initial probationary period and are currently working an average of twenty-four (24) hours per week.  Permanent part-time employees shall receive the same type of benefits as those of full-time employees but on a pro-rated basis.

E.
TEMPORARY AND PART TIME EMPLOYEES

Temporary and part time employees are those who work on as “as needed” basis.  Temporary and part time employees shall be paid at the part time rate as established by the City Council.  Temporary and part time employees are not entitled to benefits.

F.
VOLUNTEERS.  Volunteers are those that agree to perform specific tasks without 
compensation for time spent.  Volunteers will be reimbursed for other related expenses.  
Depending on the volunteer, there may be retirement incentives in place through the individual 
organizations.


G.
SEASONAL EMPLOYEES.  Seasonal employees are hired at an hourly rate for a 
specific time period during the year and are not entitled to benefits.


H.
ANNIVERSARY DATE PERFORMANCE EVALUATIONS. Employees will 
normally have their performance evaluated at least twice during the probationary period and 
annually thereafter.  Performance evaluations will be maintained in employee personnel files 
and will be considered when personnel actions are contemplated.

ARTICLE 6.  

COMPENSATION, REST PERIODS

A.
WAGES AND SALARIES


Employees of the city shall be compensated according to schedules established by the City Council and in accordance with pay equity guidelines.  Any wage or salary so established is the total enumeration for employment, but shall not be considered as reimbursement for official travel or other expenses which may be allowed for the conduct of official business.  Unless approved by the City Council, no employee shall receive pay from the city in addition to the salary authorized for the position to which he/she has been appointed.

B.
RECORDING OF TIME WORKED.  Department heads shall document hours worked and time off as determined by the City Council.  Hourly employees are responsible for completing time cards accurately and shall be completed at the end of each shift worked.  Hourly employees are also responsible for accurately documenting sick time and vacation time. All time cards must be signed by the employee and verified by the department head.  

C.
PAY DATES.  All employees shall be paid on the 1st and 16th of each month.  When a pay day falls on a weekend or holiday, employees shall receive their pay the  following work day.  Pay periods are the first of the month through the 15th of the month and the 16th of the month through the end of the month.


D.
PLACE OF WAGE PAYMENTS.  Liquor Store employees will receive their pay checks at the liquor store in individual envelopes.  Police Chief and Maintenance Supt. Will receive their pay checks in their offices in city hall.  Part time maintenance pay checks will be distributed to the Superintendent and Part Time Police checks will be mailed.

E.
WORK SCHEDULES


a. 
Work Period for Department Heads


Hours of department heads are dependent on work schedules, work loads and 

desires of the City Council, but shall be a minimum of 40 hours per week.


b.
Hourly Staff

Work schedules for staff will be established by the appropriate department heads 
and in accordance with the custom or needs of the department.  Assignment of 
work duties and scheduling work is the responsibility of the Department Head.  
It is recognized that jobs and work schedules may change over time to respond 
to the changing needs of the department.



It is expected that employees will report to work on time, use their available 

work hours to their best advantage, and leave only after the regular working 

hours are completed.


F.
LIMITATIONS ON MINORS’ HOURS AND WORK.  Shall be in accordance with Minnesota law.


G.
EXCHANGE OF SHIFTS



Exchange of shifts shall occur only after approval by the department head and in accordance with the policy of the department.

H.
REST PERIODS

When working under conditions where the use of a rest break is practical, city employees shall be allowed to take a fifteen (15) minute break approximately midway through each four hour shift.  The time of the break will be specified by the supervisor or when it doesn’t interfere with work requirements.  Unused rest periods may not be accumulated, nor may they be used for any purpose other than a mid-shift rest period.

I.
COST OF LIVING INCREASES.  The City Council shall review salaries and rates of pay on an annual basis.  Any changes will be effective January 1 of each year.

J.
MERIT INCREASES.  Merit increases will be determined by the city council.  Merit increases will be awarded as a result of commissioner recommendation and upon approval of the City Council.

K.
PERIODIC ADJUSTMENTS-ANNIVERSARY DATE INCREASES.  At the end of the probationary period, the city council will evaluate the new employee and with commissioner recommendation will make any anniversary date increases.  These increases will be effective the following pay period.

L.
LONGEVITY. 

 Longevity increases are as follows:  2% of the base rate of pay after 6 years of service, 4% of the base rate of pay after 12 years of service and 6% of the base rate of pay after 20 years of service.

M.
PAYROLL DEDUCTIONS.  Payroll deductions will be made as required by law.  Additional payroll deductions may include court orders for withholding and balance of insurance premiums due.

N.
HEALTH INSURANCE.  An amount as established annually by the City Council of the Health, Life and Disability policy of the employee’s choice will be paid for by the City of Morton.  Permanent part time employees will be eligible on a pro-rated basis.  Employees participating are required to present the Clerk with the premium notices upon their receipt of them, to insure prompt payment.  Premiums in excess of the amount agreed upon to be paid by the City of Morton will result in a deduction from the employee’s payroll check.  Employees are eligible after four months of employment with the City of Morton.

O.
EMPLOYEE PURCHASES.  Employees wishing to purchase products through the city shall pay for such product upon receipt.  There shall be absolutely no charging under any circumstances.

P.
PAYMENT UPON TERMINATION.  Employees will receive their final check for hours worked and accrued vacation time upon return of all city property and completion of final inventory.

ARTICLE 7.


BENEFITS

A. 
VACATION

a.
Use of Vacation

Vacation leave shall be due and may only be used after it has been earned.   Vacation leave shall not be granted during the probationary period.  However, if the employee becomes a regular employee, vacation leave shall be computed from the first day of employment with the city.  If a regular holiday occurs during the period of an employee’s vacation, the employee shall not be charged for a vacation day on that holiday.

Vacation leave shall be taken as scheduled and vacations of longer than two weeks must be approved by the City Council.

Employees may be paid for vacation time accrued in lieu of time off.

b.
Amount Allowed

Every permanent employee having less than ten years consecutive full time service shall earn vacation leave at a rate of one and one half (1 ½) working day for each calendar month of full time service.  Each permanent employee with at least ten but less than twenty consecutive years of full time service shall each vacation leave at the rate of two (2) working days for each calendar month of full time service; and each permanent employee with at least twenty years of consecutive full time service shall earn vacation leave at the rate of two and one-half (2 ½) working days for each calendar month of full time service.

c.
Accrual.  An employee may accrue vacation leave to a maximum of twenty days.  For the purpose of accumulating additional leave, an employee using earned vacation is considered to be working.

d.
When taken.  Vacation leave may be used as earned subject to approval by the Commissioner or Department Head of the time it may be taken.  Consideration will be given to operational issues and staffing needs when reviewing an employee’s request.  Vacation may be taken in increments of not less than four hours.

e.
Termination.  Any employee leaving the municipal service in good standings after giving proper notice of such termination of employment shall be compensated for vacation leave accrued and unused to the date of separation.

B. 
HOLIDAYS

a.
The following are paid holidays:



NEW YEAR’S DAY


JANUARY 1



MARTIN LUTHER KING DAY
3RD MONDAY IN JANUARY



PRESIDENT’S DAY


3RD MONDAY IN FEBRUARY



MEMORIAL DAY


LAST MONDAY IN MAY



INDEPENDENCE DAY

JULY 4



LABOR DAY



FIRST MONDAY IN SEPTEMBER



COLUMBUS DAY


SECOND MONDAY IN OCTOBER



VETERAN’S DAY


NOVEMBER 11



THANKSGIVING DAY

4TH THURSDAY IN NOVEMBER



FRIDAY AFTER THANKSGIVING



CHRISTMAS EVE


DECEMBER 24



CHRISTMAS DAY


DECEMBER 25


If a holiday falls on a Sunday, the following day shall be the observed holiday.  If the holiday falls on a Saturday the preceding day shall be the observed holiday.

C.
SICK TIME

Every probationary and permanent employee is entitled to sick leave with pay at the rate of one day for each calendar month of full time service or major fraction thereof.  Sick leave may be accumulated to a maximum of 20 days and may be granted in units of not less than four hours or ½ of a work day.  Sick leave may not be granted until it is earned.  For the purpose of accumulating additional leave, an employee using earned sick leave is considered to be working.


Employees who are receiving worker’s compensation insurance benefits will be eligible to use their accumulated sick leave to cover the difference between the worker’s compensation benefits and their regular salary. 

D.
WORKER’S COMPENSATION

Employees, as defined by the Minnesota Worker’s Compensation Act shall be covered by Worker’s Compensation Insurance.

1.
Any employee injured on the job and covered by Worker’s Compensation Insurance shall be paid for the remainder of the day in which the injury occurs.



2.
All work related injuries must be reported to the supervisor and City Clerk immediately, no matter how minor the injury.



3.
All employees claiming an on the job injury will be subject to drug testing at the time of the injury.

E.
 EDUCATION

All permanent full-time city employees are encouraged to further their education by enrolling in work related courses. 


A full time employee going t a fire or rescue related school shall obtain permission from the supervisor and a recommendation from the fire chief that the employee attends the school.


Employees or approved volunteers attending conventions, conferences and training sessions or schools shall have the approval of the city council prior to attendance.  Tuition, lodging, meals and related expenses on approved training sessions will be paid for by the city.


Employees attending school for their improvement on their own time will be eligible for tuition and transportation costs.  City Council approval must be granted prior to attendance.  Education shall be designated as job related before any costs can be approved.


Police testing costs will be the city’s obligation to pay if the applicant passes the required testing and if the city employs that person.  If the individual fails the required testing, all costs incurred will be the responsibility of that individual.


F.
PARKING PRIVILEGES.  Employees are required to refrain from parking in front of city facilities or in other prime parking spaces.  These prime parking spaces shall be reserved for individuals  who are at these facilities to conduct business of the city.


G.
MILEAGE REIMBURSEMENT.  Individuals utilizing their personal vehicles for the purpose of transportation for conducting official business shall be reimbursed for mileage at a rate as established by the City Council.


H.
UNIFORM ALLOWANCES.  Employees required to wear uniforms shall share such costs as determined by the annual budget and agreed upon by the City Council.

ARTICLE 8.


LEAVES


A.
GENERAL.  Employees wishing to utilize a leave as outlined, shall be required to use time accrued for such leave.  In the event there is no time accrued, such time off as approved will be approved as unpaid.  All employees are required to notify the Clerk of any time off at the time the leave occurs.

B. 
SICK LEAVE

To be eligible for sick leave for sick leave with pay, the employee must:


1.
Report the reason for their absence as soon as practical to their supervisor


2.
Keep the supervisor informed as to the status of their condition.  A doctor’s statement may be required for absences of three or more consecutive days or for frequent absences or absences that follow a pattern (such as the same day of the week, or after a holiday weekend, etc.)

Claiming leave under false pretenses shall be cause for disciplinary action up to and including dismissal.  

Sick leave will be forfeited upon voluntary or involuntary termination from the city.

Purpose.  Sick leave with pay shall be earned by permanent employees.  Sick leave may be approved only for days when an employee would otherwise have been at the work site.  It may be used, with the approval of the supervisor, in any of the following cases:

when the employee cannot work because of their own illness, injury, or disability or that of their children or spouse;



when the employee has a scheduled medical, dental, chiropractic or optical examination/treatment or said examination/treatment is scheduled for the employee’s children;

when the employee’s presence would jeopardize the health of other employees by exposing them to contagious disease;

when a member of the employee’s family or household is seriously ill and requires their attendance (family means spouse, parents, children, siblings, step-parents, step-children, legal guardian). 

C.
MILITARY LEAVE.

Minnesota Statues provide that an employee of any municipality who is a member of the National Guard, Naval Militia, Officers’ Reserve Corps, Naval Reserve, Marine Corps Reserve or any other reserve component of the military or naval forces of the United States, is entitled to a leave of absence without loss of pay, seniority status, efficiency rating, or benefits for the time such employee is engaged in training or active service not exceeding a total of 15 days in any calendar year.


The leave of absence is only in the event the employee returns to employment immediately upon being relieved from military or naval service, or is prevented from returning due to physical or mental disability or other cause not the fault of the employee, or is required by the proper authority to continue in military or naval service beyond the 15 day period allowed for the paid leave of absence.


Notice shall be given to the employee at least fifteen working days in advance of the requested leave.  Notice may be waived under certain conditions.


In accordance with state law, the employee shall be granted an unpaid leave of absence when called to active duty.  If an employee has not yet used their fifteen days of paid leave when called to active duty, any unused paid time will be allowed prior to the unpaid leave of absence.


Eligibility for continuation of insurance coverage will follow the same procedures as for any terminated or laid off employee while an employee is on an unpaid leave of absence for active duty.  The leave of absence shall not be considered work time for purposes of vacation and sick leave accrual.


Returning reservists have the right to return to their jobs or to another job of similar seniority, status, and pay upon completion of active duty in accordance with M.S. 192.261, Subd.2 and 38 U.S.C. Section 2021 and 2024.


D.
PARENTAL LEAVE

Any permanent employee is entitled to take an unpaid leave of absence in connection with the birth or adoption of a child.  The leave may not exceed six weeks and must begin not more than six weeks after the birth or adoption of the child.

E.
COURT LEAVE

Regular employees may be absent with pay when serving jury duty or when subpoenaed as a witness in court or voluntarily serving as a witness in a case in which the City is a party. 


To receive their normal wages, the employee must pay the City the jury duty compensation minus any mileage reimbursement.  If the jury duty compensation exceeds the regular salary rate, the employee may keep the difference.

F.
BEREAVEMENT LEAVE

Sick leave may be used, up to a maximum of three days, in the event a regular employee suffers a death in his/her immediate family, in accordance with the provisions of this section.  Additional time off without pay, or vacation leave if available and requested in advance shall be granted as may reasonably be required under individual circumstances, subject to approval of the supervisor.


Immediate family (for the purpose of this section) is defined as an employee’s parents, step-parents, and parent-in-law, spouse, child, step-child, brother, sister, step-brother, step-sister, brother and sister-in-law, grandparent, grandchild, or member of the immediate household.


The actual amount of time off and sick leave approved, will be determined by the supervisor depending on individual circumstances (such as the closeness of the relative, arrangements to be made, distance to the funeral, etc.)

G.
SCHOOL ACTIVITIES LEAVE

An employee who has worked half-time or more for more than twelve consecutive months, may take up to a total of sixteen hours of unpaid leave during any twelve month period for childcare or to attend school conferences, pre-kindergarten, special education or classroom activities related tot he employee’s child.

H.
ELECTION/VOTING

An employee who is selected to serve as an election judge will be allowed time off for the purpose of serving as an election judge, provided that the employee gives the city ten days notice.

I.
EXTENDED MEDICAL LEAVE

A regular employee who has completed the probationary period and is unable to work because of illness or injury and who has exhausted all sick leave credit may, upon request, be granted a medical leave of absence without pay for up to a maximum of six (6) months.  The city, at its discretion, may renew such leave.


All requests for extended medical leave and renewal of such leave, shall be accompanied by a doctor’s certificate verifying the existence of the illness, injury or disability for which the extended leave is requested with the expected duration of the absence.


The employee shall not return to the job until the City Clerk receives certification by the examining doctor that the employee is medically able to perform the job duties.


If the employee is determined to be a qualified disabled employee in accordance with the Americans With Disabilities Act (ADA), the examining doctor shall certify that the employee is medically able to perform the essential requirements of the job, with or without reasonable accommodations.  The physician may be consulted to determine reasonable accommodations.

SECTION 9.


STANDARDS OF PERFORMANCE


A.
EXPECTATIONS REGARDING PERFORMANCE.  Department Heads are expected to carry out the duties as established in the job descriptions and specified by the City Council.  Hourly employees will be expected to perform duties as outlined in the job descriptions and as the department head deems necessary.

B.
RETURN FROM LEAVE WITHOUT PAY

Employees on an approved leave without pay for illness, temporary disability, or child care shall return to the original position or one of similar status and salary.  Employees receiving leave without pay in excess of sixty (60) days or for reasons other than illness, temporary disability or child care cannot be guaranteed return to their original or a similar position.


Employees will not accrue seniority during the period of leave.  If the original position or a position of similar or lesser status and salary is available, it may be offered at the discretion of the supervisor.


Unpaid leaves of absence may be approved at the discretion of the supervisor upon written receipt of a request for an extension.  An employee failing to return from a leave of absence will be considered to have resigned without proper notice.

C.
UNAUTHORIZED ABSENCE

An unauthorized absence from duty during required hours of attendance, whether for a day or more, or for any part of a day, shall be treated as an unauthorized absence.  Such absence may be made the grounds for disciplinary action.  Where conditions warrant and adequate reasons are given for failure to secure proper authorization, the absence may be authorized by a later grant of leave.  Unauthorized absences for two consecutive work days will be sufficient grounds for immediate dismissal.  Three separate unauthorized absences without one year will be sufficient grounds for dismissal.

D.
DISCIPLINE

Department Heads are responsible for maintaining compliance with the City of Morton’s standards of employee conduct.  The City Council reserves the right to deviate from this policy.  


All city employees are expected to fulfill their duties and responsibilities at the level required and established by the City Council.  This includes but is not limited to observance of work rules and standards of conduct.  Failure to do so may result in disciplinary action.


Discipline will be administered in a non-discriminatory manner.  Employees may request a hearing in accordance with the grievance procedure if they feel the discipline is either unjust or disproportionate to the offense committed.  The Department Head or Commissioner will investigate any allegation on which disciplinary action might be based before any disciplinary action is taken.  The right to employ, promote, discipline and discharge employees is reserved by the City Council.


The City will use progressive discipline except in the case of serious infractions that may result in immediate dismissal.  There may be circumstances that warrant deviation from the suggested order or where progressive discipline is not appropriate. Each reprimand is given as a result of violation of the policy and shall be considered cumulative.   The normal process is as follows:

a.
Oral Warning.  

Oral warnings should normally be given for first infractions to clarify expectations and put the employee on notice that the performance or behavior needs to change.  There may be times when the first infraction is determined to be so serious that an oral warning may not be sufficient.


Oral warnings will be documented and will require the employee’s signature acknowledging receipt of the warning, with a copy to keep.  A copy will also be placed in the employee’s personnel file.

b.
Written Warning

A written warning shall state the reason for the warning along with a description of the events/problems that led to the warning.  It will indicate further disciplinary action that could result if the problem continues or related problems occur.


The warning will be given to the employee to sign, acknowledging receipt of the warning, with a copy to keep.  A copy will also be placed in the employee’s personnel file.


Written warnings are more serious than oral warnings and normally follow oral warnings when the problem is not corrected or the behavior is not improved.  Serious infractions may require skipping either oral or written warnings, or both.

c.
Suspension Without Pay

The employee will be notified in writing of the reasons for the suspension, either prior to the suspension or shortly thereafter.  Upon the employee’s return to work, the employee will be given a written statement outlining further disciplinary action possible should the problem continue or reoccur.  A copy of the written document shall be placed in the employee’s personnel file.


An employee may be suspended pending an investigation of an allegation.  If the allegation is proven false after the investigation, the relevant written documents will be removed from the personnel file and the employee will receive any compensation to which he/she would have been due had the suspension not taken place.

d.
Dismissal


The City Council may dismiss any employee after the employee is given notice in writing.  The notice shall contain the reasons for the dismissal, the employee’s rights under these rules and a statement indicating that the employee may respond to the charges both orally and in writing and that he/she may appear personally before the City Council



e.  
Cause for disciplinary action or dismissal.  The following actions, while not all-inclusive may be considered sufficient cause for disciplinary action or dismissal:


1.
Incompetence, inefficiency or ineffectiveness in the performance of duties as reflected in the lack of achievement of assigned reasonable work loads.


2.
Physical or mental incompetence which precludes performance of duties in a City employment position.


3.
Unauthorized use of drugs or intoxicating beverages while on duty and/or excess use of drugs or intoxicating beverages while off duty which is detrimental to the performance of duties, or a refusal to seek chemical dependency treatment.


4.
Hostile, insulting and/or abusive conduct toward city employees, elected officials and the public.


5.
Carelessness and/or negligence in the handling or control of city property.


6.
Abuse of an official city position to achieve personal, political or financial gain.


7.
Absence from duty without just cause.


8.
Willful misconduct or insubordination


9.
Misuse or non-authorized appropriation of city equipment and supplies


10.
Proven dishonesty in performance of duties.


11.
Conviction of a felony or gross misdemeanor except as limited by MN Stat. Sec. 364.


12.
Failure to follow city and/or department safety rules.

E.
SEXUAL HARRASSMENT

The City of Morton is committed to providing a work environment free of harassment and discrimination.  In keeping with this commitment, the City maintains a strict policy prohibiting unlawful harassment, including sexual harassment.  This policy prohibits harassment in any form, including verbal and physical harassment.  This policy applies to all employees and elected officials.


This policy statement is intended to make all employees sensitive to the matter of sexual harassment, to express the city’s strong disapproval of unlawful sexual harassment, to advise them of their behavioral obligations and to inform them of their rights. 

a.
Definition.  To provide the employees with a better understanding of what constitutes sexual harassment, the following definition, based on Minnesota Statutes, is provided:

Sexual harassment includes unwanted, unwelcome  sexual advances, requests for sexual favors, sexually motivated physical contact, or other verbal or physical conduct or communication of a sexual nature, when:

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



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



c.
That conduct or communication has the purpose or effect of substantially interfering with an individual’s employment or creating intimidating, hostile, or offensive employment environment; and the employer knows or should have known of the existence of the harassment and fails to take timely and appropriate action.

Sexual harassment is the unwanted, unwelcome and repeated action of an individual against another individual, using sexual overtones as a means of creating stress.



Expectations.
All employees are expected to treat each other and the general public with respect and to assist in fostering an environment that is free from unwanted harassment.  Violation of this policy may result in discipline, including possible dismissal.


In order for a sexual harassment issue to be addressed, it must be brought to the attention of the supervisor.


An employee who believes he/she has been harassed should promptly report the facts of the incident or incidents and the names of the individuals involved to his/her supervisor.  Supervisors should immediately report any incidents to the Clerk and Commissioner at which time an investigation of such claims shall be made and appropriate action will be taken.


The employee is urged to take the following additional steps:



a.
Make it clear to the harasser that the conduct is unwelcome and document that conversation;



b.
Document the occurrences of harassment;



c.
Submit the documented complaints to the supervisor;



d.
Document any further harassment or reprisals that occur after the complaint is made.


The City recognizes that there are inherent difficulties in developing evidence and maintaining close working relationships among employees in instances where harassment has occurred.  Because of this, the city urges that conduct which is viewed as offensive, be reported immediately to allow for corrective action.


Management has the obligation to provide an environment free of sexual harassment.  The city is obligated to prevent and correct unlawful harassment in a manner which does not abridge the rights of the accused.  To accomplish this task, the cooperation of all employees is required.


The City will, in all cases take action to correct any reported harassment to the extent evidence is available to verify the alleged harassment and any related retaliation.  All allegations will be investigated.  Strict confidentiality is not possible in all cases as the accused has the right to answer charges made against them; particularly if discipline is a possible outcome.  Reasonable efforts will be made to respect the confidentiality of the individuals involved, to the extent possible.


F.  DRUG FREE WORKPLACE

In accordance with Federal Law, the City of Morton has adopted the following policy on drugs

in the workplace:

Employees are expected and required to report to work on time and in appropriate mental and

physical condition for work.  It is our intent and obligation to provide a drug-free, safe and secure work environment.


The unlawful manufacture, distribution, possession or use of a controlled substance on city property or while conducting city business is absolutely prohibited.  Violations of this policy will result in disciplinary action, up to and including dismissal and may have legal consequences.


The city recognizes drug dependency as an illness and a major health problem.  The city also recognizes drug abuse as a potential health, safety, and security problem.  Employees needing help dealing with such problems are encouraged to use their health insurance plans, as appropriate.

Employees must, as a condition of employment, abide by the terms of the above policy and must report any conviction under a criminal drug statute for violations occurring on or off the work premises while conducting city business.  A report of the conviction must be made within five days after the conviction as required by the Drug-Free Workplace Act of 1988.

G.  CODE OF ETHICS

a.
Purpose.  The Morton City Council requires all elected official officers, board and

commission members and employees to adhere to the following code of conduct and ethics.  The purpose of this policy is to establish standards for all such persons by setting forth actions which are incompatible with the best interests of the city, its taxpayers or in conflict with law.

b.
Conflict of Interest.  

1.
No member of the city council, officer or employee having the power or duty to

perform an official act or action may be directly or indirectly interested in any contract, transaction or zoning decision of the city except as provided for in Minnesota law.

2.
Any member of the city council who has an interest in any proposed legislation by the council shall disclose on the record of the council the nature and extent of such interest.



Any other officer or employee having an interest in any proposed legislative action of the council and who gives an opinion or recommendation to the council, shall disclose on the record of the council the nature and extent of such interest.




3.
No council member, officer or employee may purchase personal property from the city except property that is no longer needed by the city and if there is a reasonable public notice and the goods are sold at public auction or if it is sold by a sealed bid process and the officer or employee is the highest responsible bidder.  The officer as employee who buys the property must not be involved in the auction or sealed bid process.





4.
No member of the city council, officer or employee may accept any gift or gratuity in any size under circumstances in which it could be reasonable thought to influence him/her in the performance of his/her official duties or appears to be a reward for any official action on his/her part.  Gifts or gratuities which may be acceptable are as follows: 1) Awards for meritorious civic service contribution. 2) Unsolicited items that are donated to and shared by the work group. 3) Unsolicited advertising or promotional materials with a value of less than $50.00




5.
Unsolicited items such as meals which may be provided during meetings, receptions or other gatherings where the official or employee is in attendance in his/her official capacity.

c.
Falsification of Records.  No person shall knowingly may any false statement, certificate, mark, rating or report in regard to any test, certificate, or appointment held or made under the city personnel system, or in any manner commit or attempt to commit, any fraud preventing the impartial execution of the provisions of these policies.


d.
Rendering of Consideration.  No person seeking employment to, or promotion in, the municipal service will either directly or indirectly give, render, or pay any money, service or other valuable consideration to any person on account of or in connection with, the test, appointment, or promotion, or proposed appointment or promotion.


e.
Use and safeguarding of City Property.  No member of the city council, commission or board, official or employee shall use or permit the use of city owned vehicles, equipment, tools, machinery, materials or other property for personal conveniences or profit unless the use is available to the public generally or is provided as a municipal policy for the use of such public official or employee in the conduct of official business.


All officers and employees of the city who authority over, or the use of city vehicles, equipment, machinery or property in the course of their duties must assume responsibility for the safeguarding and care of such items.


f.
Disclosure of Confidential Information.  No officer or employee with respect to any transaction, zoning decision, or other matter which may be the subject of an official act or action of the city shall without proper legal authorization, disclose confidential information concerning the property, government or affairs of the city, or use such information to advance the financial or other private interest of the officer or employee or other.


No officer or employee who has custody of or access to any personnel files or other information which may be considered confidential by Minnesota Law shall not use or release such information without proper authority.


g.
Political Activities.  Political activities generally which are not in violation of State and Federal Laws are permitted.  The following political activities are prohibited for city officials and employees: 1) No official or employee may use any official authority or influence for the purpose of affecting the result of an election nor may funds solicited or contributions received from other employees for political purposes. 2) No campaign materials, pamphlets or buttons may be displayed on city vehicles, city property or by an individual on the work site.


h.
Offensive Conduct.  Employees are not to indulge in offensive conduct or use abusive language toward the public, in public, toward city officials, supervisors or other employees while on duty.  Employees are not to indulge in or participate in offensive conversation regarding city officials, supervisors or other employees.


i.
Advisory Opinions.  Where any public official or employee has a doubt as the applicability of any provision of this policy to a particular situation, or as to the definition of terms used herein, that person may apply tot he city attorney for an advisory opinion.  


In any matter where a public officer or employee has sought an advisory opinion from the city attorney and the officer or employee is subsequently disciplined for a violation of this ordinance for an action which conformed to the city attorney’s opinion, the case shall be referred to the attorney.

H.
SAFETY



a.
General.  The personal health and safety of each employee of the city and the prevention of occupational injuries and illnesses are of primary importance to the city.  To the greatest degree possible, management will maintain an environment free from unnecessary hazards and will establish safety policies and procedures for each department.  Adherence to these policies is the responsibility of each employee.  Overall administration of this policy is the responsibility of each department head.

b.
Safety/Accident Reporting.  Worker’s Compensation benefits and OSHA (job safety laws) requires that all on the job accidents and sicknesses be reported as soon as possible by the employee or on behalf of the injured or sick employee to his/her department head and City Clerk.

c.
Safety Equipment.  The conditions of employment for some city employees require the use of certain safety equipment.  Where such equipment is required, it shall be the policy of the city to furnish items as needed to perform the job in a safe manner.


Where safety equipment is required by federal, state or local rules or regulations, it shall be a condition of employment that such equipment be worn by the employee.  Failure to comply with these provisions will be grounds for disciplinary action.

I.
EXPOSURE TO HAZARDOUS SUBSTANCES

a.
General.  Any employee routinely exposed to hazardous substances or harmful physical agents as defined in the Minnesota Right to Know Act of 1983 (Laws 1983, Ch.316, Minn. Stat. 182.65-182.675) shall be trained before being assigned or reassigned to work which exposes the employee to such substances or agents and shall be given training annually thereafter.  Training shall include an explanation of how and where information about hazards is stored in the workplace, how the hazards are labeled and where to obtain specific information.


An employee acting in good faith has the right to refuse to work under conditions which the employee reasonably believes present an imminent danger of death or serious physical harm to the employee.

J.  SMOKING

a.
In the interest of good health, the city discourages employees from smoking.  Smoking within city buildings, offices and work sites is governed by the Minnesota Clean Indoor Act.  Approved smoking areas must be clearly designated.
 There will be no smoking in areas not designated as smoking areas.  If smoking results in discomfort to others, smokers are required to stop smoking.  Smoking in nonapproved areas may result in disciplinary action.

K.
LAY-OFFS

After at least two weeks notice to the employee, the Department Head may lay off any employee whenever such action is necessary due to shortage or work or funds, the abolition of a position, or changes in organization.  No permanent or probationary employee shall be laid off while there is a temporary employee service in the same class of position for which the permanent or probationary employee is qualified, eligible and available.


L.  OUTSIDE EMPLOYMENT

A.
Employees are permitted to engage in outside employment subject to the following restrictions:




1.
Any outside employment is secondary to city employment and shall not interfere with proper performance of city employment.  Employees should report to work on time, be refreshed and ready to work.




2.
No employee shall accept pay or other compensation from anyone for work done during time for which he/she is reimbursed by the city




3.
Employees are prohibited from working for any contractor or company that has a contract with the city, during the period of contracted service for the city;




4.
No employee shall accept other employment that requires the use of city equipment, facilities or materials.




5.
Questionable situations or concerns should be addressed with the commissioner of the department.

M.
GRIEVANCES

It is the policy of the City, whenever possible, to prevent the occurrence of grievances and deal promptly with those which occur.  When any employee grievance comes to the attention of the City Clerk, all relevant circumstances shall be discussed with the Commissioner of the Department, Department Head, City Clerk and employee, and his/her representative if the employee so desires. If the grievance is not dealt with satisfactorily at this level, the grievance may be reviewed b the City Council.

N.
SEVERENCE

O.  
RESIGNATION

Any employee wishing to leave the municipal service in good standing must submit a written resignation to his/her supervisor at least 14 calendar days before leaving.  The resignation must state the effective date of the resignation and the reason for leaving.

P.
RETIREMENT

a.
General Rule.  Every appointed employee of the city shall automatically be retired upon reaching the age of 70 years, except as provided in Subdivision B.



b.
Retention After Age 70.  If the City Council finds that the interests of the city will be best served by allowing a person to remain in the employ of the City of Morton after reaching 70 years of age because his/her services are especially needed or his/her replacement would be especially difficult.  Any such employee may be retained for successive one-year periods until reaching the age oc 75 upon the annual recommendation of the Commissioner and approval of the City Council


Q.
RE-EMPLOYMENT.  Employees terminated as a result of disciplinary action shall not be considered for re-employment in any department of the city.


ARTICLE 10.

EMPLOYEE RECORDS

  
Employee Records.  Records containing information pertinent to this employment will be maintained for all employees and will be available at any time for their own review in accordance with the Minnesota Government Data Practices Act.


Information is used to administer employee salary and benefit programs, process payroll, complete state and federal reports, record performance, etc.


No piece of information is retained unless required for a specific purpose.  Employees have the right to know exactly what data is retained, where it is kept, and how it is used.  All employee data will be received, retained and disseminated according to the Minnesota Government Data Practices Act

ARTICLE 11.

MISCELLANEOUS PROVISIONS

A.
USE OF COMPANY TELEPHONES.  Telephones are provided at city facilities for the purpose of conducting official business and for emergency situations.  Telephones are not to be utilized for conducting personal business.

B.
USE OF EMPLOYER PROPERTY, EQUIPMENT, STATIONERY, LETTERHEAD.  Use of employer property shall be used for the purpose of the city and city related purposes.  Employees are not to be careless or negligent with the monies or property of the city.  Employees must not mar or intentionally destroy city property.

C.
DRESS AND APPEARANCE.  All employees of the city will be required to dress in a manner appropriate for their department.  Appearance for all employees shall be neat, clean and professional.  Employees required to wear uniforms shall arrive for regular shifts in the required uniform.

D.
HORSEPLAY.  Employees are not to engage in horseplay while on city premises or on city time.

E.
PERSONAL ISSUES.  Employees are not to engage or participate in discussions regarding other employees, elected officials or residents which are of a personal nature.  Personal differences between employees should not be entered into the workplace.

F.
FITNESS FOR DUTY.  Each employee is expected to arrive for work punctually and to be fit to perform all applicable duties and responsibilities.  

G.
COMMUNICATION REGARDING INCIDENTS.  Discussion regarding any incidents, litigation, threatened litigation, or claims shall be with authorized and designated representatives of the city.  All threats of claims shall be referred to the City Attorney.

ARTICLE 12.

DRUG AND ALCOHOL POLICIES.


A.
PROHIBITIONS AGAINST DRUGS AND ALCOHOL.  The City of Morton recognizes the importance of maintaining a safe, efficient and healthful work environment for its employees.  Being under the influence of any drug and/or alcoholic beverage on the job poses serious risks to employee health and safety.  Therefore, it is the intent of the City of Morton to establish a policy to secure a safe, efficient and healthy work environment for all individuals.


B.
INSPECTIONS TO ADMINISTER AND ENFORCE POLICY.  The City of Morton reserves the right to inspect any employees, as well as any articles and property in their possession.


C.
TESTING EMPLOYEES.  The city maintains a strict policy against the use of unlawful drugs while on duty, while on company premises and while operating city equipment.  To facilitate the administration and enforcement of this policy, the city shall require job applicants and employees to submit to drug or substance abuse testing.


a.
Pre-employment Testing.  All job applicants selected for full time employment with the City of Morton must submit to and pass a drug screening test.  All offers of employment are conditioned upon the successful completion of the testing procedure.


b.
Reasonable Suspicion Testing.  In cases when the commissioner of the department has reasonable suspicion to believe that the employee possesses or is under the influence of drugs and/or alcohol, drug and/or alcohol screening shall be ordered.



Testing shall also be required if an employee is found to be in possession of physical evidence possibly connected with the use of an illicit drug.  Testing shall also be required if illicit drugs/alcohol are found in the employee’s immediate work area.  Possession of drugs/alcohol is prohibited whether or not it is determined that the employee also used such substances.


c.
Post Mishap Testing.  Alcohol/drug screening shall be required following any work related accident, injury or any violation of safety precautions or standards, whether or not an injury resulted from such accident or violation.


C.
COOPERATION FOR TESTING.  Failure to cooperate fully with any request to test may result in disciplinary action to and including termination.  The city will pay the full cost of any testing requested including reasonable cost of transportation to and from the designated testing facility.  


In the event a test proves positive, an evaluation by a licensed professional of the city’s choosing will be required.  Cost of the evaluation will be at the employee’s expense.


D.
TESTING.  The City of Morton shall be responsible for costs incurred for testing.  In the event an assessment is necessary, the employee shall be responsible for such costs.  Such assessment shall be completed by a Rule 25 Assessor or a licensed chemical dependency counselor licensed by the State of Minnesota.  The City of Morton shall not be responsible for any treatment costs.  Retesting will be required before returning to work.

ARTICLE 13.  EFFECTIVE DATE.  This policy shall be in effect upon adoption and publication as required.

ARTICLE 14. EMPLOYEE ACKNOWLEDGEMENT


A.
Receipt of Handbook


B.
Statement Acknowledging the Employee has Read the Policy, understands the policy and will adhere to the provisions of the policy

EMPLOYEE ACKNOWLEDGEMENT

RECEIPT OF HANDBOOK

I, _________________________________________________________acknowledge having received a copy of the City of Morton Personnel Policy as passed by the Morton City Council on January 9, 2001.  I further acknowledge that these policies constitute a general guide for employees and the city and that these policies do not create an employment contract between the City and its employees.

_________________________________


_________________________________________

Date Signed






Employee Signature

EMPLOYEE ACKNOWLEDGEMENT

Acknowledging having read the policy, understands the policy, will adhere to the policy

I, ______________________________________have read the personnel policy, provided to me as adopted by the Morton City Council on January 9, 2001.  I understand the contents of the policy and will adhere to the provisions of this policy.

_________________________________




   _________________________________________

Date Signed






Employee Signature

AMENDMENTS

04-18-02
Change job title of Clerk to Administrator.  Additional job duties to include supervision and day-to-day oversight of the activities of all city department heads and to make recommendations to the council regarding employment and removal of city staff.

03/11/03
When pay day falls on a weekend checks will be available on the following workday. (pay dates are the 1st and 16th)

05/13/03
Eliminate permanent part time position

04/19/05
Bartender cell phones are not allowed on the premises of the liquor store

