










































































ORDINANCE 471A

AN ORDINANCE AMENDING AND REPLACING CLOQUET CITY CODE
CHAPTER 11 REGARDING THE REGULATION OF UTILITIES WITHIN
THE CITY OF CLOQUET, FOR PURPOSES OF ADOPTING AN
INTEGRATED UTILITY RATE, FEE AND USAGE SCHEDULE WHICH
CAN BE AMENDED FROM TIME TO TIME BY THE CITY COUNCIL

The Mayor and City Council of the City of Cloquet does hereby Ordain that Chapter 11 of the
Cloquet City Code is hereby amended and replaced with the following provisions:

Section 11.1: General

11.1.01. Water and Sewer Department. The City Engineer shall supervise the maintenance, care, management
and operation of the streets, lights, water and sewer. The City Engineer shall be responsible for the management,
maintenance, care and operation of the water works and sanitary sewer system of the City.

11.1.02. Use of Water and Sewer System Restricted. No person shall make or use any water or sewer service
installation connected to the City water or sewer system except pursuant to application and permit as shall be
provided in this Chapter. No person shall make or use any installation contrary to the regulatory provisions of this
Chapter.

11.1.03. Applications for Service.

Subd. 1. Procedure. Application for a water or sewer service installation and for water and or sewer
service shall be made to the City Engineer on forms prescribed and furnished by the City. By his or her
signature, the applicant shall agree to conform to this Chapter and to the rules and regulations that may be
established by the City as conditions for the use of these services.

Subd. 2. Fees or Deposit. Application for a service installation shall be made by the owner of the
property to be served or by his or her agent. The applicant shall, at the time of making application, for
water or sewer services, pursuant to this Section elect either to pay the established connection fees in full
immediately; or to pay the connection fees over a period of five (5) years, if so approved by resolution of
the City Council. Payment of the fees and rate of interest shall be according to the authorizing resolution.
In those cases, where a person elects to pay connection fees over a period of five years, he or she shall be
required to execute an agreement, acceptable in form to the City Attorney, which shall be recorded against
the property to which the water or sewer connection shall be made, and which shall be binding upon the
applicant and future owners of the property to pay the unpaid balance.

Subd. 3. Non-Resident Connections. No individual connections or hookups to the City water and/or
sewer system shall be allowed to non-residents adjacent to or outside the city limits of Cloquet without a
resolution by the City Council authorizing such connections. As part of this approval process, the City
Engineer must provide information stating that the proposed connections shall not adversely affect the
systems of the City and that there shall be sufficient capacity to provide the services to the non-residents
without diminishing the services to the residents of the City. Upon receipt of this statement from the City
Engineer, the City Council may, by resolution, permit non-residents to hook-up or connect to the City water
and sewer systems. If so approved, the connection fees for non-resident connections shall be two times the
cost for a resident of the City, unless there is a written agreement between the City of Cloquet and the
adjoining governmental authority which specifically addresses non-resident connections in a different
manner.



11.1.04. Permits and Charges for Service Connections.

Subd. 1. Permit. No connection shall be made to the City water or sanitary sewer system without a permit
from the City Engineer. The City Engineer may deny a permit for sewer or water connection if:

A. The Engineer finds the property can reasonably be served by an extension of the existing
public system to the property of the applicant and intervening lands. It is the stated intention
of the City to eliminate, where possible, construction of private lines serving private parcels
of land in lieu of public lines.

B. The Engineer finds that granting of a permit would encourage development of property which
cannot economically be served by other utilities or improved accesses. A decision on the part
of the City Engineer may be appealed by the applicant to the City Council upon written
notice.

Subd. 2. Related Installation Costs. When a connection requires installation of a service line from the
main to the property line, in addition to any connection fees, the applicant shall bear the costs of making the
necessary connections, taps, and installation of pipe appurtenances, and necessary street repairs to provide
service to the property.

Subd. 3. Certification. No permit as described above shall be issued to connect with any water or
sanitary sewer main unless the City Engineer certifies to the truth of one of the following or the payments
required under Section 11.1.04, Subd. 4, 5 and 6 shall be made:

A. That the lot or tract to be served has been assessed for the cost of construction of the main
with which the connection shall be made or that proceedings for levying the assessment have
been or shall be commenced in due course; or

B. That the cost of construction of the main has been paid by the developer or builder developing
the lot or tract.

Subd. 4. Sanitary Sewer and Water Connection Fees for Lots Adjacent to the City Mains Not
Previously Assessed. Each January, the City Engineer shall recommend to the City Council connection
fees which shall be charges for water and sewer connections for properties adjacent to City mains not
previously assessed for the extension of the mains. In developing a recommendation the City Engineer
shall consider the current average or typical front foot costs for the construction of an eight (8) inch water
main and an eight (8) inch sewer main. The Council shall adopt by resolution connection fees for sewer
and water services which shall remain in effect until or unless modified by subsequent Council resolution.
The connection fees shall not include charges for materials and labor as set forth in Subdivision 2 of this
Section. In no instance shall the fees be based upon less than a seventy-five (75) foot frontage.

A. Single Family Dwelling. The connection fee shall be charged in accordance with the
Resolution of the City Council of the City of Cloquet as set forth in this section and the total
water and sewer connection fee shall be based on a 75 foot frontage.

B. Multiple Family Dwelling, Including Duplexes, Motels and Trailer Courts. The connection
charge shall be established by the City Council upon request for connection but shall in no
case be less than one and one-half times (1-1/2 x) the charge for a single family connection.

C. Commercial and Industrial Structures. The connection charges shall be established by the
City Council upon request for connection but shall in no case be less than one and one-half (1-
1/2 x) the charge for a single family connection. In addition, a charge shall be added for all
over and above average costs, if any, that the City may face to make the necessary connection.




Subd. 5. Western Lake Superior Sanitary District (WLSSD) Capacity Availability Fee (CAF). In
addition to any sewer connection fees as established by the City of Cloquet, all applicants for new sanitary
sewer connections shall also be required to pay a Capacity Availability Fee (CAF) in accordance with the
rules and procedures as adopted by the WLSSD Board. Whenever there is a change in use or a physical
change in a building that requires a building permit and/or plumbing permit, an additional Capacity
Allocation Fee may be charged in accordance with the WLSSD’s CAF rules.

Subd. 6. Water Connections and Connection Fees for the Cloquet - Lake Superior Waterline.
Connections to the Cloquet — Lake Superior Waterline are expressly prohibited unless authorized by City
Council resolution. In the event that such a connection is approved, the applicant shall be required to enter
into a written agreement with the City, which details the conditions of the approval and use. Because water
from the Lake Superior Waterline is non-potable, no connections or uses for domestic consumption shall be
authorized or approved. In the event a connection is approved, a connection fee shall be established by the
City Council.

Subd. 7. Utility Rate, Fee and Usage Schedule. Specifically incorporated herein by reference is a utility
rate, fee and usage schedule which will be regularly reviewed and approved by the City Council by
resolution from time to time for purposes of establishing the presently existing rates, fees and usage charges
applicable to Chapter 11 of the City Code.



Section 11.2: User Charge System

11.2.01. Accounting, Billing and Collecting. Each user of water and sewer services to property served by the City
water and/or sewer system shall pay monthly a water and sewer user charge as set forth in this Section.

Subd. 1. Accounts in Name of Owner and/or Occupant. All accounts shall be carried in the name of the
owner of the premises connected to the water and sewer services, and/or the occupant of the premises, if
the owner is not directly paying for the services. Where the term “user” appears in this Code in reference to
the payment for water or sewer charges, the term shall include the owner and the occupant of the premises.

Subd. 2. Required Information. The owner, occupant or person in charge of any premises shall furnish
the City with such information as may reasonably be required relating to use of water or sewer services
provided by the City systems. Willful failure to provide the information, willful falsification of the
information, or willful failure to comply with any requirement or order issued pursuant to this Section shall
constitute a violation of this Section.

Subd. 3. Bills for Service. Water and sewer service charges shall be billed together. Bills shall be mailed
to the owner, and/or occupant monthly and shall specify the water consumed in even thousand gallons and
the sewer and water charges in accordance with the rates as established by City Council resolution. The
procedure shall include a late payment penalty provision and shall provide for an interest charge on the
unpaid balance of the charges as provided in this Section.

Subd. 4. Meters Required. Except as otherwise provided in this Section, for the purpose of determining
the charges to be rendered against premises using the City's water and/or sewer systems, the volume of
water used from the water system, and the volume of wastewater discharged into the sewer system by the
owner, lessee, or occupant of any premises shall be based and computed upon the amount of water used on
the premises as measured by an approved meter.

Subd. 5. Metering of Private Water Sources. In all cases in which the water shall be derived in whole or
in part from sources independent from the city water system, the water supplied from private sources but
placed into City sewers shall be measured by a water meter of a type approved by the City Engineer to be
installed by the owner, lessee or occupant of the premises at his or her own cost and will be subject to the
supervision and inspection by the City. User charges against the premises shall be based upon the volume
of water used as measured from both public and private sources. Whenever the owner, lessee or occupant
fails to install the meter, or where it shall not be practicable to measure the water consumed on any
premises by a meter, the City Engineer shall determine the manner and the method used to estimate the
volume of water from private sources which discharges into the system. The estimate shall be used in lieu
of the meter volume of water from private sources to determine the wastewater charge thereon.

Subd. 6. Wastewater Meters. Where an accurate wastewater flow cannot be measured or determined
with the use of a water meter, the City may require the installation of an acceptable wastewater flow meter
as recommended by the City Engineer. The owner, occupant or user of the sewer service shall be required
to install approved wastewater meters or other measuring devices that serve to demonstrate the volume of
wastewater being discharged to the city sewer system. The volume of wastewater as so measured shall be
the basis upon which the wastewater charges shall be made under this Section. Said meters shall be
installed and maintained by the owner, lessee or occupant of the premises at his or her own expense and
shall be subject to the supervision and inspection by the City.

Subd. 7. Minimum Usage Billings. The minimum usage that shall be billed by the City for any billing
and collection period shall be one thousand gallons for both water and sewer.

Subd. 8. Miscellaneous Service Billings. All water and sewer charges for labor, materials, shut-off fees
and etc. for a customer shall be invoiced or billed directly to the customer of record or may be billed as a
miscellaneous charge on their respective utility accounts.



Subd. 9. Penalty for Late Payment. All charges for water, sewer and miscellaneous service shall be due
on the monthly due date specified by the City for the respective account. Penalty for past due bills shall be
5% of the total bill, except, no penalty shall be charged on past due sales tax.

Subd. 10. Delinquent Accounts. All charges for water and sewer service shall be due on the monthly due
date specified by the City for the respective amount and shall be delinquent twenty (20) days thereafter.
The City shall endeavor to collect delinquent accounts promptly. When the delinquent customer shall be
the tenant in possession or the property owner, and satisfactory arrangements for payment have not been
made, after the procedural requirements of Section 11.2.01, Subd. 12 have been complied with, the City
may discontinue service to the delinquent customer by shutting off the water at the curb box. When water
service to any premises has been discontinued, service shall not be restored except upon the payment of all
delinquent bills and an off/on fee as established and adopted by resolution of the City Council from time to
time.

Delinquent accounts shall be certified to the City Administrator who shall prepare an assessment roll each
year providing for assessment of the delinquent amounts against the respective properties served. The
assessment roll shall be delivered to the Council for adoption on or before November 30" of each year for
certification to the County Auditor for collection along with taxes. Such action shall be optional and may
be subsequent to taking legal action to collect delinquent accounts.

If the delinquent customer shall be a tenant who has vacated the property or an owner who no longer has an
ownership interest because of mortgage foreclosure, cancellation of contract for deed or for any other
reason, collection of the delinquent account shall, at the option of the City Administrator, be either through
a collection agency or legal proceedings in accordance with the City's Collection Policy.

Subd. 11. Liability For Payment of Services. The owner of premises which are connected to the City's
water and sewer facilities, and the occupant thereof, shall be jointly and severally liable to pay for the
service to the premises and the service shall be furnished to the premises by the City only upon the
condition that the owner and occupant of the premises shall be jointly and severally liable to the City for
the charges. The owner of rental property agrees, as a condition of receiving service, to be personally liable
for water and sewer service furnished the tenants, lessees, or other occupants. A claim for unpaid charges
which have been billed to the occupant of the premises or the user of the service may be recovered against
the owner or occupant in a civil action in any court of competent jurisdiction or in the discretion of the City
Administrator may be certified to the County Auditor to be collected with taxes against the premises so
served or reported to a collection agency. Money paid to the County Auditor on the account shall belong to
the City and shall be remitted to the City Administrator by the County Auditor in the manner provided by
law for the payment of other money belonging to the City. In addition to, and not in licu of, the foregoing
method of enforcing payment of the charges, the City Engineer may, according to the rules and regulations
as he or she may have established and the Council shall have by resolution approved, cause the City water
supply for and to any premises to be shut off until all arrears, with interest and penalties on the delinquent
charges, shall be paid, together with the cost of shutting off and turning on the water.

Subd. 12. Procedure for Shutoff of Services. If the amount claimed to be owed shall be actually due and
unpaid and that there shall be no legal reason why the water supply of the delinquent customer may not be
shut off in accordance with this Chapter, the City may shut off the supply. Water shall not be shut off
under this Chapter or for a violation of rules and regulations affecting utility service until notice has first
been given to the occupant of the premises involved and the customer is given a right to protest the shut-off
notice in writing before the shut-off date. The shutoff notice shall state that if arrangements for payment
are not made before a day stated in the notice not less than ten (10) days after the date on which the notice
shall be given and the customer does not file a written protest, the water supply to the premises shall be
shut off. Every possible attempt shall be made to notify the occupant personally before his or her water
shall be actually shut off.

Subd. 13. Minnesota Cold Weather Rule. Water service will not be shut off between October 15
through April 15 if the shut-off would affect the primary heat source of the unit of residence affected and
the customer otherwise complies with the requirements of Minnesota Statute § 216B.097 (Cold Weather
Rule).



Subd. 14. Disposition of Revenues. All revenues derived from charges imposed under this Section shall
be respectively credited to the City Water or Sewer Enterprise Funds, unless otherwise designated by City
Council resolution.

11.2.02. Water User Charges. Each water user, as defined in Section 11.2.01, Subd. 1, shall pay charges and/or
fees, which shall be established by resolution as adopted from time to time by the City Council. Each user shall pay
a fixed monthly charge and a commodity charge for each one-thousand gallons of water used. Furthermore, the City
may also charge additional fees such as a Minnesota Department of Health Service Connection Fee, applicable sales
taxes or any other utility fees as established by State or Federal rules or regulations. Delinquent or late payment
accounts shall furthermore be subject to a penalty for late payment and an off/on fee as established by Section
11.2.01, Subdivisions 9 and 10.

Subd. 1. Inside Rates/Outside Rates. The City shall establish both an “Inside Rate” and an “Outside
Rate” for service usage. Unless otherwise specified by City Council resolution, “Inside Rates” shall apply
to those premises which lie within the city limits of Cloquet and “Outside Rates™ shall apply to those
premises outside the city limits, unless otherwise determined or established by a special written agreement
between the City and the user.

Subd. 2. Monthly Fixed Water Charge. Each water user shall pay a monthly fixed charge which shall be
based upon the size of the water meter servicing the premises.

Subd. 3. Water Commodity Charge. In addition to the month fixed charge for water, the user shall also
pay a water commodity charge for each 1,000 US gallons provided to the customer.

Subd. 4. Minnesota Department of Health Drinking Water Service Connection Fee. Each water user
shall pay a monthly Drinking Water Service Connection Fee, as established from time to time by the State
of Minnesota.

Subd. 5. Special Water Agreements. From time to time, the City may, by council resolution, enter into
special utility service agreements with political jurisdictions, businesses or other entities, which establishes
the conditions of water service and the user charges that apply.

Subd. 6. Automatic Meter Reading Devices Required. Water meters required in accordance with
Section 11.2.01, Subd. 4 shall be provided with an Automatic Meter Reading (AMR) feature of the type
and design as approved by the City. For those customer accounts where the water meter does not include
an AMR feature, an additional fixed monthly Manual Read Charge shall be billed to the customer’s
account.

11.2.03. Wastewater Classes and User Charges. For the purpose of recovering from users the cost of operation
and maintenance of the City’s sanitary sewer wastewater facilities, sewer users, as defined in Section 11.2.01, Subd.
1, shall pay sewer charges and/or fees, which shall be established by resolution as adopted from time to time by the
City Council. Each user shall pay a monthly fixed sewer charge and a commodity charge for each one-thousand
gallons of wastewater discharged. Furthermore, the City may also charge applicable sales taxes or any other sewer
utility fees as established by the Western Lake Superior Sanitary District (WLSSD), the State of Minnesota or any
other Federal rules or regulations. Delinquent or late payment accounts shall furthermore be subject to a penalty for
late payment and an off/on fee as established by Section 11.2.01, Subdivisions 9 and 10 of this Chapter.



Subd. 1. Wastewater Classes. All wastewater or sanitary sewer customers shall be assigned a
wastewater classification of Class 1, Class 2, or Class 3 by the City Engineer. The Engineer in making the
classification assignment shall take into account all available information with regard to the user's
discharge and have the right to periodic sampling and inspection of the user's wastewater. Upon
determining a particular user's wastewater classification, the Engineer shall file notice of the assignment
with the City Administrator, and send a copy of the notice by regular mail to the user. The Engineer's
determination shall be final unless within ten days of mailing of notice by the city, the user appeals the
determination to the City Council. A user who believes that his or her discharge shall be significantly
different than that contemplated by the classification system or a user who believes that the character of
his or her discharge has changed since the classification assignment by the Engineer, may make
application for reassignment.

A. Class 1. "Class 1" shall mean wastewater having an average daily suspended solids
concentration of not more than 200 mg/L and an average daily BOD of not more than 200
mg/L. (Example: Residential without commercial kitchens, Office, Business and
Commercial Uses with only limited sanitary sewer needs.)

B. Class 2. "Class 2" shall mean wastewater having concentrations greater than Class 1 but not
exceeding 400 mg/L of suspended solids and 400 mg/L of BOD. (Example: Residential with
commercial kitchens, full service restaurants, fast food establishments, delicatessens, and car
washes.)

C. Class 3. "Class 3" shall mean wastewater having concentrations greater than Class 2.

Subd. 2. Monthly Fixed Sewer Charge. All persons, customers or sewer users discharging wastewater to
the City’s sanitary sewer system shall pay a monthly fixed sewer charge as set by the City Council from
time to time.

Subd. 3. Sewer Commodity Charge. In addition to the monthly fixed charge as called for in Section
11.2.03, Subd. 2, all sewer users shall pay a sewer commodity charge for each 1,000 US gallons used.

Subd. 4. Special Sewer Agreements. From time to time the City may, by council resolution, enter into
special utility service agreements with political jurisdictions, businesses or other entities, which establishes
the conditions of sewer service and the user charges that would apply.

11.2.04. Cost Distribution Policy. Charges made to the City by the WLSSD for the cost of the City's proportionate
share of the operation, maintenance, including replacement, and debt service of the WLSSD wastewater facilities
shall be distributed among the users within the City in accordance with the WLSSD domestic equivalent
classification system.

Charges made to the City by the WLSSD in accordance with the Industrial Cost Recovery Requirements of Title 11
of the Federal Water Pollution Control Act Amendments of 1972 (Public Laws 92-500, 33 U.S.C. 1251 et seq) shall
be apportioned among industrial users within the City in accordance with the WLSSD Industrial Cost Recovery
Classification System.



Section 11.3: Water System
11.3.01. General Water Regulations.

Subd. 1. Discontinuance of Service. The City may discontinue service to any water customer without
notice for necessary repairs or, upon notice as provided in Section 11.2.01, Subd. 10, for non-payment of
charges or for violation of rules and regulations affecting utility service.

Subd. 2. Supply from One Service. Whenever two or more parties are supplied from one pipe
connecting with a service main, each building or part of building separately supplied shall have a separate
curb box or service shutoff valve and a separate water meter.

Subd. 3. Turning on Water, Tapping Mains. No unauthorized person shall turn on any water supply at
the curb box or tap any distribution main or pipe of the water supply system or insert a stop cock or other
appurtenance therein.

Subd. 4. Repair of Leaks. The customer or owner shall be responsible for maintaining the water service
pipe from the curb box into the building served. If he or she fails to repair any leak in the service pipe
within 10 days after notice by the City, or a longer period as prescribed by the City Engineer, the City may
turn the water off. The water shall not then be turned on again until the leak has been repaired. When the
waste of water shall be great or damage shall be likely to result from the leak, the City shall turn the water
off immediately.

Subd. 5. Use of Fire Hydrants. No person other than an authorized City employee shall operate a fire
hydrant without first obtaining a Hydrant Use Permit to do so from the City Engineer. Charges for water
used under such permits shall be calculated based on actual or estimated usage and further shall include
such special administrative costs as are deemed appropriate. All persons obtaining a Hydrant Use Permit
agree to comply with the current hydrant use program requirements, standard charges and rules as
established by the City and kept on file with the City Engineer.

Subd. 6. Private Water Supply. No water pipe connected to the City water supply system shall be
connected with any pump, well or tank that shall be connected with any source of water supply not directly
owned and operated by the City. When any connection shall be found, the City Engineer shall notify the
owner to sever the connection and if this shall not be done immediately, the City shall turn off the water
supply forthwith. Before any new connection to the City system shall be permitted, the Department shall
ascertain that no cross connection shall exist when the new connection shall be made.

Subd. 7. Restricted Hours Due to Shortage of Water Supply. Whenever the Council determines that a
shortage of water supply threatens the City, it may, by resolution, limit the times and hours during which
City water may be used for sprinkling, irrigation, car washing, air conditioning, or other specified uses.
After publication of the resolution or two days after the mailing of the resolution to each customer, no
person shall use or permit water to be used in violation of the resolution and any customer who does so
shall be charged a fee, which shall be established by resolution as adopted from time to time by the City
Council, for each day of violation and the charge shall be added to his or her next water bill. If the
emergency requires immediate compliance with the terms of the resolution, any customer who has received
notice and thereafter uses or permits water to be used in violation of the resolution shall be subject to the
charge provided above. Continued violation shall be cause for discontinuance of water service and a petty
misdemeanor charge for each day of violation.

Subd. 8. Permitting Use by Others. No person shall permit City water to be used for any purpose except
upon his or her own premises except in an emergency and then only if written permission shall be first
obtained from the City Engineer. Any unauthorized person wishing to obtain water from a fire hydrant for
any purpose shall make application to the City Engineer for the service, as required by Section 11.3.01,
Subd. 5 of this Chapter.



11.3.02.

11.3.03.

Meters.

Subd. 1. Meters Required. Except for the extinguishment of fires, no person other than an authorized
City employee shall use water from the City water supply system or permit water to be drawn there from
unless the water passes through a water meter sold by the City to the user. No person not authorized by the
City Engineer shall connect, disconnect, take apart, tamper, or in any manner change or interfere with any
water meter or its use.

Subd. 2. Installation. Water service lines, including all piping, valves, standpipes and meters shall be
installed by the owner at his or her expense and all installations shall be in accordance with the Minnesota
State Plumbing Code and any and all requirements as established by the City Engineer.

Subd. 3. Maintenance. Following the initial purchase of a water meter by the customer, the City shall
maintain and repair, at its expense, all water meters. Any meter that has become unserviceable through
ordinary wear and tear shall be reconditioned or replaced by the City with a meter approved by the City
Engineer. Meters which become broken or unserviceable because of freezing due to inadequate frost
protection, negligence or vandalism shall be repaired or replaced by the City at the customer’s expense. If
the replacement of an existing meter requires additional or revised plumbing within the building itself to
accommodate the new meter installation, the building owner shall be responsible to make arrangements for
this plumbing work at his or her own expense. If a water meter becomes inoperable for any reason and the
City is not afforded an opportunity to repair or replace the meter within a reasonable amount of time, water
service may be discontinued immediately until the cause shall be corrected and the meter is repaired or
replaced.

Subd. 4. Complaints; Meter Testing. When a consumer complains that the bill for any past service
period is excessive, the City shall have the meter re-read on request. All meters two inches or less shall be
tested once by the City without charge. All meters larger than two inches shall be tested at the owner's
expense. If the test shows an error in the City's favor exceeding five percent (5%) of the water consumed,
the City shall have the meter repaired or replaced with an accurate meter and the bill shall be adjusted
accordingly. The adjustment shall not extend back more than one service period from the date of the
written request.

Subd. 5. Meters Property of City. Water meters, after installation, shall be the property of the City and
shall be removed or replaced as to size and type when deemed necessary by the City, as provided in Section
11.3.02, Subd. 3 of this Chapter.

Subd. 6. Meter Reading and Inspection. Authorized meter readers shall have access at reasonable hours
of the day to all parts of every building and premises connected with the City water supply system in order
to read meters and make inspections.

Subd. 7. Tampering or Bypassing of Water Meters. No person shall willfully damage, remove,
relocate, tamper with or otherwise interfere with the proper operation or registration of any water meter.
Furthermore, no person shall intentionally bypass any water meter to lessen or alter the amount water being
measured for billing purposes.

Plumbing Regulations.

Subd. 1. Building Water Service Pipes. Water service piping shall be installed in accordance with the
Minnesota State Plumbing Code and any and all requirements as established by the City Engineer. Every
water service pipe shall be laid with sufficient bend to allow not less than one foot of extra length and in
such manner as to prevent rupture by settlement. The service pipe shall be placed not less than eight feet
below the surface and be so arranged as to prevent freezing.



Every building served by City water shall have a separate curb stop box (shutoff valve) installed on the
building’s water service line. Curb stop boxes shall be installed generally where desired by the owners of
occupied properties, but they shall be placed as near as possible to the curb if on a street or within one foot
of the alley line if the main shall be located in the alley. In no case shall they be installed more than 60 feet
from the service line’s connection with the City main. They shall be installed at an approximate depth of
eight feet below the established grade and shall be left in an accurate vertical position when backfilling
shall be completed. Copper tubing shall be used for all building water services of two inches or less,
between the corporation tap on the City main and the curb stop shutoff valve. Joints on copper tubing shall
be as few as possible and not more than one joint shall be used for a service up to 70 feet in length. Each
joint shall be left uncovered until inspected by the City. Connections with the mains for domestic supply
shall be at least 3/4 of an inch in diameter.

A shutoff valve of the size and type required shall be placed close to the inside wall of the building and
before the water meter and be well protected from freezing.

All non-metallic water and sewer pipes shall be installed with a locating (tracer) wire and shall be a #6
hand drawn copper (ASTM B-1) or annealed 49-strand 203 alloy stainless steel wire, as directed by the
City Engineer, to facilitate the locating of these underground utilities.

Subd. 2. Maintenance of Building Water Service Pipes. After initial installation by the building owner
and acceptance by the City, all building water service pipes shall be maintained by the City from the
corporation tap on the City main up to and including the curb stop shutoff valve. The maintenance of the
remainder of the building water service pipe from the curb stop to the building shall be the responsibility of
the building owner. In no case shall the City’s maintenance responsibility extend beyond a public street or
utility easement right-of-way.

Subd. 3. Abandonment of Building Water and Sewer Service Lines. Whenever a building water or
sewer service line is abandoned, or otherwise no longer used, as a result of a building demolition, building
relocation or the installation of new water and sewer building service lines, the old building service lines
shall be properly disconnected from the City mains, at the building owner or property owner’s expense, in
accordance with the procedures and standards as established by the City Engineer.

Subd. 4. Water Meter Settings. Every water meter shall be installed in accordance with the following
provisions:

A. The service pipe from the water main to the meter shall be brought through the floor in a
vertical position where the pipe enters the building. A suitable shutoff valve shall be installed
within 12 inches of the pipes entry into the building and before the water meter.

B. The bottom of the meter shall be between 6 and 12 inches above the finished floor line. The
meter shall be set not more than 12 inches horizontally from the inside line of the building
wall unless a different position shall be approved by the City Engineer. A suitable bracket
shall be provided to support the meter in a proper horizontal position.

C. Each water meter setting shall have a shutoff valve of adequate type and size installed on the
street side and directly adjacent to the meter. In no case shall more than 12 inches of pipe be
exposed between the point of entrance through the building floor and the shutoff valve. A
second shutoff valve shall also be installed on the building side of the meter.

D. All meters shall be installed and shall remain in such a location that is easily accessible to
accommodate required reading, maintenance and replacement.

E. If the water piping on either side of the meter is metallic piping, a permanent electrical ground
strap must be properly installed across the meter.

F. Meters larger than 2 inch in size shall be installed or otherwise provided with suitable bypass
piping to allow for removal and testing of the meter without disturbing water service to the
building.
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11.4.01.

11.4.02.

Section 11.4. Sanitary Sewer System
Wastewater Facilities System.

Subd. 1. Established. There shall be hereby continued a City wastewater facilities system. The system
shall include all lateral, main, and intercepting sewers, wastewater pumping stations, equipment and other
works and facilities, whether presently existing or hereafter acquired, as shall be found necessary for
completion of the system in first-class operating condition adequate to collect and transmit all wastewater
of the City which shall be discharged into the City's wastewater facilities system to the wastewater facilities
of the Western Lake Superior Sanitary District (WLSSD).

Subd. 2. Intent. It shall be hereby declared and ordained that the establishment and operation of the City
wastewater facilities system is necessary and conducive to the public health, safety, welfare and
convenience of the City and its inhabitants; that the system shall constitute and be a public utility plant and
convenience from which revenues may and shall be derived and that service to be rendered to the
inhabitants, industries and properties, by the collection of wastewater confers direct and indirect benefits to
the inhabitants, industries, and properties of the City for which reasonable rates and charges may be
imposed.

Definitions. The following words and phrases when used in this Section and when otherwise used in this

Chapter shall have the meanings ascribed to them in this Section, unless the context otherwise clearly indicates.

Subd. 1. Authorized Inspector. An inspector authorized by the City of Cloquet.

Subd. 2. Biochemical Oxygen Demand or BOD: The quantity of oxygen utilized in the biochemical
oxidation of organic matter under standard laboratory procedures in five (5) days at 20 degrees Centigrade
and as expressed in terms of milligrams per liter (mg/l) and as described in Standard Methods.

Subd. 3. Board: The Cloquet City Council.

Subd. 4. Building Drain: That part of the lowest horizontal piping of a drainage system which receives
the discharge from soil, waste, and other drainage pipes inside the walls of a building and conveys

Wastewater to the Building Sewer, beginning 3 feet outside the inner face of the building wall.

Subd. 5. Building Sewer: The extension from the Building Drain to the Public Sewer, Private Sewer, On-
site Wastewater Disposal System or other place of disposal; also referred to as a Service Connection.

Subd. 6. Clean Water Act: The Federal Water Pollution Control Act also referred to as the Clean Water
Act, as amended.

Subd. 7. Combined Sewer: A Sewer receiving both surface runoff and Sewage.

Subd. 8. Commercial Wastewater: Wastewater emanating from a place of business of a Commercial
User.

Subd. 9. City: The City of Cloquet, a political subdivision of the State of Minnesota.
Subd. 10. County Health Department: The health department of the County.

Subd. 11. Debt Service Charge: A charge to Users of Wastewater Treatment Facilities for the purpose of
repaying the cost of capital improvements to the Wastewater Treatment Facilities.

Subd. 12. Engineer: The Person designated as the LUG's Engineer(s) or the authorized deputy, agent, or
representative of the designated Engineer(s).

Subd. 13. Extra Strength Waste: Wastewater having a BOD and/or T.S.S. greater than NDS and not
otherwise classified as an Incompatible Waste.
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Subd. 14. Flow: The quantity of Wastewater.

Subd. 15. Garbage: Solid wastes from the domestic and commercial preparation, cooking, and dispensing
of food, and from the handling, storage, and sale of produce and animal products, including the packaging
of such products.

Subd. 16. Industrial User: A user which discharges Industrial Wastewater.

Subd. 17. Incompatible Waste: Waste that either singly or by interaction with other wastes interferes
with any Sewage treatment process, constitutes a hazard to humans or animals in spite of the treatment
method used by the WLSSD, creates a public nuisance or creates any hazards in the receiving waters of the
Wastewater Treatment Facilities.

Subd. 18. Infiltration/Inflow or I/I: Water other than Wastewater that enters a Public Sewer or Service
Connection from the ground or from surface runoff through such means as defective pipes, pipe joints,
connections or manholes or from sources such as but not limited to, roof leaders, cellar drains, area drains,
foundation drains, cross connections between Storm Sewers and Sanitary Sewers, catch basins, cooling
towers, storm waters or drainage.

Subd. 19. Industrial Wastewater: The liquid, gaseous, and solid processing wastes from an industrial
manufacturing process, trade, or business.

Subd. 20. Load: Quantities of Wastewater characteristics such as BOD, T.S.S., phosphorus or other
constituents.

Subd. 21. Local Unit of Government or LUG: The City of Cloquet, Minnesota.
Subd. 22. MPCA: The Minnesota Pollution Control Agency.

Subd. 23. National Categorical Pretreatment Standards: Federal regulations establishing Pretreatment
standards for introduction of pollutants in publicly owned Wastewater Treatment Facilities, found at
Section 307(b) of the Clean Water Act.

Subd. 24. National Pollutant Discharge Elimination System Permit or NPDES Permit: A Permit
issued by the United States Environmental Protection Agency/MPCA setting limits on pollutant strength
that a permittee may legally discharge into the waters of the United States pursuant to Sections 402 and 405
of the Clean Water Act.

Subd. 25. Natural Outlet: Any outlet, including Storm Sewers and Combined Sewers, which flows into a
water course, pond, ditch, lake or other body of surface water or ground water.

Subd. 26. Normal Domestic Strength Waste or NDSW: Wastewater that has those characteristics
ordinarily introduced by domestic Users.

Subd. 27. On-Site Wastewater Disposal System; Individual Sewage Treatment System or ISTS: An
arrangement of devices or structures for treating domestic or non-domestic Wastewater approved for use by
applicable regulations of the State or County and located on or adjacent to the property of the generator of
the Wastewater.

Subd. 28. Operation, Maintenance and Replacement Costs or O.M.&R: Expenditures necessary to
provide for the dependable, economical and efficient functioning of the Wastewater Treatment Facilities
throughout their design life, including operator training and Permit fees and the establishment of reasonable
funds to offset depreciation of the Wastewater Treatment Facilities. Replacement refers to obtaining and
installing of equipment, accessories, or appurtenances which are necessary during the design life or useful
life, whichever is longer, of the Treatment Facilities to maintain the capacity and performance for which
such system was designed and constructed, not the cost of future replacement of the entire facility.

12



Subd. 29. Permit: Written authorization from the City of Cloquet to perform acts allowed or required by
this Ordinance.

Subd. 30. Person: Any individual, firm, company, association, society, corporation (municipal or
otherwise) or other group discharging Wastewater to the Wastewater Treatment Facilities.

Subd. 31. pH: The logarithm of the reciprocal of the weight of hydrogen ions in grams per liter of
solution.

Subd. 32. Pretreatment: The treatment of Wastewater prior to introduction thereof in to the LUG or the
WLSSD Wastewater Treatment Facilities.

Subd. 33. Private Sewer or Private Wastewater Disposal System: A privately owned Sewer or
privately owned Wastewater disposal system, including but not limited to a privately owned On-site
Wastewater Disposal System.

Subd. 34. Properly Shredded Garbage: Garbage and/or the wastes from the preparation, cooking, and
dispensing of food that have been shredded to such a degree that all particles will be carried freely under
the Flow conditions normally prevailing in the Sanitary Sewer.

Subd. 35. Public Sewer(s): Any Sewer or pumping facility owned or operated by the City of Cloquet or
the WLSSD.

Subd. 36. Residential User: A User of the Wastewater Treatment Facilities whose building is used
primarily as a private residence and discharges NDSW.

Subd. 37. Sanitary Sewer: A Sewer that carries Wastewater and to which storm, surface and ground
water are not intentionally admitted.

Subd. 38. Service Connection: The point at which the Building Sewer meets and is connected to the
Public Sewer.

Subd. 39. Septage: High strength Wastewater derived from pumping the septic tank of an On-site
Wastewater Disposal System. The term "Septage" also includes the Wastewater derived from recreational
vehicles; campers; portable toilets; boats, ships and other marine vehicles, and the like.

Subd. 40. Sewer: A pipe or conduit that carries Wastewater or drainage water.

Subd. 41. Sewer Access Charge or SAC: The fees and charges, if any, established from time to time for
access or connection to the Public Sewer.

Subd. 42. Slug: A discharge of water or Wastewater which in Load or Flow exceeds for any period of
duration longer than 15 minutes, more than 5 times the average 24-hour concentration of Flow or Load
during normal operation and which may adversely affect the collection system and/or performance of the
Treatment Facilities.

Subd. 43. State: The State of Minnesota.

Subd. 44. State Disposal System Permit or SDS Permit: A Permit issued by the MPCA pursuant to
Minnesota Statutes Section 115.07 for a disposal system as defined by Minnesota Statutes Section 115.01,
subdivision 5.

Subd. 45. Standard Methods: The latest edition of Standard Methods for the Examination of Water and

Wastewater published jointly by the American Public Health Association, the American Waterworks
Association and the Water Environment Federation or EPA approved method listed in 40 CFR 136.

13



11.4.03.

Subd. 46. Storm Sewer: A Sewer intended to carry unpolluted surface and subsurface water from any
source.

Subd. 47. City Engineer: The official of the City of Cloquet who is authorized to enforce this Ordinance,
or their authorized deputy, agent or representative.

Subd. 48. Suspended Solids (SS) or Total Suspended Solids or (T.S.S): Means Total Suspended Solids
in Wastewater as determined under standard laboratory procedures as set forth in Standard Methods.

Subd. 49. Toxic Pollutant(s): The concentration of any pollutant or combination of pollutants which
upon exposure to or assimilation into any organism will cause adverse affects as defined in standards issued
pursuant to Section 307(a) of the Clean Water Act or Section 115.01, Subdivision 20 of Minnesota Statutes.

Subd. 50. Unpolluted Water: Water which meets the effluent criteria in effect or water that would not
cause violation of receiving water quality standards and would not be benefited by discharge to the Sanitary
Sewers and Wastewater Treatment Facilities provided.

Subd. 51. User Charge: A charge levied on the users of the Wastewater facilities for the cost of
operation, maintenance, including replacement and debt service.

Subd. 52. Wastewater: A combination of the liquid and water-carried wastes from residences, business
buildings, institutions, and industrial establishments. The term "Wastewater" also includes Septage.

Subd. 53. Wastewater Treatment Facilities or Treatment Facilities: The land, devices, facilities,
structures, equipment and processes owned or used by the LUG and the WLSSD for the purpose of the
transmission, storage, treatment, recycling and reclamation of municipal Wastewater, or structures
necessary to recycle or reuse water including interceptor Sewers and the disposal of residues resulting from
such treatment. Outfall Sewers, collection Sewers, pumping, power, and other equipment and their
appurtenances; extension, improvements, remodeling, additions, and alterations thereof; elements essential
to provide a reliable recycled water supply such as standby treatment units and clear well facilities, and any
works including land which is an integral part of the treatment process or is used for ultimate disposal of
residues resulting from such treatment.

Subd. 54. Watercourse: A channel in which a Flow of water occurs, either continuously or intermittently.

Subd. 55. WLSSD: Means Western Lake Superior Sanitary District, a public corporation and political
subdivision of the State of Minnesota established by Chapter 478, Laws of Minnesota, 1971, now codified
as Minn. Stat. Chapter 458D.

Use of Acceptable Wastewater Treatment System Required

Subd. 1. Suitable Treatment. It shall be unlawful to discharge to any natural outlet within the City of
Cloquet any Wastewater or other polluted waters except where suitable treatment has been provided in
accordance with the provisions of this ordinance.

Subd. 2. Construction or Maintenance of Privies and Like Devices Prohibited. Except as hereinafter
provided, it shall be unlawful to construct or maintain any privy, privy vault, septic tank, cesspool, private
wastewater disposal system, or other facility intended or used for the disposal of Wastewater.

Subd. 3. Unavailability of Public Sewer. Where a public sanitary sewer is not available as described in
Section 11.4.04, Subd. 1, of this Chapter, the Building Drain must be connected to an acceptable On-Site
Wastewater Disposal System or Individual Sewage Treatment System (ISTS). All such systems must be
designed, permitted, installed and maintained in accordance with the applicable rules and regulations of
Chapter 17, Cloquet Zoning Ordinance - Section 17.5.17, Subd. 16.
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11.4.04.

Subd. 4. Proper Abandonment of On-Site Disposal Systems. Whenever an existing On-Side
Wastewater Disposal Systems is abandoned, or otherwise no longer used, as a result of a building sewer
being connected to a public sewer, a building demolition or removal, or the installation of a new On-Site
System, all old septic tanks, drywells and/or holding tanks shall be properly abandoned and filled to
prevent collapse or settlement, as required by the City Engineer.

Service Connection Required.

Subd. 1. The owner of all houses, buildings or properties, of any character, wherein or whereon
wastewater develops or occurs, shall be hereby required, at the owner's expense, to install suitable
wastewater collection facilities in or on the houses, buildings, or properties and to connect such facilities
directly with the proper public sewer in accordance with the provisions of this Chapter at the time of
construction of such facilities in the case of new construction or new use, or within ninety (90) days after
date of official notice to do so in the case of existing housing, buildings or properties, provided that such
public sewer is located within an easement or right-of-way adjoining the property and is within four
hundred (400) feet of such property.

Subd. 2. Connection by City. Whenever any owner or occupant fails to comply with written notice to
hook up, the City Council shall by resolution direct that connection be made with the water and sewer
system and that the cost of the installation shall be paid in the first instance out of the utility fund and then
assessed against the property benefited.

Subd. 3. Assessment For Connections By City. After the installation has been completed pursuant to
Council resolution and Section 11.4.04, Subd. 2 of this Chapter, the Administrator shall serve a written
notice of the assessment upon the owner or his or her representative directing him or her to pay the
assessment to the City Administrator within thirty (30) days after the service of the notice. If the
assessment shall not be paid within thirty (30) days, the Administrator shall certify the amount to the
County Auditor for collection in the same manner as other special assessments. The Council may, by
resolution, spread the assessment over a number of years as determined by the City Council.

Subd. 4. Variance Request. If the property owner, upon receipt of written notice, feels the order to
connect such facilities directly with the public sewer constitutes an undue hardship, is unreasonable or not
feasible, the property owner shall respond back to the City, in writing, within 30 days after receipt of the
City’s written notice and request a variance from the requirements of Subdivision 1 of this Section.

Upon receipt of the property owner's written request, the City Engineer, together with the City's Zoning
Administrator, shall review the individual case and hold a hearing to make a recommendation to the City

Council as to any revisions to the City’s original connection notice.

At least ten (10) days prior to holding this hearing the City shall notify abutting property owners, in
writing, of the request and the time and date of the hearing.

In considering the variance, evidence shall be provided to show that:

A. The hardship is based upon factors other than, or in addition to, cost (i.e. cost alone cannot be
the principal factor);

B. An extension of the City public sewer main is not feasible at this time;

C. The lot or parcel in question has a minimum size which complies with the Cloquet Zoning
Code or Ordinance provisions for On-Site Sewer Systems;

D. The property owner agrees to connect to a private wastewater disposal system complying with
the provisions of the Cloquet Zoning Code or Ordinance;
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E. The variance, if granted, shall not be contrary to the public interest or detrimental to
neighboring properties and shall not prevent or inhibit the future extension of public sewers to
serve the area in question.

11.4.05. Excavations. No excavation, for the installation of water and sewer service lines between a building and
the City mains, shall take place on City streets, alleys, sidewalks, right-of-ways or other public grounds unless all
regulations as prescribed in this Chapter and Chapter 9 (Streets) or any amendment thereto are complied with and an
excavation permit is obtained.

11.4.06. Building Sewers and Connections

Subd. 1. Sewer Connection Permit Required. Except for City employees acting in the course of
employment, no Person shall uncover, make any connections with or opening into, use, alter, or disturb any
Public Sewer or appurtenance thereof without first obtaining a written Permit from the City Engineer. In
all cases, the owner or his agent shall make application on a special form furnished by the City. The Permit
application shall be supplemented by any plans, specifications, or other information considered pertinent in
the judgment of the City Engineer. A Permit and inspection fee sufficient to defray the cost incidental to the
processing of such connection Permit including the cost of inspection of connection for each such class
shall be established by resolution of the City Council and shall be paid to the City at the time the
application is filed. There shall be submitted to the City Engineer a report, in form and substance
satisfactory to the City Engineer, which indicates that no I/ or Unpolluted Water will be discharged into
the Public Sewer as a result of the Service Connection for which the permit is sought.

Subd. 2. Maintenance of Building Sewer Lines. The maintenance of the Building Sewer pipeline from
and including the tap, tapping saddle, or wye branch connection on the city sewer main to the building is
the responsibility of the building owner.

Subd 3. Owner’s Responsibility. All costs and expenses incidental to the installation, connection, and
maintenance of the Building Sewer shall be borne by the owner. The owner shall indemnify, defend and
hold harmless the City from any loss or damage that may directly or indirectly be occasioned by the
installation or maintenance of the Building Sewer.

Subd. 4. Separate Sewer. A separate and independent Building Sewer shall be provided for every
building; except where an existing building stands at the rear of another and no separate Sewer has been
constructed therefore, such building may continue to be connected to the Building Sewer of the front
building and the whole considered as one Building Sewer, but the LUG shall, have no obligation or
responsibility for damage caused by or resulting from any such single connection aforementioned.

Subd. 5. Old Sewers. Upon approval by the City Engineer, old Building Sewers may be used in
connection with new buildings but only after passing an acceptable pressure test as required by the
Minnesota State Plumbing Code.

Subd. 6. Abandonment of Building Water and Sewer Service Lines. Whenever a building water or
sewer service line is abandoned, or otherwise no longer used, as a result of a building demolition, building
relocation or the installation of new water and sewer building service lines, the old building service lines
shall be properly disconnected from the City mains, at the building owner or property owner’s expense, in
accordance with the procedures and standards as established by the City Engineer.

Subd. 7. Size, Slope and Installation. The size, slope, alignment, materials of construction of a Building
Sewer, and the methods to be used in excavating, placing of the pipe, jointing, testing, and backfilling the
trench, shall all conform to the requirements of the Minnesota State Building and Plumbing Codes and
other applicable rules and regulations of the City.

Subd. 8. Elevation. Whenever possible, the Building Sewer shall be brought to the building at an
elevation below the basement floor. In all buildings in which any Building Drain is too low to permit
gravity flow to the Public Sewer, sanitary sewage carried by such Building Drain shall be lifted by an
approved means and discharged to the Building Sewer.
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Subd. 9. Tracer Wires for Non-Metallic Pipe. All non-metallic water and sewer pipes shall be installed
with a locating (tracer) wire and shall be a #6 hand drawn copper (ASTM B-1) or annealed 49-strand 203
alloy stainless steel wire, as directed by the City Engineer, to facilitate the locating of these underground
utilities.

Subd. 10. Unpolluted Water Connections.

A. No Person shall make connection of roof downspouts, areaway drains, or other sources of
Unpolluted Waters such as storm water, ground water, roof runoff, subsurface drainage,
unpolluted industrial water or cooling water to a Building Sewer or Building Drain which is
connected directly or indirectly to a public Sanitary Sewer.

B. Every person who owns a building which has roof drains, downspouts, areaway drains, sump
pumps which are sources of unpolluted water such as storm water, ground water, roof runoff,
subsurface drainage, unpolluted industrial water or cooling water connected to a building
sewer or building drain which is connected directly or indirectly to a public sanitary sewer
shall disconnect and remove the roof drains, downspouts, areaway drains, sump pumps in an
effective, workmanlike manner, as approved by the City Engineer unless the disconnection
and removal shall be estimated to cost more than ten (10) percent of the assessed value of the
building.

C. If, upon inspection, any of the above described connections are identified by the City, the City
Engineer shall issue a written order to the building owner requiring disconnection within a
reasonable amount of time. If the property owner, upon receipt of the notice, feels the order
to disconnect constitutes an undue hardship, shall be unreasonable or not feasible, the
property owner shall respond back to the City, in writing, within 30 days after receipt of the
City Engineer's notice. Upon receipt of the property owner's written objection, the City
Engineer shall review the individual case and make a recommendation to the City Council as
to any revisions to the City Engineer's original disconnection notice.

D. In those cases where it shall be determined by the City that the disconnection and removal of
unpolluted sources of waters shall be either unreasonable or not in the best interest of the
public, the building owner shall be required to make special application to the City Engineer
for a special permit to allow the connections to exist. The City Engineer shall review the
application and make a recommendation to the city council as to whether the request is
warranted. If approved, a monthly permit fee, as recommended by the City Engineer, for the
following connections shall be charged to the owner/occupant and shall be billed together
with the monthly sewer user charges as established in Section 11.2.03 of this Chapter. The
City shall reserve the right to discontinue the issuance of any such permit at anytime in the
future.

Subd. 11. State Codes and Rules. The connection of the Building Drain to the Building Sewer and of the
Building Sewer to the Public Sewer shall conform to the requirements of the Minnesota State Building and
Plumbing Codes and other applicable rules and regulations of the City. All such connections shall be made
gastight and watertight and verified by proper testing. The City Engineer shall have authority to promulgate
rules, regulations, and tests as to the manner in which connections shall be made and the rules, regulations
and tests when so promulgated and filed with the City Administrator shall be met.

Subd. 12. Inspection and Testing. The applicant for the Building Sewer Permit shall notify the City
Engineer when the Building Sewer is ready for inspection and connection to the Public Sewer. The area to
be inspected must be open for inspection and backfilling must not have commenced. All connections to the
Public Sewer must be made under the supervision of the City Engineer.

Subd. 13. Excavations. No excavation, for the installation of Building Sewer service lines between a
building and the City mains, shall take place on City streets, alleys, sidewalks, right-of-ways or other public
grounds unless all regulations as prescribed in Chapter 9 (Streets) or any amendment thereto are complied
with and an excavation permit is obtained.
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11.4.07.

Subd. 14. Conformance with Rules. All Building Sewers, Service Connections, pumps and other
equipment must conform to specifications established by the City from time to time. Installation of a
Building Sewer, Service Connection, pump or other equipment, which does not comply, with the
requirements of the City will be a violation of this Ordinance. The City reserves the right to discontinue
service to a property served by a Building Sewer, Service Connection, pump or other equipment, which
does not comply, with the requirements of the City.

Subd. 15 Rules. The City may, by resolution, adopt reasonable rules and regulations relating to Sewer
construction, use, maintenance, discharges, and deposit or disposal of all Wastewater, either directly or
indirectly, within the City. Such resolution may adopt rules and regulations by reference.

Use of the Public Sewers

Subd. 1. Unpolluted Water. No Unpolluted Water such as storm water, ground water, roof runoff,
surface drainage, cooling water, etc. may be discharged to the Sanitary Sewer. Such water must be
discharged only to Storm Sewers or to Natural Outlets approved by the City and other regulatory agencies.
Industrial cooling water may be discharged, on approval of the Engineer, to a Storm Sewer or Natural
Outlet, subject to approval and the issuance of a NPDES Permit.

Subd. 2. Septage. Septage may only be discharged or deposited into the Sanitary Sewer at locations
specifically designated by the City and WLSSD.

Subd. 3. Prohibited Substances. No Person(s) may discharge or cause to be discharged any of the
following substances in or to the Public Sewer:

A. Any liquids, solids or gases which by reason of their nature or quantity are, or may be,
sufficient, either alone or by interaction with other substances, to cause fire or explosion or be
injurious in any other way to the Treatment Facilities or to the operation of the Treatment
Facilities. Prohibited materials include, but are not limited to, gasoline, kerosene, benzene,
naptha, fuel oil, toluene, xylene, ethers, alcohols, ketones, aldehydes, peroxides, chlorates,
perchlorates, bromates, carbides, hydrides, sulfides waste oils or other petroleum based
products.

B. Any substance which either singly or by interaction with other waste will injure or interfere
with any waste treatment process or Wastewater Treatment Facilities, constitute a hazard to
humans or animals in spite of treatment, create a public nuisance or create a hazard in the
receiving waters of the Wastewater Treatment Facilities, including but not limited to cyanides
in excess of Federal and State requirements.

C. Solid or viscous substances which may, either singly or by interaction with other wastes,
cause obstruction to the Flow in a Sewer, or other interference with the proper operation of
the Treatment Facilities such as, but not limited to, bone, fish heads, fish scales, fish entrails,
ashes, cinders, sand, mud, straw, shavings, metal, glass, rags, sanitary napkins, feathers, tar,
plastics, wood, Garbage which is not Properly Shredded Garbage, whole blood, paunch
manure, hair and fletching, entrails, and paper dishes, cups, milk containers, etc., either whole
or ground by Garbage grinders.

Subd. 4. Other Prohibited Discharges. No Person may discharge or cause to be discharged the
following described substance, materials, waters or wastes if it appears likely in the opinion of the City
Engineer that such wastes can harm either the Sewers, Sewage treatment process, or Wastewater Treatment
Facilities, have an adverse effect on the receiving waters, streams, soils, vegetation and ground water, or
can otherwise endanger life, limb, public property, or constitute a nuisance. In forming his/her opinion as
to the acceptability of these wastes, the City Engineer will give consideration to such factors as the
District's NPDES Permit, the quantities of subject wastes in relation to the Flow and velocities in the
Sewers, materials and construction of the Sewers, nature of the treatment process, capacity of the
Treatment Facilities, degree of treatability of the Wastewater, and other factors deemed pertinent. The
substances prohibited are:
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Any Wastewater that would directly or indirectly result in a violation of the WLSSD's
NPDES Permit.

Any liquid or vapor having a temperature higher than one hundred fifty (150) degrees F (65.6
degrees C), or causing, individually or in combination with other Wastewater, the influent at
the Treatment Facilities to have a temperature exceeding 104°F (40°C), or having heat in
amounts which will be detrimental to biological activity in the Treatment Facilities.

Any water or waste containing fats, wax, grease, oils, whether emulsified or not, in excess of
100 milligrams per liter or containing substances which may solidify or become viscous at
temperatures between 32 and 150 degrees F (65.6 degrees C).

Any Garbage that is not Properly Shredded Garbage.

Any waters or wastes containing iron, chromium, copper, zinc, nickel, lead, cadmium,
mercury, cyanide, PCBs, and similar toxic or objectionable substances to such degree that any
such material received in the composite Sewage at the Treatment Facilities exceeds the limits
established by the MPCA for such unusual materials.

Any waters or wastes containing phenols or other taste or odor producing substances, in such
concentrations exceeding limits which may be established by the City Engineer as necessary,
after treatment of the composite Sewage, to meet the requirements of the State, Federal, or
other public agencies of jurisdiction for such discharge to the receiving waters.

Any radioactive wastes or isotopes of such half-life or concentration as may exceed limits
established by the City Engineer, in compliance with applicable State and Federal regulations.

Materials which contain or cause, whether alone or by interaction with other substances,
release of noxious gasses or form Suspended Solids (such as, but not limited to, Fullers earth,
lime slurries and lime residues) or of dissolved solids (such as, but not limited to, sodium
chloride and sodium sulfate) that would interfere with the Treatment Facilities or create a
condition deleterious to or cause disruption to the Wastewater Treatment Facilities and
processes.

Materials which contain or cause excessive discoloration which cannot be removed in the
treatment process (such as, but not limited to, dye wastes and vegetable tanning solution),
excessive BOD, chemical oxygen demand, or disinfection requirements in such quantities as
to constitute a significant Load on the Treatment Facilities, except by Permit or agreement.

Unusual volume of Flow or concentration of wastes, which constitutes a Slug.

Waters or wastes containing substances which are not amenable to treatment or reduction by
the treatment process employed, or are amenable to treatment only to such degree that the
Treatment Facilities effluent cannot meet the requirements or cause a violation of the
regulations of the agencies having jurisdiction over discharge to the receiving waters or are
amenable to treatment only by the application of extraordinary processes.

Wastewater with BOD or Suspended Solids levels greater than that defined as Normal

Domestic Strength Waste, except as may be Permitted by specific written agreement with the
City and WLSSD.
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M. Wastewater contaminated by petroleum oil, fuel, organic solvents, or other toxic organic
compound which contains more than 1 milligram per liter (mg/L) of anyone of the following
compounds; benzene, ethylbenzene, toluene, and xylene (BETX). The sum of these four
compounds must not be over 3 mg/L. Diesel range organics (DRO) and gasoline range
organics (GRO) must each be less than 100 mg/l each. Lead must be under 1 mg/L and
mercury less than 0.3 ug/L. For hauled Wastewater the concentrations must be less than 3
mg/l each for BETX with the combined total less than 10 mg/l. DRO and GRO must be less
than 100 mg/L, lead less than 1 mg/L, and mercury less than 0.3 ug/L.

N. Wastewater containing substances which cannot be treated to produce effluent quality
required by agreement for Wastewater treatment with WLSSD or causing a violation of any
applicable local, County, State, or federal regulation.

O. Noxious or malodorous liquids, gases, or solids.

P. Water or waste containing substances which are not amenable to treatment or reduction by the
Wastewater treatment processes employed or are amenable to treatment only to such degree
that the Wastewater Treatment Facilities effluent cannot meet the requirements of the NPDES
Permit issued to the WLSSD or are amenable to treatment only by the application of
extraordinary processes.

Subd. 5. Grease Interceptors and/or Grease Traps Required. Grease interceptors (sometimes called
traps) shall be required at all facilities which provide food service and/or preparation activities, including,
but not limited to, full service restaurants, fast food establishments, delicatessens, cafeterias, school
cafeterias, church kitchens, hospitals, boardinghouses, clubhouses, adult daycare facilities, assisted living
facilities, convalescent homes, meat distributors, food processing facilities, grocery stores with food
preparation/service areas, bakeries, caterers, and/or other similar types of operations where commercial
kitchen equipment is installed and the frequency of use indicates more than occasional use. The
requirements for grease interceptors shall include the following:

A. Installation and Sizing. A grease interceptor of sufficient size and efficiency shall be
installed in the waste line leading from sinks, drains, or other fixtures from which greasy
wastes can be introduced into the drainage system. All grease interceptors shall be sized and
installed in accordance with the Uniform Plumbing Code and the Minnesota State Plumbing
Code, however, all grease interceptors shall have an approved rate of flow which is not less
than 20 gallons per minute and a grease retention capacity of not less than 40 pounds.

B. Maintenance of Grease Interceptors. The owner will be responsible for the maintenance of
grease interceptors, including proper removal and disposal of the captured materials by
appropriate means, and must maintain a record of dates and means of disposal that are subject
to review by the City.

C. Facility Grease Management Plans. All facilities with grease interceptors or grease traps
shall develop and implement a grease management plan that incorporates generally accepted
fat, oil and grease best management practices into their operations. Such grease management
plans shall be available for review by the City and any authorized health inspector.

D. Emulsifiers or Degreasers Prohibited. No emulsifiers, surface active agents, enzymes,
degreasers, or any type of product that will liquefy grease, shall be allowed as an alternative
to providing an adequate grease interceptor and none of these products shall be placed directly
into a grease interceptor, or into any drain that leads to a grease interceptor.
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E. Variance, Conditional Waiver or Exceptions. A variance or a conditional waiver from
minimum sizing requirements or installation and maintenance requirements for grease
interceptors may be granted by the City Engineer, where the food service establishment
demonstrates to the Engineer’s satisfaction that any grease discharge is negligible and will
have an insignificant impact on the sewer system. In doing so, the facility must demonstrate
that the discharge from its activities contains less than 100 mg/1 of grease. The sampling and
testing to demonstrate the concentration of grease in the discharge must be conducted, at the
facilities expense, by an independent testing organization in accordance with acceptable
industry standards. Grease interceptors shall not be required for single-family residences,
duplexes, triplexes, quadplexes, or apartment complexes, unless the City determines that
discharges from the property are creating problems with the public sewer system.

F. Existing Facilities: Unless a variance or conditional waiver is granted as described in
Subdivision SE above, on or after the effective date of this ordinance, an existing facility shall
be required to install an approved, adequately sized, and property operated and maintained
grease interceptor when any of the following conditions exist:

1) If the City Engineer determines that the use of the property becomes such that the
discharge of grease from the facility to the public sewer has or is creating blockages
of the public sewer or is creating abnormally high sewer maintenance costs for the
City, the Engineer may order that an exterior grease interceptor be installed on the
property. In this case, the Engineer shall give a reasonable timeframe for
compliance, however, in no case shall a compliance deadline be more than twelve
(12) months.

2) The facility is remodeling the food preparation or kitchen waste plumbing in such a
manner as to be subject to the issuance of a permit by the City Building Department.

G) Exterior Grease Interceptors for Restaurants and Other Food Processing Facilities. In
all new construction and remodeling, restaurants with a dining seating capacity exceeding one
hundred (100) or more persons and certain food processing facilities, as determined by the
City Engineer, shall have an exterior grease interceptor installed outside of the building. Said
grease interceptors shall be designed and installed in accordance with the Minnesota State
Plumbing Code and shall be sized to allow for a detention time of at least 30 minutes. The
minimum size of an exterior grease interceptor shall be 1,000 gallons.

Subd. 6. Food Grinders or Disposals Prohibited. No food grinders, disposals or shredders shall be
installed in any newly constructed food service establishment or food processing facilities. All food
grinders shall be removed from an existing food service establishment upon either a major operational
change to the facility or when the facility is remodeling the kitchen, food preparation or food processing
waste plumbing in such a manner as to be subject to the issuance of a permit by the City Building
Department.

Subd. 7. Oil and Sand Interceptors and Separators Required. Interceptors and separators for oil,
sand and other substances harmful or hazardous to the building drainage system shall be provided, sized
and installed in accordance with the Minnesota State Plumbing Code. The owner will be responsible for the
maintenance of interceptors, including proper removal and disposal of the captured materials by
appropriate means, and must maintain a record of dates and means of disposal that are subject to review by
the City. Any material removal and hauling must be performed by the property owner's personnel or a
currently licensed waste disposal firm and in compliance with all applicable laws and regulations.
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Subd. 8. Pretreatment. Where Pretreatment or Flow equalizing facilities are provided or required for any
water or wastes, plans, specifications, and any other pertinent information relating thereto shall be
submitted for approval of the City and the WLSSD and no construction of such facilities shall be
commenced until approval in writing is granted. Where such facilities are provided, they shall be
maintained continuously in satisfactory and effective operating order by the owner at the expense of the
owner and may be subject to periodic inspection by the City and the WLSSD to determine that such
facilities are being operated in conformance with the applicable federal, State and local laws, regulations
and Permits. The owner shall maintain operating records.

Subd. 9. Metering and Testing Access Structures — Industrial and Commercial Users. Where
required by the City, Industrial and Commercial Users must install and maintain, at their own expense, a
suitable structure or control manhole with such necessary meters and other testing equipment needed to
facilitate observation, sampling and measurement of Wastewater. The manhole must be safe and accessible
at all times and must be constructed in accordance with the plans and specifications approved by the City
Engineer and the WLSSD.

Subd. 10. Metering and Testing of Non-residential and Commercial Users. The City, in its sole
discretion may require Non-Residential Users and Commercial Users to install and maintain, at their own
expense, a suitable structure or control manhole with such necessary meters and other testing equipment
needed to facilitate observation, sampling and measurement of Wastewater as required in Section 11.4.07,
Subd. 8, of this Chapter, for Industrial Users. The manhole must be safe and accessible at all times and
must be constructed in accordance with the plans and specifications approved by the City Engineer and the
WLSSD.

Subd. 11. Laboratory Analysis — Industrial Users. The City may require submission of laboratory
analyses to illustrate compliance with this Ordinance and any special conditions for discharge established
by the City or responsible regulatory agency. All measurements, tests and analyses to which reference is
made in this Ordinance must be determined in accordance with the latest edition of Standard Methods.
Sampling methods, location, times, duration and frequencies are to be determined on an individual basis by
the City and WLSSD. The Industrial User must supply a complete analysis of the constituents of the
Wastewater discharge to assure that compliance with Federal, State and local standards are being met. The
Industrial User must report the results of measurements and laboratory analyses to the City and WLSSD at
such times and in such manner as prescribed by the City and WLSSD. The Industrial User must bear the
expense of all measurements, analyses, and reporting required by the City and WLSSD. At such times as
deemed necessary, the City and WLSSD reserves the right to take its own measurements and samples for
analysis by an independent laboratory.

Subd. 12. Water Meters. Where required by the City, water meters must be installed on a User's water

supply lines to facilitate measurement of Wastewater generated. Water meters shall be supplied, installed
and maintained in accordance with Section 11.03.02 of this Chapter. The meters shall be accessible at all
times to the City for inspection, reading, maintenance and repair.

Subd. 13. Dilution of Discharges. No User may increase the use of process water or in any manner
attempt to dilute a discharge as a partial or complete substitute for adequate treatment to achieve
compliance with the limitations contained in this Article, the National Categorical Pretreatment Standards
and any State or local requirement.

Subd. 14. Accidental Discharges.

A. Where required by the City, Users must provide protection from an accidental discharge of
substances regulated by this Ordinance. Where necessary, facilities to prevent accidental
discharges of prohibited materials must be provided and maintained at the owner’s expense.
Detailed plans and operating procedures of said facilities must be submitted to the City
Engineer for review and approval prior to construction of the facility. Approval of such plans
and operating procedures will not relieve User from the responsibility of modifying the
facility as necessary to meet the requirements of this Ordinance.
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B. Users must notify the City and WLSSD immediately if a Slug or accidental discharge of
Wastewater occurs in violation of this Ordinance. Notification will allow measures to be
taken to minimize damage to the Treatment Facilities. Notification will not relieve Users of
liability for any expense, loss or damage to the Treatment Facilities, or for fines imposed on
the community by any State or federal agency as a result of their actions.

Subd. 15. Emergency Repairs. Notwithstanding anything in this Ordinance to the contrary, in the event
of damage to Sewers or the Treatment Facilities, which disrupts other Users, the City may without notice
repair such damage.

Subd. 16. Special Agreements or Arrangements. No statement contained in this Article shall be
construed as preventing any special agreement or arrangement between the City and the WLSSD, and any
industrial concern whereby an industrial waste of unusual strength or character may be accepted by the City
and the WLSSD for treatment. Provided that any such agreement shall establish that charges to user shall
be in accordance with the City established User Charges.

11.4.08. Damage to Wastewater Facilities Prohibited

Subd. 1. Prohibited Activities. No Person shall maliciously or willfully break, damage, destroy, uncover,
deface, or tamper with any structure, appurtenance, or equipment which is a part of the Wastewater facilities.
Any Person violating this provision shall be guilty of a misdemeanor, shall be subject to immediate arrest,
and shall be liable to the City and the WLSSD for the cost of making necessary repairs occasioned by such
violation.

Subd. 2. Deposits or Obstructions.

A. No Person may permit any substance or matter that may form a deposit or obstruction of
Flow to be discharged into the Public Sewer. Whenever any Service Connection becomes
clogged, obstructed, detrimental to the use of the Public Sewer, or unfit for the purpose of
drainage, the owner must make repairs as directed by the City or the WLSSD.

B. If 48 hours after receiving written notice from the City the property owner has not
commenced repairs, the City may have said work done and may collect such amounts from
the property owner.

Subd. 3. Unauthorized Discharges. In the event of discharges or proposed discharges to the Public Sewers
that contain substances or possess characteristics prohibited in this Ordinance or which in the judgment of
the City Engineer may have a deleterious effect on the Treatment Facilities, processes, equipment, receiving
waters, soils, vegetation, or which create a hazard or nuisance, the City Engineer may:

1. Refuse to accept the wastes.

2. Require Pretreatment to an acceptable condition for discharge to the Public
Sewers, pursuant to Section 307(b) of the Clean Water Act and all addenda
thereof.

3. Require control over the quantities and rates of discharge.

4. Require payment to cover all the added costs of handling, treating and disposing

of wastes not covered by existing taxes or Sewer Access Charges or Sewer
Service Charges.

B. If the City Engineer permits the Pretreatment or equalization of Flow, the design and
installation of the plant and equipment are subject to review and approval by the District
and subject to the requirements of all applicable Federal and State codes, ordinances, and
the National Categorical Pretreatment Standards.
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11.4.09. Powers and Authority of Inspectors

Subd. 1. Right of Entry. The City Engineer and other duly authorized employees of the City and the
WLSSD bearing proper credentials and identification shall be permitted to enter all properties for the
purposes of inspection, observation, measurement, sampling and testing pertinent to discharge to the
Wastewater facilities in accordance with the provisions of this ordinance. The City Engineer or other duly
authorized employees of the City and the WLSSD shall be provided by users with such information
concerning industrial processes as have a direct bearing on the kind and source of discharge to the
Wastewater facilities.

Subd. 2. Indemnification. While performing the necessary work on private properties referred to in
Section 11.4.11, Subd. 1, above, the City Engineer or duly authorized employees of the City and the
WLSSD shall observe all safety rules applicable to the premises established by the owner, and the owner
shall be held harmless for injury or death to such employees, and the City and the WLSSD respectively
shall indemnify the owner against loss or damage to its property by City and WLSSD employees and
against liability claims and demands for Personal injury or property damage asserted against the owner and
growing out of the gauging and sampling operation, except as such may be caused by negligence of the
owner or the failure of the owner to maintain safe conditions as required under this ordinance.

Subd. 3. Easements. The City Engineer and other duly authorized employees of the City and WLSSD
bearing proper credentials and identification shall be permitted to enter all private properties through which
the City holds an easement for the purposes of, but not limited to, inspection, observation, measurement,
sampling, repair, and maintenance of any portion of the Wastewater facilities lying within said easement.
All entry and subsequent work, if any, on said easement, shall be done in full accordance with the terms of
the easement pertaining to the private property involved.
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Section 11.5: Dump Stations
11.5.01. Definitions

Subd. 1. Liquid Waste Disposal Site is defined as a public dumping station owned and operated by the
City of Cloquet, or its designated agent, where commercial liquid waste haulers and/or companies that
transport liquid waste, discharge or dump such wastes into the sanitary sewer collection system owned by
the City of Cloquet.

Subd. 2. Recreational Vehicle Sewage Dump Station is defined as a facility designed and intended only
for the emptying of recreational vehicle sewage holding tanks into the City sanitary sewer system.

Subd. 3. Owner is defined as any individual, firm, company, corporation, or other group who has received
a permit from the City of Cloquet to perform acts allowed or required by this Ordinance.

Subd. 4. City is defined as the City of Cloquet, which is a municipal corporation in the State of
Minnesota.

Subd. 5. WLSSD is an abbreviation for the Western Lake Superior Sanitary District, which is a public
corporation and political subdivision of the State of Minnesota established by Chapter 478, Laws of
Minnesota, 1971 for purposes of providing waste disposal services to the public.

Subd. 6. System is defined as the sanitary sewer collection system owned and operated by the City of
Cloquet.

Subd. 7. Domestic Septage is defined as domestic sewage, water and sludge, pumped from a septic tank
with a drain field.

Subd. 8. Domestic Holding Tank Waste is defined as domestic sewage pumped from a sealed tank with
no drain field. Portable toilets are also included in this waste type category.

Subd. 9. Commercial Waste is defined as a non-industrial waste hauled from a business or service
establishment and for the purpose of this ordinance is limited to the water portion pumped from flammable
waste traps and/or car wash and parking ramp sand traps.

Subd. 10. Industrial Wastes are defined as one of the following:

A. Liquid waste resulting from an industrial or manufacturing process, or from the development,
recovery, or processing of a natural resource. Examples of Industrial Waste include but are
not limited to the following

Machine Coolants,

Metal Finishing Wastewater,

Antifreeze from heating and cooling systems (Ethylene or Propylene Glycol),
Aqueous Cleaners,

Neutralized Acids & Caustics,

Manufacturing or Production Area Sump Water,

Truck Wash Water (generally from the insides of trucks),

Food Wastes generated from the production of a food Product,

Photographic Chemicals.

WX h W=

B.  Landfill Leachate: Wastewater resulting from the percolation of rain water and/or internal
liquids through the deposited material in a solid waste disposal facility.

C. Contaminated Groundwater: Polluted water pumped from a contaminated aquifer or an
underground storage tank as part of a remedial action.
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11.5.02.

11.5.03.

11.5.04.

Establishment and Operation of Liquid Waste Disposal Sites.

Subd. 1 Construction and Operation of Liquid Waste Disposal Sites. No person, other than the City of
Cloquet or its authorized agent, licensee or representative, shall establish, construct or operate a Liquid
Waste Disposal Site within the City of Cloquet or operate such a disposal site which drains to the sanitary
sewer system owned by the City of Cloquet.

Subd. 2. Construction and Operation of Recreational Vehicle Sewage Dump Stations. No person,
other than the City of Cloquet or its authorized agent, licensee or representative, shall establish, construct or
operate a Recreational Vehicle Sewage Dump Station within the City of Cloquet.

Subd. 3. Dumping of Liquid Wastes at Approved Sites Only. No person or owner of a liquid waste
hauling business shall dump or dispose of any liquid wastes, which drain to the sanitary sewer collection
system owned by the City of Cloquet, except at a Liquid Waste Disposal Site as specifically designated and
established by the City of Cloquet and the use of said facilities shall be in accordance with all applicable
rules as established by this Ordinance, the WLSSD and the City of Cloquet.

Subd. 4. Days and Hours of Operation. The days and hours of permitted dumping and all access to City
facilities shall be scheduled by the City Engineer. Any modification or change in the hours of operation or
in the use of the disposal site shall be pursuant to the written directives of the City Engineer.

Required Liquid Waste Hauler Permits and Permit Fees.

Subd. 1. Hauler Permit Required. No person shall discharge or dump domestic septage, domestic
holding tank waste, commercial waste, industrial waste, or any other liquid wastes into any part of a
sanitary sewer collection system, which drains into the sanitary sewer collection system owned by the City
of Cloquet, without first obtaining a Liquid Waste Hauler Permit from the WLSSD and the City of Cloquet.

Subd. 2. Hauler Permit from WLSSD Required. Prior to the issuance of a permit by the City of
Cloquet, all haulers must first obtain a Liquid Waste Hauler Permit from the WLSSD in accordance with
their Transported Liquid Waste Program.

Subd 3. Compliance with Rules. As a condition of permit issuance by the City of Cloquet, the Owner
agrees to accept and comply with all operating rules and general permit conditions as established by the
WLSSD Transported Liquid Waste Program Policies and Procedures, and this Ordinance.

Subd. 4 Annual Permit Fee. An annual Liquid Waste Hauler Permit fee, issued to each hauler by the
City, shall be established by resolution of the City Council and shall remain in effect until or unless
modified by subsequent Council resolution. This annual hauler permit fee shall be assessed by the City and
will be in addition to the Liquid Waste Hauler Permit fee required by the WLSSD. Any person or owner
utilizing a City of Cloquet Liquid Waste Disposal Site will be required to obtain both permits and pay both
permit fees.

Subd. 5. Associated Costs and Liability. All costs and expenses involved in dumping at a City Liquid
Waste Disposal Site shall be borne by the permittee. The permittee agrees as a condition of its permit to
indemnify the City from any loss or damage that may directly or indirectly result from the permittee’s
dumping of effluent into the sanitary sewer system of the City of Cloquet. As an additional condition of its
permit the Owner agrees to hold the City harmless from any and all claims of property damage or for
damage to any of permittee’s equipment when upon the premises of the City for dumping and related
purposes unless such damage or loss results from intentional acts.

Vehicle Identification.
Subd. 1. Registration of Vehicles with WLSSD. Liquid Waste Haulers will be required to register each
dumping vehicle with the WLSSD as part of their permit application and must display the WLSSD permit

identification number on the back of each vehicle or on the top rear of the tank on such vehicles as required
by the WLSSD.
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11.5.05.

11.5.06.

11.5.07.

Dumping Fees.

Subd. 1. Trip or Load Fees. In addition to the annual permit fees, a trip fee or load fee per 1,000 gallons
dumped shall be charged by the City of Cloquet for all discharges at the City’s Liquid Waste Disposal Site
and these rates shall be established and updated from time to time by Council resolution.

Subd. 2. Payment of Dumping Fees. All dumping fees due under this Ordinance shall be paid to and
received by the City of Cloquet no later than 30 days following the end of each month within which any
loads are dumped. Permittee who fail to submit their required monthly report and fees as established by
this Ordinance within 15 days of the due date, will be assessed a late report fee as established by Council
resolution.

Required Reports.

Subd. 1. Liquid Waste Report Form. All loads of liquid waste transported for disposal at the City of
Cloquet’s Liquid Waste Disposal Site must be recorded by the waste hauler on a Liquid Waste Hauler
Discharge Report form, as provided by the City. This form shall be used to account for all transported
liquid wastes discharged to the City’s sanitary sewer system.

Subd. 2. Monthly Submission of Report Forms. The waste hauler is required to submit Liquid Waste
Hauler Discharge Reports to the City once per month. This report is due thirty (30) days after the end of
the reporting month. The waste hauler must submit a report even if there were no loads dumped during the
reporting month.

Subd. 3. Required Report Information. The Liquid Waste Hauler Discharge Report requires the
Permittee to list the volume of the various waste types (as defined in the previous sections) for each
individual load discharged during the reporting period. The date of each delivery must be noted, as well as
the name, phone number and address of each liquid waste source.

Subd. 4. Signature On Report Form Required. All monthly reports must be signed by the Permittee.
By signing the report, the waste hauler certifies under penalty of law that the information provided is
correct and complete to the best of his or her knowledge.

Subd. 5. Maintenance of Records. Waste haulers are required to keep accurate records of the waste
discharged into the System for a period of not less than 3 years. In addition, the City reserves the right to
access these records, at any time during normal business hours, to verify information reported to the City
on routine discharge reports. Failure to accurately report loads will result in enforcement action.

Subd. 6. Failure to Submit Monthly Reports or Pay Fees. Permittee who fail to submit their monthly
reports or pay all fees as required by this Ordinance will be assessed a late fee as established by Council
resolution. These late fees may be assessed in addition to any other action taken concerning the Owner’s
permit and failure to file timely reports and fees shall be immediate grounds for denial, suspension and/or
revocation of the permit to dump or operate within the City of Cloquet.

Prohibited Wastes.

Subd. 1. No person shall dump, discharge or cause to be discharged into the sanitary sewer system of the
City of Cloquet, any prohibited liquid wastes as defined in this Section.

Subd. 2. Prohibited wastes as specified in the Industrial Pretreatment Ordinance and Sewer Ordinance
issued by the WLSSD include, but are not necessarily limited to the following:

A. Any liquids containing flammables, explosive and corrosive wastes, gasoline, fuel oil,
hydraulic oil, motor oil, or grease;
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11.5.08.

11.5.09.

B. Wastes that are likely to obstruct the flow within public sewers: grease, fat, or oil of animal or
vegetable origin, solid wastes, garbage, guts, bones, ash, rags, lime, metal, sand, grit, gravel,
rocks, wood, plastic, glass, or yard wastes;

C. Sand or grit removed from flammable waste traps, car wash sand traps or parking ramp sand
traps.

D. Wastes that are likely to cause interference, pass-through, or operational problems with any
waste treatment process, or wastewater facilities: slug discharges, toxic chemicals, poisons,
dyes, or inks;

E. Wastes that are likely to cause a public nuisance: noxious, malodorous, or foam producing
substances;

F. Hazardous wastes, as defined by Minnesota Statues; and
G. Radioactive wastes.

Discharge of Commercial Wastes.

Subd. 1. For the purposes of this Ordinance, commercial waste is limited to the following:
A. The water portion from flammable waste traps; and,

B. Wastewater from car wash or parking ramp sand traps. However, any sand and grit removed
from car wash or parking lot sand traps is expressly prohibited from being dumped or
discharged into the public sewer as per Section 11.5.07, Subdivision 2 above.

Subd. 2. The following rules shall govern the collection of wastewater from flammable waste traps, and
car wash and parking ramp sand traps:

A. All floating oil and/or gasoline shall be removed prior to pumping the trap. The service
station or business owner shall remove the petroleum layer and send it out for recycling.
Absorbent pads shall be used to remove any thin layer of oil still present on the surface of the
water and disposed of in a proper manner. Note: Petroleum products and their derivatives are
prohibited wastes to the sanitary sewer system as per Section 11.4.07, Subdivision 4 of this
Chapter and under no circumstances shall they be discharged to the System.

B. Sand or grit from the trap bottom must be separated from the liquid wastes and must be
disposed of at an approved solid waste disposal site.

C. Although the City currently accepts wastewater from flammable waste traps, under the
conditions specified above, the City reserves the right to prohibit this liquid waste if it is being
improperly handled and/or is deemed necessary due to operational or compliance problems.

Discharge of Industrial Wastes.

Subd. 1. Approval of Industrial Wastes by WLSSD. Prior to the discharge of any Industrial Waste
loads at any City owned Liquid Waste Disposal Site, the hauler must first obtain a written letter of approval
from the WLSSD in accordance with their Transported Liquid Waste Program. A copy of this approval
letter shall be furnished to the City of Cloquet prior to discharge.

Subd. 2. Sampling and Analysis of Industrial Wastes. All Industrial Waste loads shall be sampled and
analyzed prior to discharge. Sampling may be conducted by the waste hauler or by industry personnel
according to instructions specified by the WLSSD. The specific parameters for which the sample is to be
analyzed, as well as the acceptability of a specific industrial waste type (for disposal into the System), shall
be determined by the WLSSD.
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11.5.10. General Liquid Waste Disposal Site Rules.

Subd. 1. All haulers using any City Liquid Waste Disposal Site will be required to adhere to the following
rules of operation:

A. No hauled loads of liquid waste will be discharged into the system without use of a minimum
3" inside diameter coupling and hose.

B. Under no circumstances shall waste be discharged onto the ground. If a spill occurs, it is the
responsibility of the hauler to clean up the spill at the permittee’s expense and to notify the
City immediately. To the extent that assistance from the City is required or requested, the
permittee consents to reimburse the City for all cleanup costs incurred.

C. All haulers or permittee are also required to immediately notify the City in the event that a
load discharged contained waste different from that initially represented to be in the load or
wastes that are suspected to contain Prohibited Wastes a described elsewhere in this
Ordinance.
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Section 11.6: Enforcement And Penalties

11.6.01 Enforcement. The provisions of this Chapter and all standards, limitations, orders, schedules of
compliance, and all provisions and conditions of any permit issued by the City under this Chapter shall be enforced
by the City, by any one or any combination of the following: criminal prosecution; action to recover civil damages;
injunctions; action to compel performance; or termination of service.

11.6.02 Penalties.

Subd. 1. Fine. Any person who continues any violation of this Chapter or any provision of a permit issued
by the City under this Chapter beyond the time limit provided for in the City Engineer's written notice of
violation or any property owner who refuses to allow entry or otherwise interferes with the City Engineer
or other duly authorized employees of the City in carrying out inspections as authorized shall be subject to
a penalty which shall be established by resolution as adopted from time to time by the City Council for
each violation.

Subd. 2. Separate Offense. Each day in which a violation referred to above continues shall be deemed a
separate violation.

Subd. 3. Misdemeanor. Any person who willfully or negligently violates any provision of this Chapter

or any provision of a permit issued by the City under this Chapter or any person who knowingly makes any
false statement or representation in any record, report, application, plan or other document filed with the
City pursuant to this Chapter, or who falsifies, tampers with, or renders inaccurate any monitoring device or
method required under this Chapter or any permit issued by the City under this Chapter shall be guilty of a
misdemeanor and upon conviction thereof shall be punished for each violation by a fine as provided for by
Minnesota Statutes for misdemeanors, or 90 days imprisonment, or both.
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Expiration Date

Section 11.7

Granting of Natural Gas Franchise of Aquila Inc.

Sept. 29, 2019

Section 11.8

Granting of Franchise to Media Com - Cable Television

May 31, 2015

Section 11.9

Granting of Electric Distribution Rights to MN Power

Nov. 5, 2033

THESE SECTIONS OF THE CODE MAY NOT BE AMENDED WITHOUT PRIOR
APPROVAL FROM ALL PARTIES INCLUDED IN THE AGREEMENTS.
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Section 11.7 Granting Northern Minnesota Utilities a Natural Gas Franchise
and the Authority to Construct, Operate, Maintain and Extend a
Natural Gas Distribution Plant and System Within the
Present or Future Corporate Limits of the City of Cloquet, Minnesota.

11.7.01 Grant of Franchise. In the interest of promoting the trade and commerce of the City of Cloquet
(hereinafter referred to as “Grantor” or “City”), and in consideration of the benefits which will or may accrue to its
inhabitants by the maintenance, operation and distribution of gas for heating, illuminating and other purposes in the
City of Cloquet, Minnesota, the City Council of the City of Cloquet does hereby grant a non-exclusive franchise to
Northern Minnesota Ultilities, a division of UtiliCorp United Inc., a Delaware Corporation, (hereinafter referred to as
“Grantee”) its lessees, successors and assigns, the right, privilege, franchise, permission and authority to construct,
maintain, operate and extend in the present and future streets, alleys, avenues, bridges, public rights-of-way and
public places as are now within the present or future limits of said City, a natural gas distribution system for the
purpose of supplying natural gas for all purposes to the inhabitants of said City and consumers in the vicinity
thereof, and for the distribution of natural gas from or through said City to points beyond the limits thereof.

Grantor further grants Grantee the right, permission and authority to lay, install, maintain and operate over, across
and along all of the streets, avenues, alleys, bridges, public rights-of-way and public places of City all mains,
services, pipes, conduits and appliances necessary or convenient for transmitting, transporting, distributing and
supplying natural gas for all purposes for which it may be used, and to do all other things necessary and proper in
providing natural gas service to the inhabitants of Grantor and in carrying on such business.

11.7.02 Terms of Agreement. The rights of and privileges granted by this section shall remain in effect for a
period of ten (10) years from September 29, 1999, and for an additional ten (10) years thereafter unless Grantor,
through its Clerk, shall notify Grantee in writing at least one hundred and eighty (180) days before the expiration of
the initial term, that Grantor, for good cause, desires not to renew the franchise, and such notice shall specify
Grantor’s reasons.

11.7.03 Governing Rules and Regulations: This Code is granted subject to all conditions, limitations and
immunities now provided for herein or as hereafter amended, and applicable to the operations of a public utility
consistent with the laws of the State of Minnesota. The work to be performed shall be done and completed to the
satisfaction of the City Engineer for any repair or maintenance of any streets or public property damaged or
destroyed during the course of Grantee’s operations. All work to be performed, shall be done under the supervision
of the Grantee. Grantee, its successors and assigns, shall be subject to all Codes, rules and regulations now in force
and that may hereinafter be enacted by the City Council concerning the opening of streets, avenues, and alleys,
regarding excavations and the obstruction of travel and traffic thereon.

The rates to be charged by Grantee for service within the present or future corporate limits of Grantor and the rules
and regulations regarding the character, quality and standard of service to be furnished by Grantee shall be under the
jurisdiction and control of such regulatory body or bodies as may, from time to time, be vested by law with authority
and jurisdiction over the rates regulations and quality and standards of services to be supplied by Grantee.

Provided however, should any judicial, regulatory or legislative body, having proper jurisdiction, take any action
that precludes Grantee from recovering from its customers any cost associated with services provided hereunder,
then Grantee and Grantor shall renegotiate the terms of this Section in accordance with the actions taken, so as to
allow Grantee to be made whole economically. In determining the rights and duties of the Grantee, the terms of this
franchise code shall take precedence over any conflicting terms or requirements contained in any other ordinance
enacted by the Grantor.
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It is further agreed that said Grantee, its successors and assigns, in laying or repairing its mains and servicing its
pipes, shall not unnecessarily or unreasonable obstruct the use by the public, or injury to any street, avenue or alley
or structure and shall within a reasonable time, upon the completion of any construction repair, restore all streets,
alleys, avenues or property in said City which shall be opened by it or its agents or employees for the purposes of
laying, replacing, or repairing its aforesaid gas mains or service pipes to as nearly the same order and condition as
they were before the excavation was made as near as it is reasonably possible for it to do (the final judge to be the
City Engineer of the City of Cloquet) and shall maintain, repair, and keep in good condition thereafter for a period
of one (1) year all portions of said streets, avenues, and alleys so disturbed by it or its agents. Failure on the part of
the Grantee to complete any of its responsibilities hereunder shall authorize the City of Cloquet after giving fifteen
(15) days written notice by certified mail to Grantee at its local office, to undertake and complete any necessary
repairs to return the property of City to former condition, and shall bill to Grantee for all costs and expenses of
completion of said project including engineering services and reasonable attorney’s fees incurred by the City as a
result of suit, settlement or negotiation of any dispute hereunder. This remedy shall be in addition to any other
remedy provided in this agreement or by law.

11.7.04 Indemnification. Grantee, its successors or assigns, hereby covenants and agrees to indemnify and hold
harmless the Grantor from all claims, judgments, suits, damages, costs and attorney’s fees arising directly out of the
negligence of Grantee, by reason of the construction, operation, maintenance and repair of said gas mains and
service pipes and the furnishing of gas to the City and its inhabitants including but not limited to claims for alleged
defects in any street, alley or highway which are claimed to be caused by the construction, operation, or repair of
Grantee’s systems; provided, however, that Grantee need not save harmless Grantor from claims, judgements, suits,
damages, costs and attorney’s fees arising out of the negligence of Grantor, its employees or agents, by reason of the
construction, operation, maintenance and repair of said gas mains and service pipes and the furnishing of gas to the
City. A certificate of insurance verifying liability coverage up to $1,000,000 shall be provided to the City and kept
current at all times during the term of this franchise agreement.

11.7.05 Maintenance and Supply of Gas. Grantee agrees that for the term of this grant, it will use its best efforts
to maintain facilities and equipment sufficient to meet the current and future energy requirements of Grantor, its
inhabitants and industries. In emergency situations, Grantee shall take immediate unilateral actions as it determines
are necessary to protect the public health, safety and welfare. The Grantee further agrees that it shall at all times
provide adequate pressure and adequate supply of clean standard gas of the British Thermal Unit heating value of
not less than that prescribed in its rules and regulations relating thereto from time to time with the Minnesota Public
Utilities commission or other competent authority having jurisdiction on the premises.

11.7.06 Force Majeure. It shall not be a breach or default under this franchise if either party fails to perform its
obligations hereunder due to Force Majeure. Force Majeure shall include, but not be limited to, the following:

1. Physical events such as acts of God, landslides, lightening, earthquakes, fires, freezing,
storms, floods, washouts, explosions, breakage or accident or necessity of repairs to
machinery, equipment or distribution or transmission lines.

2. Acts of others such as strikes, workforce stoppages, riots, sabotage, insurrections or wars.

3. Governmental actions such as necessity of compliance with any Court Order, law, statute,
ordinance, executive order, or regulation promulgated by a governmental authority
having jurisdiction; and any other causes whether of the kind therein numerated or
otherwise not reasonably within the control of the affected party to prevent or overcome.

Each party shall make necessary and reasonable efforts to avoid Force Majeure and to resolve such event as

promptly and as reasonably as possible once it occurs in order to resume performance; provided, however, that said
provision shall not obligate a party to settle any labor strike affecting service.
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11.7.07 Extension of Company Facilities. Upon receipt and acceptance of a valid application for service, Grantee
shall, subject to its own economic feasibility criteria, make reasonable extensions of its distribution facilities to serve
customers located within the current or future corporate limits of Grantor. No obligation shall extend to or be
brought upon Grantee to extend its facilities if Grantee is unable to obtain and deliver an adequate energy supply
from its distributor.

11.7.08 Successors and Assigns. All rights, privileges and authority hereby granted to Grantee shall inure to the
benefit of its successors and assigns, subject to all the terms, provisions and conditions herein contained, and all
obligations hereby imposed upon Grantee shall be binding upon its successors and assigns.

11.7.09 Relocation of Company Facilities. If Grantor elects to change the grade of or otherwise alter any street,
alley, avenue, bridge, public right-of-way or public place for a public purpose, Grantee, upon reasonable notice from
Grantor, shall remove and relocate its facilities or equipment situated in the public rights-of-way, if such removal is
necessary to prevent interference and not merely for the convenience of the Grantor, at the cost and expense of
Grantee. Grantor shall consider reasonable alternatives in designing its public works projects so as to not arbitrarily
cause Grantee unreasonable additional expense in exercising its authority under this section. Grantor shall also
provide a reasonable alternative location for Grantee’s facilities. If Grantor orders or requests Grantee to relocate its
facilities or equipment primarily for non-public purposes or the primary benefit of a commercial or private project,
or as a result of the initial request of a commercial or private developer or other non-public entity, and such removal
is necessary to prevent interference and not merely for the convenience of the Grantor or other right-of-way user,
Grantee, shall receive reimbursement for the cost of such relocation as a precondition to relocating its facilities or
equipment.

11.7.10 Confidential Information. Grantor acknowledges that certain information it might request pursuant to
exercise of this franchise may be of a proprietary and confidential nature. If Grantee requests that any information
provided by Grantee to Grantor be kept confidential due to such proprietary or commercial value, Grantor and its
employees, agents and representatives shall maintain the confidentiality of that information. If Grantor is requested
or required by legal or administrative process to disclose any such confidential information, Grantor shall promptly
notify Grantee of such request or requirement so that Grantee may seek an appropriate protective order or other
relief. Grantor shall use all reasonable efforts to ensure that the confidentiality of Grantee’s confidential information
is maintained.

11.7.11 Default and Notice of Termination. If the Grantee shall be in default in the performance of any of the
terms and conditions of this section and shall continue in default for more than thirty (30) days after receiving
written notice from the City of Cloquet of such default, the Grantor may, by Code or Ordinance duly passed and
adopted, terminate all rights granted under this Code to the Grantee. The said notice of default shall specify the
provisions or provisions in the performance of which it is claimed the Grantee is in default. Said notice shall be in
writing and served in the manner provided by the Laws of the State of Minnesota for the service of original notices
in civil actions.

11.7.12 Non Waiver. Any waiver of any obligation to default under this franchise by either party shall not be
construed as a waiver of any future default whether of like or different character.

11.7.13 Notices. Any notices required to be served hereunder shall be sent: If to Grantee: Vice President,

Community Services, UtiliCorp United, Inc., 20 W. Ninth St., Kansas City, MO 64105; or If to Grantor: City
Administrator, City Hall, 1307 Cloquet Ave., Cloquet, MN 55720.
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Section 11.8 Cable Television

See Appendix A - Ordinance No. 223A, 228A, 389A, 451A
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Section 11.9

ORDINANCE NO. 430A
An Ordinance Granting To Minnesota Power A Nonexclusive Franchise To Construct, Operate, Repair And
Maintain In The City Of Cloquet, Minnesota, An Electric Distribution System And Transmission Lines,
Including Necessary Poles, Lines, Fixtures And Appurtenances, For The Furnishing Of Electric Energy To
The City, Its Inhabitants, And Others, And To Use The Public Ways And Public Grounds Of The City For
Such Purposes; And Prescribing Certain Terms And Conditions Thereof.

SECTION 1. FINDINGS.
1.1 In Ordinance Number 206A and Section 11.9 of the City Code, the City has required each Utility
Service Provider to obtain and maintain a franchise with the City and to provide consideration to the general
fund of the City for the rights afforded to it in the franchise.
1.2 In the interest of fairness and comparable treatment, the City finds it necessary and desirable to
formalize its rules and regulations and to implement the terms of Ordinance Number 430A with respect to the

City of Cloquet, and, to the extent feasible and practicable, to all other Utility Service Providers.

1.3 That Section 11.9 of the City Code be hereby replaced in its entirety with Ordinance
No. 430A.

SECTION 2. DEFINITIONS. For purposes of this Ordinance, the following capitalized terms listed in alphabetical
order shall have the following meanings:

City. The City of Cloquet, County of Carlton, State of Minnesota and the corporate limits thereof on the
Effective Date and as they may be adjusted from to time to time hereafter.

City Utility System. Facilities used for providing public utility service owned or operated by the City or
agency thereof, including sewer, storm sewer, water service, street lighting and traffic signals.

Commission. The Minnesota Public Utilities Commission, or any successor agency or agencies, including an
agency of the federal government, which preempts all or part of the authority to regulate electric retail rates

now vested in the Minnesota Public Utilities Commission.

Company. Minnesota Power, an operating division of ALLETE, Inc., its successors and assigns including all
successors or assignees that own or operate any part or parts of the Electric Facilities subject to this Franchise.

Company Service Area. Those areas within the City to which the Company has been assigned the right to
provide electric service, as in effect on the Effective Date or as may be hereafter revised.

Council. The City Council of the City of Cloquet as from time to time constituted.

Effective Date. The effective date of this Ordinance.

Electric Facilities. Electric transmission and distribution substations, towers, poles, lines, guys, anchors,
conduits, fixtures, and necessary appurtenances owned or operated by the Company for the purpose of

providing electric energy for public or private use.

Extension Rules. The rules adopted from time to time by the Company governing its extension of Electrical
Facilities.

Franchise. The grant of rights made by the City to the Company in this Ordinance, subject to its terms and
conditions.

Notice. A writing served by any party or parties on any other party or parties at the following addresses:
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If to the City: City of Cloquet
1307 Cloquet Avenue
Cloquet, MN 55720
Attn: City Administrator

If to the Company: Minnesota Power
30 West Superior Street
Duluth, MN 55802
Attn: Vice President of Marketing

Any party may change its respective address for the purpose of this Ordinance by written notice to the other
parties.

Person. A natural person or any partnership, joint venture, corporation, cooperative, limited liability company
or any public corporation, political subdivision or agency of the State or any other legal entity that may be
created by law.

Public Ground. All real property owned by or dedicated to the City with respect to which the City holds the
legal right or title to grant or withhold easement, leasehold or occupancy rights or servitudes.

Public Way. Any street, alley and other public rights-of-way within the City.

Utility. Transmitting, furnishing, transporting, distributing, delivering, selling, receiving, importing,
manufacturing, or causing to be produced, transmitted, furnished, transported, delivered, sold, received,
imported, or manufactured, electric energy, natural gas, mixed gas, heat, light, power, and services provided
through a cable communication system.

Utility Service Provider. Any Person who performs any one or more of the activities of a Utility to or for the
public or to or for any one or more persons within the corporate limits of the City and may, as contemplated

herein, be the ultimate user or consumer of the Ultility service provided.

SECTION 3. THE FRANCHISE.

3.1. Grant of Franchise. The City hereby grants the Company, for a period of twenty (20) years from the
date this Ordinance is passed and approved by the City, the right to transmit and furnish electric energy for any
public or private use within and through the Company Service Area. For these purposes, the Company may
construct, operate, repair and maintain Electric Facilities in, on, over, under and across the Public Ways and
Public Grounds within the Company Service Area, subject to the provisions of this Ordinance. The Company
may do all reasonable things necessary or customary to accomplish these purposes, subject however, to all
applicable design and safety codes, the provisions of this Ordinance, zoning ordinances, other applicable
ordinances, permit procedures and the customary and necessary practices of the City.

32 Not Exclusive. This Franchise is not exclusive.

3.3. Effective Date. This Franchise shall be in force and effect from and after the passage of this
Ordinance and publication as required by law and upon the Company’s duly authorized acceptance below as
executed within thirty (30) days after passage and publication of this Ordinance or any amendment thereto.

3.4. Continuation of Franchise. If the City and Company are unable to agree on the terms of a new
Franchise by the time this Franchise expires, this Franchise will remain in effect until a new Franchise is agreed
upon, or until ninety (90) days after the City or the Company serves written notice to the other party of its
intention to allow the Franchise to expire. However, in no event shall this Franchise continue for more than one
(1) year after the expiration of the twenty (20) year term set forth in Section 3.1.
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SECTION 4. LOCATIONS: CONSTRUCTION: OTHER REGULATIONS.

4.1. General. Electric Facilities shall be located, constructed and maintained by the Company: (i) in as
safe and secure a condition or manner as reasonably possible, (ii) so as not to interfere with the safety and
convenience of ordinary travel along and over Public Ways, and (iii) so as not to disrupt or interfere with the
normal use or operation of any Public Ways, Public Ground or the City Utility System. Electric Facilities may
only be located on Public Ground as determined by the City in its sole discretion. The Company's construction,
reconstruction, operation, repair, maintenance, location and relocation of Electric Facilities shall be subject to
permits if required by separate ordinance and to other reasonable regulations of the City to the extent not
inconsistent with the terms of this Ordinance and such other regulations of the City consistent with authority
granted the City to manage its Public Ways and Public Grounds under state law, to the extent not inconsistent
with a specific term of this Ordinance.

4.2. Construction; Maintenance; Repairs. Whenever the Company desires to open or disturb any Public
Way or Public Ground for the purpose of constructing, maintaining, or repairing Electric Facilities, it shall give
the City reasonable advance Notice, but not less than ten (10) business days, by filing a written Notice with the
City Administrator and City Engineer. In any case, the Company shall not commence such work before
obtaining any applicable permit for which the City may impose a reasonable fee, or other appropriate written
consent from the City. The Company shall not, during the progress of the work, endanger or unnecessarily
obstruct the passage of traffic or the normal and customary use of the Public Ways and Public Ground. During
the progress of such work, the Company shall keep the affected Public Ways or Public Ground guarded in order
to avoid accidents to persons or property. All work performed by the Company shall comply with all
applicable federal, state, and local laws, rules, and regulations.

43 Emergencies. The requirements for obtaining permits from the City pursuant to Section 5.2 shall not
apply if (i) an emergency exists requiring the immediate repair of Electric Facilities and (ii) the Company gives
telephone notice to the City before, if reasonably possible, commencement of the emergency repair. Within
two (2) business days after commencing the repair, the Company shall apply for any required permits and pay
any required fees.

44. Restoration. Following the completion of any work, the Company shall promptly and diligently
restore the affected Public Ways and/or Public Ground to as good a condition as before the work commenced.
If the Company fails to promptly restore such Public Ways and/or Public Ground within ten (10) days of Notice
by the City, the City may engage an independent contractor at the expense of the Company to perform the
restoration of the Public Ways and/or Public Ground as required under this Section. The Company shall pay to
the City upon demand the cost to the City of affecting such restoration including the City’s administrative
expenses and overhead.

4.5. Avoidance of Damage. The Company must take reasonable measures to prevent the Electric
Facilities from causing damage to persons or property. The Company must take reasonable measures to protect
the Electric Facilities from damage that could be inflicted on the Electric Facilities by persons, property, or the
elements. The Company must take protective measures when the City performs work near the Electric
Facilities, if given reasonable Notice by the City of such work prior to its commencement.

4.6. Field Locations. The Company shall provide field locations for all its underground Electric Facilities
when requested by the City within a reasonable period of time. The period of time will be deemed reasonable if
it meets the requirements of the one call excavation notice system as now provided in Minnesota Statutes,
chapter 216D (commonly known as of the Effective Date as the “Gopher State One Call” system).

4.7. Shared Use of Poles; Street Lights. If the City desires to place facilities on the Company’s poles, the
City shall enter into a License Agreement for Pole Attachment Rental with the Company containing terms and
conditions substantially similar to those contained in other such Agreements that the Company has with other
governmental entities.
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4.8. Vegetation Control. Subject to such procedures, regulation and supervision as the Council may
establish, the Company may, at its cost, trim all trees and shrubs in the Public Ways located within the
Company Service Area to the extent the Company finds it necessary to avoid interference with the proper
construction, operation, repair and maintenance of any of the Company’s Electric Facilities installed or
maintained hereunder provided that Company shall hold the City harmless from any liability arising therefrom,
and subject to permit or other reasonable regulation by the City.

409. Notice of City Improvements. The City will give the Company reasonable advance Notice of plans
for improvements to Public Ways and Public Ground in the Company Service Area where the City has reason
to believe that the Company’s Electric Facilities may affect or be affected by such improvements. The Notice
will contain: (i) the nature and character of the improvements, (ii) the Public Ways and/or Public Ground upon
which the improvements are to be made, (iii) the extent of the improvements, (iv) the time when the City will
start the work, and (v) if more than one Public Way or parcel of Public Ground is involved, the order in which
the work is to proceed.

4.10 Acquisition. The City shall have the right to purchase or otherwise acquire the Company’s Electric
Facilities or the Company Service Area, or portion(s) thereof, at any time by way of eminent domain under
Minnesota Statutes, Chapter 117 or under Minnesota Statutes, Chapter 216B, in either case, as such statutes or
amendments to such are in effect on the date the City commences such purchase or acquisition. In that event,
the pleading commencing the acquisition proceeding by the City shall be noticed to the Company for it to make
any adjustments to its long-range planning for facilities and service for the area affected by the proceeding.
Any damages to the Company as a result of such proceeding shall be determined as of the commencement of
such proceeding. The Company shall continue to operate the Electric Facilities at the City's sufferance only
until such acquisition is completed. The expiration or termination of this Franchise as hereinbefore provided
shall not, by itself, be an independent basis of any claim by the Company against the City.

SECTION 5. ELECTRIC FACILITTES RELOCATION.

5.1. Relocation. In the event the City reasonably determines that it is necessary for the Company to move
any part of its Electric Facilities because the City has determined to change, move or improve its Public Ways
or that the Electric Facilities have become or will become a substantial impairment to the existing or imminent
public use of Public Ground, upon reasonable Notice by the City to the Company, then the Company will move
its Electric Facilities at its sole cost. The City shall consider reasonable alternatives in designing its public
works projects so as not to arbitrarily cause the Company unreasonable additional expense in exercising its
authority under this Section 5.1. This Section 5.1 shall not constitute a taking by the City nor be construed as a
waiver or modification of any easement or prescriptive rights acquired by the Company independent of and
without reliance by the Company on this Franchise.

5.2. No Release of Liability. Nothing contained herein shall relieve any third party from liability arising
out of their failure to exercise reasonable care to avoid injuring the Company’s Electric Facilities while
performing any work connected with grading, regarding or changing the line of any Public Way or with any
construction on or adjacent to any Public Way; provided, however, this Section 5.2 shall not limit the City’s
rights to indemnification under Section 6.1 nor shall the City in any way be liable to the Company for claims
arising from the negligence of any third party.
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SECTION 6. INDEMNIFICATION.

6.1. Indemnification. If at any time any claim of any kind is made against the City for injury to persons
or property arising from the acts or failure to act by the Company, its agents, servants, or employees in
connection with the operations of the Company under and pursuant to this Franchise, the Company shall fully
indemnify, defend and hold harmless the City, its agents, servants or employees from any and all such claims,
including, but not limited to, reimbursement of any reasonable attorneys fees and costs and expenses the City
may incur in handling, denying, or defending such claims. The Company’s obligation to indemnify the City
shall not extend to any injury to persons or property caused by the negligent act or failure to act by the City or
any actions taken by the Company pursuant to directions of the City if performed within the scope of the City’s
directions without negligence by the Company. The City shall determine who will defend any such claims
arising under this Section 6.1 and the Company will thereafter have complete control of such litigation;
provided, however, the Company may not settle any such claims without the prior approval of the City, which
approval will not be unreasonably withheld. This Section is not, as to third parties, a waiver of any defense or
immunity otherwise available to the City; and the Company, in defending any action shall be entitled to assert
every defense or immunity that the City could itself assert in its own behalf. The Company’s obligations under
this Section shall survive the expiration, amendment, or termination of this Ordinance.

6.2. Insurance. Before the Effective Date, the Company shall furnish the City a summary of insurance, if
any, carried by the Company, or of its self-insured status, in either case demonstrating adequate protection to
the City from any and all obligations, liabilities, or claims of any nature whatsoever, growing out of the
operation, construction, and maintenance of its Electric Facilities within the City. The Company shall maintain
such insurance coverage at all times during this Franchise.

6.3. Compliance with Laws; Hazardous Substances. In its operation under this Ordinance, the
Company shall observe all federal, state and local laws, rules, regulations and orders with respect to the
transmission, distribution, transformation or furnishing of electric energy and the handling of materials,
substances and wastes deemed toxic or hazardous to health, natural resources or the environment (collectively,
“Hazardous Substances”). The Company shall remove or remediate any Hazardous Substances located on, in
or surrounding its Electric Facilities or caused to be located on, in or surrounding the Public Ways and Public
Grounds or elsewhere in the City in compliance with all applicable laws, regulations and lawful government
orders, and pay or cause to be paid all costs associated therewith. The indemnification terms and conditions of
Section 6.1 shall apply to all claims made against the City by any Person, including any governmental agency,
who or which asserts any right to costs, damages or other relief based upon the terms and conditions imposed
upon the Company under this Section 6.3 or which arise from or are related to the Company’s acts or failure to
act in compliance with any law, rule, regulation or lawful order governing Hazardous Substances.

SECTION 7. VACATION OF PUBLIC WAYS. The City will consult with the Company at least four (4) weeks
prior to its action on any proposed vacation of a Public Way. Except where ordered pursuant to Section 5.1, the vacation
of any Public Way after the installation of Electric Facilities shall not operate to deprive the Company of its rights to
operate and maintain such Electric Facilities until the reasonable cost of relocating the same and the loss and expense
resulting from such relocation are first paid to the Company. However, in no case shall the City be liable to the
Company for failure to specifically preserve a Public Way in the exercise of its authority under Minnesota Statutes,
Section 160.29.

SECTION 8. ABANDONED FACILITIES. The Company shall comply with City ordinances and Minnesota
Statutes, Section 216D.01 et seq., as they may be amended from time to time. The Company shall maintain records
describing the exact location of all abandoned and retired Facilities within the City, produce such records at the City’s
request and comply with the location requirements of Section 216D.04 with respect to all Electric Facilities, including
abandoned and retired Electric Facilities.

SECTION 9. RATES AND SERVICE. The electric service provided and the rates charged by the Company for
electric service, as of the Effective Date, are subject to the jurisdiction of the Commission as provided in Minnesota
Statutes, chapter 216B. In the event the Company shall determine after the Effective Date to change its rates or terms
and conditions of electric service, the Company shall provide reasonable advance Notice of such proposed action to the
City.

40



SECTION 10. FRANCHISE FEE.

10.1.  Authority. The City reserves all rights under Minnesota Statutes, Sections 216B.36 and 301B.01 or
other law to require a franchise fee at any time during the term of, and in consideration for, this Franchise. The
franchise fee may be expressed (i) as a specified charge per measurable unit of electricity being provided,
transported, transmitted, sold, furnished, delivered, or received within the City, or (ii) as a percentage of the
Gross Revenues received by the Company for its operations within the City, or (iii) a flat fee per customer
based on service to retail customers within the City or on some other similar basis, or (iv) in such other manner
or fashion as the City may determine. The method of imposing the franchise fee may differ by customer class,
by type of Utility, by particular circumstances of a Utility Service Provider, or by other relevant factor, and may
combine the methods described in (i) through (iv) above.

10.2.  Payment of Fee. The franchise fee shall be payable not less often than quarterly and shall be based
on the complete billing month for which payment is due. The payment shall be due forty-five (45) days after
the end of the month for which the payment is due. Each payment shall be accompanied by a brief report
showing the basis for the computation of the payment and such other relevant facts to support the computation
as may be requested by the City from time to time. The Company may, in its sole discretion, impose a
surcharge equivalent to the franchise fee in its rates for electric service. The Company shall pay the City the
franchise fee based upon the prevailing rate and as billed to the customer, but subject to subsequent adjustment
in either of the following events: (i) if any amount so billed subsequently becomes uncollectible after
reasonable efforts of collection by the Company or (ii) if the Company shall, after any said billings,
retroactively reduce its rates or costs to its retail electric customers so that a refund is due from the Company of
an amount previously paid or incurred by the retail electric customers.

10.3.  No Waiver or Release. No acceptance of any payment shall be construed as an accord that the
payment made is in fact the correct amount, nor shall such acceptance of the payment be construed as a release
of any claim that the City may have for further sums payable under the provisions of this Ordinance. All
amounts paid shall be subject to audit and re-computation by the City. The Company agrees to make all
records necessary to audit the Company’s calculation of any payment available for inspection by the City or its
designated representative at reasonable times.

10.4.  Separate Ordinance. Notwithstanding anything to the contrary, the franchise fee may be changed by
the City from time to time by separate ordinance; provided, however, such changes shall not occur more often
than once in any calendar year and shall be effective upon the earlier of (1) approval by the Commission
authorizing the Company to incorporate such fee within its rate schedule, or (2) sixty (60) days after the
Company has provided timely notice to the Commission of the ordinance adopting the change. Notice of the
proposed change shall be given to the Company not later than the effective date of the ordinance adopting the
change.

SECTION 11. DEFAULTS. If the Company shall be in default in the performance of any of the material terms and
conditions of this Ordinance, and shall continue in default for more than thirty (30) days (or fails to initiate the cure of
the default within said period and diligently pursue said cure, if the cure of the default cannot reasonably be
accomplished within said 30 days) after receiving Notice from the City of such default, the City may elect to cure such
default and charge the Company for the costs thereof.

SECTION 12. AMENDMENT PROCEDURE. The City reserves the right to amend this Franchise by ordinance.
The Company’s rights hereunder are subject to the police power of the City to adopt and enforce ordinances necessary to
the health, safety, and welfare of the public, and this Franchise may be amended by the City as deemed necessary or
appropriate in the exercise of such power.

SECTION 13. GENERAL PROVISIONS OF ORDINANCE.

13.1.  Governing Law. This Franchise is granted and is intended to be performed in the State of Minnesota
and shall be construed and enforced in accordance with the laws of the State of Minnesota. The Company shall
be subject to personal jurisdiction in the State of Minnesota. All actions related to this Ordinance or its
enforcement shall be venued in the District Court of the State of Minnesota within which venue the City is
located.
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13.2.  Right to Repeal. If this Franchise, having become final and operative as herein provided, shall be
declared in any part illegal or void, then the City, in its sole discretion, may repeal the entire or any portion of
this Ordinance. If any material portion of this Ordinance is declared void or illegal, then this Ordinance shall be
void in its entirety.

13.3.  Limitation on Applicability. This Ordinance constitutes a franchise between the City and the
Company as the only parties and no provision of this Franchise shall in any way inure to the benefit of any third
person (including the public at large) so as to constitute any such person as a third party beneficiary of the
agreement or of any one or more of the terms hereof, or otherwise give rise to any cause of action in any person
not a party hereto.

13.4.  Assignment. The Company may assign this Franchise without the prior approval of, but upon not
less than thirty (30) days’ prior Notice to, the City. Such Notice shall include the identity of and contact
information for, the assignee and the statement of the assignee's plans and intentions for the operation of the
Electric Facilities under this Franchise.

SECTION 14. ACCEPTANCE BY THE COMPANY.

14.1.  Acceptance by the Company. The Company shall, within thirty (30) days after passage and
publication of this Ordinance or any amendment thereto, file with the City Administrator in writing its
acceptance or rejection as provided in Section 15.2. If such acceptance is not filed or if a rejection is filed
within said period, the Company, by its continuing operations, shall be deemed to have accepted the terms and
conditions of this Franchise or any amendment hereto, except with respect to such particulars as it may
successfully challenge under the procedures specified in Section 14.2.

14.2.  Rejection Procedures. A rejection of this Franchise or any amendment hereto may be made by the
Company only upon the grounds that the terms and conditions hereof or of such amendment exceed the lawful
authority of the City under the Constitutions or Laws of the United States or the State of Minnesota or are
otherwise unlawful. Any rejection shall be submitted in writing to the City, stating with particularity the points
and authorities of law upon which the Company relies. If the City fails to amend this Franchise or otherwise
satisfy the Company’s objections as stated within thirty (30) days of its receipt of the Company’s rejection, the
Company shall have the right thereafter to seek appropriate judicial or administrative relief based solely upon
those provisions it has alleged are unlawful in its rejection notice. If the Company fails to initiate such legal
action within thirty (30) days from the expiration of the aforementioned thirty (30) day period provided for the
City’s amendment or cure, the Company shall be deemed to have waived its objections and to have accepted
the terms of this Franchise or any amendment hereto.

SECTION 15. REPEAL OF CONFLICTING ORDINANCES. All ordinances or parts of ordinances in conflict
herewith are repealed.

SECTION 16. EFFECTIVE DATE. This ordinance shall take effect and be in force from and after its passage
and publication in accordance with law.
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Section 11.10 Stormwater Utility Charges

11.10.01. Stormwater Utility and Authority. There is hereby established a public utility to be known as the
Stormwater Utility for the City of Cloquet. The Stormwater Utility shall be operated as a public utility pursuant to
City Code and Minnesota Statutes, Section 444.075.

11.10.02. Purpose. The purpose of this ordinance is to provide a funding mechanism for the following services:

A. The administration, planning, analysis, installation, operation, maintenance and
replacement of public drainage systems.

B. The administration, planning, implementation, construction, and maintenance of
stormwater Best Management Practices (BMPs) to reduce the introduction of sediment
and other pollutants into local water resources.

C. Other education, engineering, inspection, monitoring, testing and enforcement
activities as necessary to maintain compliance with local, state and federal stormwater
requirements.

D. Activities necessary to maintain compliance with the National Pollutant
Discharge Elimination System (NPDES) Municipal Separate Storm Sewer Systems
(MS4) Permit requirements established by the Minnesota Pollution Control Agency,
including preparation, implementation and management of a Stormwater Pollution
Prevention Plan (SWPPP) to address the following control measures:

(D) Public education and outreach on storm water impacts.
2) Public involvement/participation.
3) [llicit discharge detection and elimination.
4) Construction site stormwater runoff control.
%) Post-construction runoff control in new development and
redevelopment.
(6) Pollution prevention for municipal operations.

11.10.03. Definitions

Subd. 1. Residential Equivalency Factor, referred to herein as “REF”, is defined as the average impervious
area of residential property per dwelling unit located within the city. A typical 0.33 acre single-family
residential parcel with 30% impervious shall represent the basic unit of the stormwater utility’s charge
structure.

Subd. 2. REF Rate is defined as a utility fee applied to each REF or 4,312 square feet of impervious
surface as established by resolution of the Cloquet City Council as provided herein.

Subd. 3. Single-Family Residential is defined as the land use classification of parcels with one (1) living
unit.

Subd. 4. Duplex Residential is defined as the land use classification of parcels with two (2) or three (3)
living units.

Subd. 5. Nonresidential Property is defined as any developed property that is not classified as single-

family or duplex residential by the definitions given above. Property that has a mixture of residential and
nonresidential uses shall be considered nonresidential.
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Subd. 6. Impervious Area is defined as areas on a property that prevent or impede the infiltration of
stormwater into the soil at the same rate as natural or pre-developed conditions. Common impervious areas
may include, but are not limited to, rooftops, sidewalks, walkways, patio areas, driveways, parking lots,
storage areas, compacted gravel or soil surfaces, and any other surface that prevents or impedes the natural
infiltration of stormwater runoff.

Subd. 7. Developed Land is defined as property altered from a natural state by construction or installation
of more than five hundred square feet of impervious surfaces as defined in this Section.

Subd. 8. Stormwater Drainage System or System is defined as the existing constructed and natural
stormwater drainage facilities and channels of the City and all improvements thereto which are the property
and responsibility of the Utility, to be operated by the Utility to, among other things, conserve water,
control discharges necessitated by rainfall events, incorporate methods to collect, convey, store, absorb,
inhibit, treat, use or reuse water to prevent or reduce flooding, over-drainage, environmental degradation
and water pollution or otherwise affect the quality and quantity of discharge from such system.

11.10.04. Rates and Charges

Subd. 1. Minimum or Maximum Fees. The City Council may establish minimum or maximum monthly
fees per property.

Subd. 2. Estimated Charges. If, for any reason, precise information related to the use, development or
impervious area of a premise is not available; then Stormwater Utility Charges for such premise shall be
estimated, and billed, based upon information then available to the City.

Subd. 3. Standardized Charges. The following rules shall apply for the purpose of simplifying and
equalizing charges:

A. A typical surface area of 0.33 acres containing 30% impervious (i.e. 4,312 sq. ft. of
impervious surface) shall be used as the single-family residential equivalency factor.

B. Any duplex or triplex which is situated on a single parcel shall be billed at 1.5 REFs.

C. Parcels subject to these standardized charges shall not be eligible for adjustments
(credits) to charges or adjustments to impervious area as set forth elsewhere herein.

Subd. 4. Exceptions. The following land uses are exempt from the Stormwater Utility Fees established
herein:

Public Street right-of-way.

Wetlands and public waters as defined by state law.

Undeveloped properties.

Airport runways and taxiways.

Mmoo w

Tribal owned land within the Fond du Lac Reservation.

Subd. 5. Establishing Rates. Each developed property shall pay a rate per REF. The REF Rate so
established shall be on file with the City Administrator/Clerk and shall be used to compute the stormwater
charges for a given property based on the following formulas for each land use designation.

11.10.05. Stormwater Fee Adjustments. Stormwater Utility fees may be adjusted under the conditions stated
below. It shall be the responsibility of the property owner to provide justification for the fee adjustment.
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Subd. 1. Appeals Process. Any person liable for the payment of stormwater utility fees on a property
may, appeal to the City Engineer for a utility fee adjustment if the person believes the utility fee to be
incorrect. The request for adjustment shall be made in writing and shall state, in detail, the grounds upon
which relief is sought. The Engineer may require the applicant to submit, at applicant’s expense,
supplemental information including, but not limited to, survey data certified by a registered land surveyor
and engineering reports certified by a registered professional engineer. The director may grant an
adjustment if it is found that:

A. A substantial error was made in the calculation of the impervious area on a nonresidential
property.
B. The land use designation used to calculate the stormwater fee is inaccurate

Acceptance and denials of appeals for adjustment shall be made in writing by the Engineer. No adjustment
shall be made retroactively, except for initial appeals filed within one year of the effective date of this
ordinance.

Any person denied an adjustment by the Engineer may appeal the denial to the City Council by filing
written notice of appeal with the city clerk within 30 days of receipt of the Director’s decision. The City
Council shall hear the appeal and affirm, modify or reverse the decision of the Director, applying the
standards for granting adjustments set forth in this Section.

Subd. 2. Credits. In determining charges, the City Council may adopt a Stormwater Utility Credit Policy
in order to provide an incentive for property owners to manage stormwater quantity and quality. All
applications for credits shall be submitted to the Director of Public Works and are subject to the following

provisions:
A. Residential properties subject to standardized charges shall not be eligible for credits.
B. Maximum Credits are cumulative and cannot exceed 90 percent.
C. It the responsibility of the property owner to provide all documentation, maintenance and

inspection records as required the Public Works Director in order to prove the benefit of
any Best Management Practice (BMP).

11.10.06. Collections and Penalties

Subd. 1. Billing Schedule. The City shall render invoices for stormwater fees monthly, quarterly or semi-
annually as the City Council shall determine suitable and necessary. Charges shall be payable to the City
and may be rendered in conjunction with other utility billings.

Subd. 2. Accounts in Name of Owner and/or Occupant. All accounts shall be carried in the name of the
owner of the premises connected to the water and sewer services, and/or the occupant of the premises, if
the owner is not directly paying for the services. Where the term “user” appears in this Code in reference to
the payment for stormwater fees, the term shall include the owner and the occupant of the premises.

Subd. 3. Required Information. The owner, occupant or person in charge of any premises shall furnish
the City with such information as may reasonably be required relating to services provided by the City
system. Willful failure to provide the information, willful falsification of the information, or willful failure
to comply with any requirement or order issued pursuant to this Section shall constitute a violation of this
Section.

Subd. 4. Minimum Fee. The minimum stormwater utility fee that shall be billed by the City for all
developed properties within the City of Cloquet shall be one Residential Equivalency Factor.

Subd. 5. Penalty for Late Payment. All charges for stormwater fees and miscellaneous service shall be
due on the date specified by the City for the respective account. Penalty for past due bills shall be 5% of the
total bill, except, no penalty shall be charged on past due sales tax.
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Subd. 6. Delinquent Accounts. All charges for stormwater utility fees shall be due on the date specified
by the City for the respective amount and shall be delinquent twenty (20) days thereafter. The City shall
endeavor to collect delinquent accounts promptly. When satisfactory arrangements for payment have not
been made, delinquent accounts shall be certified to the City Administrator who shall prepare an
assessment roll each year providing for assessment of the delinquent amounts against the respective
properties served. The assessment roll shall be delivered to the Council for adoption on or before
November 30th of each year for certification to the County Auditor for collection along with taxes. Such
action shall be optional and may be subsequent to taking legal action to collect delinquent accounts.

If the delinquent customer shall be a tenant who has vacated the property or an owner who no longer has an
ownership interest because of mortgage foreclosure, cancellation of contract for deed or for any other
reason, collection of the delinquent account shall, at the option of the City Administrator, be either through
a collection agency or legal proceedings in accordance with the City's Collection Policy.

Subd. 7. Liability for Payment of Services. The owner of developed property, and the occupant thereof,
shall be jointly and severally liable to pay for the service to the premises and the service shall be furnished
to the premises by the City only upon the condition that the owner and occupant of the premises shall be
jointly and severally liable to the City for the charges. The owner of rental property agrees, as a condition
of receiving service, to be personally liable for stormwater utility fees charged to the tenants, lessees, or
other occupants. A claim for unpaid charges which have been billed to the occupant of the premises or the
user of the service may be recovered against the owner or occupant in a civil action in any court of
competent jurisdiction or in the discretion of the City Administrator may be certified to the County Auditor
to be collected with taxes against the premises so served or reported to a collection agency. Money paid to
the County Auditor on the account shall belong to the City and shall be remitted to the City Administrator
by the County Auditor in the manner provided by law for the payment of other money belonging to the
City.

Subd. 8. Disposition of Revenues. All revenues derived from charges imposed under this Section shall be

respectively credited to the City Stormwater Enterprise Fund, unless otherwise designated by City Council
resolution.

47



Section 11.11

ORDINANCE NO. 461A
An Ordinance Granting To Lake Country Power A Nonexclusive Franchise To Construct, Operate, Repair
And Maintain In The City Of Cloquet, Minnesota, An Electric Distribution System And Transmission Lines,
Including Necessary Poles, Lines, Fixtures And Appurtenances, For The Furnishing Of Electric Energy To
The City, Its Inhabitants, And Others, And To Use The Public Ways And Public Grounds Of The City For
Such Purposes; And Prescribing Certain Terms And Conditions Thereof.

SECTION 1. FINDINGS.
1.1 In Ordinance Number 206A and Section 11.9 of the City Code, the City has required each Utility
Service Provider to obtain and maintain a franchise with the City and to provide consideration to the
general fund of the City for the rights afforded to it in the franchise.
1.2 In the interest of fairness and comparable treatment, the City finds it necessary and desirable to
formalize its rules and regulations and to implement the terms of Ordinance Number 430A with respect to

the City of Cloquet, and, to the extent feasible and practicable, to all other Utility Service Providers.

SECTION 2. DEFINITIONS. For purposes of this Ordinance, the following capitalized terms listed in
alphabetical order shall have the following meanings:

City. The City of Cloquet, County of Carlton, State of Minnesota and the corporate limits thereof on the
Effective Date and as they may be adjusted from to time to time hereafter.

City Utility System. Facilities used for providing public utility service owned or operated by the City or
agency thereof, including sewer, storm sewer, water service, street lighting and traffic signals.

Commission. The Minnesota Public Utilities Commission, or any successor agency or agencies, including
an agency of the federal government, which preempts all or part of the authority to regulate electric retail
rates now vested in the Minnesota Public Utilities Commission.

Company. Lake Country Power, a Minnesota Corporation, its successors and assigns including all
successors or assignees that own or operate any part or parts of the Electric Facilities subject to this

Franchise.

Company Service Area. Those areas within the City to which the Company has been assigned the right to
provide electric service, as in effect on the Effective Date or as may be hereafter revised.

Council. The City Council of the City of Cloquet as from time to time constituted.

Effective Date. The effective date of this Ordinance.

Electric Facilities. Electric transmission and distribution substations, towers, poles, lines, guys, anchors,
conduits, fixtures, and necessary appurtenances owned or operated by the Company for the purpose of

providing electric energy for public or private use.

Extension Rules. The rules adopted from time to time by the Company governing its extension of
Electrical Facilities.

Franchise. The grant of rights made by the City to the Company in this Ordinance, subject to its terms and
conditions.

Notice. A writing served by any party or parties on any other party or parties at the following addresses:
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If to the City:

City of Cloquet

1307 Cloquet Avenue
Cloquet, MN 55720
Attn: City Administrator

If to the Company:

Lake Country Power
2810 Elida Drive

Grand Rapids, MN 55744
Attn: General Manager

Any party may change its respective address for the purpose of this Ordinance by written notice to the other parties.

Person. A natural person or any partnership, joint venture, corporation, cooperative, limited liability
company or any public corporation, political subdivision or agency of the State or any other legal entity
that may be created by law.

Public Ground. All real property owned by or dedicated to the City with respect to which the City holds
the legal right or title to grant or withhold easement, leasehold or occupancy rights or servitudes.

Public Way. Any street, alley and other public rights-of-way within the City.

Utility. Transmitting, furnishing, transporting, distributing, delivering, selling, receiving, importing,
manufacturing, or causing to be produced, transmitted, furnished, transported, delivered, sold, received,
imported, or manufactured, electric energy, natural gas, mixed gas, heat, light, power, and services
provided through a cable communication system.

Utility Service Provider. Any Person who performs any one or more of the activities of a Utility to or for
the public or to or for any one or more persons within the corporate limits of the City and may, as

contemplated herein, be the ultimate user or consumer of the Utility service provided.

SECTION 3. THE FRANCHISE.

3.1. Grant of Franchise. The City hereby grants the Company, for a period of twenty (20) years from
the date this Ordinance is passed and approved by the City, the right to transmit and furnish electric energy
for any public or private use within and through the Company Service Area. For these purposes, the
Company may construct, operate, repair and maintain Electric Facilities in, on, over, under and across the
Public Ways and Public Grounds within the Company Service Area, subject to the provisions of this
Ordinance. The Company may do all reasonable things necessary or customary to accomplish these
purposes, subject however, to all applicable design and safety codes, the provisions of this Ordinance,
zoning ordinances, other applicable ordinances, permit procedures and the customary and necessary
practices of the City.

32 Not Exclusive. This Franchise is not exclusive.

3.3. Effective Date. This Franchise shall be in force and effect from and after the passage of this
Ordinance and publication as required by law and upon the Company’s duly authorized acceptance below
as executed within thirty (30) days after passage and publication of this Ordinance or any amendment
thereto.

34. Continuation of Franchise. If the City and Company are unable to agree on the terms of a new
Franchise by the time this Franchise expires, this Franchise will remain in effect until a new Franchise is
agreed upon, or until ninety (90) days after the City or the Company serves written notice to the other party
of its intention to allow the Franchise to expire subject to the parties agreement on new terms and
conditions.
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SECTION 4. LOCATIONS: CONSTRUCTION:; OTHER REGULATIONS.

4.1. General. Electric Facilities shall be located, constructed and maintained by the Company: (i) in
as safe and secure a condition or manner as reasonably possible, (ii) so as not to interfere with the safety
and convenience of ordinary travel along and over Public Ways, and (iii) so as not to disrupt or interfere
with the normal use or operation of any Public Ways, Public Ground or the City Utility System. Electric
Facilities to be located on Public Ground must be approved as determined by the City in its sole discretion.
The Company's construction, reconstruction, operation, repair, maintenance, location and relocation of
Electric Facilities shall be subject to permits if required by separate ordinance and to other reasonable
regulations of the City to the extent not inconsistent with the terms of this Ordinance and such other
regulations of the City consistent with authority granted the City to manage its Public Ways and Public
Grounds under state law, to the extent not inconsistent with a specific term of this Ordinance.

4.2. Construction; Maintenance; Repairs. Whenever the Company desires to open or disturb any
Public Way or Public Ground for the purpose of constructing, maintaining, or repairing Electric Facilities,
it shall give the City reasonable advance Notice, but not less than ten (10) business days, by filing a written
Notice with the City Administrator and City Engineer. In any case, the Company shall not commence such
work before obtaining any applicable permit for which the City may impose a reasonable fee, or other
appropriate written consent from the City. The Company shall not, during the progress of the work,
endanger or unnecessarily obstruct the passage of traffic or the normal and customary use of the Public
Ways and Public Ground. During the progress of such work, the Company shall keep the affected Public
Ways or Public Ground guarded in order to avoid accidents to persons or property. All work performed by
the Company shall comply with all applicable federal, state, and local laws, rules, and regulations.

43 Emergencies. The requirements for obtaining permits from the City pursuant to Section 5.2 shall
not apply if (i) an emergency exists requiring the immediate repair of Electric Facilities and (ii) the
Company gives telephone notice to the City before, if reasonably possible, commencement of the
emergency repair. Within two (2) business days after commencing the repair, the Company shall apply for
any required permits and pay any required fees.

4.4. Restoration. Following the completion of any work, the Company shall promptly and diligently
restore the affected Public Ways and/or Public Ground to as good a condition as before the work
commenced. Ifthe Company fails to promptly restore such Public Ways and/or Public Ground within ten
(10) days of Notice by the City, the City may engage an independent contractor at the expense of the
Company to perform the restoration of the Public Ways and/or Public Ground as required under this
Section. The Company shall pay to the City upon demand the cost to the City of affecting such restoration
including the City’s administrative expenses and overhead.

4.5. Avoidance of Damage. The Company must take reasonable measures to prevent the Electric
Facilities from causing damage to persons or property. The Company must take reasonable measures to
protect the Electric Facilities from damage that could be inflicted on the Electric Facilities by persons,
property, or the elements. The Company must take protective measures when the City performs work near
the Electric Facilities, if given reasonable Notice by the City of such work prior to its commencement.

4.6. Field Locations. The Company shall provide field locations for all its underground Electric
Facilities when requested by the City within a reasonable period of time. The period of time will be
deemed reasonable if it meets the requirements of the one call excavation notice system as now provided in
Minnesota Statutes, chapter 216D (commonly known as of the Effective Date as the “Gopher State One
Call” system).

4.7. Shared Use of Poles; Street Lights. If the City desires to place facilities on the Company’s
poles, the City shall enter into a License Agreement for Pole Attachment Rental with the Company
containing terms and conditions substantially similar to those contained in other such Agreements that the
Company has with other governmental entities.
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4.8. Vegetation Control. Subject to such procedures, regulation and supervision as the Council may
establish, the Company may, at its cost, trim all trees and shrubs in the Public Ways located within the
Company Service Area to the extent the Company finds it necessary to avoid interference with the proper
construction, operation, repair and maintenance of any of the Company’s Electric Facilities installed or
maintained hereunder provided that Company shall hold the City harmless from any liability arising
therefrom, and subject to permit or other reasonable regulation by the City.

4.9. Notice of City Improvements. The City will give the Company reasonable advance Notice of
plans for improvements to Public Ways and Public Ground in the Company Service Area where the City
has reason to believe that the Company’s Electric Facilities may affect or be affected by such
improvements. The Notice will contain: (i) the nature and character of the improvements, (ii) the Public
Ways and/or Public Ground upon which the improvements are to be made, (iii) the extent of the
improvements, (iv) the time when the City will start the work, and (v) if more than one Public Way or
parcel of Public Ground is involved, the order in which the work is to proceed.

4.10 Acquisition. The City shall have the right to purchase or otherwise acquire the Company’s
Electric Facilities or the Company Service Area, or portion(s) thereof, at any time by way of eminent
domain under Minnesota Statutes, Chapter 117 or under Minnesota Statutes, Chapter 216B, in either case,
as such statutes or amendments to such are in effect on the date the City commences such purchase or
acquisition. In that event, the pleading commencing the acquisition proceeding by the City shall be noticed
to the Company for it to make any adjustments to its long-range planning for facilities and service for the
area affected by the proceeding. Any damages to the Company as a result of such proceeding shall be
determined as of the commencement of such proceeding. The Company shall continue to operate the
Electric Facilities at the City's sufferance only until such acquisition is completed. The expiration or
termination of this Franchise as hereinbefore provided shall not, by itself, be an independent basis of any
claim by the Company against the City.

SECTION 5. ELECTRIC FACILITIES RELOCATION.

5.1. Relocation. In the event the City reasonably determines that it is necessary for the Company to
move any part of its Electric Facilities because the City has determined to change, move or improve its
Public Ways or that the Electric Facilities have become or will become a substantial impairment to the
existing or imminent public use of Public Ground, upon reasonable Notice by the City to the Company,
then the Company will move its Electric Facilities at its sole cost. The City shall consider reasonable
alternatives in designing its public works projects so as not to arbitrarily cause the Company unreasonable
additional expense in exercising its authority under this Section 5.1. This Section 5.1 shall not constitute a
taking by the City nor be construed as a waiver or modification of any easement or prescriptive rights
acquired by the Company independent of and without reliance by the Company on this Franchise.

5.2. No Release of Liability. Nothing contained herein shall relieve any third party from liability
arising out of their failure to exercise reasonable care to avoid injuring the Company’s Electric Facilities
while performing any work connected with grading, regarding or changing the line of any Public Way or
with any construction on or adjacent to any Public Way; provided, however, this Section 5.2 shall not limit
the City’s rights to indemnification under Section 6.1 nor shall the City in any way be liable to the
Company for claims arising from the negligence of any third party.

SECTION 6. INDEMNIFICATION.

6.1. Indemnification. If at any time any claim of any kind is made against the City for injury to
persons or property arising from the acts or failure to act by the Company, its agents, servants, or
employees in connection with the operations of the Company under and pursuant to this Franchise, the
Company shall fully indemnify, defend and hold harmless the City, its agents, servants or employees from
any and all such claims, including, but not limited to, reimbursement of any reasonable attorney’s fees and
costs and expenses the City may incur in handling, denying, or defending such claims. The Company’s
obligation to indemnify the City shall not extend to any injury to persons or property caused by the
negligent act or failure to act by the City or any actions taken by the Company pursuant to directions of the
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City if performed within the scope of the City’s directions without negligence by the Company. The City
shall determine who will defend any such claims arising under this Section 6.1 and the Company will
thereafter have complete control of such litigation; provided, however, the Company may not settle any
such claims without the prior approval of the City, which approval will not be unreasonably withheld. This
Section is not, as to third parties, a waiver of any defense or immunity otherwise available to the City; and
the Company, in defending any action shall be entitled to assert every defense or immunity that the City
could itself assert in its own behalf. The Company’s obligations under this Section shall survive the
expiration, amendment, or termination of this Ordinance.

6.2. Insurance. Before the Effective Date, the Company shall furnish the City a summary of
insurance, if any, carried by the Company, or of its self-insured status, in either case demonstrating
adequate protection to the City from any and all obligations, liabilities, or claims of any nature whatsoever,
growing out of the operation, construction, and maintenance of its Electric Facilities within the City. The
Company shall maintain such insurance coverage at all times during this Franchise.

6.3. Compliance with Laws; Hazardous Substances. In its operation under this Ordinance, the
Company shall observe all federal, state and local laws, rules, regulations and orders with respect to the
transmission, distribution, transformation or furnishing of electric energy and the handling of materials,
substances and wastes deemed toxic or hazardous to health, natural resources or the environment
(collectively, “Hazardous Substances”). The Company shall remove or remediate any Hazardous
Substances located on, in or surrounding its Electric Facilities or caused to be located on, in or surrounding
the Public Ways and Public Grounds or elsewhere in the City in compliance with all applicable laws,
regulations and lawful government orders, and pay or cause to be paid all costs associated therewith. The
indemnification terms and conditions of Section 6.1 shall apply to all claims made against the City by any
Person, including any governmental agency, who or which asserts any right to costs, damages or other
relief based upon the terms and conditions imposed upon the Company under this Section 6.3 or which
arise from or are related to the Company’s acts or failure to act in compliance with any law, rule, regulation
or lawful order governing Hazardous Substances.

SECTION 7. VACATION OF PUBLIC WAYS. The City will consult with the Company at least four (4) weeks
prior to its action on any proposed vacation of a Public Way. Except where ordered pursuant to Section 5.1, the
vacation of any Public Way after the installation of Electric Facilities shall not operate to deprive the Company of its
rights to operate and maintain such Electric Facilities until the reasonable cost of relocating the same and the loss
and expense resulting from such relocation are first paid to the Company. However, in no case shall the City be
liable to the Company for failure to specifically preserve a Public Way in the exercise of its authority under
Minnesota Statutes, Section 160.29.

SECTION 8. ABANDONED FACILITIES. The Company shall comply with City ordinances and Minnesota
Statutes, Section 216D.01 et seq., as they may be amended from time to time. The Company shall maintain records
describing the exact location of all abandoned and retired Facilities within the City, produce such records at the
City’s request and comply with the location requirements of Section 216D.04 with respect to all Electric Facilities,
including abandoned and retired Electric Facilities.

SECTION 9. RATES AND SERVICE. The electric service provided and the rates charged by the Company for
electric service, as of the Effective Date, may be subject to the jurisdiction of the Commission as provided in
Minnesota Statutes, chapter 216B. In the event the Company shall determine after the Effective Date to change its
rates or terms and conditions of electric service, the Company shall provide reasonable advance Notice of such
proposed action to the City.

SECTION 10. FRANCHISE FEE.

10.1.  Authority. The City reserves all rights under Minnesota Statutes, Sections 216B.36 and 301B.01
or other law to require a franchise fee at any time during the term of, and in consideration for, this
Franchise. The franchise fee may be expressed (i) as a specified charge per measurable unit of electricity
being provided, transported, transmitted, sold, furnished, delivered, or received within the City, or (ii) as a
percentage of the Gross Revenues received by the Company for its operations within the City, or (iii) a flat

52



fee per customer based on service to retail customers within the City or on some other similar basis, or (iv)
in such other manner or fashion as the City may determine. The method of imposing the franchise fee may
differ by customer class, by type of Utility, by particular circumstances of a Utility Service Provider, or by
other relevant factor, and may combine the methods described in (i) through (iv) above.

10.2.  Payment of Fee. The franchise fee shall be payable not less often than quarterly and shall be
based on the complete billing month for which payment is due. The payment shall be due forty-five (45)
days after the end of the month for which the payment is due. Each payment shall be accompanied by a
brief report showing the basis for the computation of the payment and such other relevant facts to support
the computation as may be requested by the City from time to time. The Company may, in its sole
discretion, impose a surcharge equivalent to the franchise fee in its rates for electric service. The Company
shall pay the City the franchise fee based upon the prevailing rate and as billed to the customer, but subject
to subsequent adjustment in either of the following events: (i) if any amount so billed subsequently
becomes uncollectible after reasonable efforts of collection by the Company or (ii) if the Company shall,
after any said billings, retroactively reduce its rates or costs to its retail electric customers so that a refund is
due from the Company of an amount previously paid or incurred by the retail electric customers.

10.3. No Waiver or Release. No acceptance of any payment shall be construed as an accord that the
payment made is in fact the correct amount, nor shall such acceptance of the payment be construed as a
release of any claim that the City may have for further sums payable under the provisions of this
Ordinance. All amounts paid shall be subject to audit and re-computation by the City. The Company
agrees to make all records necessary to audit the Company’s calculation of any payment available for
inspection by the City or its designated representative at reasonable times.

10.4.  Separate Ordinance. Notwithstanding anything to the contrary, including the provisions of 10.1
herein, the franchise fee may be changed by the City from time to time by separate ordinance; provided,
however, such changes shall not occur more often than once in any calendar year and shall be effective
upon the earlier of (1) approval by the Commission authorizing the Company to incorporate such fee within
its rate schedule, or (2) sixty (60) days after the Company has provided timely notice to the Commission of
the ordinance adopting the change. Notice of any proposed change must be given to all electrical service
providers and shall be applied equally and shall be given to the Company(s) not later than the effective date
of the ordinance adopting the change.

SECTION 11. DEFAULTS. Ifthe Company shall be in default in the performance of any of the material terms
and conditions of this Ordinance, and shall continue in default for more than thirty (30) days (or fails to initiate the
cure of the default within said period and diligently pursue said cure, if the cure of the default cannot reasonably be
accomplished within said 30 days) after receiving Notice from the City of such default, the City may elect to cure
such default and charge the Company for the costs thereof.

SECTION 12. AMENDMENT PROCEDURE. The City reserves the right to amend this Franchise by ordinance.
The Company’s rights hereunder are subject to the police power of the City to adopt and enforce ordinances
necessary to the health, safety, and welfare of the public, and this Franchise may be amended by the City as deemed
necessary or appropriate in the exercise of such power.

SECTION 13. GENERAL PROVISIONS OF ORDINANCE.

13.1.  Governing Law. This Franchise is granted and is intended to be performed in the State of
Minnesota and shall be construed and enforced in accordance with the laws of the State of Minnesota. The
Company shall be subject to personal jurisdiction in the State of Minnesota. All actions related to this
Ordinance or its enforcement shall be venued in the District Court of the State of Minnesota within which
venue the City is located.

13.2.  Right to Repeal. If this Franchise, having become final and operative as herein provided, shall be
declared in any part illegal or void, then the City, in its sole discretion, may repeal the entire or any portion

of this Ordinance. If any material portion of this Ordinance is declared void or illegal, then this Ordinance

shall be void in its entirety.
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13.3.  Limitation on Applicability. This Ordinance constitutes a franchise between the City and the
Company as the only parties and no provision of this Franchise shall in any way inure to the benefit of any
third person (including the public at large) so as to constitute any such person as a third party beneficiary of
the agreement or of any one or more of the terms hereof, or otherwise give rise to any cause of action in
any person not a party hereto.

13.4.  Assignment. The Company may assign this Franchise without the prior approval of, but upon not
less than thirty (30) days’ prior Notice to, the City. Such Notice shall include the identity of and contact
information for, the assignee and the statement of the assignee's plans and intentions for the operation of
the Electric Facilities under this Franchise.

SECTION 14. ACCEPTANCE BY THE COMPANY.

14.1.  Acceptance by the Company. The Company shall, within thirty (30) days after passage and
publication of this Ordinance or any amendment thereto, file with the City Administrator in writing its
acceptance or rejection as provided in Section 14.2. If such acceptance is not filed or if a rejection is filed
within said period, the Company, by its continuing operations, shall be deemed to have accepted the terms
and conditions of this Franchise or any amendment hereto, except with respect to such particulars as it may
successfully challenge under the procedures specified in Section 14.2.

14.2.  Rejection Procedures. A rejection of this Franchise or any amendment hereto may be made by
the Company only upon the grounds that the terms and conditions hereof or of such amendment exceed the
lawful authority of the City under the Constitutions or Laws of the United States or the State of Minnesota
or are otherwise unlawful. Any rejection shall be submitted in writing to the City, stating with particularity
the points and authorities of law upon which the Company relies. If the City fails to amend this Franchise
or otherwise satisfy the Company’s objections as stated within thirty (30) days of its receipt of the
Company’s rejection, the Company shall have the right thereafter to seek appropriate judicial or
administrative relief based solely upon those provisions it has alleged are unlawful in its rejection notice. If
the Company fails to initiate such legal action within thirty (30) days from the expiration of the
aforementioned thirty (30) day period provided for the City’s amendment or cure, the Company shall be
deemed to have waived its objections and to have accepted the terms of this Franchise or any amendment
hereto.

SECTION 15. REPEAL OF CONFLICTING ORDINANCES. All ordinances or parts of ordinances in conflict
herewith are repealed.

SECTION 16. EFFECTIVE DATE. This ordinance shall take effect and be in force from and after its passage
and publication in accordance with law.

EFFECTIVE DATE.

Subdivision 1: This Ordinance shall be in full force and in effect from and after its passage,

approval, recording and publication as provided by law.

Passed and adopted by the City Council of the City of Cloquet on the day of

Attest:

, 2018.

Dave Hallback, Mayor

Aaron Reeves, City Administrator
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SECTION 1, INTRODUCTION

1.1 PURPOSE

The purpose of these policies is to establish a uniform and equitable system of personnel administration for
employees of the City of Cloquet. They should not be construed as contract terms. The policies are not intended to
cover every situation that might arise and can be amended at any time at the sole discretion of the City. These
policies supersede all previous personnel policies.

1.2 SCOPE

These policies apply to all employees of the City which includes employees at the Cloquet Public Library. Except
where specifically noted, these policies do not apply to:

Elected Officials;

City Attorney;

Members of City Boards, Commissions and Committees;
Consultants and Contractors;

Volunteers.

Al e

If any specific provisions of the Personnel Policies conflict with any current union agreement, the union agreement
will prevail. Union employees are encouraged to consult their collective bargaining agreement first for information
about their employment conditions. Nothing in these policies is intended to modify or supersede any applicable
provision of state or federal law or employment contract.

These policies serve as an information guide to help employees become better informed and to make their
experience with the city more rewarding. Departments may have special work rules deemed necessary by the
supervisor and approved by the City Administrator for the achievement of objectives of that department. Each
employee will be given a copy of such work rules by the department upon hiring and such rules will be further
explained and enforcement discussed with the employee by the immediate supervisor.
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1.3 ORGANIZATION

There shall be prepared and maintained a written job description for each position in the City. All job descriptions
shall consist of a title, a description of distinguishing features of the job, typical examples of work performed and
other pertinent information relative to the preparation and abilities necessary for the duties of the job. Specifications
are descriptive and explanatory of the kind of work to be performed, but not necessarily inclusive of all duties to be
performed. The City may create a new job description when needed or abolish a job description when not needed
upon approval by the City Council. (The organizational chart is included as reference.)

1.4 SAVINGS CLAUSE

The provisions of this policy manual are subject to law. In the event, any provision is held to be contrary to law by a
court of competent jurisdiction from whose final judgment or decree no appeals have been taken within the time
provided, such provision shall be voided. All other provisions shall continue in full force and effect unless modified
by the City Council. All prior resolutions, practices, policies, rules and regulations regarding terms and conditions
of employment, to the extent inconsistent with the provisions of this policy manual are hereby superseded. The City
Council reserves the right to unilaterally modify this policy manual subject to the negotiation of any mandatory
subject of bargaining, if any, under PELRA for represented employees. The City Administrator reserves the right to
promulgate appropriate rules and regulations relative to these policies.
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SECTION 2, EMPLOYMENT POLICIES

2.1 EEO POLICY STATEMENT

The City of Cloquet is committed to providing equal opportunity in all areas of employment, including but not
limited to recruitment, hiring, demotion, promotion, transfer, recruitment, selection, lay-off, disciplinary action,
termination, compensation and selection for training. The City of Cloquet will not discriminate against any
employee or job applicant on the basis of race, color, creed, religion, national origin, ancestry, sex, sexual
orientation, gender identity, or gender expression, disability, age, marital status, genetic information, status with
regard to public assistance, veteran status, familial status, or membership on a local human rights commission or
lawful participation in the Minnesota Medical Cannabis Patient Registry.

2.2 GOVERNMENT DATA PRACTICES ACT

Numerous types of data are categorized as private, non-public, or confidential under the Minnesota Government
Data Practices Act. In many circumstances, data may not be disclosed except with authorization of the subject of
the data or pursuant to court order. To ensure that the Minnesota Government Data Practices Act is not violated,
employees are strictly prohibited from disclosing to anyone whose work assignment for the City does not reasonably
require access to the data, within or outside the City, any personnel data, data relating to pending civil legal actions,
or any other data that is properly classified by the responsible authority as private, non-public, or confidential,
without the City Administrator’s express authorization or his/her authorized designee. Pursuant to the Minnesota
Government Data Practices Act, the City Council appointed the City Administrator as the responsible authority to
administer the requirements for collection, storage, use, and dissemination of data on individuals within the City.
Refer to the City’s guidelines and procedures for the Minnesota Government Data Practices Act for additional
information.

23 PERSONNEL RECORDS

Maintenance: The City Administrator, or his/her designee, shall maintain a personnel record for each employee.
The personnel record shall show the employee’s name, title, department, salary, change in employment status,
disciplinary actions, and other such information as may be considered pertinent.

Report of Personnel Changes: The City attempts to maintain complete and accurate personnel information on its
employees. The City complies with laws regarding data privacy. It is important that your permanent personnel
records are kept accurate and up to date. Promptly notify the Administration Department when there is a change in
any of the following:

1. Name (through marriage or otherwise)

2 Address

3 Marital status

4. Beneficiaries for life insurance and retirement
5 Telephone number
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6. Person to contact in case of emergency

7. Other changes which may affect benefits coverage

It is each employee’s responsibility to notify the Finance or Administration Department of changes.

2.4 HIRING

24.1 SCOPE

The City Administrator or a designee will manage the hiring process for positions within the City. While the hiring
process may be coordinated by staff, the City Council or Library Board is responsible for the final hiring decision
and must approve all hires (full-time and part-time) to City employment. All hires will be made according to merit
and fitness related to the position being filled and/or applicable collective bargaining agreements.

2.4.2 FEATURES OF THE RECRUITMENT SYSTEM

The City Administrator or designee will determine if a vacancy will be filled through an open recruitment or by
promotion, transfer or some other method. This determination will be made on a case-by-case basis. The majority
of position vacancies will be filled through an open recruitment process.

Application for employment will generally be made on-line or on application forms provided by the City. Other
materials in lieu of a formal application may be accepted in certain recruitment situations as determined by the City
Administrator or designee. Supplemental questionnaires may be required in certain situations. All candidates must
complete and submit the required application materials by the posted deadline, in order to be considered for the
position. The deadline for application may be extended by the City Administrator. Unsolicited applications will not
be kept on file.

Position vacancies may be filled on an “acting” basis as needed. The City Council or Library Board will approve all
acting appointments. Pay rate adjustments, if any, will be determined by the City Council. When applicable
positions will be filled in accordance with collective bargaining agreements.

243 TESTING AND EXAMINATIONS

Applicant qualifications will be evaluated in one or more of the following ways: training and experience rating;
written test; oral test or interview; performance or demonstrative test; physical agility test, or another appropriate
job-related exam.

Internal recruitments will be open to any City employee who: (1) has successfully completed the initial training
period (2) meets the minimum qualifications for the vacant position; and (3) currently is and for the past year has
been in good standing with the City.

The City Council or designee will establish minimum qualifications for each position with input from the
appropriate supervisor. To be eligible to participate in the selection process a candidate must meet the minimum
qualifications.

244 PRE-EMPLOYMENT MEDICAL EXAMS

The City Administrator or designee may determine that a pre-employment medical examination, which may include
a psychological evaluation, is necessary to determine fitness to perform the essential functions of any City position.
Where a medical examination is required, an offer of employment is contingent upon successful completion of the
medical exam.
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When a pre-employment medical exam is required, it will be required of all candidates who are finalists and/or who
are offered employment for a given job class. Information obtained from the medical exam will be treated as
confidential medical records. When required, the medical exam will be conducted by a licensed physician
designated by the City with the cost of the exam paid by the City. (Psychological/psychiatric exams will be
conducted by a licensed psychologist or psychiatrist.) The physician will notify the City Administrator or designee
that a candidate either is or isn’t medically able to perform the essential functions of the job, with or without
accommodations and whether the candidate passed a drug test, if applicable. If the candidate requires
accommodation to perform one or more of the essential functions of the job, the City Administrator or designee will
confer with the physician and candidate regarding reasonable and acceptable accommodations.

If a candidate is rejected for employment based on the results of the medical exam, he/she will be notified of this
determination.

24.5 SELECTION PROCESS

The selection process will be a cooperative effort between the City Administrator or designee and the hiring
supervisor, subject to final hiring approval of the City Council or Library Board. Any, all or none of the candidates
may be interviewed.

The process for hiring temporary employees may be delegated to the appropriate supervisor with each hire subject to
final City Council or Library Board approval. Except where prohibited by law, temporary employees may be
terminated by the supervisor at any time, subject to City Council or Library Board approval.

The City has the right to make the final hiring decision based on qualifications, abilities, experience and City of
Cloquet needs.

2.4.6 REFERENCE AND BACKGROUND CHECKS

Scope: The City of Cloquet may conduct background checks on initial hires, rehired employees, and internal
transfers/promotions whether part-time, full-time, seasonal, temporary or volunteer. All finalists for employment
with the City will be subject to a background check to confirm information submitted as part of application materials
and to assist in determining the candidate’s suitability for the position. Except where already defined by state law,
the City Administrator will determine the level of background check to be conducted based upon the position being
filled. Factor in making this determination include but are not limited to whether the position involves:

1. Direct responsibility for the care, safety, and security of people, including children and minors.

2. Direct access to, or control over, cash, checks, credit cards, and/or credit card account information.
3. Authority to commit financial resources of the City through contracts.

4. Responsibility for operating a City-owned vehicle.

5. CDL drivers operating City-owned vehicles for the purpose of transporting children, employees,

and performing other work responsibilities.
6. Access to personal identifying information about employees, management, and the public.

The City Administrator or designee will work with other departments, organizations, agencies, etc. to obtain and
assist in conducting background checks. (e.g. law enforcement agencies, consumer reporting agencies, etc.) If the
background investigation shows possible disqualifying information, the City Administrator will discuss the
information with the Department Head to make sure the employment decision is made based upon job related
information.
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2.4.7 PROBATIONARY PERIOD

The City of Cloquet regards the probationary period as an integral part of the employment process subject to
collective bargaining agreements when applicable. During the probationary period, the City and the new employee
should consider whether the employment situation appears to be satisfactory.

The probationary period consists of the first twelve months of employment, but may be extended by, for example, an
unpaid leave of absence. During the probationary period, the City will closely observe the employee’s work to
determine whether the employee demonstrates that he/she is qualified for the position to which he/she has been
appointed. Performance, skills, ability, and other factors observed and demonstrated during the probationary period
are evaluated by the employee’s supervisor in order to determine whether the employee will be retained by the City.
A performance evaluation will be completed and reviewed with the employee by the six-month point of the
probationary period.

As during employees’ regular employment, employment during the probationary period is at will, meaning the
employee and the City each have the right to terminate employment with or without cause or notice (except if
provided otherwise by statute or applicable collective bargaining agreement). If the employee does not meet
established standards and there is reason to believe, in the City’s sole discretion, that a longer review period is
needed, the probationary period can be extended an additional six months.

Employees transferred, promoted or appointed to new positions in the City must also successfully complete a
twelve-month probationary period. If an employee appointed to a new position is found to be unsuited for that
position, the City, at its sole discretion, may, subject to posting requirements in collective bargaining agreements
when applicable, reinstate the employee to his/her former position and former rate of pay if the City determines that
such reinstatement is possible. Reinstatement is not guaranteed.
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SECTION 3, WORK, WAGE & SALARY POLICIES

3.1 ATTENDANCE

Every City employee has an important role to play in maintaining a productive workplace. Therefore, it is important
that all employees report to work as scheduled every day. Unsatisfactory attendance, including reporting late to
work and leaving work early, may result in disciplinary action. If an employee must be absent from work for any
reason, other than approved time off, the employee must notify his/her immediate supervisor at least thirty (30)
minutes prior to the start of his/her normal working hours. If an emergency prevents the employee from notifying
his/her supervisor at such time, the employee must call his/her immediate supervisor as soon as possible during the
workday.

An employee may be required to use accrued paid leave time available as determined by the supervisor for any
absence.

3.2 COMPENSATORY TIME

General Statement of Policy: The City of Cloquet desires to establish a written policy in regard to compensatory
time off by setting forth a uniform set of procedures. Such policy shall be in compliance with the Federal Fair Labor
Standards Act (FLSA).

Authority: Accumulation of compensatory time will be granted to an employee only with supervisory approval.
Employees may elect, upon approval of the supervisor, to receive their overtime as compensatory time off. The
provision of overtime shall be at the discretion of the supervisor and in accordance with the related bargaining
agreement and the Personnel Policy.

Accumulation: Employees may be compensated for overtime with compensatory time off at the rate of one and
one-half (1 1/2) times the actual amount of overtime worked. For those employees working overtime on Sundays or
Holidays, compensatory time will be accumulated at the rates identified within the related bargaining agreement.

Subject to collective bargaining agreement when applicable, employees may accumulate up to a maximum of 80
hours of compensatory time with the exception of the Relief Pumphouse Operator position who may accumulate up
to 240 hours as permitted under the FLSA.

Use Of Time: The use of compensatory time will be granted only with supervisor approval. An employee will be
allowed to schedule compensatory time off for a particular time as long as the timing will not unduly disrupt the
operations of the City.

Carry Over: Employees may carry over no more than 40 hours in a bank from one calendar year to the next.
Employees will be paid for time exceeding the maximum carry over by the end of the year. Exception: pump house
employees, who may carry over 240 hours into a new calendar year.

Pay Outs:

A. Termination of employment: Upon separation from employment, a non-exempt employee shall be
paid for accrued compensatory time.
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B. Transfer: Any time an employee with accrued compensatory time accruals transfers to another
department, that employee’s accrual will be cashed out, prior to the effective date of transfer, at
their current hourly rate.

C. Promotion to Exempt Position: If an employee is promoted from a non-exempt position to an
exempt position, their accrued compensatory time will be paid out at their rate of pay for the
position held before the promotion.

D. City Authority: The City may cash out any or all of an employee’s accrued compensatory time at
their current hourly rate of pay at any time.

Exempt Employees: Department heads and other exempt employees, as determined under appropriate state and
federal regulations, shall not be eligible to accrue compensatory time.

Employees exempt from the overtime requirements of FLSA and MFLSA will not be compensated for work in
excess of 40 hours in any work week. Exempt employees shall not be paid for compensatory time under any
circumstance.

Timesheets: All compensatory time shall be marked as such on official City timesheets, both when it is earned and
when it is used. The Finance Department and/or Police Department will maintain compensatory time records.

Other: Individual departments may otherwise implement, in writing, certain work rules regulating the use and
accumulation of compensatory time with approval of the City Administrator.

33 OVERTIME

All employees, in all departments, may be required to work overtime as requested by their supervisor. Supervisors
will make reasonable efforts to balance the personal needs of their employees when assigning overtime work. All
overtime must be authorized in advance by the employee’s supervisor. An employee who works overtime without
prior approval may be subject to disciplinary action.

Compensation for overtime worked by employees whose employment is subject to a collective bargaining
agreement shall be governed by such agreement. All other non-exempt employees shall be compensated for
overtime work at one and one-half times their regular rate of pay. It is recognized that to maintain basic services
under unusual circumstances, emergencies and peak workloads, employees may be required to work overtime.
Overtime for non-exempt full-time employees and temporary and seasonal hourly employees shall be paid at a rate
of 1 2 times the employee’s regular rate for time worked in excess of forty (40) hours in a workweek.
Non-exempt employees (eligible for overtime pay) are not authorized to take work home or work through lunch
without prior approval from their supervisor.

3.4 UNAPPROVED ABSENCES

An employee must receive prior approval for an absence from work. An employee absent from duty without
approval of the employee’s department head or designee may be subject to disciplinary action. An employee who is
absent from work, without approval, for three (3) consecutive work days may be considered to have voluntarily
resigned from employment with the City. This section shall apply to full-time, part-time, temporary and seasonal
employees.

3.5 WORKWEEK

The City’s workweek is a regular recurring period of 168 hours in the form of seven consecutive 24-hour periods
beginning at 12:01 a.m. Monday and terminating at midnight Sunday.
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3.6 WORK HOURS

Work schedules shall be established by the City Council. The regular work week for employees is five, eight-hour
working days in addition to a minimum of 30 minutes for a lunch period, Monday through Friday, except as
otherwise established by the department head in accordance with custom and needs of the department required to
maintain basic services. Subject to Collective Bargaining Agreements, when applicable, the City has absolute
authority in establishing work schedules.

To ensure employee availability and accountability to the public the City serves, all full-time employees (exempt
and non-exempt) are generally to be at work during the hours of 8:00 am to 4:30 pm, Monday through Friday unless
away from the worksite for a work-related activity or on approved leave.

Part-time, Seasonal and Temporary Positions: In order to comply with law while avoiding penalties, part-time
employees will be scheduled with business needs and in manner which ensures positions retain part-time status
under which intended. Employees in part-time and temporary positions will not be scheduled to work more than 28
hours/week, including hours worked, paid leave (such as annual leave or holiday leave). All shifts, including
schedule trades or picked-up shifts, must be pre-approved by supervisor. Unpaid furloughs may be imposed on
employee who exceeds 28 hours/week. Working a shift without prior approval may result in discipline, up to and
including termination of employment. In some rare instances, a part-time, seasonal or temporary employee may be
offered health insurance in order to comply with federal health care reform laws and regulations.

3.7 WORK BREAKS

All full-time employees that are expected to work a full shift will be entitled to a 15-minute break in the morning
and a 10-minute break in the afternoon at times designated by the department head or City Administrator. Part-time
employees will be entitled to a break not to exceed ten (10) minutes during a work period of four hours. Employees
may not purposely miss rest or lunch breaks in order to accumulate time to leave early at the end of the day; all rest
breaks and meal breaks must be taken unless prior supervisor approval is obtained.

Employees working in City buildings will normally take their break at the place provided for that purpose in each
building. Employees working out of doors will normally take their break at the location of their work. Travel time
to and from a City building for a break is considered part of the break period.

3.8 WORK ASSIGNMENTS

Work assignments for employees in all departments shall be arranged by the department head for the best operation
of the department. The City retains the full right and authority to assign and/or reassign job duties consistent with
the tasks of the position.

3.9 COMPENSATION

Full-time employees of the City will be compensated according to schedules adopted by the City Council. Unless
approved by the Council, employees will not receive any amount from the City in addition to the pay authorized for
the positions to which they have been appointed. Expenses reimbursement or travel expenses may be authorized in
addition to regular pay.

Compensation for temporary employees will be set by the City Council at the time of hire, or on an annual basis.

Under the Minnesota Wage Disclosure Protection law, employees have the right to tell any person the amount of
their own wages. While the Data Practices Act (Minn. Stat. §13.43), specifically lists an employee’s actual gross
salary and salary range as public personnel data, Minnesota law also requires wage disclosure protection rights and
remedies to be included in employer personnel handbooks. To that end, and in accordance with Minn. Stat.
§181.172, employers may not:
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e  Require nondisclosure by an employee of his or her wages as a condition of employment;

e Require an employee to sign a waiver or other document which purports to deny an employee the right to
disclose the employee's wages;

e Take any adverse employment action against an employee for disclosing the employee's own wages or
discussing another employee's wages which have been disclosed voluntarily.

e Retaliate against an employee for asserting rights or remedies under Minnesota Statute §181.172, subd. 3

The city cannot retaliate against an employee for disclosing his’her own wages. An employee’s remedies under the
Wage Disclosure Protection law are to bring a civil action against the city and/or file a complaint with the Minnesota
Department of Labor and Industry at (651) 284-5070 or 1/800-342-5354.

3.10 PAYMENT PROCEDURE

Salaries and wages shall be paid to employees of the City within the range established by the City Council for the
position and in accordance with agreements in effect with recognized bargaining units. Exempt full-time employees
shall receive an annual salary payable in the same number of installments as non-exempt employees. Non-exempt,
part-time, seasonal, and temporary employees shall be paid hourly wages after submitting appropriately documented
and approved timesheets for said work. Use of electronic time recording systems may be used in lieu of timesheets
at department head discretion.

When Friday is a holiday, payroll generally will be processed before 4:30 p.m. the preceding Thursday. When
Thursday and Friday are holidays, payroll generally will be processed before 4:30 p.m. on Wednesday. Payment
shall usually be made to the employee every other Friday.

3.11 DIRECT DEPOSIT

As provided for in Minnesota law, all employees are required to participate in direct deposit. Employees are
responsible for notifying the Finance Department of any change in status including changes in address, phone
number, names of beneficiaries, marital status or other changes that impact pay checks.

Timesheets must be received by the Finance Department by noon on Monday of payroll week for payment on
Friday. Timesheets submitted after the deadline will not be paid until the following payroll week. All timesheets
shall be reviewed for accuracy and signed by both the employee and department supervisor prior to being processed
for payment. Non-exempt employees will be paid based upon the time recorded on their timesheets. Reporting
false information on a timesheet may be cause for immediate termination.

Payroll deductions: Employees must complete appropriate forms for processing payroll and notify payroll of
any changes to their information.

3.12 EMPLOYEE PERFORMANCE EVALUATION

General Policy: City employees are essential to providing services to the public. To provide quality, efficient and
cost-effective services, the performance of employees is crucial. Therefore, the City is committed to a performance
management system for its employees that communicates performance expectations for job duties and
responsibilities, workplace standards, both clinical and behavioral, and goals and objectives; identifies an
employee’s strengths and areas for improvement in meeting these expectations; and fosters an employee’s job
development. To meet this commitment, the City promotes the following: (1) ongoing feedback to and candid
discussions with employees about performance throughout the year; and (2) an annual performance evaluation that
addresses prior and future performance of the employee. Employees are required to review written documents
provided to them, discuss with their evaluating supervisor for both ongoing feedback and the annual performance
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evaluations. The object of this policy is to establish a recommended guide for the annual evaluation of all city
employees.

Performance Evaluation/Reviews: Performance appraisals are an opportunity for employees, supervisors, and the
City to assess an individual’s job performance. The performance appraisal system is designed to:

1. Ensure that quality services are provided to the public at the least possible cost;
Motivate and develop employees to their fullest potential;

Clarify roles and mutual expectations of supervisors and employees;

Promote open and ongoing communication between employees at all levels;

Assists in tracking the achievement of established goals;

AN S S

Assist in determination of whether employees are meeting the established performance standards for their
position.

7. Provide a performance based component for individual employee compensation.

Employees may be evaluated formally or informally at any time. An employee’s immediate supervisor or
department head normally will conduct a performance appraisal on an annual basis, and may conduct performance
appraisals more frequently if prescribed by the City Administrator or the employee’s department head. The
employee may be asked to provide a self-evaluation, to provide input and assist the supervisor in preparing for the
appraisal. The performance appraisal will be in writing and will be discussed with the employee. Employees do not
have the right to change or grieve their performance evaluation, but may submit a written response which will be
attached to the performance evaluation or appeal as detailed below.

Signing of the performance evaluation document by both the employee and supervisor is required and only
acknowledges that the review has been discussed with the supervisor and does not constitute agreement. Failure to
sign the document by the employee will not delay processing.

Supervisors and employees are encouraged to conduct periodic discussions throughout the year to track performance
successes and problems and to track progress of mutually established goals.

All full-time and part-time employees will undergo a performance evaluation after their six month and one-year
anniversary dates from their initial date of employment. Subsequent evaluations will generally take place annually.
Copies of evaluations will be kept in the employee’s personnel files. Employee recognition and performance
feedback are the most important characteristics of the evaluation process.

Performance and Wages: Except as otherwise agreed upon as part of an individual’s bargaining unit contract, or
as determined year-to-year by the Council, progression through the wage scale for all full-time and part-time
employees will be based on years of service and performance and be considered on a calendar year basis.
Employees who achieve a meets standards or better performance rating will move through their respective wage
scale based on their level of performance. Employees who receive a performance rating of needs improvement will
remain at their existing wage step. Employees who receive a performance rating of below standards will remain at
their existing wage step and be ineligible for any increase provided to the step by changes in the wage schedule.
Employees who receive a needs improvement or below standards rating will be re-evaluated within six (6) months to
see if their performance reaches the meets standards level, if so the employee will receive an increase, however, the
increase will not be retroactive. An employee found to have exceptional performance shall be eligible to move
additional steps if authorized by the City.
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Other Related Step/Pay Plan/Evaluation Components:

1. Promotions - An employee promoted shall be eligible to receive the wages authorized for the new
position. Upon promotion, an employee shall, at a minimum, move to the appropriate next closest
step which results in a wage increase. An employee shall not receive a wage higher than the last
step in the adopted pay plan.

2. Appeals - Should an employee disagree with the results of a supervisor’s performance evaluation;
an employee may appeal the findings to the Department Head or City Administrator if appealing a
Department Head’s written evaluation. Such appeal shall not be arbitrable and the decision of the
City Administrator shall be final.

3. New Employees - A newly hired employee is eligible to be hired anywhere within the pay plan as
adopted by the City Council. However, a new employee may not be hired at a wage above an
existing employee with similar or more experience.
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SECTION 4, EMPLOYEE BENEFITS AND
SERVICES

4.1 DEFERRED COMPENSATION PLANS

Through payroll deduction the City of Cloquet offers employees the ability to save part of their pay check in a tax
deferred savings account known as a 457 Plan. This program allows employees to save additional funds for
retirement in a tax sheltered flexible investment program. The City does not match amounts paid into this tax
deferred plan. Additional information is available from Human Resources.

4.2 FLEXIBLE BENEFITS ACCOUNT (125)

The City has provided a Flexible Benefit Account

Flexible Spending Account (FSA) - allows employees to direct part of before-tax earnings into a special tax-free
account to be used to reimburse out-of-pocket health/dental and dependent care expenses. Enrollment can begin the
first of the month following employment. Re-enrollment is annual thereafter.

Medical Reimbursement Account - covers health expenses not reimbursed by any other plan (i.e.
deductibles, eye exams, contacts, etc.). Money directed into these accounts must be used, or the employee loses any
amount in the account over $500 on an annual basis (Dec 31).

Dependent Care Reimbursement Account (DCSA) - reimburses dependent care expenses that become
necessary: If employee uses DCSA, these expenses will not be eligible for the childcare credit when filing income

taxes. Money directed into these accounts must be used, or the employee loses it.

Maximum contributions to these accounts are set annually by the IRS.

4.3 INSURANCE BENEFITS

4.3.1. LIFE INSURANCE

Employee Basic Term Life Insurance — The City provides its eligible active employees Basic Term Life in an
amount of $50,000. Coverage includes Accidental Death and Dismemberment (AD&D).

Supplemental Term Life Insurance — Active employees insured under Basic Term Life can apply for Employee
Supplemental Term Life with equal AD&D. Employees can elect coverage in any multiple of $10,000 up to a
maximum of $400,000.

Spouse Supplemental Term Life Insurance: Employees participating in Employee Supplemental Term Life can
elect Spouse Supplemental Term Life with equal AD&D up to 50% of their own coverage. Spouse Supplemental
Term Life is available in multiples of $5,000 up to $200,000.

Child Supplemental Life Insurance — Employees can elect Group Term Life on their eligible children in the amount
of $10,000.
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4.3.2. MEDICAL INSURANCE PLAN OPTIONS

Health insurance is provided through the City. All employees are required to enroll in at least a single health plan
unless they can provide proof of health insurance through another source.

The City may contribute to premiums for such policies as determined by the City and the City reserves the right to
add, change, or eliminate insurance benefits at any time at its discretion.

The City of Cloquet recognizes that each employee is different and has different benefit needs. In an effort to
provide benefits that closely match each individual’s needs, we offer a flexible plan that allows you to purchase only
those options which will be most advantageous to you.

e  Children may be covered up to the end of the month in which they turn 26 years old.

OPT-OUT
If an employee is eligible to and chooses to opt-out, a HRA or other limited/deferred comp contribution will be
made at the end of each quarter to the employee’s account.

4.3.3. DENTAL PLAN
The City of Cloquet provides both single and family dental coverage.

o  Unmarried dependent children may be covered up to the 25 years of age.
44 EMPLOYEE ASSISTANCE PROGRAM (EAP)

The Employee Assistance Program (EAP) is to motivate employees to seek help with personal problems and to
improve/maintain or restore employee productivity through early identification of, and assistance with these problems.
In many instances, employees will overcome personal problems independently before the effects of problems result
in serious difficulties in job performance or in other areas of the employee’s life. In other instances, the employee can
benefit by consulting the EAP in appropriately identifying and resolving these problems.

The EAP will assist City employees and/or their dependents with appropriately identifying personal problems and
carrying out a plan to resolve these problems. This applies to the broad range of problems which can affect
individuals and families, including, but not limited to, family or marital difficulties, medical and psychological
problems, alcohol or other drug abuse/dependency, legal problems, or other personal concerns.

All contacts with the EAP are confidential. No information specific to any employee will be released without the
employee’s written consent. Program records are confidential.

Sand Creek Group, LTD., administers the EAP program. Employees are encouraged to seek information and
assistance with personal problems by contacting the EAP staff directly.

Use of the EAP is always voluntary. Compliance with recommendations made by the EAP counselor also remains
the employee’s choice.

Whether or not the employee chooses to seek assistance from the EAP, acceptable job performance and attendance
remain the employee’s responsibility. Participation in the EAP in no way supersedes other company policies.

Leave policies or other related policies and benefits will apply to treatment for psychological or alcohol and drug
problems on the same basis as they apply to other illnesses and health problems as per existing policies.
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Employees are assured that using the EAP for any type of personal problem will not jeopardize their jobs and future
with the company. Using the EAP is an indication that the employees are serious about staying well. EAP use is a
positive life management tool, which contributes too maximum personal and job success.

Face to face assessment and/or brief therapy services, totaling up to 3 hours of service per incident per year, is available
to employees and/or dependents at no out-of-pocket cost under this plan.

To contact Sand Creek LTD. our EAP provider, please call (218) 481-7477 or 1-844-678-5710.

4.5 RETIREMENT PLAN (PERA)

The city participates in the Public Employees Retirement Association (PERA) to provide pension benefits for its
eligible employees to help plan for a successful and secure retirement. Participation in PERA is mandatory for most
employees, and contributions into PERA begin immediately. The city and the employee contribute to PERA each
pay period as determined by state law. Most employees are also required to contribute a portion of each pay check
for Social Security and Medicare (the city matches the employee’s Social Security and Medicare withholding). For
information about PERA eligibility and contribution requirements, contact Human Resources or go to
WWWw.mnpera.org.

4.6 SEVERANCE PAY

General Rule: Upon separation from employment in good standing through resignation, retirement or death, a
full-time employee shall be paid as per the following provisions:

A. Vacation / Comp Time: Employees whose employment terminates will be entitled to 100% of
their allowable accumulated, unused vacation leave and comp time. Payment shall be determined
upon the basis of the employee’s rate of pay in the last pay period prior to severance and paid
through regular payroll as taxable wages to that employee.

Should such termination be due to the death of an employee, his/her beneficiary or their estate will
be entitled to 100% of their allowable accumulated, unused vacation leave and comp time.
Payment shall be determined upon the basis of the employee’s rate of pay in the last pay period
prior to severance.

B. Sick Leave: Upon retirement, the employee will be entitled to 33% of their allowable
accumulated, unused sick leave (including the combined total of the employee’s regular
accumulated sick leave and catastrophic sick leave banks), not to exceed 316 hours, to be paid at
the employee’s current rate of pay. Retirement means resignation of the employee after the
employee’s 50" birthday, the employee has fifteen (15) years of accumulated active duty with the
City of Cloquet and the employee is eligible to meet all of the requirements to receive PERA
retirement benefits on the date of separation from employment. Such benefit shall be paid directly
to the retiree or to an HCSA/HRA/HSA if there is an agreement in place.

Payment: The City shall provide the vacation/comp time and sick leave severance pay on the first payday
following the employee’s separation that is at least five (5) calendar days after the separation date.

4.7 EMPLOYEE TRAINING, CONFERENCES, AND SEMINARS

The City promotes staff development as an essential, ongoing function needed to maintain and improve cost
effective quality service to residents. The purposes for staff development are to ensure that employees develop and
maintain the knowledge and skills necessary for effective job performance and to provide employees with an
opportunity for job enrichment and mobility.
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Policy. The City will pay for the costs of an employee’s participation in training and attendance at professional
conferences, provided that attendance is approved in advance under the following criteria and procedures:

Job-Related Training & Conferences. The subject matter of the training session or conference is directly job
related and relevant to the performance of the employee’s work responsibilities. Responsibilities outlined in the job
description, annual work program requirements and training goals and objectives that have been developed for the
employee will be considered in determining if the request is job related.

All training will be subject to the availability of budget monies. The supervisor may recommend and the City
Administrator will ultimately be responsible for determining job relatedness and approving or disapproving training

and conference attendance.

Compensation for Travel & Training Time. Time spent traveling to and from, as well as time spent attending a
training session or conference, will be compensated in accordance with the federal Fair Labor Standards Act.

General Travel Guidelines for all City Employees:

An employee’s expenses incurred while traveling for City business or attending approved conferences, training, or
the like are paid by the City. Expenses incurred by an individual, who is not a City employee, while attending a
conference, training, or the like, or traveling with a City employee will not be paid by the City.

1. Meals - The maximum daily meal allowance for employees traveling outside the area for a full
calendar day and staying overnight, including taxes and gratuities consistent with Internal
Revenue Service (IRS) guidelines. Employees may spend up to the daily meal allowance among
the three meals at their discretion. If an employee is traveling outside the area for less than a full
calendar day please refer to the “Travel Reimbursement Form” which can be found at
www.ci.cloquet.mn.us

These amounts are adjusted if the maximum daily meal allowances in the IRS guidelines change.
This amount may be adjusted for travel outside of Minnesota or to a higher cost area by the City
Administrator. Meals included as part of a conference registration are not reimbursable and when
the cost of a meal is included in a registration fee, there will be a reduction of the above amounts
from the maximum daily reimbursement.

Liquor is not an allowable expense.

2. Lodging - The actual cost for lodging is paid by the City as authorized by the department
supervisor or City Council. Room service, personal phone calls, movies, and other extras must be
paid for by the employee.

3. Transportation

e Airline - Airfare will be reimbursed at the coach rate.

e Automobile - If an employee uses their personal vehicle, they will be reimbursed for the
amount allowed by the IRS guidelines. If two or more employees travel together by car,
only the driver will receive the reimbursement. Please contact the Finance Director for
the current rate.

The City will reimburse for the cost of renting an automobile if necessary to conduct City
business with prior approval of the City Administrator.

o Parking - Fees will be reimbursed for the actual amount.

4. Reimbursement — Detailed receipts are required for lodging, airfare, transportation, parking, and
meals and should accompany an expense report form. After supervisor approval, the expense
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report form shall be submitted to the Finance Director for payment. The City will not reimburse
any request for recreational expenses such as golf or tennis.

Advance Expense Check - All employees are encouraged to have conference, training, or the like
and lodging fees paid in advance by the City. If requested, and authorized by the City Council or
Department Supervisor, an advance expense check or cash may be issued for estimated travel
expenses.

The advance shall be issued pursuant to Minnesota Statute 471.97.

e Receipts are required for all expenses.

e A signed reimbursement travel voucher with receipts must be submitted within 30 days
of travel.

e The City shall determine the estimated travel expense amount to be advanced.

e Any additional reimbursement due to the employee shall be paid by the City based on the
receipts submitted and policies established above.

e Any refund from the employee shall be paid to the City within ten (10) days of
submission of the reimbursement request. The refund due from the employee shall be
based upon the actual receipts submitted.

e  All other provisions of this travel policy apply to determine the expenses eligible for
reimbursement.

Exceptions - The City Council reserves the right to make exceptions to this policy subject to
specific situations that may arise

Memberships and Dues. The purpose of memberships to various professional organizations must be directly
related to the betterment of the services of the City. Normally, one City membership per agency, as determined by
the City Administrator is allowed, providing funds are available.

Upon separation of employment, individual memberships remain with the City and are transferred to another
employee by the supervisor.

4.8

EMPLOYEE RECOGNITION

The City of Cloquet City Council recognizes the hard work and service performed by the employees of the City of
Cloquet through a formal Employee Recognition Program. The City Council believes the benefits of attracting,
retaining, and motivating employees through an Employee Recognition Program support employee job satisfaction,
which in turn impacts cooperation and productivity. The result is to provide excellent public and customer service
to better serve the interests of the citizens of the community.

The Employee Recognition Program is considered “additional compensation” for work performed by employees but
is entirely dependent on receiving funding from year to year. No provisions of this policy, or its administration,
shall be subject to review under the grievance or arbitration provisions of any collective bargaining agreement.

The program will include:

A.

Annually the City may sponsor an employee appreciation/recognition picnic, luncheon, or holiday
party.

Employees may be recognized at these annual events and in the case of retirement receive a token
of the city’s appreciation for long and dedicated service in the form of a plaque, clock or similar
item.
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Recognition awards will go to all full-time and permanent part-time employees based strictly upon longevity and
will in no way be connected to performance. The award will be based on “continuous” service with the City from
the employee’s initial start date whether it be part-time or full-time. The recognition will be based on the concept of
peers honoring peers.

The cost of the Employee Recognition Program will be included as a separate line item in the City of Cloquet
budget. This line item will be approved annually by the City Council as part of the overall budget approval process
which may include a public hearing on the proposed budget.
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SECTION S5, EMPLOYEE LEAVES

5.1 HOLIDAYS

Full-time City employees may observe certain holidays with pay unless such employees are required to be on
regular duty. When a holiday falls on Sunday and it is customarily celebrated on the following Monday, such
Monday shall be considered a holiday and any holiday that falls on a Saturday, the preceding Friday shall be a
holiday. Employees required to be on duty on a holiday may be given compensatory time off and/or additional
benefits.

Full-time employees shall receive eight (8) hours pay at their regular straight-time hourly rate or one day’s salary for
each of the following holidays they are not required to work:

e New Year’s Day (January 1)

e  Martin Luther King Day, (3rd Monday in January)
e President’s Day, (3rd Monday in February)

e  Memorial Day, (Last Monday in May)
Independence Day (July 4)

Labor Day (1% Monday in September)

Veterans Day (November 11)

Thanksgiving Day (4" Thursday in November)
Day after Thanksgiving Day (Friday)

Christmas Eve Day (December 24)

Christmas Day (December 25)

Personal Floating Holiday (as scheduled & approved by department head - cannot carry over into next year or
receive pay in lieu of)

Regular part-time employees who work a minimum of 1040 hours per year will receive paid holidays on the same
basis as regular full-time employees, in the event that they would normally have been scheduled to work on the
observed holiday, except that holiday pay will be prorated according to the number of hours worked. Regular part-
time employees working less than 1040 hours per year are not eligible for holiday pay. Temporary and seasonal
employees are not eligible for holiday pay.

Employees wanting to observe holidays other than those officially observed by the city may request either vacation
leave or unpaid leave for such time off.
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5.2 VACATION

Paid vacation leave is provided for regular full-time employees and eligible part-time employees. Regular part-time
employees who work a minimum of 1040 hours per year accrue paid vacation on a pro-rata basis according to the
number of hours worked. Regular part-time employees working less than 1040 hours per year are not eligible for
vacation benefits. Employees covered by a collective bargaining agreement shall receive vacation leave benefits as
stated in the collective bargaining agreement. Vacation leave is accrued based upon consecutive years of full-time
service. Employees accrue vacation leave at the following rates:

Accrual: Full-time employees shall earn and accumulate vacation benefits as follows:

Maximum Year-end

Years of Vacation Hours Per Carryover Into

Continuous Service Hours Per Pay Period Year the Next Year
0-5 3.5 91 91
6-12 5.0 130 130
13-17 6.5 169 169
18-24 8.0 208 208
25+ 9.5 247 247

During any calendar year, there shall not be any limitation to the amount of vacation time that any employee may
accumulate. Employees whose accrued leave exceeds the amount permitted to carry over into the next year on
December 31 will lose all the time that exceeds the cap.

New employees shall accrue benefits from the start of their employment. Vacation shall be earned and accrued on a
biweekly basis. The accrual rate shall be determined by the employee’s anniversary date. Years of service shall
mean consecutive employment as a full-time employee.

Usage: Each employee shall be entitled to use only those days of vacation accrued and earned.

Employees must receive department head approval before taking vacation leave. Preference for vacation periods
shall be made known to the department head at least as many days in advance as the length of the proposed vacation.
Shorter notice of preference is permissible if the employee and the department head are able to agree on the
proposed vacation. Scheduled vacations are subject to cancellation by the department head in case of emergency or
if it would result in insufficient staffing levels.

Employees who use earned vacation must use it in a minimum of half-hour increments with approval of the
immediate supervisor. Due to the nature of work performed or other scheduling issues, certain departments may
require that vacation be taken in larger blocks of time (i.e. one week) or that such time be scheduled in advance (i.e.
start of year). In those cases, departments may create an internal policy regarding the notice and time.

Employees taking more than two (2) consecutive weeks of vacation or a combination of vacation and compensatory
time must obtain prior approval from the City Administrator. The City will make every effort to grant vacations at
the time requested by the employee but reserves the right to deny or approve vacation schedules.

Accrual/Carryover: No employee may waive vacation rights for the purpose of earning double pay. Employees
may accumulate and carryover up to the maximum as described above. For the purpose of accumulating additional
vacation or sick leave, an employee using earned vacation leave or sick leave is considered to be working. Vacation
shall not accrue during leaves of absence unless required under State or Federal regulations.

Vacation Buyout: Each Year, employees are given vacation time accrued on a monthly basis. Once per year, as
part of their last paycheck in December, employees are given the option to buy out a portion of their accrued
vacation. If an employee has accrued more than 80 hours and previously used at least 50% of their annual accrued
hours, they are eligible to take up to 50% of their hours in pay in lieu of vacation time up to a maximum of 40 hours.
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Employees are eligible for this option if they have a minimum of 80 hours of accrued vacation time and have used
40 hours or less of accrued sick leave during the calendar year.

Termination of Employment: Unused vacation time will not be paid out in wages upon termination of
employment except as provided in the Resignation section elsewhere in this Policy.

5.3 SICK LEAVE

General Rule: Sick leave is a privilege that an employee may use at his/her discretion. Employees are to use this
paid leave only when they are unable to work for medical reasons and under the conditions explained below. Sick
leave may be used only for days when the employee would otherwise have been at work. It cannot be used for
scheduled days off.

Sick Leave Accrual: Every full-time employee is entitled to sick leave with pay at the rate of four (4) hours per
pay period. Regular part-time employees who work a minimum of 1040 hours per year accrue paid sick leave on a
pro-rata basis according to the number of hours worked. Regular part-time employees working less than 1040 hours
per year are not eligible for sick leave. Employees covered by a collective bargaining agreement shall receive sick
leave benefits as otherwise stated in the applicable collective bargaining agreement.

An employee attempting to use sick time for reasons other than those explicitly permitted in this policy will be
subject to disciplinary action up to and including termination.

Unused sick leave will not be paid out in wages upon resignation or retirements except as provided in the severance
pay policy.

Usage: Sick leave may be used for the following:

1. When an employee is unable to perform work duties due to illness or disability
2. For medical, dental or other care provider appointments (for period of appointment only)
3. To care for the employee’s injured or ill children, including stepchildren or foster children, for

such reasonable periods as the employee’s attendance with the child may be necessary

4, To take children, or other family members as defined under MS 181.9413, to a medical, dental or
other care provider appointment

5. When an employee has been exposed to a contagious disease of such a nature that his/her presence
at the workplace could endanger the health of others

6. To care for an ill spouse, father, father-in-law, mother, mother-in-law, stepparent, grandparent,
grandchild, sister or brother, or other members of the employees household

7. Safety Leave. Employees are authorized to use sick leave for reasonable absences for themselves
or relatives (employee's adult child, spouse, sibling, parent, mother-in-law, father-in-law,
grandchild, grandparent, or stepparent) who are providing or receiving assistance because they, or
a relative, is a victim of sexual assault, domestic abuse, or stalking. Safety leave for those listed,
other than the employee and the employee’s child, is limited to 160 hours in any 12-month period.
The City of Cloquet utilizes a twelve (12) month “rolling” period measured forward from the date
the employee’s first leave begins

For their own health and the health of co-workers, sick employees should not report to work. The City
Administrator or department head may send sick employees home if their performance is impaired or if they feel
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sickness is detrimental to the performance of other employees. Paid sick leave is provided for regular full-time and
eligible part-time employees under the restrictions noted as follows:

Doctors Certification: The City may request a doctor’s certification on any sick leave over three days, when sick
leave was used the last regular day before a holiday or the first regular day after a holiday, in the event of
intermittent use, or at the department heads discretion if deemed necessary to verify illness or ability to return to
work.

Sick Leave Reporting: When an employee finds it necessary to take sick leave, he/she shall report to their
supervisor/department head, or in their absence the City Administrator, that they are sick as soon as possible.
Continued or willful failure to report will be cause for the employer to refuse sick leave or take other disciplinary
action.

To be eligible for sick leave with pay, an employee shall: (1) report as soon as possible to his/her
supervisor/department head the reason for their absence; (2) keep their department head informed of their
conditions.

Workers Compensation: An employee is required to use accrued sick leave to the extent not covered by workers
compensation. Sick leave with pay will not be used for time lost from work when such time is otherwise
compensated by workers compensation.

Accrual During Leave: For the purpose of accumulating additional vacation or sick leave, an employee using
earned vacation leave or sick leave is considered to be working.

Limits on Accumulation of Benefits: A maximum accumulation of nine hundred sixty (960) hours is allowed.
Sick leave accumulation beyond the nine hundred sixty (960) hours shall be placed into an individual secondary sick
leave bank that can only be used in the case of a catastrophic illness or injury to the employee.

Usage: Employees who use sick leave must use it in a minimum of half-hour increments.

Care of Relatives: Pursuant to Minn. Stat. §181.9413, eligible employees may use up to 160 hours of sick leave in
any 12-month period for absences due to an illness of or injury to the employee's adult child, spouse, sibling, parent,
grandparent, stepparent, parent-in-laws (mother-in-laws and father-in-laws) and grandchildren (includes step-
grandchildren, biological, adopted or foster grandchildren) as the employee's attendance may be necessary, on the
same terms upon which the employee is able to use sick leave benefits for the employee's own illness or injury The
City of Cloquet utilizes a twelve (12) month “rolling” period measured forward from the date the employee’s first
leave begins.

5.4 TEMPORARY, SEASONAL, AND PART-TIME EMPLOYEES
LEAVE

Temporary and seasonal employees are not entitled to sick leave, vacation leave, holidays with pay, bereavement, or
other leaves of absence. Part-time employees who work more than 1,040 hours in a calendar year are entitled to
prorated sick leave, holidays, vacation, bereavement and other leaves of absence. Leave benefits shall be prorated
according to current hours actually worked.

5.5 FUNERAL LEAVE

Each regular full-time and regular part-time employee working a minimum of 1040 hours per year are permitted a
paid funeral leave when a death occurs in their immediate family. Funeral leave is prorated for eligible regular part-
time employees according to the number of hours worked.

Each employee shall have available 2 days (16 hours) of funeral leave per year, to be used for death in the
employee’s immediate family including: the employee’s spouse (husband, wife), parents (biological, adoptive,
and/or foster mothers and fathers) or children (sons and daughters including biological, adopted, or foster children,
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stepchildren, and legal wards under age 18) siblings, grandparents, grandchildren mother/father-in-law, son-
daughter-in-law. This benefit shall not accrue from year to year and is separate from sick leave. After the 2 days
(16 hours) of leave are exhausted, additional sick leave allowance for a death in an employee’s immediate family
shall be up to three (3) days per occurrence and shall be deducted from accumulated sick leave.

Any death occurring in City employment can be attended by City employees without loss of time; time allowed shall
be one half day.
Additional time off for funeral leave may be granted and charged to vacation leave or compensatory time, if any.

Employees covered by a collective bargaining agreement shall receive funeral leave benefits as stated in the
collective bargaining agreement.

5.6 JURY DUTY

An employee in the service of the City shall be granted leave of absence upon a jury duty; appearance in Court,
legislative committee or other body as a witness in a proceeding involving the Federal Government, the State of
Minnesota, or a political subdivision thereof, in response to a subpoena or other direction by proper authority; or
attendance in court in connection with his/her official duties, upon notification to the department head or the City
Administrator. In the case of jury duty, the employee shall receive all pay and other benefits that would have
accrued had he/she been preforming services for the employer during the period of absence for jury duty. The
employee should report to work as soon as possible after conclusion of duty or will take accrued vacation or
compensatory time to make up the difference.

5.7 SCHOOL CONFERENCE AND ACTIVITIES LEAVE

Pursuant to M.S. 181.9412, the City will grant employees leave of up to a total of sixteen (16) hours during any
school year to attend school conferences or classroom activities related to the employee’s child, provided the
conferences or classroom activities cannot be scheduled during non-work hours. When the leave cannot be
scheduled during non-work hours and the need for the leave is foreseeable, the employee must provide reasonable
prior notice to his/her supervisor of the leave and make reasonable effort to schedule the leave so as not to disrupt
unduly the City operations. This leave shall be without pay except that the employee may substitute any accrued
paid vacation leave or applicable comp time off.

5.8 MILITARY LEAVE

State and federal laws provide protections and benefits to City employees who are called to military service, whether
in the reserves or on active duty. Such employees are entitled to a leave of absence without loss of pay, seniority
status, efficiency rating, or benefits for the time the 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 with the City as required upon being
relieved from service, or is prevented from returning by 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 fifteen (15)
day paid leave of absence. Employees on extended unpaid military leave will receive fifteen (15) days paid leave of
absence in each calendar year, not to exceed five years.

In the case of such first fifteen (15) days of leave, the employee’s compensation from the City during the leave shall
equal the difference between their regular compensation and compensation paid for military leave. Department
heads should report any employee on military leave to the Finance Department. Employee’s failure to report
military leave pay to the Finance Department shall be cause for disciplinary action.
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Where possible, notice is to be provided to the City at least ten (10) working days in advance of the requested leave.
If an employee has not yet used his/her fifteen (15) days of paid leave when called to active duty, any unused paid
time will be allowed for the active duty time, prior to the unpaid leave of absence.

Reinstatement is based upon duration of military service. An employee returning from military service may apply
for employment verbally, or in writing. Employees returning from military service must follow these service
guidelines based upon calendar days:

. Up to 30 days: Employees must report to work for the next regularly scheduled shift on the day
after release from the military (“release from the military” includes time necessary for safe travel
home from the military duty location and eight hours of rest.)

. From 31 to 180 days: Employees must apply for re-employment within 14 days after release.
. More than 181 days: Employees must apply for re-employment within 90 days after release.

Employees returning from military service will be reemployed in the job that they would have attained had they not
been absent for military service and with the same seniority, status and pay, as well as other rights and benefits
determined by seniority. Unpaid military leave will be considered hours worked for the purpose of vacation leave
and sick leave accruals.

Eligibility for continuation of insurance coverage for employees on military leave beyond fifteen (15) days will
follow the same procedures as for any employee on an unpaid leave of absence.

5.9 COURT APPEARANCES

Employees will be paid their regular wage to testify in court for City-related business. Any compensation received
for court appearances (e.g. subpoena fees) arising out of or in connection with City employment, minus mileage
reimbursement, must be turned over to the City.

5.10 JOB RELATED INJURY OR ILLNESS

All employees are required to report any job-related illnesses or injuries to their supervisor immediately (no matter
how minor). If a supervisor is not available and the nature of injury or illness requires immediate treatment, the
employee is to go to the nearest available medical facility for treatment and, as soon as possible, notify his/her
supervisor of the action taken. In the case of a serious emergency, 911 should be called.

If the injury is not of an emergency nature, but requires medical attention, the employee will report it to the
supervisor and make arrangements for a medical appointment.

Worker’s compensation benefits and procedures to return to work will be applied according to applicable state and
federal laws.

5.11 BONE MARROW DONATION LEAVE

Employees working an average of 20 or more hours per week may take paid sick leave, not to exceed 40 hours
unless agreed to by the City, to undergo medical procedures to donate bone marrow. The City may require a
physician’s verification of the purpose and length of the leave requested to donate bone marrow. If there is a
medical determination that the employee does not qualify as a bone marrow donor, the paid leave of absence granted
to the employee prior to that medical determination is not forfeited.

5.12 VICTIM OR WITNESS LEAVE
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An employer must allow a victim or witness, who is subpoenaed or requested by the prosecutor to attend court for
the purpose of giving testimony, or is the spouse or immediate family member (immediate family member includes
parent, spouse, child or sibling of the employee) of such victim, reasonable time off from work to attend criminal
proceedings related to the victim's case. See Safety Leave under the Sick Leave Policy for additional information on
leave benefits available to employees and certain family members.

5.13 ELECTIONS / VOTING

An employee selected to serve as an election judge pursuant to Minnesota law, will be allowed time off for purposes
of serving as an election judge, provided that the employee gives the City at least twenty (20) days written notice
and no more than 20% of the total work force at any single worksite is serving as an election judge. The written
request to be absent from work must be accompanied by a certification from the appointing authority stating the
hourly compensation to be paid the employee for service as an election judge and the hours during which the
employee will serve. The City will reduce the salary or wage of the employee by the amount paid to the election
judge by the appointing authority during the time the employee was absent from the place of employment.

All employees eligible to vote at a State primary or general election, at an election to fill a vacancy in the office of
United States Senator or Representative, or in a Presidential primary, will be allowed time off with pay to vote on
the election day. Employees wanting to take advantage of such leave are required to work with their supervisors to
avoid coverage issues.

5.15 NURSING MOTHER LEAVE

An employee will be provided reasonable unpaid break time to express breast milk for her child, unless doing so
would cause an undue hardship. Breaks already provided may fulfill this requirement.

5.16 DOMESTIC ABUSE AND RESTRAINING ORDER LEAVE

Employees may take reasonable time off from work to obtain or attempt to obtain relief under Minn. Stat. ch. 518B
(Domestic Abuse Act) or Minn. Stat. sec. 609.748 (harassment; restraining orders). Except in cases of imminent
danger to the health or safety of the employee or the employee’s child, or unless impracticable, an employee who is
absent from the workplace for this reason shall give 48 hours’ advance notice to the City. Upon request of the City,
the employee shall provide verification that supports the employee’s reason for being absent from the workplace.

5.17 LEAVE DONATION

The City of Cloquet recognizes that a catastrophic or prolonged illness of an employee or immediate family member
may deplete an employee’s available paid leave (vacation, personal, and sick). This policy is meant to provide
employees with the option of voluntarily assisting employees at such a time. The purpose of this program is to
provide an employee who has exhausted all paid leave a means of financial assistance through the contributions of
vacation, personal, and sick leave accruals from other employees with the express written approval of the City
Administrator.

Eligibility:
A. All regular full-time and part-time employees will be considered eligible to participate in this
program.
B. All exempt and non-exempt, bargaining unit and non-union employees may participate.
C. An employee will be eligible to receive donated leave only after all of the employee's accrued

leave time (vacation, personal, and sick) has been exhausted.
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Donation of leave will not be allowed once an employee is judged to be disabled by the major
medical condition and will not be returning to work.

Process: To donate time, a prospective donor will indicate the number of hours he/she wishes to donate on Section
A of the Leave Donation Request Form and submit the form to the City Administrator.

To receive donated time, the employee receiving time must complete Section B of the Leave Donation Request
Form and submit to the City Administrator with the following information:

A.

B.

C.

Request for consideration of leave time donation

Certification from the attending physician or other applicable health care provider that a
catastrophic or prolonged illness of the employee or immediate family member exists.

Any additional information that may be required to determine eligibility

The City Administrator will then review the requests. The City Administrator shall have the right to deny use of
donated leave time or limit its use, as shall be determined necessary for the good of City operations.

General Information Regarding Leave Donation:

A.

An employee may donate no more than forty (40) hours of leave per calendar year to a single
fellow employee per condition/event. This shall not be construed to prohibit donating forty (40)
hours per year to additional employees or for additional events. Donations must be on an hour-
for-hour basis. The pay levels of the two employees shall not affect the transaction.

No employee will be allowed to receive no more than 360 hours of donated time for any single
condition/event without the additional approval of the City Administrator.

The donor must have a minimum of 240 hours of leave time to ensure adequate coverage for
his/her own emergency absence.

The maximum number of combined hours that an employee can receive at any one time shall not
exceed the estimated time that an employee might be expected to be gone based upon the
certification provided by the attending physician.

An employee who donates leave time must understand that the nature of the gift and that the
donation/gift will be irrevocable and he/she has no control over how the gift of leave-time is used
once donated. The donator also acknowledges that the receiving employee has no obligation to
pay it back.

Donated leave time cannot be used for severance pay, deposited into another’s leave bank, paid
out to an employee in the form of cash, or used in any other manner other than what is stated in
this section of the policy.

An employee in the final year of employment before retirement or that has provided notice to the
City of their resignation of employment shall not be allowed to donate leave unless the donation
can be shown to be to an employee that has a life threatening illness, injury, impairment, or
physical condition that a licensed physician certifies as terminal or life threatening such as cancer,
major surgery, AIDS, heart attack or which requires inpatient, hospice or residential care.

Use of the donation provisions shall not extend or expand the rights of an employee under the
FMLA and/or the State Parenting Leave Act.
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L This program will not be considered a vested right of any employee. The City specifically retains
the right to administer the program in any manner it deems to be in the best interest of the City,
including the right to amend, to alter, to further limit or to eliminate the program. No employee
will have cause of action or grounds for a grievance against the City as a result of the City’s denial
of a request, or the City’s amendment, alteration, limitation or elimination of the program. Nor
will any employee have a right to grieve the program as a result of any fraud or misrepresentation
on the part of the recipient and no leave donation will be reinstated for any reason.

5.18 LEAVE OF ABSENCE WITHOUT PAY

The City Administrator may grant a leave of absence without pay not to exceed five (5) consecutive days within any
calendar year without loss of benefits, including insurance, upon approval of the department head. All leaves in
excess of five (5) days must be approved by the City Council. In no event shall unpaid leave be granted for longer
than ninety (90) days, unless special circumstances can be shown. A leave of absence without pay shall only be
considered after all other accrued paid leave has been exhausted. Vacation and sick leave shall not accrue, the
employee shall not be eligible for holiday pay, no seniority granted, nor shall the City contribute to the cost of
insurance premiums for the employee during a leave of more than five (5) days. Employees who take a leave of
absence without pay have no right to reinstatement should the circumstances of the City be such that reinstatement
cannot be accommodated.

5.19 FAMILY AND MEDICAL LEAVE

A family and/or medical leave of absence is a leave of absence available to eligible employees for up to twelve (12)
workweeks of unpaid leave in any twelve (12) month period. The City of Cloquet utilizes a twelve (12) month
“rolling” period measured forward from the date the employee’s first FMLA leave begins.

Types of Leave Covered: Leave may be taken for one or more of the following reasons consistent with applicable
law:

a. Because of the birth of a child and to care for the newborn child.
b. Because of the placement of a child with the employee for adoption or foster care.
c. When the employee has a “serious health condition” that makes him/her unable to perform the

functions of his/her employment position;

d. The employee is needed to provide care for the employee's spouse, child, or parent with a serious
health condition; and,

e. For serviceman’s qualifying exigency leave.

f. To care for a covered service member with a serious injury or illness if the employee is the spouse,
son, daughter, parent, or next of kin of the service member.

For purposes of this policy, when the reason for the leave is covered by both state and federal regulations, or is
covered under the City’s workers’ compensation insurance provisions, the leave periods under the state, federal and
workers’ compensation laws will run concurrently. If there are state laws and federal laws which govern a particular
situation, the more generous provisions of either law will be deemed to apply. Regardless of the foregoing, an
employee who exercises their right to a leave under this policy has no greater right of reinstatement or to other
benefits and conditions of employment than if the employee had been continuously employed during the FMLA
leave period.

Serious Health Condition: For purposes of qualifying for a leave pursuant to the above typically requires either
inpatient care in a hospital, hospice, or residential medical care facility or continuing treatment by or under the
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supervision of a health care provider as defined by applicable law. Family and medical leave generally is not
intended to cover short term conditions in which treatment and recovery are very brief.

Employees Eligible for Family or Medical Leaves of Absence: Regular full-time and part-time employees who
have been employed by the City of Cloquet for at least twelve (12) months and have worked at least 1,250 hours
during the twelve (12) month period immediately preceding the commencement of the leave properly requested are
eligible for leave under this policy.

For Spouses Who Are Both Employed By The City: If both you and your spouse are
employed by the City and are eligible for FMLA leave, you are permitted to take only
a combined total of twelve (12) weeks during the applicable twelve (12) month period if the
leave is taken for:

a. Birth of a child, adoption or placement of a child for foster care;

b. To care for a parent (but not parent-in-law) with a serious health condition.

You may divide the twelve (12) weeks between the two of you in any combination you desire. However, prior
notice must be given to the City before the leave commences as to division of time proposed.

In connection with the birth or adoption of a child, each of you may be entitled to up to six (6) weeks of unpaid
leave under applicable state law. However, any leave taken in connection with the birth or adoption of a child will
count against your entitlement to such leave under applicable law.

With respect to a serious health condition in your family, each of you may use up to twelve (12) workweeks of
unpaid leave in the applicable twelve (12) month period to care for your child or spouse who is suffering from a
serious health condition, or if the leave is due to your own serious health condition.

Definitions: The following definitions will apply for purposes of implementing this policy:

Parent - The term “parent” means the biological parent of an employee or an individual who stood in loco
parentis to an employee when the employee was a son or daughter.

Serious Health Condition - means an illness, injury, impairment, or physical or mental condition that
involves:

(a) inpatient care in a hospital, hospice, or residential medical care facility; or
(b) continuing treatment by a health care provider

Son or Daughter - means a biological, adopted, or foster child, a stepchild, a legal ward, or a child or a
person standing in loco parentis, who is:

(a) under 18 years of age; or
(b) 18 years of age or older and incapable of self-care because of a mental or physical
disability.

Spouse - means the husband or wife of the employee.

Amount of Leave: An employee found to be eligible for FMLA is entitled to a total of twelve (12) workweeks of
unpaid family or medical leave during the applicable twelve (12) month period as determined by the City of
Cloquet.

Consistent with the Minnesota Parental Leave Act, an employee that has worked 1,040 hours in the preceding
twelve (12) month period may take up to six (6) weeks of unpaid leave for the birth or adoption of a child, if the
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employee is the natural or adoptive parent of the child, Minn. Stat. § 181.941, Subd. 1. However, to be entitled to the
full twelve (12) week unpaid leave allowed pursuant to the FMLA, an employee must have worked 1,250 hours in
the preceding twelve (12) month period as provided in the text of the FMLA policy. It is the stated intent and policy
of the City that any leave so exercised pursuant to the Minnesota Parental Leave Act would apply towards the
twelve (12) week period allowed by the FMLA to the extent an employee qualifies for both.

The City FMLA policy also provides qualifying employees a total of twenty-six (26) unpaid workweeks of job-
protected leave in a single twelve (12) month period to care for an injured service member. In such an instance, the
twelve (12) month period will be counted from the first day of use. During that twelve (12) month period, an
eligible employee is entitled only to a combined total of twenty-six (26) workweeks of FMLA leave for all purposes
provided herein.

Procedure for Requesting Leave: If you know in advance that you will be taking a family or medical leave
because of the birth, adoption or placement of a child in your home, or because of a planned medical treatment, you
must notify your supervisor at least 30 days in advance. If circumstances beyond your control require that the leave
begin in less than 30 days, you must notify your supervisor as soon as practicable. A “Request for Leave of
Absence” form must be completed by the employee and returned to their supervisor.

If your request for leave is due to the birth, adoption or placement of a child for foster care, leave must be taken
within the twelve (12) month period which starts on the date of such birth or placement for adoption or foster care.

The City reserves the right to delay the start date of the leave request absent timely advance notice. The employee
must attempt to schedule foreseeable FMLA leave so as not to unduly disrupt the City’s operations.

Intermittent or Reduced Schedule Leave: Leave requested because of a serious health condition of either a
family member or the employee might be taken intermittently or on a reduced schedule if such leave is deemed to be
medically necessary. All requests for intermittent leave will be evaluated on a case by case basis. The City will
normally require medical certification to support a FMLA leave request either to care for an employee’s seriously ill
family member or because of the employee’s own serious health condition.

Leave to care for a newborn or newly placed child (a.k.a. bonding leave) will only be granted in solid blocks of time.

Part-time employees that worked a minimum of 1,250 hours during the preceding twelve (12) month period, are
only eligible for a pro-rata portion of leave to be used on an intermittent or reduced schedule basis, based on their
average hours worked per week.

Irrespective of the type and length of leave, it is required that while you are on FMLA leave you must report to the
City Administrator’s Office every four (4) weeks regarding your status and your intent to return to work upon the
conclusion of your leave. You may also be directed to remain in contact with the supervisor or department head at
least once a month regarding the status of your leave and your intent to return for purposes of personnel planning.

Where an intermittent or reduced scheduled leave is foreseeable, based on planned medical treatment, the City may
transfer the employee temporarily to an available alternative position for which the employee is qualified and which
better accommodates recurring periods of leave than does the employee’s regular position. The alternative position
to which the employee is transferred must have equivalent pay and benefits.

Certification Required for Medical Leave: If an employee requests a leave for the serious health condition of the
employee or the employee's spouse, child or parent, the employee will be required to submit sufficient medical
certification of that condition. In such a case, the employee must submit the medical certification within fifteen (15)
days from the date of the request, or as soon as is practical under the circumstances, to the City Administrator's
Office for consideration.

If the City has reason to doubt the validity of the health care provider's certification, the City may require a second
opinion at the City's expense. If the opinions of the first and second health care providers differ, the City may
require a certification from a third health care provider, again, at the City's expense.
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Use of Accrued Sick Leave, Compensatory Time and Vacation During FMLA: You may use your accumulated
sick leave during your Family or Medical Leave provided that the circumstances of the leave make you eligible for
the use of sick leave under the City’s existing sick leave policy.

It is the policy of the City that an employee is required to substitute any accrued paid vacation and/or accrued
compensatory time for all or part of the unpaid leave requested under this policy. An employee's election to utilize
accrued sick pay takes precedence over the requirement that accrued paid vacation and/or accrued compensatory
time be used for unpaid family and medical leave. Accordingly, an employee will be required to substitute accrued
vacation and/or accrued compensatory time for unpaid leave only after the employee has used as much accrued sick
pay as the employee is entitled to use and actually uses.

The use of accrued sick leave by an employee for leave under the Minnesota Parental Leave Act or FMLA for the
birth, adoption, or placement of a child for foster care is permitted for the first two weeks of absence. If an
employee wishes to continue the use of accumulated sick leave for this absence the submittal of a “Certification of
Health Care Provider” form signed by a Health Care Provider indicating that care for the spouse or child is
necessary or due to a serious health condition. If no certification can be provided, an employee must use accrued
vacation leave and/or accrued compensatory time before taking unpaid leave as allowed under these rules.

Benefit Continuation: During the period of leave permitted under this policy, which does not exceed a total of
twelve (12) workweeks in the applicable twelve (12) month period except in instances of caring for an injured
service member which is up to twenty-six (26) weeks, health and dental insurance coverage will be maintained at the
same level and under the same terms as if the employee continued working. Likewise, an employee on FMLA leave
is required to pay their portion of health care premiums as if he/she had remained at work. In cases when an
employee on FMLA leave is not receiving a paycheck, the employee must make arrangement with the City for the
employee’s share of the premium. Employees will be given a thirty (30) day “grace period” after payment of their
share of insurance premiums is due. If an employee fails to make their premium payment, the employee will lose
coverage and will not be covered for any claims which may have occurred while on FMLA leave. However, an
employee may voluntarily choose not to pay the premiums and thus not retain these coverages. The coverages will
be reinstated upon the employee’s return to work.

The City’s obligation to maintain health and dental insurance benefits ceases if and when the employee informs the
City of the employee’s intent not to return from leave; if the employee fails to return from leave, thereby terminating
employment; or if the employee exhausts the employee’s FMLA leave entitlement. In most, if not all of these
situations, employees will be entitled by law to continue their health care coverage at their own expense under
COBRA.

Obligations Upon A Return to Work: Upon return to work after leave for a serious health condition, the
employee may be required to present a certification from a health care provider indicating that the employee is able
to return to the employee’s work activities.

Employees returning from a leave permitted pursuant to this policy (a leave which does not exceed a total of twelve
(12) workweeks in the applicable twelve (12) month period except in instances of an injured service member leave
which is up to twenty-six (26) workweeks) are eligible for reinstatement in the same or in an equivalent position as
provided by applicable law. However, the employee has no greater right to reinstatement or to other benefits and
conditions of employment than if the employee had been continuously employed during the leave. In addition,
reinstatement may not be guaranteed to "key employees" which are salaried employees who are among the highest
paid ten (10) percent of all employees employed by the organization within seventy-five (75) miles of the
employee's work site.

Employee’s Failure to Return to Work: If an employee on FMLA leave decides not to return to work, the
employee shall notify the City as soon as it is foreseeable that the employee will not be returning to work.

An employee who chooses not to return to work or is unable to return to work shall be considered to have
voluntarily resigned.

Savings Language: The provisions of this Family and Medical Leave Policy are intended to comply with
applicable law, including the Family and Medical Leave Act of 1993 (FMLA) and the Minnesota Parental Leave
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Act and/or applicable regulations. To the extent that this policy is ambiguous or conflicts with applicable law or
existing negotiated collective bargain agreements, it is intended that the language of the applicable law or collective
bargain agreement will prevail as to the effected employee.

Activities Prohibited During FMLA: While on leave, an employee may not engage in activities (including
employment) which have the same or similar requirements and essential functions of an employee’s current
position.

While on leave, an employee may not engage in any activity that conflicts with the best interests of the City. Such
conduct will result in disciplinary action up to and including termination of employment.

Seniority: Seniority does not accrue during any period of unpaid FMLA except as allowed when the leave is
covered by worker’s compensation. However, seniority accrued prior to commencement of FMLA leave will not be
lost.

5.20 FMLA -- QUALIFIED EXIGENCY AND
MILITARY CAREGIVER LEAVE

Qualified Exigency: Eligible employees (described above) whose spouse, son, daughter or parent either has been
notified of an impending call or order to covered active military duty or who is already on covered active duty may
take up to 12 weeks of leave for reasons related to or affected by the family member’s call-up or service.

The qualifying exigency must be one of the following: (1) short-notice deployment. (2) Military events and
activities, 3) child care and school activities, (3) financial and legal arrangements, 5) counseling, 6) rest and
recuperation, (7) post-deployment activities and 8) additional activities that arise out of active duty, provided that
the employer and employee agree, including agreement on timing and duration of the leave.

Military Caregiver Leave: An employee eligible for FMLA leave (described above) who is the spouse, son,
daughter, or parent, or next of kin of a covered service member may take up to 26 weeks in a single 12-month period
to take care of leave to care for that service member.

The family member must be a current member of the Armed Forces, including a member of the National Guard or
Reserves, or a member of the Armed Forces, the National Guard or Reserves who is on the temporary disability
retired list, who has a serious injury or illness incurred in the line of duty on active duty for which he or she is
undergoing medical treatment, recuperation, or therapy; or otherwise in outpatient status; or otherwise on the
temporary disability retired list. Eligible employees may not take leave under this provision to care for former
members of the Armed Forces, former members of the National Guard and Reserves, and members on the
permanent disability retired list.

Definitions:

A “son or daughter of a covered service member” means the covered service member’s biological,
adopted, or foster child, stepchild, legal ward, or a child for whom the covered service member stood in
loco parentis, and who is of any age.

\% Vil means a covered service member’ s biological, adoptive, step or
A “parent of a covered service member” d ber’ s biol 1, adopt t
foster father or mother, or any other individual who stood in loco parentis to the covered service member.
This term does not include parents “in law.”

The “next of kin of a covered service member” is the nearest blood relative, other than the covered
service member’ s spouse, parent, son, or daughter, in the following order of priority: blood relatives who
have been granted legal custody of the service member by court decree or statutory provisions, brothers and
sisters, grandparents, aunts and uncles, and first cousins, unless the covered service member has
specifically designated in writing another blood relative as his or her nearest blood relative for purposes of
military caregiver leave under the FMLA. When no such designation is made, and there are multiple family
members with the same level of relationship to the covered service member, all such family members shall
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be considered the covered service member’ s next of kin and may take FMLA leave to provide care to the
covered service member, either consecutively or simultaneously. When such designation has been made,
the designated individual shall be deemed to be the covered service member’s only next of kin. For
example, if a covered service member has three siblings and has not designated a blood relative to provide
care, all three siblings would be considered the covered service member’ s next of kin. Alternatively, where
a covered service member has a sibling(s) and designates a cousin as his or her next of kin for FMLA
purposes, then only the designated cousin is eligible as the covered service member’ s next of kin. An
employer is permitted to require an employee to provide confirmation of covered family relationship to the
covered service member pursuant to § 825.122(j).

“Covered active duty” means:

“Covered active duty” for members of a regular component of the Armed Forces means duty during
deployment of the member with the Armed Forces to a foreign country.

“Covered active duty” for members of the reserve components of the Armed Forces (members of the U.S.
National Guard and Reserves) means duty during deployment of the member with the Armed Forces to a
foreign country under a call or order to active duty in a contingency operation as defined in section
101(a)(13)(B) of title 10, United States Code. (a) In the case of a member of a regular component of the
Armed Forces, duty during the deployment of the member with the Armed Forces to a foreign country.

“Covered service member” means:

A member of the Armed Forces (including a member 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

A veteran who is undergoing medical treatment, recuperation, or therapy, for a serious injury or
illness and who was a member of the Armed Forces (including a member of the 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.

“Serious injury or illness means:

In the case of a member of the Armed Forces (including a member of the National Guard or Reserves),
means an injury or illness that was incurred by the member in line of duty on active duty in the Armed
Forces (or existed before the beginning of the member’s active duty and was aggravated by service in line
of duty on active duty in the Armed Forces) and that may render the member medically unfit to perform the
duties of the member’s office, grade, rank, or rating; and

In the case of a veteran who was a member of the Armed Forces (including a member of the National
Guard or Reserves) at any time during a period when the person was a covered servicemember, means a
qualifying (as defined by the Secretary of Labor) injury or illness incurred by a covered servicemember in
the line of duty on active duty that may render the servicemember medically unfit to perform the duties of
his or her office, grade, rank or rating.

Outpatient status, with respect to a covered servicemember, means the status of a member of the Armed
Forces assigned to either a military medical treatment facility as an outpatient; or a unit established for the
purpose of providing command and control of members of the Armed Forces receiving medical care as
outpatients.

Amount of Leave — Qualified Exigency: An eligible employee can take up to 12 weeks of leave for a qualified
exigency.
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Amount of Leave — Military Caregiver: An eligible employee taking military caregiver leave is entitled to 26
workweeks of leave during a “single 12-month period.” The “single 12-month period” begins on the first day the
eligible employee takes FMLA leave to care for a covered service member and ends 12 months after that date.

Leave taken for any FMLA reason counts towards the 26 week entitlement. If an employee does not take all of 26
workweeks of leave entitlement to care for a covered service member during this “single 12-month period,” the
remaining part of the 26 workweeks of leave entitlement to care for the covered service member is forfeited.
Certification of Qualifying Exigency for Military Family Leave: The City will require certification of the
qualifying exigency for military family leave. The employee must respond to such a request within 15 days of the
request or provide a reasonable explanation for the delay. Failure to provide certification may result in a denial of
continuation of leave. This certification will be provided using the DOL Certification of Qualifying Exigency for
Military Family Leave.

Certification for Serious Injury or Illness of Covered Service member for Military Family Leave: The City
will require certification for the serious injury or illness of the covered service member. The employee must respond
to such a request within 15 days of the request or provide a reasonable explanation for the delay. Failure to provide
certification may result in a denial of continuation of leave. This certification will be provided using the DOL
Certification for Serious Injury or Illness of Covered service member

All other provisions of the FMLA policy, including Use of Paid Leave, Employee status and benefits during leave,
the Procedure for Requesting Leave, Benefits during Leave and Reinstatement, are outlined above in the FMLA
policy.
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SECTION 6, EMPLOYMENT POLICIES

6.1 EMPLOYEE RESPONSIBILITIES

Each employee has direct responsibility to their supervisor. Any questions as to certain phases of work, working
conditions, problems, clarification of duties or other matters are to be initially taken directly to their supervisor by
the employee or designated representative.

6.2 CONDUCT AS A CITY EMPLOYEE

In accepting City employment, employees become representatives of the City and are responsible for assisting and
serving the citizens for whom they work. An employee’s primary responsibility is to serve the residents of Cloquet.
Employees should exhibit conduct that is ethical, professional, responsive, and of standards becoming of a City
employee. To achieve this goal, employees must adhere to established policies, rules, and procedures and follow the
instructions of their supervisors.

The following are job requirements for every position at the City of Cloquet. All employees are expected to:

. Perform assigned duties to the best of their ability at all times.
. Render prompt and courteous service to the public at all times.
. Read, understand and comply with the rules and regulations as set forth in these Personnel Policies

as well as those of their departments.

. Conduct themselves with decorum toward both residents and staff and respond to inquiries and
information requests with patience and every possible courtesy.

. Report any and all unsafe conditions to the immediate supervisor.
. Maintain good attendance.

Employees are expected to use available working hours to the best advantage in carrying out work related duties.
The conduct of an employee on the job shall be such that it does not bring negative public opinion about the City.

City employees have the right to express their views and to pursue legitimate involvement in the political system.
However, no city employee will directly or indirectly, during hours of employment, solicit or receive funds for
political purposes. Further, any political activity in the workplace must be pre-approved by the city to avoid any
conflict of interest or perception of bias such as using authority or political influence to compel another employee to
apply for or become a member in a political organization.

6.3 HANDLING CITIZENS’ COMPLAINTS

Citizens’ complaints provide an opportunity for feedback and identifying problem areas. How well complaints are
handled determines the level of confidence and respect the public holds for its municipal government. When
handling a complaint, be polite and never argue with the complainant even if he/she is angry, unreasonable or
insulting towards you and the City. Stay calm, cool and collected.

A. When you receive a complaint, it is very important to follow through properly. This can be
accomplished by doing the following:

1. Receive and record information pertinent to the complaint.
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2. Determine which City employee is responsible to investigate and take corrective
action and forward the complaint accordingly.

6.4 CONFLICT OF INTEREST

City employees are to remove themselves from situations in which they would have to take action or make a
decision where that action or decision is or may be perceived as a conflict of interest. If an employee has any
questions about whether such a conflict exists he/she should consult with the City Administrator.

Definitions: The following terms have the following meanings in this policy:
Gift means money, real or personal property, a service, a loan, a forbearance or forgiveness of indebtedness, or a
promise of future employment, that is given and received without the giver receiving consideration of equal or

greater value in return.

Interested Person means a person or a representative of a person or association that has a direct financial interest in
a decision that a local official is authorized to make.

Local official means an elected or appointed official of a county or city or of an agency, authority, or
instrumentality of a county or city.

Gift Prohibitions: Employees in the course of or in relation to their official duties shall not directly or indirectly
receive or agree to receive any payment of expense, compensation, gift, reward, gratuity, favor, service or promise
of future employment or other future benefit from any source, except the City for any activity related to the duties of
the employee unless otherwise provided by law.
However, the prohibitions do not apply if:
A. a contribution as defined in section 211A.01, subdivision 5 of Minnesota State Statute;
B. services to assist an official in the performance of official duties, including but not limited to
providing advice, consultation, information, and communication in connection with legislation,
and services to constituents;

C. services of insignificant monetary value;

D. a plaque or similar memento recognizing individual services in a field of specialty or to a
charitable cause;

E. a trinket or memento costing $5 or less;
F. informational material of unexceptional value; or
G. food or a beverage given at a reception, meal, or meeting away from the recipient’s place of work

by an organization before whom the recipient appears to make a speech or answer questions as
part of a program.

The prohibitions do not apply if the gift is given:

A. because of the recipient’s membership in a group, a majority of whose members are not local
officials, and an equivalent gift is given or offered to the other members of the group;

B. by an interested person who is a member of the family of the recipient, unless the gift is given on
behalf of someone who is not a member of that family; or
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C. by a national or multistate organization of governmental organizations or public officials, if a
majority of the dues to the organization are paid from public funds, to attendees at a conference
sponsored by that organization, if the gift is food or a beverage given at a reception or meal and an
equivalent gift is given or offered to all other attendees.

Department heads shall be responsible for determining whether or not a gift or service falls within this exemption.

In the event there is a question or as to whether a gift or service is exempt, the department head should consult with
the City Administrator. The City Administrator’s determination shall be final.

The department heads will coordinate with the City Administrator to track gifts and services. The City
Administrator shall periodically review with the department heads the gifts and services their employees are
receiving. From these reviews, the City Administrator will develop policies and guidelines to ensure that this
exemption is being applied consistently and in keeping with the spirit and intent of this policy.

Disposition of gifts: Any gift not authorized by this subdivision may be returned to the donor or transmitted to the
Finance Director or turned over to the City to be used by the City or to be sold, with the proceeds of such sale
deposited into the general fund of the City. The Finance Director shall be notified within seven (7) days of the
receipt of any non-monetary property not authorized by this subdivision.

More restrictive measures: Department heads may adopt more restrictive measures dealing with the definition of
the word “gift” and prohibitions on the acceptance of gifts. Such measures must be in writing, must be reviewed by
the City Attorney, and approved by the City Administrator.

Conflicts Prohibitions: No person covered by this policy shall engage in any conflict of interest. A “conflict” of
interest shall be defined as follows:

A. Engaging in a business or transaction which is incompatible with the proper discharge of the
person’s official duties or which would tend to impair the person’s independent judgment or
action in the performance of his official duties.

B. Holding a direct or indirect financial interest which is incompatible with the proper discharge of
the person’s official duties or which would tend to impair the person’s independent judgment or
action in the performance of his official duties. A financial interest includes ownership of stocks,
bonds, notes or other securities.

C. Having a direct or indirect personal interest which is incompatible with the proper discharge of the
person’s official duties or which would tend to impair the person’s independent judgment or
action in the performance of his official duties.

D. For City employees, the holding of a private or other public position in addition to the person’s
primary public position which interferes or may interfere with the proper discharge of the public
duty.

E. Use of confidential information, obtained as a result of public position, for personal gain.

F. Holding investments which will or may interfere with the proper discharge of public duty.

G. Representation for profit of private interests before City governmental agencies.

H. Participation as a public representative in a City transaction in which the person has a direct or

indirect financial or other personal interest.

Enforcement: A violation of this policy shall be grounds for disciplinary action. Nothing contained herein shall be
construed as preventing prosecution under applicable state laws.
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6.5 RESPECTFUL WORKPLACE POLICY

The intent of this policy is to provide general guidelines about the conduct that is and is not appropriate in the
workplace. The City acknowledges that this policy cannot possibly predict all situations that might arise, and also
recognizes that some employees are exposed to disrespectful behavior, and even violence, by the very nature of their
jobs.

Applicability: Maintaining a respectful work environment is a shared responsibility. This policy is applicable to all
City personnel including regular and temporary employees, volunteers, and City Council members.

Abusive Customer Behavior: While the City has a strong commitment to customer service, the City does not
expect that employees accept verbal abuse from any customer. An employee may request that a supervisor
intervene when a customer is abusive, or they may defuse the situation themselves, including ending the contact.

If there is a concern over the possibility of physical violence, a supervisor should be contacted immediately. When
extreme conditions dictate, 911 may be called. Employee should leave the area immediately when violence is
imminent unless their duties require them to remain. Employees must notify their supervisor about the incident as
soon as possible.

Types of Disrespectful Behavior: The following types of behaviors cause a disruption in the workplace and are, in
many instances, unlawful:

Violent behavior includes the use of physical force, harassment, or intimidation.

Discriminatory behavior includes inappropriate remarks about or conduct related to a person’s race, color,
creed, religion, national origin, disability, sex, marital status, age, sexual orientation, or status with regard
to public assistance.

Offensive behavior may include such actions as: rudeness, angry outbursts, inappropriate humor, vulgar
obscenities, name calling, disrespectful language, or any other behavior regarded as offensive to a
reasonable person. It is not possible to anticipate in this policy every example of offensive behavior.
Accordingly, employees are encouraged to discuss with their fellow employees and supervisor what is
regarded as offensive, taking into account the sensibilities of employees and the possibility of public
reaction. Although the standard for how employees treat each other and the general public will be the same
throughout the city, there may be differences between work groups about what is appropriate in other
circumstances unique to a work group. If an employee is unsure whether a particular behavior is
appropriate, the employee should request clarification from their supervisor or the City Administrator.

Sexual harassment can consist of a wide range of unwanted and unwelcome sexually directed behavior
such as unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a
sexual nature when:

. Submitting to the conduct is made either explicitly or implicitly a term or condition of an
individual’s employment; or

. Submitting to or rejecting the conduct is used as the basis for an employment decision affecting an
individual’s employment; or

. Such conduct has the purpose or result of unreasonably interfering with an individual’s work
performance or creating an intimidating, hostile or offensive work environment.
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Sexual harassment includes, but is not limited to, the following:

. Unwelcome or unwanted sexual advances. This means stalking, patting, pinching, brushing up
against, hugging, cornering, kissing, fondling or any other similar physical contact considered
unacceptable by another individual.

. Verbal or written abuse, kidding, or comments that are sexually-oriented and considered
unacceptable by another individual. This includes comments about an individual’s body or
appearance where such comments go beyond mere courtesy, telling “dirty jokes” or any other
tasteless, sexually oriented comments, innuendos or actions that offend others.

. Requests or demands for sexual favors. This includes subtle or obvious expectations, pressures, or
requests for any type of sexual favor, along with an implied or specific promise of favorable
treatment (or negative consequence) concerning one’s current or future job.

Names and Pronouns: Every employee will be addressed by a name and by pronouns that correspond to the
employee’s gender identity. A court ordered name or gender changes is not required.

Employee Response to Disrespectful Workplace Behavior: Employees who believe that disrespectful behavior is
occurring are encouraged to deal with the situation in one of the ways listed below. However, if the allegations
involve violent behavior, sexual harassment, or discriminatory behavior, then the employee is responsible for taking
one of the actions below. If employees see or overhear a violation of this policy, they are encouraged to follow the
steps below:

Step 1(a). Politely, but firmly, tell whoever is engaging in the disrespectful behavior how you feel about
their actions. Politely request the person to stop the behavior because you feel intimidated, offended, or
uncomfortable. If practical, bring a witness with you for this discussion.

Step 1(b). If you fear adverse consequences could result from telling the offender or if the matter is not
resolved by direct contact, go to your supervisor or City Administrator. The person to whom you speak is
responsible for documenting the issues and for giving you a status report on the matter no later than ten
business days after your report.

Step 1(c). In the case of violent behavior, all employees are required to report the incident immediately to
their supervisor, City Administrator or Police Department. Any employee who observes sexual harassment
or discriminatory behavior, or receives any reliable information about such conduct, must report it within
two business days to a supervisor or the City Administrator.

Step 2. If, after what is considered to be a reasonable length of time (for example, 30 days), you believe
inadequate action is being taken to resolve your complaint/concern, the next step is to report the incident to
the City Administrator or the Mayor.

Supervisor’s Response to Allegations of Disrespectful Workplace Behavior: Employees who have a complaint
of disrespectful workplace behavior will be taken seriously.

In the case of sexual harassment or discriminatory behavior, a supervisor must report the allegations within two
business days to the City Administrator, who will determine whether an investigation is warranted. A supervisor
must act upon such a report even if requested otherwise by the victim. In situations other than sexual harassment
and discriminatory behavior, supervisors will use the following guidelines when an allegation is reported:

Step 1. If the nature of the allegations and the wishes of the victim warrant a simple intervention, the
supervisor may choose to handle the matter informally. The supervisor may conduct a coaching session
with the offender, explaining the impact of his/her actions and requiring that the conduct not reoccur. This
approach is particularly appropriate when there is some ambiguity about whether the conduct was
disrespectful.
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Step 2. If a formal investigation is warranted, the individual alleging a violation of this policy will be
interviewed to discuss the nature of the allegations. The person being interviewed may have someone of
his/her own choosing present during the interview. The investigator will obtain the following description
of the incident, including date, time and place:

. Corroborating evidence.
. A list of witnesses.
. Identification of the offender.

Step 3. The supervisor must notify the City Administrator about the allegations.

Step 4. As soon as practical after receiving the written or verbal complaint, the alleged policy violator will
be informed of the allegations. The alleged violator will have the opportunity to answer questions and
respond to the allegations.

Step 5. After adequate investigation and consultation with the appropriate personnel, a decision will be
made regarding whether or not disciplinary action will be taken.

Step 6. The alleged violator and complainant will be advised of the findings and conclusions as soon as
practicable.

Special Reporting Requirements: When the supervisor is perceived to be the cause of a disrespectful workplace
behavior incident, a report will be made to the City Administrator who will assume the responsibility for
investigation and discipline.

If the City Administrator is perceived to be the cause of a disrespectful workplace behavior incident, a report will be
made to the City Attorney who will confer with the Mayor and City Council regarding appropriate investigation and
action.

If a Council Member is perceived to be the cause of a disrespectful workplace behavior incident involving City
personnel, the report will be made to the City Administrator and referred to the City Attorney who will undertake
the necessary investigation. The City Attorney will report his/her findings to the City Council, which will take the
action it deems appropriate.

Pending completion of the investigation, the City Administrator may at his/her discretion take appropriate action to
protect the alleged victim, other employees, or citizens.

Confidentiality: A person reporting or witnessing a violation of this policy cannot be guaranteed anonymity. The
person’s name and statements may have to be provided to the alleged offender. All complaints and investigative
materials will be contained in a file separate from the involved employees’ personnel files. If disciplinary action
does result from the investigation, the results of the disciplinary action will then become a part of the employee(s)
personnel file(s).

Retaliation: Consistent with the terms of applicable statutes and City personnel policies, the City may discipline
any individual who retaliates against any person who reports alleged violations of this policy. The City may also
discipline any individual who retaliates against any participant in an investigation, proceeding or hearing relating to
the report of alleged violations. Retaliation includes, but is not limited to, any form of intimidation, reprisal, or
harassment.

Workplace Relationships: The City does not wish to intrude into the private lives of employees. We recognize
there is the increased potential for conflicts of interest, appearance of favoritism and risk of claims of sexual
harassment when employees develop close personal relationships with each other. In order to protect the City and
its employees, this policy provides directions on how to manage situations when employees develop close personal
relationships with each other. For purposes of this policy, a personal relationship is a relationship of a romantic or
intimate nature or of a character that it could result in an allegation of conflict of interest or inappropriate behavior.
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An employee engaged in a personal relationship with another employee with whom he or she shares either a direct
or indirect supervisory role should promptly disclose the relationship to the City Administrator.

6.6 APPEARANCE AND DRESS GUIDELINES

Employees are asked to dress in a professional manner at all times.

For office employees, “business casual” is the minimum acceptable standard employees should adhere to at all
times unless granted a casual Friday type day. In general, business casual means dressing professionally, looking
relaxed, yet neat and pulled together.

Business casual dress is a middle ground between business formal wear and casual wear. The following are
examples of appropriate workplace apparel:

e For women: A reasonable length skirt (no more than 2.5 above the top of the knee) or slacks of a non-
jeans material combined with a top (such as a dress shirt, polo or sweater set) is considered acceptable. An
informal dress with appropriate skirt length (no more than 2.5 above the top of the knee) is also
acceptable. Capris must be below the knees. Wear classic pump-style shoes or other
conservative/professional styles. Heels should be no more than three inches high; flats are also appropriate.
Shoes should always be clean, comfortable and polished.

e For men: A combination of collared shirt (such as a dress shirt or polo shirt), cotton or wool trousers (such
as khakis or blue, green, brown, or black slacks) with a belt. Jeans are not acceptable business casual attire.
A blazer or business jacket can optionally be added. Men should also wear closed toe and closed heel shoes
with socks.

At times, based on job and situation, you may be required to wear business formal attire. For men this consists of a
nice suit with dress shirt and tie. Business formal wear for women is similar, involving suits, closed toe dress shoes
and minor variations from men's formal business wear.

For operational/non-office/engineering employees working in the field, clothing must always be clean, neat, and
in good repair. All employees should dress in a reasonable manner that is appropriate to their job and use good
judgment when choosing attire. Shirts, pants (no sweat pants), jeans, dresses, tank tops, and skirts are permitted when
appropriate to duties. Shoes are required at all times. Visible subject matter on shirts may not detract from a
professional image.

For Additional Library Staff, clothing must always be clean, neat, and in good repair. All employees should dress
in a professional but reasonable manner that is appropriate to their assigned (daily) tasks. Shirts, pants (no sweat
pants), dresses, capris, denim and skirts may all be appropriate attire based on duties and programming. (shoes are
required at all times). Business casual should be worn unless performing tasks that require physical activity (i.e.
shelving books), or conducting programming that involves special attire (e.g. “Paul Bunyan” day or winter readings).
Given the variety of work performed at the library, good judgement will be relied upon in selection of attire. When
in question, the Library Director will be the final say on what is appropriate for tasks assigned.

Applicable to All: Unacceptable for all employees; rumpled or ripped clothing, shorts of any length, yoga pants,
tops, miniskirts, underwear as outerwear or inappropriately revealing attire such as bare midriffs.
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Personal Appearance

The public, including our customers, draw conclusions about the effectiveness of the City based on the image our
employees present while at work and while wearing City uniform/protective items. Therefore, all clothing and
accessories must present the proper image at all times while at work and or conducting City business. We also ask
that you always be considerate of co-workers and/or guests. If an employee’s personal appearance or hygiene is
offensive to co-workers or customers the employee will be required to correct the behavior.

Body Alteration or Modification —Employees shall not, during their employment, intentionally alter their body in a
way that results in a visible, physical effect that detracts from a professional business image.

Tattoos/Brands — Visible tattoos/brands anywhere on the body that are obscene or advocate sexual, racial, ethnic, or
religious discrimination are prohibited.

Hair - must be clean, well-groomed and neat. It cannot be worn in such a way that it would violate safety
requirements.

Cosmetics —Cosmetics, if any, shall be worn in a manner appropriate to the work place

Facial Hair - City employees may wear beards, goatees and mustaches that are neatly trimmed provided all safety
gear can be properly worn. Facial hair must be well kept. Goatees and beards must be kept trimmed above the
neckline (above the adam’s apple). Artwork shaven in facial hair is unacceptable.

Employees who do not meet the standards of this policy will be required to take corrective action, which may

include leaving the premises. Any work time missed because of failure to comply with this policy will not be
compensated.

6.7 COMMUNICATIONS

Purpose: The City of Cloquet strives to provide the public accurate and timely information, communicated in a
professional manner, and in accordance with the laws regarding public information and data practices.

The policy provides guidelines for all external communications from the city using various mediums including:

. Printed materials such as newsletters, articles, and brochures.
. Electronic materials such as email, postings to websites or social media sites.
. Media relations such as requests for interviews, news releases, and media inquiries.

The city also recognizes that employees may sometimes comment on city matters outside of their official role as an
employee of the City of Cloquet. Therefore, this policy also provides informal guidelines for employees when
communicating as a private citizen on matters pertaining to city business. Such guidelines are and will not be
applied in such a manner that violates constitutional First Amendment rights or rights to concerted activity and
communication under Section 7 of the NLRA.

General Guidelines for all Communications (Official and Personal): All city employees have a responsibility to
help communicate accurate and timely information to the public in a professional manner. An employee who
identifies a mistake in reporting should bring the error to the City Administrator or other appropriate staff.
Regardless of whether the communication is in the employee's official city role or in a personal capacity, employees
must comply with all laws related to trademark, copyright, software use etc. Employees must also follow all city
policies that may apply. Examples of relevant policies include:

. Computer Use Policy. For example, city employees may use city technology for personal
reasons on a limited basis provided it doesn’t interfere with normal work. The city reserves the
right to inspect any electronic data made by a city owned computer or related system. This policy
should be reviewed and complied with in full.
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. Respectful Workplace Policy. For example, employees cannot publish information that is
discriminatory, harassing, threatening, or sexually explicit. This policy should be reviewed and
complied with in full.

. Government Data Practices Act. For example, employees cannot disclose private or
confidential information and must route data practices requests to the responsible authority. This
policy should be reviewed and complied with in full.

. Political Activity Policy. For example, employees cannot use city resources or participate in
personal political activity while on city time or while discharging city responsibilities. No
employee may act in a manner that suggests that the city either supports a particular candidate or
political issue, or endorses the personal political opinions of the employee. This policy should be
reviewed and complied with in full.

ADDITIONAL GUIDELINES FOR OFFICIAL CITY COMMUNICATIONS

Handling General Requests: All staff are responsible for communicating basic and routine information to the
public in relation to their specific job duties. Requests for private data or information outside the scope of an
individual’s job duties should be routed to the appropriate department or to the City Administrator.

Handling Media Requests: With the exception of routine events and basic information that is readily available to
the public, all requests for interviews or information from the media are to be routed through the City Administrator.
Media requests include anything intended to be published or viewable to others in some form such as television,
radio, newspapers, newsletters, and websites. When responding to media requests, employees should follow these
steps:

1. If the request is for routine or public information (such as a meeting time or agenda) provide the
information and notify the City Administrator of the request.

2. Ifthe request is regarding information about city personnel, potential litigation, controversial issues, an
opinion on a city matter, or if you are unsure if it is a “routine” question, forward the request to the City
Administrator. An appropriate response would be, “I’m sorry, I don’t have the full information regarding
that issue. Let me take some basic information and submit your request to the appropriate person who will
get back to you as soon as he/she can.”

° Ask the media representative’s name, questions, deadline, and contact information.

Communicating on behalf of the city: The City Administrator and department heads are authorized to
communicate on behalf of the city in interviews, publications, news releases, on social media sites, and related
communications. Other employees may represent the city if approved by one of these individuals to communicate
on a specific topic. When speaking on behalf of the city:

. Employees must identify themselves as representing the city. Account names on social media
sites must clearly be connected to the city and approved by the City Administrator.

. All information must be respectful, professional and truthful. Corrections must be issued when
needed.
. Personal opinions generally don’t belong in official city statements. One exception is

communication related to promoting a city service. For example, should the City of Cloquet
operate a Facebook page, if an employee posted on the city’s Facebook page, “My family visited
Hill Park this weekend and really enjoyed the new band shelter.” Employees who have been
approved to use social media sites on behalf of the city should seek assistance from the City
Administrator on this topic.
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. Employees need to notify the City Administrator if they will be using their personal technology
(cell phones, home computer, cameras, etc.) for city business. Employees should be aware that the
data transmitted or stored may be subject to the Data Practices Act.

ADDITIONAL GUIDELINES FOR PERSONAL COMMUNICATIONS

Personal communications of employees may reflect on the city, especially if employees are commenting on city
business. The following guidelines apply to personal communications including various forms such as social media
(Facebook, Twitter, blogs, YouTube, etc.), letters to the editor of newspapers, and personal endorsements.

. Remember that what you write is public and will be so for a long time. It may also be spread to
large audiences. Use common sense when using email or social media sites. It is a good idea to
refrain from sending or posting information that you would not want your boss or other employees
to read, or that you would be embarrassed to see in the newspaper.

. The City of Cloquet expects its employees to be truthful, courteous and respectful towards
supervisors, co-workers, citizens, customers and other persons associated with the city. Do not
engage in name calling or personal attacks.

. If you publish something related to city business, identify yourself and use a disclaimer such as, “I
am an employee of the City of Cloquet. However, these are my own opinions and do not
represent those of the City of Cloquet.

. City resources, working time, or official city positions cannot be used for personal profit or
business interests, or to participate in personal political activity. For example, a building inspector
could not use the city’s logo, email, or working time to promote his/her side business as a
plumber.

. Personal social media account names or email names should not be tied to the city (e.g.
CityCloquetCop)

6.8 SMOKING

General Policy Statement: The City of Cloquet has a right and duty to provide a safe and healthy work
environment for each employee. Because smoking, secondhand smoke, and all other tobacco related products
including smokeless tobacco, cigars, electronic pipes or any other electronic smoking devices, adversely affect
employees, policy procedures have been developed to guide managers and employees in a tobacco-free work
environment. This policy is in compliance with the requirements of the Minnesota Clean Indoor Air Act.

General Procedures:
A. The smoking of any tobacco or tobacco related product/substitute is prohibited in or on any City

real and personal property and City worksites except in outdoor designated smoking areas that are
a minimum 30 foot distance from any door or worksite.

B. The smoking or use of any tobacco or tobacco related product is prohibited in all vehicles owned
by the City of Cloquet.
C. Smoking includes carrying a lighted cigarette, cigar, pipe, vaping with e-cigarettes, and the use of

chewing tobacco.

Accountability: Department Heads and supervisors are accountable for effectively administering policy procedures
and standard disciplinary action.
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6.9 DISCIPLINE, SUSPENSION AND DISMISSAL

General Policy: Supervisors are responsible for maintaining compliance with city standards of employee conduct.
The objective of this policy is to establish a standard disciplinary process for employees of the City of Cloquet. City
employees will be subject to disciplinary action for failure to fulfill their duties and responsibilities at the level
required, including observance of work rules and standards of conduct and applicable city policies.

Discipline will be administered in a non-discriminatory manner. An employee who believes that discipline applied
was either unjust or disproportionate to the offense committed may pursue a remedy through the grievance
procedures established in the city’s personnel policies. The supervisor and/or the city administrator will investigate
any allegation on which disciplinary action might be based before any disciplinary action is taken. The objective of
this policy is to establish a recommended guide for disciplinary action for City employees.

The City retains sole discretion to determine what conduct warrants disciplinary action and what type and level of
disciplinary action will be imposed.

No Contract Language Established: This policy is neither to be construed as contractual terms of employment nor
to establish terms and conditions of employment. Rather, it is intended to serve only as an informative guide for the
administration of employment discipline.

No Just Cause Standard Established for At Will Employees: Nothing in this policy implies that any City
employee has a property right to the job he/she performs. Nor shall this policy operate to restrain the City’s
authority to terminate the employment of at will employees at any time for any reason.

Process: The city may elect to use progressive discipline, a system of escalating responses intended to correct the
negative behavior rather than to punish the employee. There may be circumstances that warrant deviation from the
suggested order or where progressive discipline is not appropriate. Nothing in these personnel policies implies that
any city employee has a contractual right or guarantee (also known as a property right) to the job he/she performs.

Documentation of disciplinary action taken regarding an employee will be placed and remain in the employee’s
personnel file in compliance with Minnesota law. A copy of the disciplinary action will be provided to the
employee in cases of discipline where the level of discipline includes or is more severe than a written reprimand.

The following are descriptions of the various types of disciplinary actions that might be taken with regard to
employee performance or misconduct, each subject to collective bargaining agreements when applicable. This list is
not intended to be exhaustive:

A. Oral Reprimand. An oral reprimand may be issued where informal discussions with the
employee’s supervisor have not resolved the matter of concern. All supervisors have the ability to
issue oral reprimands without prior approval.

Oral reprimands are normally given for first infraction on minor offenses to clarify employee
expectations and to put the employee on notice that the performance or behavior at issue needs to
change, and what change(s) are expected. The supervisor will document the oral reprimand on the
City’s “Employee Warning” form and provided to HR for file in the employee’s personnel file.

B. Written Reprimand. A written reprimand is more serious than an oral reprimand and may
follow an oral reprimand or be used in response to a series of related or unrelated infractions. A
second or more serious infraction of the same nature may require skipping either the oral or
written reprimand, or both. Written reprimands may be issued by the supervisor with the prior
approval of the City Administrator. All written reprimands will be documented on the City’s
“Employee Warning” form and provided to HR for file in the employee’s personnel file.

C. Suspension With or Without Pay. Suspension with or without pay is more serious than a written
reprimand and may follow a written reprimand or be used in response to a series of related or
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unrelated infractions. An employee may be suspended with or without pay by the City
Administrator.

The employee will be notified in writing of the reason for the suspension either prior to the
suspension or shortly thereafter. A copy of the letter of suspension will be placed in the
employee’s personnel file.

An employee may be suspended or placed on involuntary leave of absence pending an
investigation of an allegation involving that employee. The leave may be with or without pay
depending on a number of factors including the nature and the severity of the allegations or if the
employee’s presence at work may interfere with the operations, finances or safety and security of
workplace.

Demotion and/or Transfer. Demotion and/or Transfer is more serious than a suspension and
may follow a suspension or be used in response to a series of related or unrelated infractions. An
employee may be demoted or transferred if attempts at resolving an issue have failed, or it
involves a serious issue, and the City Administrator determines a demotion or transfer to be the
best solution to the problem. The employee must be qualified and able to perform the functions
for the position to which they are being demoted or transferred.

Salary or Compensation Adjustment. An employee’s salary increase may be withheld due to
performance deficiencies or misconduct.

Dismissal/Termination. Dismissal/Termination is the most serious form of discipline. The City
Administrator, with the approval of the City Council, may terminate an employee for reasons
including but not limited to substandard work performance, serious misconduct, or behavior not in
keeping with City standards as the reasonable conclusion of progressive discipline when
applicable.

Conduct Subject to Discipline: The following are examples of misconduct that may be subject to discipline, but

are not limited to:

A.

B.

Incompetence or inefficiency in performance of duties.

Conviction of a felony or gross misdemeanor if adversely impacts employment consistent with
law.

Violation of any lawful or official work or safety rule, regulation or City Ordinance.

Reporting for work and/or working on the job while under the influence of alcohol, drugs or other
controlled substances.

The use of offensive language or offensive or inappropriate conduct directed toward the public,
municipal officers or employees.

Carelessness and/or negligence in the handling or control of municipal property or property
entrusted to the employee by the City.

Inducing or attempting to induce a person, officer, or employee of the City to commit an unlawful
act or to act in violation of any lawful and reasonable official regulation, policy or order.

Dishonesty in the performance of employment duties.
Failure to report to work, refusal to work as assigned and directed, or other acts of

insubordination, unless such refusal is based on a reasonable belief on the part of the employee
that such work is unsafe, illegal, or in violation of a collective bargaining agreement.
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J. Acceptance of a gift under circumstances from which it could be inferred that the giver expected
or hoped for preferred or favorable treatment in the conduct of City business.

K. Unapproved use of paid work time and/or equipment in outside employment or for personal
benefit.

L. Claiming paid sick leave for reasons other than those provided or for reasons not permitted by
policy.

M. Being habitually absent or tardy for any reason.

N. Failure to perform assigned work in an efficient or effective manner.

0. Being wasteful of material, property or working time.

P. Inability to get along with fellow employees so that the work being done is hindered and not up to

required levels.

Q. Conduct on the job which violates the common decency.
R. Making derogatory or false accusations to discredit other employees or supervisors.
S. Dishonesty, including intentionally giving false information, intentionally falsifying records or

making false statements when applying for employment.

T. Divulging or misusing information, designated or known to be confidential, including removal
from City premises without proper authorization, any employee lists, records, designs, drawings or
confidential information of any kind.

U. Other incidents which constitute cause for employment discipline.

Processing of a Grievance: Subject to processes set forth in collective bargaining agreements when applicable
disputes between an employee and the City relative to the application, meaning or interpretation of these personnel
policies may be settled in the following manner:

Step 1: The employee must present the grievance in writing, stating the nature of the grievance, the facts on which it
is based, the provision or provisions of the personnel policies allegedly violated and the remedy requested, to the
proper supervisor within twenty-one (21) days after the alleged violation or dispute has occurred. The supervisor
will respond to the employee in writing within seven (7) calendar days.

Step 2: If the grievance has not been settled in accordance with Step 1, it must be presented in writing, stating the
nature of the grievance, the facts on which it is based, the provision or provisions of the Personnel Policies allegedly
violated, and the remedy requested, by the employee to the city administrator within seven (7) days after the
supervisor’s response is due. The city administrator or his/her designee will respond to the employee in writing
within seven (7) calendar days. The decision of the city administrator is final for all disputes.

Limitations: An employee grievance that is based on provisions covered in a collective bargaining agreement
(labor contract) shall be resolved in accordance with the procedures defined in that labor contract. Issues not
covered in the labor contract, but which apply to the affected employee under these policies, may be pursued under
these procedures.

An employee who commences a grievance proceeding under the provisions of a labor contract is precluded from
grieving the same issue a second time under this policy. It is not the intention of the City Council by establishing
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the grievance policy herein to thereby grant an aggrieved employee a second opportunity to litigate an issue that has
already been litigated in any other administrative or judicial proceeding.

Waiver: Ifa grievance is not presented within the time limits set forth above, it shall be considered "waived". Ifa
grievance is not appealed to the next step within the specified time limit or any agreed extension thereof, it shall be
considered settled on the basis of the City's last answer. If the City does not answer a grievance or an appeal thereof
within the specified time limits, the employee may elect to treat the grievance as denied at that step and immediately
appeal the grievance to the next step. The time limit in each step may be extended by mutual agreement of the City
and the employee without prejudice to either party.

The following actions cannot be grieved:

A.

B.

e

o0

—

Investigations into disciplinary issues, prior to action

Assignment of duties to positions or to job classes

Salary or wage adjustments

Performance evaluations

Verbal or written reprimands

Actions discussed or proposed, but not taken

This policy itself, or changes to this policy made by the City Council
Termination of probationary or temporary employees

Extension of probationary periods of evaluation up to a maximum of 12 calendar months

The above list is not meant to be all inclusive or exhaustive.
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SECTION 7, OTHER POLICIES

7.1 REASONABLE ACCOMMODATION FOR DISABILITY

The City is committed to the fair and equal employment of people with disabilities. Reasonable accommodation is
the key to this non-discrimination policy. While many individuals with disabilities can work without
accommodation, other qualified applicants and employees face barriers to employment without the accommodation
process. It is the policy of the City to reasonably accommodate qualified individuals with disabilities unless the
accommodation would impose an undue hardship. In accordance with the Minnesota Human Rights Act and the
Americans with Disabilities Act, accommodations will be provided to qualified individuals with disabilities when
such accommodations are directly related to performing the essential functions of a job, competing for a job, or to
enjoy equal benefits and privileges of employment. This policy applies to all applicants, employees, and employees
seeking promotional opportunities.

Definition:

Disability: For purposes of determining eligibility for a reasonable accommodation, a person with a disability is one
who has a physical or mental impairment that materially or substantially limits one or more major life activities.

Reasonable accommodation: A reasonable accommodation is a modification or adjustment to a job, an employment
practice, or the work environment that makes it possible for a qualified individual with a disability to enjoy an equal
employment opportunity.

Examples of accommodations may include acquiring or modifying equipment or devices; modifying
training materials; making facilities readily accessible; modifying work schedules; and reassignment to a

vacant position.

Reasonable accommodation applies to three aspects of employment:

A. To assure equal opportunity in the employment process;
B. To enable a qualified individual with a disability to perform the essential functions of a job; and
C. To enable an employee with a disability to enjoy equal benefits and privileges of employment.

Procedure - Current employees and employees seeking promotion.

A. The City will inform all employees that this accommodation policy can be made available in
accessible formats.

B. The employee shall inform the City Administrator of the need for an accommodation.

C. The City Administrator may request documentation of the individual’s functional limitations to
support the request. Any medical documentation must be collected and maintained on separate
forms and in separate, locked files. No one will be told or have access to medical information
unless the disability might require emergency treatment.
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D. When a qualified individual with a disability has requested an accommodation, the employer shall,
in consultation with the individual:

Discuss the purpose and essential functions of the particular job involved. Completion of
a step-by-step job analysis may be necessary.

Determine the precise job related limitation.

Identify the potential accommodations and assess the effectiveness each would have in
allowing the individual to perform the essential functions of the job.

Select and implement the accommodation that is the most appropriate for both the
individual and the employer. While an individual’s preference will be given
consideration, the City of Cloquet is free to choose among equally effective
accommodations and may choose the one that is less expensive or easier to provide.

The City Administrator or his/her designee will work with the employee to obtain
technical assistance, as needed.

The City Administrator will provide a decision to the employee within a reasonable
amount of time.

If an accommodation cannot overcome the existing barriers or if the accommodation
would cause an undue hardship on the operation of the City, the employee and the City
Administrator or his/her designee shall work together to determine whether reassignment
may be an appropriate accommodation.

Procedure - Job Applicants.

A. The job applicant shall inform the City Administrator of the need for an accommodation and they
will discuss the needed accommodation and possible alternatives with the applicant.

B. The City Administrator will make a decision regarding the request for accommodation and, if
approved, take the necessary steps to see that the accommodation is provided.

Definition:

Undue hardship: An undue hardship is an action that is unduly costly, extensive, substantial or disruptive, or that
would fundamentally alter the nature or operation of the City.

Procedure for determining undue hardship.

A. The employee will meet with the City Administrator to discuss the requested accommodation.
B. The City Administrator will review undue hardships by considering the following:
1. The nature and cost of the accommodation in relation to the size, the financial resources,
and the nature and structure of the operation; and
2. The impact of the accommodation on the nature or operation of the City.
3. The City Administrator will provide a decision to the employee.

Appeals: Employees or applicants who are dissatisfied with the decision(s) pertaining to his/her accommodation
request may initiate a grievance under the grievance process identified under the City’s Discipline and Termination
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Policy. If the individual believes the decision is based on discriminatory reasons, then they may file a complaint
internally through the City’s compliant procedure as outlined in this plan.

Supported work: The City will review vacant positions and assess the current workload and needs of the City
department to determine if job tasks might be performed by a supported employment worker(s).

7.2 REASONABLE ACCOMMODATION FOR RELIGION

The City respects the religious beliefs and practices of all employees and will make, upon request, an
accommodation for such observances when a reasonable accommodation is available that does not create an undue
hardship on the City.

An employee whose religious beliefs or practices conflicts with his/her job, work schedule, or with the City’s policy
or practice on dress and appearance, of with other aspects of employment and who seeks a religious accommodation
must submit a written request for the accommodation to his/her immediate supervisor. The written request will
include the type of religious conflict that exists and the employee’s suggested accommodation.

The immediate supervisor will evaluate the request considering whether a work conflict exists due to a sincerely
held religious belief or practice and whether an accommodation is available which is reasonable and which would
not create an undue hardship on the City. An accommodation may be a change in job, using paid leave or leave
without pay, allowing an exception to the dress and appearance code which does not impact safety or uniform
requirements, or for other aspects of employment. Depending on the type of conflict and suggested accommodation,
the supervisor may confer with his/her department head and with the City Administrator.

The supervisor and employee will meet to discuss the request and decision on an accommodation. If the employee
accepts the proposed religious accommodation, the immediate supervisor will implement the decision. If the
employee rejects the proposed accommodation, he/she may appeal following the City’s general grievance policy and
procedure.

7.3 SOLICITATIONS

The City prohibits solicitation and distribution on its premises or through work mail by non-employees and to permit
solicitation and distribution by employees only as outlined below:

A. Solicitation and distribution are limited on City premises because, when left unrestricted, such
activities can interfere with the normal operations, can be detrimental to efficiency, be annoying,
and can pose a threat to security.

B. The City Administrator is responsible for administering this policy and for enforcing its provision.
Persons who are not employed by the City are prohibited from soliciting funds or signatures,
conducting membership drives, posting, distributing literature or gifts, offering to sell or to
purchase merchandise or services, (except by representative of suppliers properly identified), or
engaging in any other solicitation, distribution, or similar activity on City premises.

C. Solicitation and distribution of literature with appropriate approval should not interfere with
working time of either the employee making the solicitation or distribution, or the targeted
employee. The term “working time” does not include an employee’s authorized lunch or rest
periods or other time when the employee is not required to be working.

Employees may passively solicit donations, contributions, or promote appropriate fundraising activities by posting
the event or item on bulletin boards in the employee break rooms in the City whereby an employee may voluntarily
make a donation or participate in the activity. Certain fundraising activities sponsored by the City may be exempted
from this provision. The home addresses and home telephone numbers of City employees shall be withheld from all
persons, businesses or organizations.
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7.4 OUTSIDE EMPLOYMENT

The potential for conflicts of interest is lessened when individuals employed by the City of Cloquet regard the City
as their primary employment responsibility. All outside employment is to be reported to the employee’s immediate
supervisor. If a potential conflict exists based on this policy or any other consideration, the supervisor will consult
with the City Administrator. Any City employee accepting employment in an outside position that is determined by
the City Administrator to be in conflict with the employee’s City job will be required to resign from the outside
employment or may be subject to discipline up to and including termination.

For the purpose of this policy, outside employment refers to any non-City employment or consulting work for which
an employee receives compensation, except for compensation received in conjunction with military service or
holding a political office or an appointment to a government board or commission that is compatible with City
employment. The following is to be considered when determining if outside employment is acceptable:

. Outside employment must not interfere with a full-time employee’s availability during the City’s
regular hours of operation or with a part-time employee’s regular work schedule.

. Outside employment must not interfere with the employee’s ability to fulfill the essential
requirements of his/her position.

. The employee must not use City equipment, resources or staff in the course of the outside
employment.

. The employee must not violate City personnel policies as a result of outside employment.

. The employee must not receive compensation from another individual or employer for services

performed during hours for which he/she is also being compensated by the City. Work performed
for others while on approved vacation or compensatory time is not a violation of policy unless that
work creates the appearance of a conflict of interest.

. Departments may establish more specific policies as appropriate, subject to the approval of the
City Administrator.

City employees are not permitted to accept outside employment that creates either the appearance of or the potential

for a conflict with the development, administration or implementation of policies, programs, services or any other
operational aspects of the City.

7.5 TELEPHONE POLICY

GENERAL STATEMENT OF POLICY

In general, City telephones are in place to conduct official City business. It is critical that employees be courteous,
tactful, professional, and efficient on the telephone. Employees are expected to answer and return calls promptly.

Because of the visibility and financial responsibility associated with the use of both landline and cellular phones, the
City has developed the following telephone use guidelines. These guidelines will be observed by all City employees
when dealing with the acquisition, use, and control of phones.

Personal calls made or received must not interfere with the employee’s work duties. Local personal telephone calls
should be made only when absolutely necessary, preferably during scheduled rest breaks or lunch periods. Keep
incoming personal calls brief. An employee who spends an excessive amount of time on personal calls may be
subject to discipline.
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All personal long distance phone calls must be recorded by the caller. Employees are required to reimburse the City
promptly for all charges related to personal long distance phone use that directly impose charges on the City above
the prevailing plan.

For City-provided devices, the employer retains full ownership and rights of access to all electronic communications,
including the ability to access and audit device content on a business necessity basis. Reviewable content includes e-
mail, text messages, photos and videos sent, received or stored on the device—whether business-related or personal.
For employees that receive reimbursement or an allowance for some or all business-related use of an employee’s
personally purchased electronic device, this policy establishes the City’s right to similarly access any business-related
content. Please note employees should have no expectation of privacy regarding any transmitted content, when using
a City provided device. If the employee accepts reimbursements for business-related use of an electronic device,
please note that certain data may be public as otherwise required under the Government Data Practices Act, Minnesota
Statutes, chapter 13.

Safety First

An overarching concern of the City is the personal safety of employees and the public at large. Therefore,
employees should use proper safety procedures at all times when using a cellular phone, but especially while
operating equipment, driving while on City business, or performing similar duties. An employee shall not, under
any circumstance, either read or send text messages or e-mails while operating (driving) City owned vehicles or
equipment. Furthermore, City employees are highly discouraged from using a mobile device to make a phone call
while operating a motor vehicle in the conduct of City business, except for the purpose of making a phone call to
obtain or render emergency assistance.

In some jurisdictions where an employee may travel, law prohibits the use of cellular phones while operating a
motor vehicle. It is the City’s intent and expectation that all employees shall abide by the law.

Mobile Phone Policy

Applicability

In some instances, the City may authorize employees to use cell phones in the performance of their day-to-day work.
This policy affects all staff who are authorized to use a cell phone and/or associated wireless services for City of
Cloquet (City) business and who receive compensation from the City to offset the cost of the cell phone for
business-related calls or who receive a City provided cell phone.

Policy

Employees should not use employee-owned devices to conduct City business, without authorization. Employees
who are authorized to use employee-owned devices for City business, as outlined in the subsequent section of this
policy, will use a personal cell phone service for business use and will be eligible to receive a monthly allowance for
that service.

Cell Phone Allowance

A. Eligibility
a. Any approved employee. To be approved, an employee must have an official business need for
the device and must have the approval of his/her department head and the City Administration.
b. The City may provide a cell phone allowance to an employee if at least one of the following
criteria is met:

i. The job requires considerable time outside the office (travel, meetings, conferences,
etc.) and use of an electronic device facilitates the effective maintenance of business
operations while away.

ii. The job requires the employee to be accessible to receive and/or make frequent
business calls outside of working hours.
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iii. Job duties away from the office may expose the employee or others to immediate harm
or danger.

B. Employee Responsibilities

a. Employees are required to provide and maintain current contact information. This contact
information may be disclosed to customers, vendors and others as applicable for valid business
purposes.

b. Sign the Cell Phone Allowance Request form thereby certifying that he/she will provide the
phone number within 5 days of activation and will be available for calls (in possession of the
phone and have it turned on) during working hours.

c. Select any cell phone carrier whose service meets the requirements of the job responsibilities
as determined by his/her supervisor.

d. Inform the City to discontinue the allowance when the eligibility criteria are no longer met or
when the cell service is cancelled. If such notification is not submitted within 30 days of no
longer meeting criteria or service cancellation, the employee must repay any allowance
received.

e. Ifrequired by position, employee must maintain cellular phone service and if applicable internet
services with access to the City systems. Pay all charges on his/her personal cell phone plan.
If the employee leaves the position, he/she continues to be responsible for the contractual
obligations of his/her cell phone plan. Early termination fees will be paid by the City if unable
to adjust plan without penalty provided the employee involuntarily leaves City employment and
the plan is over and above what his/her normal personal plan requires. Documentation from
the cell phone provider of early contract cancellation and applicable fees must be provided
within 2 months of termination of employment to Human Resources for this reimbursement.

f.  Comply with state and municipal laws regarding the use of cell phones while driving and
prevent cell phone use that jeopardizes employee safety.

g. Acknowledge that cell phone transmissions are not secure and employees should use discretion
in relaying confidential information over cell devices.

h. The City of Cloquet may need to access the employee-owned device for legitimate business
purposes including, but not limited to implementing security controls, fulfilling record retention
obligations, conducting investigations, or responding to litigation-related request arising out of
administrative, civil, or criminal proceedings. Employees are expected to provide access to
their device upon demand for necessary business purposes.

Cell Phone Allowance Amount

The monthly cell phone allowances are shown in Table A of this policy. The allowance is intended to reimburse
the employee for the average business use of the cell phone, not to pay the entire phone bill. The amount of the
allowance should be commensurate with the requirement for business use and should be reviewed periodically by
management for change in amount or cancellation. The allowance may be used for device purchase or for services,
or for both. The City will not pay purchase cost or activation fees for cell phones/devices. Eligibility for the
allowance or the level of the allowance provided is subject to change or cancellation without notice at any time.
The monthly allowances are not considered part of base pay used for calculating percentage salary increases.
Supervisors/HR may periodically request that the employee provide a copy of the first page of the phone bill in
order to verify that he/she has an active cell phone plan. Supervisors/HR may also periodically request
documentation of business use to determine the appropriateness of eligibility and level of the allowance amount.

City-Provided Cell Phones

With the approval of the City Administrator, the City may purchase cell phones and pay for service in certain limited
circumstances, e.g., phones required for business purposes. Personal calls should be kept to a bare minimum level
that is material by nature in value. The City can stipulate, based on business needs, who has a City provided cell
phone versus who may have the allowance. The City provided cell phones and service will be purchased by the City.
All equipment purchases remain the property of the City.
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City provided Cell Phone Request forms must be approved by department head and the City Administrator.

Human Resources will maintain approved Cell Phone Request forms on file in personnel records for internal/external
audit purposes. Accounting will maintain cell phone invoices with the monthly cell phone bills when applicable.

Wage and Hour Issues

Nonexempt employees using a mobile device to conduct work-related business outside of work hours must track and
record such work time and be appropriately compensated for it.

Cell Phone Support — By Type

Users who are authorized to obtain a regular cell phone must obtain technical support from the vendor providing the
phone.

Users who are authorized for airtime and corporate messaging must use a service and device that accesses City
email services. Support for the cell phone portion of these types of devices must be obtained from the vendor
providing the phone.

Cell Phone Allowances
Table A
Basic
Monthly Allowance Plan
Voice $30.00
Voice and Email $50.00

7.6 USE OF CITY PROPERTY

Use of City Vehicles: City owned vehicles are to be used by employees only in conjunction with their performance
of normal City operations and duties unless previously authorized as a condition of employment, employment
agreement/contract or approved by the City Administrator.

Police take home vehicles may be issued based upon a need for a timely response to a police incident. Such vehicles
are provided to enhance effectiveness, unit efficiency and to provide better service to the community and the
department. Persons authorized use of a take home vehicle are expected to have a high level of responsiveness to
department needs beyond normal work hours.

Specific Policies relating to take home vehicles:

- Only employees authorized by their Department Head and approved by the City Administrator are
allowed to take home a vehicle

- Take home vehicles are issued based upon specific position and job duties

- Persons living over 12 miles from their work assignment will not be allowed to take home a vehicle

- Take home vehicles will only be authorized for personal uses which are incidental to coming and going
from work

- Employees away from their assignment for more than 1 week shall coordinate with appropriate staff to
have the City vehicle returned to the appropriate City office in their absence

Travel beyond the local area must be approved by the department head so it is known where the vehicle will be at all
times. City vehicles are not to be used for personal use at any time.
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Employees who drive or may be required to drive City vehicles and equipment are responsible for maintaining a
safe driving record and for observing all traffic laws. Seat belts must be properly used at all times. Drivers must
carry a current, valid driver’s license that is adequate for the type of vehicle being driven. Any employee who
operates a City vehicle without a valid driver’s license will be subject to disciplinary action up to and including
termination. Passengers may be carried only when necessary to conduct City business and/or when their
transportation via City vehicle is in the best interests of the City. City vehicles may not be used to travel from work
to an employee’s residence for rest or lunch breaks without prior supervisory approval. An employee shall not drive
a City vehicle while under the influence of any alcohol or drugs. An employee found to have any level of alcohol or
illegal drugs within their system while driving a City vehicle will be subject to disciplinary action up to and
including termination.

City employees conducting official City business out of town (conventions, meetings, etc.) may carry non-City
representatives as passengers upon approval of the department head and only if such accompaniment does not
interfere with the best interests of the City.

Use of City Property: Employees, department heads or other persons may not use, nor allow the use of, any
property, lands, or buildings of the City of Cloquet for personal use unless said property is available for use by all
City residents i.e. City Parks. No property shall be removed from any City department, land or building for any
private use, purpose, or enjoyment, unless owned by individual, and no employee, department head or any other
person shall be in any building of the department after normal working hours, unless they are there for the purpose
of official City business. Exceptions to this policy may be approved by the City Administrator. If there is any
question about whether a use is appropriate, it should be forwarded to the City Administrator for a determination.

Disposal of City Property: From time to time, City property becomes obsolete, is damaged, or is not needed. Such
equipment will be disposed of by the City through salvage, trade, public auction, bid, or other means consistent with
the City’s financial or donation policy addressing the disposal of City property. Ifit is determined that a sale or
auction is the best way to dispose of property, a notice must be advertised in the official newspaper and will be
posted at City Hall and other locations as deemed appropriate. The appropriate department head will determine the
minimum price for each item to be sold.

In no instance, will anything of value be given away free to anyone including employees. Unauthorized removal of
City property or its conversion to personal use may result in disciplinary action up to and including termination.

Keys and Security: Each employee is responsible for securing his/her work area at the end of each day. Be sure
that your office, confidential files, etc. are properly secured. All keys in your possession that are for City facilities
and/or equipment must be returned to your supervisor upon termination of employment.

7.7 FALSIFICATION OF RECORDS

Any employee who makes false statements or commits, or attempts to commit, fraud in an effort to prevent the
impartial application of these policies will be subject to immediate disciplinary action up to and including
termination and potential criminal prosecution.

7.8 NEPOTISM / EMPLOYMENT OF RELATIVES

The City of Cloquet does not have a general policy against hiring relatives. However, a few restrictions have been
established to help assure the fair and equitable treatment of all employees.

While applications for employment from relatives are considered, family members such as parents, children, spouses,
siblings, or in-laws will not be hired into positions where they directly or indirectly supervise or are supervised by
another family member. Further, such relatives will not be placed in positions where they work with or have access
to sensitive information regarding an immediate family member. The City discourages dating among employees
where there is a direct supervisory relationship. Marriage resulting in a violation of this policy will result in
reorganization of one or both employees to be reassigned to other positions within the City. These moves could result
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in a change in status/pay rate depending on the position and the employee’s qualifications for the new position. The
City Administrator must review all variances from the policy.

7.9 RESIGNATION

Any non-exempt employee wishing to leave the City’s employment in good standing shall file with his/her
department head, at least fourteen (14) days (unless otherwise specified within an employee’s employment
agreement) before leaving, a written resignation stating the effective date of the resignation and the reason for
leaving. Exempt employees must provide twenty-one (21) days written notice to the City Administrator prior to the
anticipated resignation date. Failure to comply with this procedure may be considered cause for denying the
employee future employment and forfeiture of accumulated benefits. Employees cannot modify or withdraw their
resignation date unless approved by the City Administrator.

An unauthorized absence from work for a period of three (3) consecutive working days or more may be considered a
resignation without proper notice.
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SECTION 8, EMPLOYEE SAFETY

8.1 SAFETY

The 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
supervisor.

Reporting Accidents and Illnesses: Both Minnesota Worker’s Compensation laws and the state and federal
Occupational Safety and Health Acts require that all on the job injuries and illnesses be reported as soon as possible
by the employee, or on behalf of the injured or ill employee, to his/her supervisor. The employee should complete a
first report of injury and the employee’s immediate supervisor complete a supervisor report and any other forms that
may be necessary related to an injury or illness on the job.

Safety Equipment/Gear: Where safety equipment is required by federal, state, or local rules and regulations, it is a
condition of employment that such equipment be worn by the employee.

Unsafe Behavior: Supervisors are authorized to send an employee home immediately when the employee’s
behavior violates the City’s personnel policies, or creates a potential health or safety issue for the employee or
others.

8.2 DRUG FREE WORKPLACE

In accordance with federal law, the City of Cloquet has adopted the following policy on drugs in the workplace:

A. Employees are expected and required to report to work on time and in appropriate mental and physical
condition. It is the city’s intent and obligation to provide a drug-free, safe and secure work environment.

B. 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 termination, and may have legal consequences.

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

D. Employees must, as a condition of employment, abide by the terms of this policy and must report any
conviction under a criminal drug statute for violations occurring on or off work premises while conducting city
business. A report of the conviction must be made within five (5) days after the conviction as required by the
Drug-Free Workplace Act of 1988.

Employees of the Police Department are exempt from the applicable distribution and possession provisions above as
they are required for the execution of their regular duties.

8.3 POSSESSION AND USE OF DANGEROUS WEAPONS

Possession or use of a dangerous weapon is prohibited on City property, in City vehicles, or in any personal vehicle,
which is being used for City business. This includes employees with valid permits to carry firearms.

The City of Cloquet policy prohibits all employees, except sworn employees of the Police Department, from
carrying or possessing firearms while acting in the course and scope of employment for the city. The possession or
carrying of a firearm by employees other than sworn Police Officers is prohibited while working on city property or
while working in any location on behalf of the city. This includes but is not limited to:
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Driving on city business;

Riding as a passenger in a car or any type of mass transit on city business;

Working at city hall or any other city-owned work site;

Working off-site on behalf of the city;

Performing emergency or on-call work after normal business hours and on weekends;
Working at private residences and at businesses on behalf of the city;

Attending training or conferences on behalf of the city;

An exception to this policy is that city employees may carry and possess firearms in city-owned parking areas if
they have obtained the appropriate permit(s).

When responding to on-call work from home after regular work hours, an employee is prohibited from bringing a
firearm in their private vehicle unless the vehicle remains in a parking lot and is not needed in order to respond to
the call.

Employee given written permission from the City Administrator or Chief of Police to hunt deer on City property in
compliance with other City Code requirements are exempted from this policy for the specific period of time
authorized.

8.4 CITY DRIVING POLICY

This policy applies to all employees who drive a vehicle on city business at least once per month, whether driving a
city-owned vehicle or their own personal vehicle. It also applies to employees who drive less frequently but whose
ability to drive is essential to their job due to the emergency nature of the job. The City expects all employees who
are required to drive as part of their job to drive safely and legally while on City business and to maintain a good
driving record.

The City will examine driving records once per year for all employees who are covered by this policy to determine
compliance with this policy. Employees who lose their driver’s license or receive restrictions on their license are
required to notify their immediate supervisor on the first work day after any temporary, pending or permanent action
is taken on their license and to keep their supervisor informed of any changes thereafter.

The City will determine appropriate action on a case-by-case basis.

8.5 EMERGENCY CLOSING / ADVERSE WEATHER CONDITIONS

Purpose: The City recognizes that certain situations may arise as a result of weather conditions and other
emergency events which result in the closure of certain city facilities. This policy sets forth the conditions, process,
and impact on the employee’s affected by these situations.

It is the City’s policy to continue to provide appropriate levels of services to the community during periods of
inclement weather or emergencies. The City will make all attempts to keep its facilities open during normal
business hours even though an emergency may exist. The City acknowledges that there may be adverse weather or
other emergency conditions in which employees may need to be excused from work. The City recognizes that the
safety of its employees and their dependents is very important.

Sworn police officers and public works maintenance employees will generally be required to report to work
regardless of conditions.

Decisions to cancel departmental programs (special events, recreation programs, etc.) will be made by the respective
supervisor or the city administrator.

When City facilities are closed due to emergency or adverse weather conditions, employee’s will be paid for shifts
missed. When facilities remain open employees may determine whether he/she will remain at work or utilize
appropriate leave. If an employee determines that his/her safety or the safety of his/her dependents may be
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jeopardized if the employee reports to work or if at work, remains on duty, the employee may request authorized
emergency leave. An employee with authorized emergency leave must utilize vacation or compensatory time for the
time away from work. If the employee does not have vacation or compensatory time, the emergency leave will be
unpaid unless the supervisor agrees to modify the work schedule or make other reasonable schedule adjustments.

8.6 WORKERS COMPENSATION

The law provides that if covered public employees continue to receive a salary while receiving workers
compensation benefits, the City should deduct the amount of the workers compensation benefits from the salary. In
no case shall the total compensation received from both workers compensation and sick leave exceed the amount of
pay normally received. It is the employee’s responsibility to report any work-related injuries or illness to their
department head as soon as possible. Any money received for time loss by the workers compensation carrier should
be reported to the Finance Department immediately. Failure to notify the Administrative or Finance Departments
could result in disciplinary action. Workers Compensation shall be managed as follows:

A. Employee uses sick leave on days off until first workers compensation check arrives.
B. Employee must report workers compensation checks received and the value of the workers
compensation check is subtracted from the gross pay of the employee’s next check, before taxes

and other deductions are made.

C. The value of the workers compensation check divided by the employee’s hourly rate determines
the amount of sick leave credited back to the employee’s accumulated sick leave account.

D. The net result is that the employee’s accrued sick leave makes up the difference between the
workers compensation check received and his or her regular rate of pay.

E. Using this procedure, employees keep workers compensation checks that are paid without tax
deductions and the City is not deducting taxes from the value of a workers compensation check
received.

F. Subsequent workers compensation checks are reported by the employee and steps B, C and D are
followed.

8.7 LIGHT DUTY/MODIFIED ASSIGNMENT

Purpose: The purpose of this policy is to establish general guidelines for the temporary assignment of work to
employees who are temporarily disabled or have medical work restrictions resulting from a work-related injury or
non-work related injury or illness which render the employee unable to perform all of the essential functions of their
regular work duties. This policy is primarily designed to provide a framework by which the affected employee with
a work-related injury can transition back into the employee’s regular job. The particular duties and availability of
transitional work will be evaluated by the City Administration on a case-by case basis. This policy does not assure
the assignment to transitional work duties to any employee.

Policy: The City of Cloquet’s Transitional Modified Work Policy is designed to be implemented for a short period
of time (usually up to sixty days), prior to the employees return to their regular job. The City Administrator reserves
the sole right to determine when and if transitional modified work that is within the employee’s work restrictions is
available and whether it is appropriate in a given instance given the information submitted.

Procedure: Qualification for Transitional Modified Work: When an employee is unable to perform all of the
essential requirements of the employee’s job due to a temporary disability or medically prescribed work restrictions,
the employee will notify the City Administrator and/or Department Head in writing as to the nature and extent of the
disability and the nature of the work restrictions and will further provide all reasons why the employee is unable to
perform the essential functions, duties, and requirements of the position. This notice must be accompanied by a
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physician’s report containing a diagnosis, current treatment, and any work restrictions related to the temporary
disability.

The notice should also include the expected time frame regarding a return to work full-time without restrictions and
any requested accommodations that will permit the employee to meet all of the essential requirements and functions
of the City’s job position description. At its discretion, the City may require an independent evaluation conducted
by a physician selected by the City to verify the diagnosis, current treatment, expected length of temporary
disability, and work restrictions.

It is the City Administrator’s sole decision whether or not to assign transitional modified work to an employee.
Although this policy is handled on a case-by-case basis, transitional work is recommended to last no longer than
sixty (60) days and can be assigned to more than one employee at a given time based upon the availability of duties
and jobs to be performed. Employees with workers compensation injuries will be given priority status for work
assignments when limitations and restrictions are possible to accommodate. This means that if an employee with a
non-workers compensation injury/illness is working in a light duty assignment, he/she may be bumped by a workers
compensation restricted employee if all the appropriate light duty assignments are filled.

Prior to returning to regular duty, the employee must provide a written medical report from their physician clearing
them to perform 100% of the job related duties that are physically required to perform their job.

The circumstances of each disabled employee performing light duty work will be reviewed regularly and employees
assigned transitional modified work duties may be required to perform duties and functions which are both outside
their department and regular job duties as the need arises. Any transitional duty/modified work assignment may be
discontinued at any time.

8.8 REASONABLE ACCOMMODATIONS TO AN EMPLOYEE
FOR HEALTH CONDITIONS RELATING TO PREGNANCY

The city will attempt to provide a female employee who requests reasonable accommodation with the following for
her health conditions related to her pregnancy or childbirth.

e more frequent restroom, food, and water breaks;
e  seating;
e limits on lifting over 20 pounds and/or
temporary transfer to a less strenuous or hazardous position, should one be available.

Unless such accommodations impose an undue hardship on the city. The city will engage in an interactive process
with respect to an employee’s request for a reasonable accommodation.
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SECTION 9, INFORMATION TECHNOLOGY

9.1 COMPUTER USE POLICY

Purpose: This policy serves to protect the security and integrity of the city’s electronic communication and
information systems by educating employees about appropriate and safe use of available technology resources.

The City reserves the right to inspect any data, emails, social media content, files, settings or any other aspect or
access made by a city-owned computer or related system and will do so on an as needed basis as determined by the
City Administrator.

All employees are responsible for reading and following information that may be distributed from time-to-time by
Administration and/or our technology consultants about appropriate precautions to protect city systems.

An employee who violates any aspect of this policy may be subject to disciplinary action including revocation of
certain system privileges or termination.

Personal Use: The City recognizes that some personal use of city-owned computers and related equipment will
occur. Some controls are necessary, however, to protect the city’s equipment and computer network and to prevent
abuse of this privilege.

. Only city employees may use city-owned equipment. Family members or friends of employees
are not allowed to use city equipment or technology resources.

. Personal use must take place during non-work hours (breaks, lunch hour, before or after work).
Personal use should never preempt work use.

. Reasonable use of city email systems for personal correspondence is allowable, provided it does
not interfere with an employee’s normal work and is consistent with all provisions in this policy.
Employees should treat this privilege as they would the ability to make personal phone calls
during work hours.

. Reasonable use of the city’s access to the Internet for personal reasons is allowable, provided it
doesn’t interfere with normal work and is consistent with all provisions in this policy.

. If an employee wants to use or connect their own peripheral tools or equipment to city-owned
systems (such as digital cameras, PDAs, disks, cell phones, mp3 players or flash drives), they
must have prior approval from their department head and must follow provided directions for
protecting the city’s computer network.

. Files from appropriate personal use of the city’s equipment may be stored on your computer’s
local hard drive, providing the size of all personal files does not exceed 50 MB. At no time may
personal files that contain copyright material, such as mp3 files or photos, be stored on city
computer systems. The city may inspect any data or information stored on its equipment or
network, even if the information is personal to the employee.

. Use of city equipment or technology for personal business interests, for-profit ventures, political
activities or other uses deemed by the City Administrator to be inconsistent with city activities is
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not allowed. If there is any question about whether a use is appropriate, it should be forwarded to
the City Administrator for a determination.

Software, Hardware, Games and Screen Savers: In general, all software and hardware required for an employee
to perform his or her job functions will be provided by the city. Requests for new or different equipment or software

should be made to your supervisor, department head or directly to the City Administrator.

The following is approved software that may be downloaded by employees without prior approval:

. Microsoft updates as provided in automatic updates to the user.
. Anti-virus updates as provided in automatic updates to the user.
. Microsoft clipart and photo files.

Unapproved software or downloads (free or purchased), hardware, games, screen savers, toolbars, clipart, music and
movie clips, other equipment, software or downloads that have not been specifically approved by the department
head or City Administrator may compromise the integrity of the city’s computer system and are prohibited.

The Administration department and/or its representatives, without notice, may remove all unauthorized programs or
software, equipment, downloads, or other resources if they could harm systems or technology performance.

If there is any question about whether software or hardware, downloads, etc. are appropriate it should be forwarded
to the City Administrator for a determination.

Electronic Mail: The city provides employees with an email address for work related use. Some personal use of
the city email system by employees is allowed, provided it does not interfere with an employee’s normal work and is
consistent with all city policies.

The city allows employees to access personal email accounts via the Internet provided such access occurs during
non-work hours and fully complies with this computer use policy.

An employee’s personal email (and other personal documents) accessed via a city computer could be considered
“public” data and may not be protected by privacy laws. Personal email and computer use may be monitored as
directed by the City Administrator and without notice to the employee. Employees should not expect privacy in any
activity conducted on a city owned computer.

The following policies relate to both business and personal email content sent from a city computer:
. Use common sense and focus primarily on using email for city business. Never transmit an email
that you would not want your boss or other employees to read, or that you’d be embarrassed to see

in the newspaper.

. Do not correspond by email on confidential communications (e.g. letters of reprimand,
correspondence with attorneys, medical information).

. Do not open email attachments or links from an unknown sender. Delete junk or “spam” email
without opening it if possible, do not respond to unknown senders.

. Do not gossip or include personal information about yourself or others in an email.

. Do not use harassing language, including sexually harassing language or any remarks including
insensitive language or derogatory, offensive or insulting comments or jokes in an email.

. All emails must comply with all city policies, including those related to respectful workplace,
harassment prevention and workplace violence.
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° Do not curse or use swear words in an email.

Instant Messaging: The city does not provide employees with resources or tools to communicate by Instant
Messaging (IM) when conducting city business. Employees are not allowed to use IM as a mechanism for personal
communication through the city’s computer network or when using city equipment, and are not allowed to download
or install IM software on their city computer.

Social Media: The City may have or use social media sites such as Facebook, blogs and microblogs such as
Twitter, for official city business. When using social media to support official city business in accordance with job
duties, individuals should clearly identify themselves as connected to the city. Personal use of social media by city
staff - whether about the city or not, and whether positive or negative - will reflect on the city as a whole. Personal
use of social media should not violate any city policies already in existence, such as those on harassment prevention.

Storing and Transferring Documents: Electronic documents, including emails, electronic communication and
business-related materials created on an employee’s home or personal computer, should be stored on the city’s
network in accordance with city records retention policies and the Minnesota Data Practices Act. The following are
some general guidelines that may be useful to consider.

. Electronic communication that is simple correspondence and not an official record or transaction
of city business should be deleted as soon as possible and should not be retained by employees for
more than three months.

. Electronic communication that constitutes an official record of city business must be kept in
accordance with all records retention requirements and should be copied to appropriate network
files for storage.

. City related documents that an employee creates on his or her home computer or any other
computer system should be copied to the city’s network files.

. Documents or electronic communications that may be classified as protected or private
information under data practices requirements should be stored separately from other materials.

If you are unsure whether an electronic communication or other document is a government record for purposes of
records retention laws, or is considered protected or private under data practices, check with your supervisor,
department head or the City Administrator. If you are unsure how to create an appropriate file structure for saving
and storing electronic information, contact the City Administrator.

Transferring data and documents between computer systems requires information to be stored on a disk, CD-ROM,
flash or USB drive, or another storage media. These items can also be used to transmit computer viruses or other
items harmful to the city’s computer network.

The city has installed anti-virus software on each computer to protect against these threats by automatically scanning
storage media for viruses and similar concerns. The anti-virus software provides automatic updates that employees
will be notified of with a pop-up window from Symantec. All employees should follow directions for updating anti-
virus software as prompted. If you have any questions about how to update your anti-virus software or check your
storage media before you use it, check with your department head or City Administrator.

Internet: The city provides Internet access to employees for work on city business. Employees may use this access
for work related matters in a professional manner.

Occasional personal use of the Internet is acceptable within the bounds of all city policies. The following
considerations apply to all uses of the Internet whether business related or personal:

. There is no quality control on the Internet. All information found on the Internet should be
considered suspect until confirmed by another source.
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. Internet use during work hours must be limited to subjects directly related to job duties.

. Personal use of the Internet during non-work hours (breaks, lunch hour, before or after work) is
permitted. However, employees may not at any time access inappropriate sites. Some examples
of inappropriate sites include but are not limited to adult entertainment, sexually explicit material,
or material advocating intolerance of other people, races or religions, or in manners that otherwise
violate city policies related to respectful workplace and harassment prevention. This prohibition
includes information on social media sites such as Facebook and blogs and microblogs such as
Twitter. If you are unsure whether a site may include inappropriate information, you should not
visit it.

. No software or files may be downloaded from the Internet unless approved in advance by your
department head or the City Administrator. This includes but is not limited to free software or
downloads, maps, weather information, toolbars, music or photo files, clipart, screensavers and
games.

. The city may monitor any employee’s use of the Internet for any purpose without prior notice, as
deemed appropriate by the City Administrator.

Passwords and Physical Security of Equipment: Employees are responsible for maintaining computer passwords
and following these guidelines:

. Passwords must be at least eight (8) characters long and include both lower and upper case
characters, at least one number and at least one non-alpha-numeric character (e.g., *,&,%, etc.).
An example might be Pol!ci3S.

. Your passwords should not be shared or told to anyone except for your supervisor. If it is
necessary to access an employee’s computer when he or she is absent, contact the supervisor,
department head or the City Administrator.

. Passwords should not be stored in any location on or near the computer. If necessary, store your
password in a document or hard copy file that is locked when you are absent from your desk. Do
not store it electronically in a palm pilot or cell phone system.

Use caution if you leave equipment unattended because it is generally small and portable. Do not leave city
computer equipment in an unlocked vehicle or unattended at any off-site facility (airport, restaurant, etc.).

Remote Access: Certain employees may be given the ability to access the city’s computer systems from remote
locations or from home, using either personal equipment or city-owned equipment.

Remote access is limited to staff classified as exempt and who frequently work independently on city business.
Non-exempt staff may be given temporary access from time to time as needed, but only with the approval of their
supervisor, the City Administrator and the technology consultant.

Employees with remote access privileges will be given specific instructions from the city’s technology consultant
about how to protect city equipment and information resources. If you have any questions about remote access to
the city’s network, check with your department head or City Administrator.

Notice of Computer Problems: Employees are responsible for notifying the City Administrator about computer
problems or odd computer behavior. Employees should err on the side of caution when reporting issues because
small problems may indicate a more serious network or computer system issue.
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SECTION 10, DEFINITIONS

10.1 DEFINITIONS

For purposes of these policies, the following definitions will apply:

Authorized Hours: The number of hours an employee was hired to work. Actual hours worked during
any given pay period may be different than authorized hours, depending on workload demands or other
factors, and upon approval of the employee’s supervisor.

Benefits: Privileges granted to qualified employees in the form of paid leave and/or insurance coverage.

Benefit Earning Employees: Employees who are eligible for at least a pro-rated portion of City provided
benefits. Such employees must be year-round employees who work at least 20 hours per week on a regular
basis.

Demotion: The movement of an employee from one job class to another within the City, where the
maximum salary for the new position is lower than that of the employee’s former position.

Department Head/Supervisor: An employee who is responsible for managing a department or division
of the City.

Direct Deposit: As permitted by state law, all City employees are required to participate in direct deposit.

Employee: An individual who has successfully completed all stages of the selection process including the
training/probationary period.

Exempt Employee: Employees who are not covered by the overtime provisions of the federal or state Fair
Labor Standards Act.

FICA (Federal Insurance Contributions Act): FICA is the federal requirement that a certain amount be
automatically withheld from employees’ earnings. Specifically, FICA requires an employee contribution
for Social Security and for Medicare. The City contributes a matching amount on behalf of each employee.
Certain employees may be exempt or partially exempt from these withholdings (e.g., police officers).

Fiscal Year: The period from January 1 to December 31.

Full-time Employee: Employees who are required to work forty (40) or more hours per week
year-round in an ongoing position.

Non-exempt Employee: Employees who are covered by the federal or state Fair Labor Standards Act.
Such employees are normally eligible for overtime at 1.5 times their regular hourly wage for all hours
worked over forty (40) in any given workweek.

Part-time Employee: Employees who are required to work less than forty (40) hours per week year-round
in an ongoing position.
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Pay Period: A fourteen (14) day period beginning at 12:01 am on Monday through midnight on Sunday,
fourteen (14) days later.

PERA (Public Employees Retirement Association): Statewide pension program in which all City
employees meeting program requirements must participate in accordance with Minnesota law. The City
and the employee each contribute to the employee’s retirement account.

Promotion: Movement of an employee from one job class to another within the City, where the maximum
salary for the new position is higher than that of the employee’s former position.

Reclassify: Movement of an employee from one job class to another within the City, where the maximum
salary for the new position is higher than that of the employee’s former position.

Seasonal Employee: Employees who work only part of the year (100 days or less) to conduct seasonal
work. Seasonal employees may be assigned to work a full-time or part-time schedule. Seasonal employees
do not earn benefits or credit for seniority.

Service Credit: Time worked for the City. An employee begins earning service credit on the first day
worked for the City. Some forms of leave will create a break in service.

Temporary Employee: Employees who work in temporary positions. Temporary jobs might have a
defined start and end date or may be for the duration of a specific project. Temporary employees may be
assigned to work a full-time or part-time schedule. Temporary employees do not earn benefits or credit for
seniority.

Training/Probationary Period: A one-year period at the start of employment with the City (or at the
beginning of a promotion, reassignment or transfer) that is designated as a period within which to learn the
job. This training period is the last part of the selection process.

Transfer: Movement of an employee from one City position to another of equivalent pay.

Weapons: Includes, but is not limited to, firearms, explosives, knives and other weapons that might be
considered dangerous or that could cause harm. This includes any object that has been modified to use as a
weapon or that can be used as a weapon.

Workweek: A workweek is seven consecutive 24-hour periods. For most employees the workweek will
run from Monday through the following Sunday. With the approval of the City Administrator, departments
may establish a different workweek based on coverage and service delivery needs (e.g., police department,
park and recreation department).
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Personnel Policy/Handbook Receipt Acknowledgement

By signing below, 1
1. Acknowledge that:
e Ireceived the City of Cloquet Personnel Policies
e It is my responsibility to have read and understood the City of Cloquet Personnel Policies

e The City of Cloquet Personnel Policies is intended only as a general reference, and not as a full statement
of City of Cloquet procedures or a legal contract.

e City of Cloquet Personnel Policies supersedes and replaces any other existing policies or procedure
handbook, manual or the like.

e Acknowledge that the City of Cloquet Personnel Policies/Employment Handbook will be updated
periodically and that I will be informed by the City of said changes that occur after the date written below.
I further acknowledge that I can find the most current copy on the City’s Website at all times.

Employee Signature

Employee Name (Please Print)

Dated:
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