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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.

akrwbdE

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.)
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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.

2.3 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)
Address

Marital status

Telephone number

2

3

4, Beneficiaries for life insurance and retirement
5

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.
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24 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.

2.4.3 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.

24.4 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.

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

» Page 7



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.

2.4.5 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.

24.7 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.
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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, who have designated in writing to accumulate compensatory time for all overtime worked
in current year, may carry over no more than 40 hours in a bank from one calendar year to the next. Employees who
have not made a designation and/or have exceeded the maximum carry over by the end of the year will be paid for
such time by the end of the year. Exception: Relief Pump House Operator, will earn compensatory time for all
overtime worked throughout the year until such time the comp time balance reaches 240 hours. 240 hours will be
carried over into the 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. Promation 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 promation.

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.

3.3 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 5 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 7:30 am to 4:00 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.
8181.172, 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.

o 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:

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;

o g A~ w Db PE

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. Promations - 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 $610 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 the health plan.

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.

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

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

e Unmarried dependent children may be covered up to the 25 years of age.
4.4 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.

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.
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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
WWW.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. ESST: Upon retirement, the employee will be entitled to 33% of their allowable accumulated,
unused ESST (including the combined total of the employee’s regular accumulated ESST and
catastrophic ESST 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 Cloguet 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 ESST 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.

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:
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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. 1f 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.cloguetmn.gov

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 hotel stay (breakfast) or conference registration are not
reimbursable and will result in 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 receives prior authorization to use 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.

e 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
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.
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5. 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 Asigned 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.

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

6. 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.

B. 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.

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
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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 5 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:

New Year’s Day (January 1)

Martin Luther King Day, (3rd Monday in January)
President’s Day, (3rd Monday in February)
Memorial Day, (Last Monday in May)
Juneteenth, National Independence Day (June 19)
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 91 110
6-10 5.0 130 130
11-15 8.0 208 208
16+ 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 ESST, an employee using earned vacation leave or ESST 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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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 EARNED SICK AND SAFE TIME

General Rule: Earned Sick and Safe Time (ESST) 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. ESST may be used only for days when the employee would otherwise have been at
work. It cannot be used for scheduled days off.

ESST Accrual: Every full-time employee is entitled to ESST 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 ESST on a pro-rata basis
according to the number of hours worked. All other employees working less than 1040 hours per year earn ESST at
the rate of 1 hour for every 30 hours worked. Employees covered by a collective bargaining agreement shall
receive ESST benefits as otherwise stated in the applicable collective bargaining agreement.

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

Unused ESST will not be paid out in wages upon resignation or retirement except as provided in the severance pay
policy.

Usage: ESST may be used for the following:

1. The employee or family member’s mental or physical illness, treatment or preventive care;
(HlIness)

2. The employee or family member’s absence due to domestic abuse, sexual assault or stalking;
(safety)

3. Closure of the employee’s workplace due to weather or public emergency or closure of a family

member’s school or care facility due to weather or public emergency; (closure) and

4. When determined by a health authority or health care professional that the employee or family
member is at risk of infecting others with a communicable disease. (illness)

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
sickness is detrimental to the performance of other employees. ESST is provided for regular full-time, part-time and
seasonal employees.

The City of Cloquet utilizes a twelve (12) month “rolling” period measured forward from the date the employee’s
first leave begins

Doctors Certification: The City may request a doctor’s certification on any ESST over three days.

ESST Reporting: When an employee finds it necessary to take ESST, he/she shall report to their

supervisor/department head, or in their absence the City Administrator, of their absence as soon as possible.
Continued or willful failure to report will be cause for the employer to take disciplinary action.
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Workers Compensation: An employee is required to use accrued ESST to the extent not covered by workers
compensation. ESST 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 ESST, an employee using earned
vacation leave or ESST is considered to be working.

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

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

Family Member Under ESST:

Your child, including foster child, adult child, legal ward, child for whom the employee is legal guardian or child to
whom the employee stands or stood in loco parentis;

Your Spouse, or registered domestic partner;
Your sibling, step sibling or foster sibling;

Your biological, adoptive or foster parent, stepparent or a person who stood in loco parentis when the employee was
a minor child;

Your grandchild, foster grandchild or step grandchild;

Your grandparent or step grandparent;

A child of a sibling (niece, nephew);

A sibling of your parents (aunts, uncles);

A child-in-law or sibling-in-law;

Any of the above family members of a spouse or registered domestic partner;

Any other individual related by blood or whose close association with e employee is the equivalent of a family
relationship;

Up to one individual annually designated by the employee.

5.4 TEMPORARY, SEASONAL, AND PART-TIME EMPLOYEES
LEAVE

Temporary and seasonal employees are entitled to ESST leave, however they are not entitled to 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 ESST, holidays, vacation, bereavement and other leaves of absence.
Leave benefits shall be prorated according to current hours actually worked.
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9.5 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,
stepchildren, and legal wards under age 18) siblings, grandparents, grandchildren mother/father-in-law,
son/daughter-in-law, brother/sister-in-law. This benefit shall not accrue from year to year and is separate from
ESST. After the 2 days (16 hours) of leave are exhausted, additional ESST 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 ESST.

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)
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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.

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.
o 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 ESST 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.
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5.11 BONE MARROW DONATION LEAVE

Employees working an average of 20 or more hours per week may take paid ESST, 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

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 ESST 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 MOTHERS, LACTATING EMPLOYEES, AND
PREGNANCY ACCOMMODATIONS

Minnesota’s Nursing Mothers, Lactating Employees, and Pregnancy Accommodations law (Minnesota Statutes §
181.939)gives pregnant and lactating employees certain legal rights. Pregnant employees have the right to request
and receive reasonable accommodations, which may include, but are not limited to, more frequent or longer breaks,
seating, limits to heavy lifting, temporary transfer to another position, temporary leave of absence or modification in
work schedule or tasks. An employer cannot require an employee to take a leave or accept an accommaodation.
Lactating employees have the right to reasonable paid break times to express milk at work unless they are
expressing milk during a break that is not usually paid, such as a meal break. Employers should provide a clean,
private and secure room that is not a bathroom near the work area that includes access to an electrical outlet for
employees to express milk. It is against the law for an employer to retaliate, or to take negative action, against a
pregnant or lactating employee for exercising their rights under this law. Employees who believe their rights have
been violated under this law can contact the Minnesota Department of Labor and Industry’s Labor Standards
Division at dli.laborstandards@state.mn.us or 651-284-5075 for help. Employees also have the right to file a civil
lawsuit for relief. For more information about this law, visit dli.mn.gov/newparents.

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
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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 ESST). 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 ESST 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.

All exempt and non-exempt, bargaining unit and non-union employees may participate.

An employee will be eligible to receive donated leave only after all of the employee’s accrued
leave time (vacation, personal, and ESST) has been exhausted.

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 160 hours of leave time to ensure adequate coverage for
his/her own emergency absence.
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5.18

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.

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.

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 ESST 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:

Because of the birth of a child and to care for the newborn child.
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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
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.
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Serious Health Condition - means an illness, injury, impairment, or physical or mental condition that
involves:

@ 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:

€)] 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 may take up to six weeks of unpaid leave for the
birth or adoption of a child, if the employee is the biological or adoptive parent of the child, a female employee for
prenatal care, or incapacity due to pregnancy, childbirth, or related health conditions. Minn. Stat. § 181.941, Subd.
1. 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. Furthermore, the City extends this six weeks of unpaid leave for the birth or adoption of a child to a total of 12
weeks for all employees.

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.
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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.

Use of Accrued ESST, Compensatory Time and Vacation During FMLA: You may use your accumulated
ESST leave during your Family or Medical Leave provided that the circumstances of the leave make you eligible for
the use of ESST under the City’s existing ESST 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 ESST 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
ESST pay as the employee is entitled to use and actually uses.

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.
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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
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.
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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.

A “parent of a covered service member” means a covered service member’ s biological, adoptive, step or
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
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
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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.

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 Iliness 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 ASACITY 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.

o Report any and all unsafe conditions to the immediate supervisor.
o 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 plague 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 (Dress for your Day)

Employees are asked to dress in a professional manner at all times.

Departments may establish dress codes for employees as part of departmental rules. Personal appearance should be
appropriate to the nature of the work and contacts with other people and should present a positive image to the
public. Clothing, jewelry, or other items that could present a safety hazard are not acceptable in the workplace.
Dress needs vary by function. Employees who spend a portion of the day in the field need to dress in a professional
manner appropriate to their jobs, as determined by their supervisor. Employees may dress in accordance with their
gender identity, within the constraints of the dress codes adopted by the city. City staff shall not enforce the city’s
dress code more strictly against transgender and gender diverse employees than other employees.
The City of Cloquet Dress for your Day policy allows for non-uniformed employees to use their best judgment when
deciding what to wear to work every day, with some basic guidelines. The idea is each employee should consider
what their workday looks like and dress accordingly.
For example, employees are allowed to wear casual clothing on workdays when they do not have meetings with
residents or other outside third parties. Employees are still expected to wear clothing appropriate for an office
environment, and traditional business attire is always acceptable.
There may be days when residents or visitors are expected at city facilities and all staff may be required to forgo
Dress for your Day and required to wear business causal or business attire. These days will be announced in advance
so employees can plan accordingly.
In all instances, clothing and appearance must be neat, clean, not ripped, heavily frayed or worn, and not expose an
excessive amount of skin.
The following are examples of clothing and shoe choices that are never acceptable, but it is not an exhaustive list.
When in doubt, consult with Human Resources or the City Administrator.

o Clothing and/or accessories including offensive/inappropriate images or words, including images/words

that are discriminatory or sexual

e  Sweatpants, yoga pants and other exercise apparel

e Leggings unless combined with a top that reaches at least mid-thigh

e Beach wear

e Shorts

e Overalls

o  Very short skirts

o Shirts with writing or large logos (unless city or affiliated business organization logo)

e  Spaghetti-strap tops or dresses unless covered by a jacket or sweater

o Crop tops, tank tops, halter tops or any clothing showing midriffs

e Sheer or revealing clothing

e Hats or caps

e Sports jerseys (unless part of a planned employee event)

e  Flip-flops, house slippers, moccasins, Crocs shoes

Employees are allowed to wear jeans clean and free of rips, tears, fraying and not excessively tight or revealing.

Employees who need an accommodation associated with a protected status such as religion or disability should
speak with Human Resources to obtain approval to deviate from this policy.
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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.
o 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. If the 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.

» Page 45



. 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 Cloguet. 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 hames 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 ESST 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
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.
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Waiver: If a grievance is not presented within the time limits set forth above, it shall be considered "waived". If a
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

w

o O

H.

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 accommaodation 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:

1. Discuss the purpose and essential functions of the particular job involved. Completion of
a step-by-step job analysis may be necessary.

2. Determine the precise job related limitation.

3. Identify the potential accommodations and assess the effectiveness each would have in
allowing the individual to perform the essential functions of the job.

4. 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.

5. The City Administrator or his/her designee will work with the employee to obtain
technical assistance, as needed.

6. The City Administrator will provide a decision to the employee within a reasonable
amount of time.

7. 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 accommaodation 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 accommaodation
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.

o 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 Cloguet 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. If it 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 llinesses: 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 ESST 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 ESST 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 ESST credited back to the employee’s accumulated ESST account.

D. The net result is that the employee’s accrued ESST 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 accommaodations 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;
o 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.

o 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:

o Microsoft updates as provided in automatic updates to the user.
o 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.

o 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.

o 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. Acknowledge that:
e | received the City of Cloquet Personnel Policies
e Itis 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.

o 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 Cloguet 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.
| 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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