
City of Green River 
City Council Workshop 
Agenda Documentation 

 
Preparation Date:  August 3, 2011 Department:  Public Works 
Meeting Date: August 9, 2011 Department Head:  Mike Nelson  
 Presenter:  Mike Nelson 
 
Subject:  Jamestown/Rio Vista Water and Sewer District Emergency Action Plan 
 
 
Purpose Statement:  Jamestown Presentation of the Action Plan in the event of water system failure 
 
 

Background/Alternatives:  Jamestown has prepared an Emergency Action Plan involving assistance 
from the City of Green River.  The intent is for a mutual aid Agreement to be entered into between 
Jamestown and Green River.   

 

 

Attachments:   

Jamestown/Rio Vista Emergency Action Plan 

 

 

Fiscal Impact:  Not applicable 
 
 
  
Staff Impact:  Minimal 
 
 
 
 
Legal Review:  Not applicable 
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City of Green River 
City Council Workshop 
Agenda Documentation 

 
Preparation Date:  August 3, 2011 Department:  Public Works 
Meeting Date: August 9, 2011 Department Head:  Mike Nelson  
 Presenter:  Mike Nelson 
 
Subject:  Green River/Rock Springs Alternate Route Update by Inberg Miller Engineers 
 
 
Purpose Statement:  Update Governing Body on Project 
 

Background/Alternatives:   

IME was selected to complete the Alternate Route Study.  This is a Project Status Report.   

Attachments:   

None – will be Power Point Presentation 

 

Fiscal Impact:  Not applicable 
 
 
  
Staff Impact:  Minimal 
 
 
 
 
Legal Review:  Not applicable 
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CITY OF GREEN RIVER 
CITY COUNCIL WORKSHOP 

Agenda Documentation 
 
 

 
Preparation Date: 7/28/11 Submitting Department: Human Resources 
Meeting Date: 8/9/11 Department Director: Debbie Klein Robertson 
 Presenter: Debbie Klein Robertson 
 
SUBJECT:   
 
Proposed Changes to the Personnel Manual 
 

 
PURPOSE STATEMENT   
 
The proposed changes to the Personnel Manual will provide some necessary clarifications to 
the existing rules as well as add some needed/required changes. 
 
DESIRED OUTCOME 
 
That the Governing Body will review and comment on the recommended changes so that the 
revisions can be further prepared for approval at a future City Council meeting. 
  
BACKGROUND / ALTERNATIVES  
 
The following lists the recommended change and the justification: 
 

 Page 6, addition of definition of “wage or pay increase or adjustment”: This clarifies the 
term as it is used in the personnel manual. 
 

 Page 10, change in language referencing the administrative procedures: With the 
pending modification to the administrative procedures manual, the number of the 
procedure is uncertain. 
 

 Page 17, changes to promotional policy: This clarifies the requirements in the 
Accounting Technician ladder and adds the two existing levels of IT Specialist to the 
promotional ladder policy. 
 

 Page 23, changes the special time off policy: This removes the pay out of special time 
off and returns it to a “use it or lose it” status. 
 

 Page 33, adds language to the military leave policy regarding the Uniformed Service 
Employment and Re-employment Act (USERRA): The City has an internal procedure 
that meshes USERRA and state law regarding military leaves. 
 

 Page 38, expands and renames the Employee Assistance Program section to Employee 
Wellness Program: This will include the wellness program information that was 
previously in the administrative procedures manual. It is now being placed in the 
Personnel Manual. 
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 Page 41, amends the uniform policy to include references to dress code and cleans up 
some other language: The addition of dress codes allows staff to eliminate the dress 
code policy in the administrative procedures manual. 
 

 Page 47, page 61, and page 62, establishes a complaint policy to comply with federal 
law: These changes also add some consistency to the process regardless of whether 
there is a harassment claim or a violence in the workplace claim. 
 

 Page 77, lists additional policies that will apply to part time employees: Unless 
specifically listed as covered by a policy, part timers are not governed by the policy. 
Over the last several years, in collaboration with legal counsel, staff has found policies 
that needed to be added to the list. 

 
ATTACHMENTS 
 
A copy of the pages of the Personnel Manual containing the proposed changes is attached. 
 
FISCAL IMPACT 
 
The revisions will not result in any direct costs to the City. Wage increase matters will be 
determined as part of the annual budget process. 
 
STAFF IMPACT 
 
The changes will have minimal staff impact. 
 
LEGAL REVIEW  
 
The City Attorney has been sent the proposed changes for his review. (This included the first 
draft this winter. The City Attorney did not review the proposed change to the special time off 
policy.) 
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Final 2011 

Exempt Employees  City employees who meet federal guidelines which make their 
positions ineligible for overtime pay. 

Grievance  Any dispute concerning the interpretation or application of personnel 
rules/regulations or terms and conditions of employment. 

Personnel Action Form  The form that documents various actions in an employee’s 
tenure with the City (including status changes and wage adjustment.)  The form is 
signed by the supervisor, department head, Director of Human Resources, and City 
Administrator. 

Position  An employment for which an individual has been hired. 

Probationary Period  A working test period during which an employee is required to 
demonstrate his/her fitness for the duties to which he/she is appointed by actual 
performance of the duties of the position.  (Employees receiving promotions outside 
promotional ladders will serve a probationary period.) 

Promotion  The movement of an employee from one class to another class having a 
higher pay range. 

Reclassification  The change of a position from one class to another deemed more 
appropriate in terms of duties, authority, responsibility, and working conditions. 

Rehire  A former City employee who has left City service in good standing may be 
rehired for any available position for which he/she is qualified.  Under most 
circumstances, a former City employee must participate in a recruitment process to 
acquire the desired position.  (This applies to full-time, regular part-time, and seasonal 
part-time employees.) 

Supervisor  For purposes of this manual, a supervisor is an employee who does the 
following as a regular part of their job (i.e., daily responsibilities; this would not include 
supervisory responsibilities that are assigned on an as needed basis by a supervisor 
above the employee): 
 

 Schedules employees (including approving time off) 
 Assigns work or projects 
 Prepares employee evaluations and conducts performance discussions 
 Disciplines employees 

 

Suspension  The temporary separation of an employee from City service with or 
without pay. 

Transfer  The movement of any City employee from one position to another position in 
the same pay range. 

Wage or Pay Increase or Adjustment  A change in hourly rate, salary, or base pay. 

Work Year  The 12-month period that an employee must work to be eligible for an 
annual wage adjustment.  For employees hired prior to August 1, 2006, the work year 
is July 1-June 30.  For employees hired after August 1, 2006, the work year is based 
on the anniversary of the day the employee passed probation. 
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employee shall choose from the submitted list within three days of receipt or the right to 
choose shall be considered waived.   All results of the physical examination will be sent 
to the City's Human Resources Department. 

(c) The City shall bear all costs associated with the recommended examination and 
tests, but if additional tests or procedures are requested by the applicant/employee, said 
costs shall be the responsibility of the applicant/employee.  Before the City's share of 
the costs is paid, the Human Resources Department must have the results of the 
examination from the approved doctor.  Steps will be taken to ensure maximum 
confidentiality of physical examination results. 

(d) If the examination discloses medical conditions that prevent the applicant/ 
employee from successfully performing the essential functions of the job, the City will 
attempt to make reasonable accommodations if the candidate requests that a 
reasonable accommodation be made.  If no reasonable accommodations can be found, 
or they cause an undue hardship on the City, the conditional offer of employment will be 
withdrawn or the employee may be subject to termination.  
 
Sec. 20.5-49.  BACKGROUND CHECK 

(a) Prior to being hired into any position with the City, a candidate may be subject to 
a background check.  The purpose of the checks is twofold: 

(1) To ensure the accuracy of more objective data such as employment history, 
educational credentials, and license possession. 

(2) To ensure that the candidate has no civil or criminal history that would 
preclude successful fulfillment of the responsibilities of the proposed position. 

(b) Administrative Procedure #67 An applicable administrative procedure provides 
procedures processes and forms for conducting background checks. 
 
Sec. 20.5-50.  DISQUALIFICATION OF APPLICANTS 
    An applicant may be removed from consideration who: 

(a) Lacks any of the minimum requirements established for the positions for which 
he/she is applying; 

(b) Makes a false statement of any material fact; 
(c) Practiced or attempted to practice any deliberate deception or fraud in his/her 

application or in his/her examination in establishing his/her eligibility or securing his/her 
appointment; 

(d) Uses, threatens, or attempts to use political influence in securing employment or 
re-employment; 

(e) Is rendered physically unfit for the performance of the duties of the position which 
he/she seeks; 

(f) does not pass the pre-employment drug screen; 
(g) has failed to submit his/her application correctly or within the prescribed time 

limit; 
(h) has been convicted of a felony or guilty of infamous or notoriously disgraceful 

conduct; 
(i) has been dismissed from public service or other employment for reasons that 

would impair his/her ability to perform his/her duties; 
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(3) Demotion at employee’s request.  An employee may request a demotion to a 

classification having a lower base salary range.  Such requests will be made 
to the Director of Human Resources. 

 (d)  Assignment Change.  A supervisor may assign duties, tasks, and functions to 
his/her subordinates provided the duties, task, and function are listed as part of the 
employee’s job description.   
 
Section 20.5-77.  PROMOTIONAL POLICY 

(a)  Procedures.  The following guidelines establish criteria for employee promotions 
within career ladders.   

(1)  Promotion Criteria within Career Ladders (Full-Time Positions).  The 
following are criteria for the promotion of full-time employees within career 
ladders. 

a. Employee must meet or exceed job performance (as documented on 
his/her annual performance evaluation) 

b. Employee must know how to perform; must have performed, on a 
regular basis, the duties of the next level position (i.e., meet 
qualifications of next level position); and have demonstrated proficiency. 

c. Employee must have attained the number of years of City service (and 
any relevant certification/requirements) as described on the following 
chart.  (A year of full-time City service equals 12 months of consecutive 
full-time employment—2080 consecutive hours.) 

 
Years of City Service within Career Ladder 

Position     Plus Relevant Certification/Requirements 
 

Accounting Tech I    N/A 
Accounting Tech II    3 years plus relevant coursework 
Accounting Tech III    6 years plus relevant coursework 

Administrative Assistant I   N/A 
Administrative Assistant II   3 years 
Administrative Assistant III   6 years 

Animal Control Officer I   N/A 
Animal Control Officer II   3 years plus successful testing 

Fleet Technician I    N/A 
Fleet Technician II    3 years 
Fleet Technician III    6 years 
 
IT Specialist I    N/A 
IT Specialist II    3 years 
 

Parks Maintenance Operator I  N/A  
Parks Maintenance Operator II  3 years      
Parks Maintenance Operator III  6 years      

Police Officer I N/A 
Police Officer II 1 year (Experienced officers from out of   

state will become a Police Officer II upon 
obtaining Wyoming State Certification) 

Public Safety Dispatcher I   N/A 
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Sec. 20.5-89.5.  EXEMPT EMPLOYEES 
    The Federal Fair Labor Standards Act (FLSA) exempts officials appointed to policy 
making positions, executive, administrative, and professional employees from its 
overtime definitions. The following positions within the City of Green River are hereby 
determined to be exempt under the terms of the FLSA: 

 Exempt positions    

 Elected positions    

 Boards and commissions   

 Department heads and supervisors 

 Contract employees 
  
Sec. 20.5-90.  SPECIAL TIME OFF 

(a) The positions listed herein are exempt employees appointed by the City 
Administrator to serve in an administrative capacity and they are given the equivalent of 
two working weeks off each fiscal year, accrued on the first day of the fiscal year.  This 
special time off is given to these employees due to the nature of their jobs and the extra 
time (including night and off hour meetings) involved with their positions.  These 
employees are not eligible for any overtime.   

 Director of Community 
Development 

 Director of Finance/City Clerk 

 Director of Human Resources 

 Director of Parks & Recreation 

 Director of Public Works 

 Fire Chief 

 Police Chief 
(b) The positions listed herein are exempt employees serving in specialty positions 

and supervisory positions as outlined in the annual City budget and they are given the 
equivalent of one working week off each fiscal year, accrued on the first day of the fiscal 
year.  This special time off is given to these employees due to the amount of extra time 
(including night and off hour meetings) involved with their positions.  These employees 
are not eligible for any overtime. 

 Accounting Supervisor 

 Assistant City Engineer 

 Assistant Fire Chief 

 Engineer 

 Fleet Maint. Supervisor 

 Main Street Manager 

 Parks, Facilities, and 
Project Manager 

  

 Planner 

    Police Lieutenant 

 Purchasing/Payroll 
Supervisor 

 Recreation Supervisor 

 Sanitation Supervisor 

 Streets Supervisor 

 Utility Manager 

 URA/Main Street 
Administrator 

 

(c) At the end of the fiscal year, all remaining special time off will be paid to the 
employee based on his/her regular rate of pay at the time the payment is made. 
forfeited. 

(d) At employee separation, all remaining special time off will be paid to the 
employee based on his/her regular rate of pay at the time the payment is made. 
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(5.)  If an employee is due for an annual performance evaluation and wage or 
salary review while on an approved family and medical leave, the evaluation 
will be handled per the policy in Division 6 of this document. 

 

Sec. 20.5-117.  MILITARY LEAVE 
    The City will grant leave, as necessary, for uniformed service in compliance with all 
the Uniformed Service Employment and Re-Employment Rights Act (USERRA) and 
other applicable federal and state laws.  With exemptions and limitations, employees 
are entitled upon completion of military service, to reemployment with the City and 
certain other benefits in accordance with USERRA and other applicable federal and 
state laws. 
 
Sec. 20.5-118.  FLOATING HOLIDAYS 

  (a)   Employees are entitled to four (4) floating holidays per fiscal year, earned on 
the first day of the months of July, October, January, and April.  Floating holidays may 
be carried into future quarters, but all unused floating holidays will be forfeited on July 1 
of each year. (For extraordinary circumstances, the City Administrator may allow 
floating holidays to be carried over into the next fiscal year.) A floating holiday consists 
of eight (8) hours of compensable time. 

(b)  Only floating holidays that have been carried forward from previous quarters will 
be paid off at the time of employee separation. 
 
Sec. 20.5-119.  HOLIDAY LEAVE 

(a) The City provides for the following nine official holidays: 
(1) New Year's Day    January 1 
(2) Four (4) hours on Good Friday The Friday before Easter 
(3) Memorial Day    Last Monday in May 
(4) Independence Day   July 4 
(5) Labor Day    First Monday in September 
(6) Thanksgiving Day   4th Thursday in November 
(7) Thanksgiving Friday   Day after Thanksgiving 
(8) Christmas Day    December 25 
(9) Four (4) hours on Christmas Eve  December 24 

(b) Unless otherwise stated, an official holiday consists of eight (8) hours of 
compensable time.  Generally, holidays which fall on a Saturday will be observed on the 
preceding Friday and holidays which fall on a Sunday will be observed on the following 
Monday. (If December 25 falls on a Monday, the Christmas Eve holiday will be 
observed on the previous Friday.  If December 25 falls on a Saturday, Christmas Eve 
will be observed the previous Thursday.) 

(c) All employees will receive the designated hours for each holiday paid at their 
normal hourly rate for each official City holiday or day designated as an official City 
holiday. If an employee works on a City holiday he/she will be compensated at one and 
one-half (1.5) times their normal hourly rate for the time actually worked on the holiday 
in addition to the designated hours for the holiday.  The only exception is for four (4) 
hour holidays as noted below. 

(d) For four (4) hour holidays, the first four (4) hours of time actually worked will be 
paid at an employee’s normal hourly rate.  Time actually worked over four (4) hours will 
be paid at a rate of one and one-half times the employee’s normal hourly rate. 
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DIVISION 8.  EMPLOYEE BENEFITS 
 
Sec. 20.5-132.  DEFERRED COMPENSATION 
     In addition to the Wyoming Retirement System and the Social Security Program, 
employees may also enroll in a City-approved deferred compensation plan.  Detailed 
information on these plans is available from the Human Resources Department. 
 
Sec. 20.5-133.  GROUP INSURANCE 
     Full-time City employees are eligible for group life, health, and dental insurance 
through a City-sponsored plan.  Detailed information on this plan is available from the 
Human Resources Department. 
 
Sec. 20.5-135.  RETIREMENT 

(a) Full-time City employees are eligible for participation in the City's retirement 
program.  This plan is offered through the State of Wyoming with the City contributing 
the employer’s full statutory share as well as that percentage of the full-time employee's 
statutory share that the City paid as of July 1, 2002. 

(b) In the case of full-time City employees classified as law enforcement the 
percentage of the employee’s statutory share that the City paid as of July 1, 2002, was 
eight and six-tenths percent (8.6%).  For all other full-time City employees the 
percentage of the employee’s statutory share that the City paid as of July 1, 2002, was 
five and fifty-seven hundredths percent (5.57%). 

(c) Detailed information on this plan may be obtained from the Human Resources 
Department. 
 
Sec. 20.5-136.  SOCIAL SECURITY 
     The City of Green River participates in the federal Social Security Program.  Under 
this program, the employee and the City each contribute one-half of the program costs.  
Social Security benefits are available under the provisions of the Social Security Act.  
Detailed information on this program may be obtained from the Human Resources 
Department. 
 
Sec. 20.5-138.  EMPLOYEE ASSISTANCE PROGRAM WELLNESS PROGRAM 
     The Employee Assistance Program (EAP) is a confidential counseling service 
offered to employees and their immediate family members.  By providing a means of 
assisting employees to deal with personal problems, the City hopes to improve their 
quality of life both on and off the job.  While there is no charge to the employee for the 
initial level of service, this benefit is limited to the number and type of sessions set forth 
in the contract between the City and the employee assistance program provider.  
Further information on the details of this contract can be obtained through the Human 
Resources Department. 
The City promotes employee health and wellness via a wellness program: 

(a) A comprehensive wellness program seeks to provide an individual with tools to 
positively affect the following:  
1) Life/work balance  
2) Mental wellness  
3) Physical wellness  
4) Physical fitness  
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A comprehensive wellness program also provides an individual with various 
program options by which he/she can ―take charge‖ of his/her health and 
wellness. Program components may include the following:  

1) Health screening and testing (baseline testing and regular evaluation)  
2) Education (on various topics – diet, weight reduction, smoking cessation, 

stress management, etc. and in various forms – written materials, live 
presentations, videos, individual instruction, etc.)  

3) Stress management activities (massages, yoga, meditation, etc.)  
4) Counseling (health, psychological, life issues, etc.)  
5) Fitness screening and testing (baseline testing and regular evaluation)  
6) Fitness programs (exercise programs, sports, etc.)  

(b) Current program components include the following: 
1) The City provides City employees with an employee assistance program. 

This program provides employees (and their families) with a means of 
dealing with personal, psychological, and life issues. Employees access 
this program by calling the provider directly. (Refer to current brochure for 
details.) 

2) The City offers full time employees (and/or their family members) with 
Recreation Center membership. Employees enroll in this program 
through the Recreation Center. Maximum benefit paid on behalf of the 
employee is the Family annual pass rate listed in the Council approved 
schedule of fees.  (This is treated as additional income; employee may 
pay additional taxes.) 

3) Additional program components will be added as they are developed and 
funded. 

 
Section 20.5 -139. EMPLOYEE BREAKS 

(a) This policy is established to provide guidelines for employee rest breaks. Neither 
federal law nor state law requires that breaks be provided – it is up to the employer. If 
breaks are provided, some federal laws may apply. For example, the Fair Labor 
Standards Act considers breaks as time worked that must be paid. 

(b)  The official City position regarding breaks is as follows: 
(1) The length of breaks, location of breaks, and scheduling of breaks is at the 

discretion of the department head. These breaks should be scheduled to 
support the department plan of work. Supervisors should also be considerate 
of the needs of employees. 

(2) Generally, employees are entitled to two rest breaks, one rest break prior to the 
lunch/meal break and one after the lunch/meal break, each not to exceed 15 
minutes duration.  The duration of the work shift will determine the number and 
length of breaks.  (See chart in Section 3.5.)   

(3) Employees shall respond to emergency calls during the break periods. 
(c) Breaks should be taken at a convenient time, if possible.  Major projects involving 

extensive labor and equipment should not be halted at a critical time solely for taking a 
break. 

(d) Employees should remain at the worksite, if possible, during break periods. Groups 
of employees should not go on break until a supervisor or someone in charge is notified 
and has given permission.   

(e) The use of City equipment during break times for personal business should be 
restricted to emergencies only. 
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program money is dispersed.  If the last applicants are tied in years of full-
time experience, the second tie breaker will be total hours of previous part-
time service with the City.  The final tie breaker will be a roll of the dice. 

(f)  Plan Benefit 
(1) Each eligible employee who is accepted for voluntary early retirement shall 

receive $1,000 for each of his/her years of service plus the pay out of 
his/her accumulated leave as provided for under the Personnel Policies and 
Procedures.  Payment will be made in a one time, lump sum on the date the 
employee selected.  (The date must be within the current fiscal year, 
between January 1 and June 1.  The date selected for retirement is 
irrevocable.)  (Payments may have tax implications; employees should 
consult with their tax/financial advisors with questions.) 

(2) If the employee is also eligible to retire and draw benefits from the Wyoming 
Retirement System, he/she may also apply for a service retirement.  (This 
necessitates additional forms and a separate process.)  An employee does 
not need to retire from the Wyoming Retirement System to participate in the 
City’s voluntary early retirement program. 

 
Section 20.5 – 140.1.  UNIFORM AND CLOTHING STANDARDS POLICY 

(a) The City will set general uniform and clothing standards; departments will 
establish specific policies and procedures, as needed, to meet their special tasks and 
responsibilities.  Departmental uniform policies and dress codes, as approved by the 
relevant department head and the City Administrator, will be the official uniform policy 
for these departments. All departments requiring a uniform must have a written uniform 
policy. The policy will state that the uniforms must be worn during all working hours.  

(b) Uniform Options 
(1) Uniform Allowance (up-front / reimbursable / inventory): All City employees 

(except for elected officials) may be eligible to receive up to a $375 (per fiscal 
year) uniform allowance, which will be treated as additional compensation to 
the employee.  Employees may receive an amount less than three hundred 
seventy-five dollars ($375.00) if established by their departmental uniform 
policy.   

(2) Uniform Service:  A division may forgo forego a uniform allowance and elect to 
use a uniform service.  This service will not be treated as additional 
compensation to the employee.  Under this option, individuals will not be 
allowed a $375 uniform allowance. 

(3) Police and Fire Department Uniforms: Individuals in the Police and the Fire 
Departments are generally exempt for taxing purposes from income. 
Exceptions to this are individuals that are not considered uniformed officers 
and items not part of a uniform (undergarments, t-shirts, workout clothes, 
etc.). Police and Fire employees who are issued a uniform are also exempt 
from the annual uniform allowance limitation. Departmental needs may 
dictate that greater expenditures will be required in some years with 
significantly lesser amounts in other years. Departmental management will 
monitor and control expenditures as provided in their departmental uniform 
policies. 

(c)  Provision of Uniforms (Uniform Service and Uniform Allowance).  A department 
head may choose from the following uniform provision options. 
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that it is unwelcome, offensive, and should stop at once.  The employee also should 
report any discrimination and/or harassment to his/her immediate supervisor, department  
head, or the Human Resources Department.  An official complaint or report of 
harassment or discrimination must be submitted in writing to the Human Resources 
Department.  The Human Resources Department will investigate the discrimination 
and/or harassment claim.  Complaints or reports of discrimination and/or harassment will 
be handled as outlined in Section 20.5-150.5. 

(d)  The City of Green River will conduct its investigation in as confidential a manner 
as possible.  A timely resolution of each complaint will be reached and communicated to 
the employee and the other parties involved.  Appropriate corrective action, up to and 
including termination, will be taken promptly against any employee engaging in 
discrimination and/or harassment.  Retaliation against any employee for filing a 
complaint or participating in an investigation is strictly prohibited.  However, any 
employee that knowingly makes a false claim of harassment and/or discrimination will be 
subject to corrective action, up to, and including, termination. 

(e)  Occasionally, talking with a supervisor, department head, or someone in the 
Human Resources Department about this conduct is not an option.  If an employee feels 
that his/her complaint has not been or cannot be properly handled, he/she may forward 
the written complaint to the City Administrator.  Complaints that are not felt to be 
satisfactorily resolved via City policy may be taken to the Equal Employment Opportunity 
Commission by the claimant. 
 

Sec. 20.5-148.  DRUG AND ALCOHOL POLICY FOR CITY EMPLOYEES WHO ARE 
   REQUIRED TO HAVE A COMMERCIAL DRIVER'S LICENSE 

(a) PURPOSE AND APPLICABILITY.  The City of Green River requires some 
employees (through their job functions or job descriptions) to have a Commercial Driver’s 
License (CDL).  Federal law requires that employees with CDLs follow specific rules 
aimed at controlling drug and alcohol use and thereby reducing accidents and injuries. 
This policy is not intended to replace or be applied in lieu of any other policies or rules of 
the City relating to alcohol and/or controlled substances.  (Section 20.5 – 146 and 
Section 20.5-149 of this document, therefore, also apply to commercial drivers.)  This 
policy is not intended to replace any federal regulations.  49 Code of Federal Regulations 
(C.F.R.) Part 382, 49 C.F.R. Part 40, and any other applicable regulations will be 
followed relative to commercial drivers. 

(b)  DEFINITIONS.  The following definitions apply to the policy and have been taken 
from Sections of the Code of Federal Regulations (C.F.R.). (In the case of a conflict 
between the policy and the regulations as a result of an amendment to the regulations, 
the definitions in the code of regulations are to control and supersede those set forth in 
this policy.) 

 Accident – an occurrence involving a commercial motor vehicle on a public road in 
interstate or intrastate commerce which results in: 
1.  A fatality 
2.  Injury to a person requiring immediate treatment away from the scene of the 
accident. 
3.  Disabling damage to a vehicle requiring it to be towed from the scene. 

The term ―accident‖ does not include an occurrence which involves only boarding or 
alighting from a stationary vehicle, or which involves only the loading or unloading of 
a vehicle’s cargo. Also not included is an occurrence involving the operation of a  
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Sec. 20.5-150.  VIOLENCE IN THE WORKPLACE 

(a) The City is committed to providing a safe workplace.  The possibility of workplace 
violence threatens every place of employment.  To deal with and mitigate the risk of 
workplace violence, the City has established this policy. 

(b) ―Violence‖ is described as threatening behavior that may be physical or 
psychological in nature.  Unacceptable behaviors include, but are not limited to, the 
following: 

(1)  Aggressive or hostile behavior that creates a reasonable fear of injury or 
subjects another employee to emotional distress: 
 

a. Hostile and/or threatening gestures 
b. Hostile and/or threatening written correspondence 
c. Verbal Intimidation 

 
(2)  Physical Attacks 

(c) Employees are required to report any incident in the workplace involving violence 
as described above.  The perpetrator could be a co-worker, family member, or a 
stranger.  Complaints or reports of the aforementioned behaviors will be handled as 
outlined in Section 20.5-150.5 

(d) Any employee who engages in threatening behaviors is subject to discipline, up to 
and including termination.  If an employee uses life threatening violence (e.g. 
brandishing a weapon, threatening to kill someone, etc.) he/she is subject to immediate 
termination.  Other ―lesser‖ forms of workplace violence may result in other forms of 
discipline and referral to the City’s employee assistance program. 

(e) Employees will receive regular training for dealing with workplace violence. 
 
Sec 20.5-150.5 COMPLAINT POLICY 

(a) The City is committed to providing a safe and productive work environment, free 
of threats to the health, safety, and well-being of its workers.  Such threats might 
include, but are not limited to, harassment, discrimination, violations of health and 
safety rules, and violence.  

(b) Any employee who witnesses or is subject to inappropriate conduct in the 
workplace may complain to their department head or supervisor or the Human 
Resources Department. (An employee is not required to follow the chain of 
command, especially if his/her supervisor or department head is part of the 
alleged problem.)  Any employee who receives a complaint about, hears of, or 
witnesses any inappropriate conduct is required to notify the Director of Human 
Resources either directly or indirectly via his/her supervisor or department head – 
whichever is appropriate.  Complaints may be made verbally or in writing.  Follow-
up investigations of the complaints will result in written reports, which will require 
the complainant’s signature (as well as the signatures of witnesses, accused, etc.) 

(c)  Inappropriate conduct includes any conduct prohibited by City policies pertaining 
to harassment, discrimination, discipline, workplace violence, health and safety, 
wages and hours, and drug and alcohol use.  In addition, employees are 
encouraged to come forward with any workplace complaint, even if the subject of 
the complaint is not explicitly covered by written policies. 

(d) Employees are encouraged to come forward with complaints immediately, so that 
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appropriate action can be taken to handle the problem/situation.  Once a 
complaint has been made, the Director of Human Resources will determine how 
to best handle it.  This may include a complete and impartial investigation.  
Investigations will be conducted promptly.  If prudent, outside investigators may 
be used.  

(e) All employees must cooperate fully in investigations by, for example, answering 
questions completely and honestly and giving the investigator all documents and 
other material that might be relevant.  All complaints will be handled as 
confidentially as possible.  When the investigation is complete, the City will take 
corrective action, if appropriate. 

(f) The City will not engage in or allow retaliation against any employee who makes a 
good-faith complaint or participates in an investigation.  Employees who believe 
that they have been subjected to any kind of negative treatment because of 
making a complaint or being questioned in a complaint investigation, must report 
the conduct immediately to the Director of Human Resources. 
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(c) For four-hour holidays, the first four (4) hours of time actually worked will be paid 
at an employee’s normal hourly rate.  Time actually worked over four (4) hours will be 
paid at a rate of one and one-half (1.5) times the employee’s normal hourly rate.  For 
four-hour holidays, regular part-time employees will receive holiday pay for hours 
worked up to four (4) hours. 

(d) To receive holiday pay, the regular part-time employee will record the time 
appropriately on his/her time card.  The relevant supervisor will approve the time and 
monitor the time to make sure an employee does not get holiday pay for the actual 
holiday and the day designated as a holiday. 

(e) If a holiday shift goes into overtime, only the overtime rate will be in effect (not 
both holiday and overtime). 
 
Sec. 20.5-208.  DRUG AND ALCOHOL POLICIES 
     Drug and alcohol policy sections of this manual (Sec. 20-5-146 and Sec. 20.5-149) 
pertaining to the drug-free workplace and drug and alcohol policies for all employees 
cover regular part-time and seasonal employees. 
 
Sec. 20.5-209.  OTHER POLICIES 
The following policies contained in this manual also pertain to part-time (regular and 
seasonal) employees. 
 

 Sec. 20.5-27  Personnel Records 
 Sec. 20.5-30.5 Employee Relations Committee 
 Sec. 20.5-33  Definition of Terms 
 Sec. 20.5-48  Physical and Mental Examinations 
 Sec. 20.5-49  Background check 
 Sec. 20.5-62  Training 
 Sec. 20.5-77  Promotional Policy 
 Sec. 20.5-82  Appointment and Rehire 
 Sec. 20.5-84  Paydays 
 Sec. 20.5-85  Pay periods 
 Sec. 20.5-85.5 Work periods 
 Sec. 20.5-95  Shift Differential 
 Sec. 20.5-113 Worker’s Compensation 
 Sec. 20.5-116  Family and Medical Leave 
 Sec. 20.5-117 Military Leave 
 Sec. 20.5-125 Americans with Disabilities Act Reasonable Accommodation  

Policy 
 Sec. 20.5-136 Social Security 
 Sec. 20.5-138 Employee Wellness Program 
 Sec. 20.5-140.1 Uniform and Clothing Standards Policy 
 Sec. 20.5-141 Code of Ethics and Core Beliefs 
 Sec. 20.5-142 Conflicts of Interest 
 Sec. 20.5-144 Political Activities 
 Sec. 20.5-147 Harassment and Discrimination Policy 
 Sec. 20.5-149 Drug and Alcohol Policy for All City Employees 
 Sec. 20.5-150 Violence in the Workplace 
 Sec. 20.5-150.5 Complaint Policy 
 Sec. 20.5-191 Layoffs 
 Sec. 20.5-193 Final Paycheck Release/Termination Pay
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