
 

 

 

SYRACUSE CITY 
 

Syracuse City Council 

Work Session Notice   

April 14, 2015, 2015 – 6:00 p.m.  

 Municipal Building, 1979 W. 1900 S. 

 

 
Notice is hereby given that the Syracuse City Council will meet in a work session on Tuesday, April 14, 

2015, at 6:00 p.m. in the large conference room of the Municipal Building, 1979 W. 1900 S., Syracuse City, 
Davis County, Utah. The purpose of the work session is to discuss/review the following items: 

 
a. Review agenda for Council business meeting to begin at 7:00 p.m. (2 min.) 

 
b. Request to be on the agenda: Mike Bastian, Castlecreek Homes, re: proposed ordinance amendment pertaining to 

secondary water service for remnant agriculture properties. (10 min.) 
 
c. Discussion of proposed parking ordinance. (10 min.) 

 
d. Review agenda item 9: Proposed resolution adopting comprehensive edits to the chapters 12-24 of the Personnel 

Policies and Procedures Manual. (10 min.) 
 
e. Review items forwarded by the Planning Commission: (10 min.) 

i. Concept Plan Report, Elmore Plaza, located at approximately 1000 W. Gordon (2700 South). 
ii. Final Subdivision Plan, Wilcox Meadows Phase 1(name changed from Wilcox Farms), Castle Creek, 

located at 1200 S 3000 W, R-2 Zone.  
iii. Final Subdivision Plan, Steed Lake View Farm phase I, Lake View Farm I LLC, located at 700 S 3000 W, 

R-2/R-3 Zone. 
iv. Proposed Code Amendment, Title X, pertaining to the PRD-Planned Residential Zone. 

 
f. Council business. (2 min.) 

 
~~~~~ 

In compliance with the Americans Disabilities Act, persons needing auxiliary communicative aids and services for this meeting should contact the City Offices at 
801-825-1477 at least 48 hours in advance of the meeting. 

CERTIFICATE OF POSTING 

The undersigned, duly appointed City Recorder, does hereby certify that the above notice and agenda was posted within the Syracuse City limits on this 9th day 
of April, 2015 at Syracuse City Hall on the City Hall Notice Board and at http://www.syracuseut.com/.  A copy was also provided to the Standard-Examine on 
April 9, 2015. 
 
  CASSIE Z. BROWN, CMC 
  SYRACUSE CITY RECORDER 
 
 

     

http://www.syracuseut.com/


  
 

Agenda Item b   Request to amend secondary water ordinance for 

remnant agriculture properties 
    

 
Factual Summation  

 Mike Bastian with Castle Creek Homes will lead the discussion. Any supporting 

questions for staff about this agenda item can be directed to Robert Whiteley.  

 As development occurs and pressurized secondary water is in place, irrigation ditches 

experience a smaller demand for water delivery.  

 In many cases, small remnants of agricultural properties that still rely upon irrigation 

ditches have challenges in maintaining long stretches of ditches that are routed around 

or piped through new developments. 

 Often times, the cost of piping or relocating a ditch to serve a remnant property would 

be greater than the cost to install a pressurized service. 

 Our ordinance does not provide an avenue to serve remnant agriculture properties. 

 

Consideration 

Consider whether the council would entertain an ordinance amendment to provide pressurized 

secondary water to remnant agriculture properties where ditches are limited or become 

unavailable. 

 

 

 

 

COUNCIL AGENDA 
April 14, 2015 



 

Area affected from removal 

of ditch 





  
 

Agenda Item “c” Proposed adoption of additional Parking 

Ordinance in Syracuse City. 

 

Factual Summation 
 Any question regarding this agenda item may be directed at Chief Atkin 

 Please see attached 

 

Chief Atkin is requesting the adoption of an additional parking ordinance. According to 

ordinance 11.05.010, Syracuse City has adopted State laws related to parking violations. 

These laws can be found primarily in 41-6a-1401  -  41-6a-1404 of the Utah Code. The 

purpose of this proposed ordinance is to allow the Department to better address parking 

concerns of residents and to provide increased safety. This ordinance would be added to 

Chapter 11 Section 20. 

 

Please refer to the attached information related to the proposed ordinance and State laws. 

COUNCIL AGENDA 
April 14, 2015 



Parking restrictions 11.20.040 

 In addition to other parking restrictions in this Code, it shall be unlawful: 

(1) To park any vehicle over, above, on, or across the public easement between the sidewalk 

and curbing abutting any public street; 

 
(2) To park any vehicle over, above, on, or across any sidewalk or portion thereof, or to 

otherwise park a vehicle in such a manner so as to obstruct access upon, or use of, the 

entire surface of any sidewalk; 

 

(3) To park a vehicle upon any street, or publicly owned or controlled property or right-of-

way for the principal purpose of performing maintenance or repairing such vehicle except 

as is necessitated by an emergency; 

 

(4) To park upon any street, public right-of-way, or publicly owned or controlled property a 

vehicle that is mechanically inoperable or cannot be lawfully operated on public 

streets.  For purposes of this Subsection, "mechanically inoperable" includes, but is not 

limited to, flat tire, dead battery, any mechanical problem that would prohibit the 

immediate starting of the engine and proceeding in a normal manner. "Lawfully 

operated" includes, but is not limited to, having current registration, inspection, and 

required equipment, or any physical condition, such as missing or inoperable lighting, 

prohibiting lawful operation; 

 

(5) To park any vehicle, trailer, etc. in any fire lane or to otherwise block or obstruct any fire 

lane established by the City; 

 

(6) To park any vehicle, trailer, etc. on any public property, other than in designated parking 

or obvious parking areas or as legally permissible on roadways;  

 

(7) To park any vehicle in any location that interferes with the delivery and monitoring of 

essential services, such as utilities, postal services, and refuse collection. 

 

(8) To park any vehicle, trailer, boat, or similar apparatus upon any developed parcel at a 

location other than that designed for parking. 

 

a. Areas designed for parking must be concrete, asphalt, or similar solid surface of 

sufficient size to house the entire vehicle. 

b. Exception.  This Subsection shall not apply to vehicles parked so as to facilitate 

the immediate loading or unloading thereof or service vehicles actively involved 

in the construction, repair, or servicing of the premises. 

 

 

 



STATE CODES 
 
41-6a-1401 Standing or parking vehicles -- Restrictions and exceptions. 
(1) Except when necessary to avoid conflict with other traffic, or in compliance 
with law, the directions of a peace officer, or a traffic-control device, a person 
may not: 

(a) stop, stand, or park a vehicle: 
(i) on the roadway side of any vehicle stopped or parked at the edge or curb 
of a street; 
(ii) on a sidewalk; 
(iii) within an intersection; 
(iv) on a crosswalk; 
(v) between a safety zone and the adjacent curb or within 30 feet of points 
on the curb immediately opposite the ends of a safety zone, unless a 
different length is indicated by signs or markings; 
(vi) alongside or opposite any street excavation or obstruction when 
stopping, standing, or parking would obstruct traffic; 
(vii) on any bridge or other elevated structure, on a highway, or within a 
highway tunnel; 
(viii) on any railroad tracks; 
(ix) on any controlled-access highway; 
(x) in the area between roadways of a divided highway, including 
crossovers; or 
(xi) any place where a traffic-control device prohibits stopping, standing, or 
parking; 

(b) stand or park a vehicle, whether occupied or not, except momentarily to 
pick up or discharge a passenger or passengers: 

(i) in front of a public or private driveway; 
(ii) within 15 feet of a fire hydrant; 
(iii) within 20 feet of a crosswalk; 
(iv) within 30 feet upon the approach to any flashing signal, stop sign, yield 
sign, or traffic-control signal located at the side of a roadway; 
(v) within 20 feet of the driveway entrance to any fire station and on the side 
of a street opposite the entrance to any fire station within 75 feet of the 
entrance when properly signposted; or 
(vi) at any place where a traffic-control device prohibits standing; or 

(c) park a vehicle, whether occupied or not, except temporarily for the purpose 
of and while actually engaged in loading or unloading property or passengers: 

(i) within 50 feet of the nearest rail of a railroad crossing; or 
(ii) at any place where traffic-control devices prohibit parking. 

(2) A person may not move a vehicle that is not lawfully under the person’s 
control into any prohibited area or into an unlawful distance from the curb. 
(3) This section does not apply to a tow truck motor carrier responding to a 
customer service call if the tow truck motor carrier has already received 
authorization from the local law enforcement agency in the jurisdiction where the 
vehicle to be towed is located. 
 



41-6a-1402 Stopping or parking on roadways -- Angle parking -- Traffic-
control devices prohibiting or restricting. 
(1) Except as otherwise provided in this section, a vehicle stopped or parked on a 
two-way roadway shall be stopped or parked with the right-hand wheels: 

(a) parallel to and within 12 inches of the right-hand curb; or 
(b) as close as practicable to the right edge of the right-hand shoulder. 

(2) Except when otherwise provided by local ordinance, a vehicle stopped or 
parked on a one-way roadway shall be stopped or parked parallel to the curb or 
edge of the roadway in the direction of authorized traffic movement with its: 

(a) right-hand wheels: 
(i) within 12 inches of the right-hand curb; or 
(ii) as close as practicable to the right edge of the right-hand shoulder; or 

(b) left-hand wheels: 
(i) within 12 inches of the left-hand curb; or 
(ii) as close as practicable to the left edge of the left-hand shoulder. 

(3) 
(a) Except as provided in Subsection (3)(b), local highway authorities may by 
ordinance permit angle parking on any roadway. 
(b) Angle parking is not permitted on any federal-aid or state highway unless 
the Department of Transportation has determined that the roadway is of 
sufficient width to permit angle parking without interfering with the free 
movement of traffic. 

(4) 
(a) The Department of Transportation, with respect to highways under its 
jurisdiction, may place traffic-control devices prohibiting or restricting the 
stopping, standing, or parking of vehicles on a highway where: 

(i) the stopping, standing, or parking is dangerous to those using the 
highway; or 
(ii) the stopping, standing, or parking of vehicles would unduly interfere with 
the free movement of traffic. 

(b) A person may not stop, stand, or park a vehicle in violation of the restriction 
indicated by the devices under Subsection (4)(a). 

 
 

41-6a-1403 Motor vehicle left unattended -- Requirements. 
(1) A person operating or in charge of a motor vehicle may not permit the vehicle 
to stand unattended without: 

(a) stopping the engine; 
(b) locking the ignition and removing the key; 
(c) placing the transmission in “park” or the gears in “low” or “reverse” if the 
vehicle has a manual shift; or 
(d) effectively setting the brakes thereon. 

(2) A person shall turn  the front wheels to the curb or side of the highway when 
standing a vehicle on any perceptible grade. 
 
 

 



41-6a-1404 Stopping or parking on roadway outside business or residential 
district. 
(1) Outside a business or residence district, a person may not stop, park, or 
leave standing a vehicle, whether attended or unattended, on the roadway when 
it is practical to stop, park, or leave the vehicle off the roadway. 
(2) A person who stops, parks, or leaves a vehicle standing on a roadway shall: 

(a) leave an unobstructed width of the highway opposite the vehicle for the free 
passage of other vehicles; and 
(b) leave the vehicle so that other vehicle operators have a clear view of the 
stopped vehicle from a distance of 200 feet in each direction on the roadway. 

(3) This section and Sections 41-6a-1401 and 41-6a-1402 do not apply to the 
operator of a vehicle if the vehicle becomes disabled while on the paved or main 
traveled portion of a roadway in a manner and to the extent that it is impossible 
to avoid stopping and temporarily leaving the disabled vehicle on the paved or 
main traveled portion of the roadway. 
 

 

 

 

 



  
 

Agenda Item  d Introduce chapters 12 – 23 (excluding chapter 

18) of policy manual comprehensive edits for 

first reading. 

 

Factual Summation 

 Any questions about this agenda item may be directed at Finance Director 

Stephen Marshall.  See the attached policy manual PDF documents.  There 

is both a red line and a clean copy of the proposed edits for chapters 12 – 

23 (excluding chapter 18) of the policy manual.  We are still working 

through our edits and revisions of chapter 18 and will bring it to the council 

at a future date. 

 

 We have also included a summary list of changes to the forms in the 

appendix. 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

Recommendation 

Discuss the personnel policy and procedures edits and revisions and set a 

future date to approve the changes. 

COUNCIL AGENDA 
April 14, 2015 



 

RESOLUTION R15-12 
 

A RESOLUTION UPDATING AND APPROVING COMPREHENSIVE 

EDITS TO CHAPTERS 12-23 (EXCLUDING CHAPTER 18) OF THE 

SYRACUSE CITY PERSONNEL POLICIES AND PROCEDURES 

MANUAL. 

 

            WHEREAS, the City Council has determined that necessary changes to the Syracuse 

City Personnel Policies and Procedures Manual are needed; 

 

            WHEREAS, Syracuse City Staff has reviewed the Syracuse City Personnel Policies and 

Procedures Manual and has recommended various comprehensive edits throughout chapters 12-

23 (EXCLUDING CHAPTER 18) of the Manual; 

  

            WHEREAS, the City Council has determined that approval of the amendments to the 

Syracuse City Personnel Policies and Procedures Manual will help promote the orderly operation 

of the City; 

 

   

            NOW, THEREFORE, BE IT ENACTED AND ORDAINED BY THE CITY 

COUNCIL OF SYRACUSE DAVIS COUNTY, STATE OF UTAH, AS FOLLOWS: 

 

SECTION 1:  Amendments.  That the proposed amendments to the Syracuse City 

Personnel Policies and Procedures Manual, attached hereto as Exhibit A, are hereby adopted and 

considered amended.  

 

SECTION 2. Severability.  If any section, part or provision of this Resolution is held 

invalid or unenforceable, such invalidity or unenforceability shall not affect any other portion of 

this Resolution, and all sections, parts and provisions of this Resolution shall be severable. 

SECTION 3. Effective Date.  This Resolution shall become effective immediately upon 

its passage. 

PASSED AND ADOPTED BY THE CITY COUNCIL OF SYRACUSE CITY, 

STATE OF UTAH, THIS 14
th 

DAY OF APRIL, 2015. 
 

SYRACUSE CITY 
ATTEST: 

 

 

________________________________ By:____________________________________ 

Cassie Z. Brown, City Recorder       Terry Palmer, Mayor 
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CHAPTER 12 

DOT DRUG AND ALCOHOL TESTING POLICY 
 
12.010. Purpose. 
12.020. General Policy. 
12.030. Applicability. 
12.040. Definitions. 
12.050. Prohibitions. 
12.060. Zero Tolerance. 
12.070. Voluntary Self-Identification Program.   
12.080. Prescription and Over-the-Counter Drugs. 
12.090. Testing Required.  
12.100. Basis for Testing. 
12.110. Pre-Employment Testing. 
12.120. Post-Accident Testing. 
12.130. Random Testing. 
12.140. Reasonable Suspicion Testing. 
12.150. Return-to-Duty Testing. 
12.160. Follow-Up Testing. 
12.170. Testing Procedures. 
12.180. Results.  
12.190. DOT Required Action. 
12.200. Removal from Safety-Sensitive Functions. 
12.210. Additional Action. 
12.220. Records. 
12.230. Confidentiality. 
12.240. Notification of Conviction. 
12.250. Americans with Disabilities Act (ADA). 
12.260. Amendments. 
 
 
12.010. Purpose. 
 
 The purpose of this policy is to provide guidelines for the implementation and management of a 
drug and alcohol testing program for City employees and prospective employees who are subject to  the 
Commercial Drivers License (CDL) drug and alcohol testing requirements under the Federal Omnibus 
Transportation Employee Testing Act of 1991, as amended, and the Department of Transportation (DOT) 
Regulations promulgated thereunder.  The provisions of this policy are intended and shall be interpreted 
in accordance with the Federal Omnibus Transportation Employee Testing Act of 1991, as amended, and 
the DOT Regulations as defined herein.  This policy is not intended to create or alter any existing 
employment status or contract, written or verbal, between Syracuse City and its employees or prospective 
employees. 
 
12.020. General Policy.   
 

Alcohol or drug use can impair an employee's ability to safely and effectively perform the 
functions of the particular job, increase accidents, absenteeism, and sub-standard performance, create 
poor employee morale, and/or undermine public confidence in the City's work force.  It is the policy of the 
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City to employ a work force and create a workplace free from the adverse effects of alcohol and drug use 
to ensure the safety, personal health, and productivity of its employees, as well as the health and safety 
of those with whom Syracuse City employees come in contact.  In addition, Syracuse City is committed to 
reducing highway accidents that result from driver misuse of drugs and alcoholic substances, thereby 
reducing fatalities, injuries, and property damage.  To accomplish this, Syracuse City has developed a 
“zero-tolerance” substance abuse policy for all current and prospective CDL employees as more 
particularly set forth in this policy.  This policy shall be distributed to all CDL employees and made 
available for review by prospective CDL employees.  Employees may refer any questions regarding this 
policy or the materials referred to herein to the Human Resources SpecialistDirector. 

  
12.030. Applicability. 
 
 This policy applies to all employees in the service of Syracuse City for compensation, and 
prospective employees, who are required to hold and maintain a Commercial Drivers License as a 
condition of employment and/or who operate a commercial motor vehicle in commerce and who are 
subject to the Commercial Drivers License requirements of the Department of Transportation, including, 
but not limited to 49 CFR Part 383, as amended, referred to and defined herein as “CDL employees.”  All 
other employees shall comply with the Non-DOT Drug and Alcohol Policy set forth in Chapter 11, rather 
than the provisions set forth herein. All CDL employees shall be subject to the testing requirements of this 
policy and the Non-DOT Drug and Alcohol Policy subject to the following limitation. When the provisions 
of this policy are applicable to a certain situation, this policy shall be complied with and no other testing 
requirements may be imposed. However, when provisions of this policy do not apply to a situation which 
is otherwise covered by the Non-DOT Drug and Alcohol Policy, CDL employees shall be subject to testing 
under the Non-DOT Drug and Alcohol Policy. For instance, if a CDL employee is involved in an accident 
involving loss of life requiring testing under this policy, the employee would be subject to testing under 
this policy and not subject to testing under the Non-DOT Drug and Alcohol Testing Policy. However, if the 
employee is involved in an accident not requiring testing under this policy but requiring testing under the 
Non-DOT Drug and Alcohol Testing Policy, the CDL employee would be subject to testing under the Non-
DOT Drug and Alcohol Testing Policy. In any case, if there is any conflict between this policy and any 
other policy or regulation of the City, the requirements of this policy shall control and no other testing 
requirements  shall be imposed which would conflict or hinder compliance with this policy.  In accordance 
with DOT Regulations, testing under Chapter 11 cannot be combined with testing required under this 
Chapter 12. 
  
12.040. Definitions. 
 

Words not otherwise defined but used in this policy or in the materials referenced herein are 
defined in 49 CFR § 386.2, 49 CFR § 390.5 and 49 CFR § 40.3, as amended.  As used herein, the 
following words shall have the meanings set forth below:   

 
(a) Actual Knowledge.  “Actual Knowledge” means actual knowledge by an employer that a 

driver has used alcohol or controlled substances based on the employer's direct observation of the 
employee, information provided by the driver's previous employer(s), a traffic citation for driving a CMV 
while under the influence of alcohol or controlled substances or an employee's admission of alcohol or 
controlled substance use, except as provided in Section 12.070 regarding voluntary admission.  Direct 
observation as used in this definition means observation of alcohol or controlled substances use and 
does not include observation of employee behavior or physical characteristics sufficient to warrant 
reasonable suspicion testing as used herein. 
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(b) Alcohol.  “Alcohol” means the intoxicating agent in beverage alcohol, ethyl alcohol, or 
other low molecular weight alcohols including methyl and isopropyl alcohol. 
 

(c) Alcohol Concentration (or Content).  “Alcohol Concentration” or “Alcohol Content” means 
the alcohol in a volume of breath expressed in terms of grams of alcohol per 210 liters of breath as 
indicated by an evidential breath test. 
 

(d) Alcohol Use.  “Alcohol Use” means the drinking or swallowing of any beverage, liquid 
mixture, or preparation (including any medication) containing alcohol. 
 

(e) CDL Employee.  “CDL Employee” means any employee in the service of Syracuse City 
for compensation who is required to hold and maintain a Commercial Drivers License as s condition of 
employment and/or who is required as part of his or her job duties to operate a commercial motor vehicle 
in commerce and who is subject to the commercial driver’s license requirements of 49 CFR Part 383, as 
amended.  

 
 (f) Commerce.  “Commerce” means:  (1) any trade, traffic, or transportation within the 

jurisdiction of the United States between a place in a State and a place outside of such State, including a 
place outside of the United States; and (2) trade, traffic, and transportation in the United States which 
affects any trade, traffic, and transportation as described in Subsection (1). 
 

 (g) Commercial Motor Vehicle.  “Commercial Motor Vehicle” means a motor vehicle or 
combination of motor vehicles used in commerce to transport passengers or property if the vehicle:  
 

(1) Has a gross combination weight rating of 26,001 or more pounds inclusive of a 
towed unit with a gross vehicle weight rating more than 10,000 pounds; or 

 
(2) Has a gross vehicle weight rating of 26,001 pounds; or 

 
(3) Is designed to transport 16 or more passengers, including the driver; or 

 
(4)  Is of any size and is used in the transportation of material found to be hazardous 

for the purposes of the Hazardous Materials Transportation Act (49 USC § 5103(b)) and which 
require the motor vehicle to be placarded under the Hazardous Materials Regulations (49 CFR 
Part 172, subpart F). 

 
(h) Controlled Substances or Drugs.  “Controlled Substances” or “Drugs” means those 

substances identified in 49 CFR 40.85, as amended, consisting of the following:   
 

(1) Marijuana metabolites 
 

(2) Cocaine metabolites 
 

(3) Amphetamines 
 

(4) Opiate metabolites  
 

(5) Phencyclidine (PCP)  
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(i) Designated Employee Representative (DER).  “Designated Employee Representative” or 
“DER” means an individual identified by Syracuse City as able to receive communications and test results 
from service agents and who is authorized to take immediate actions to remove employees from safety-
sensitive duties and to make required decisions in the testing and evaluation processes.  The individual 
must be an employee of Syracuse City and cannot be a service agent.  The City’s DER is the Human 
Resources SpecialistDirector.   

 
 (j) DOT Regulations.  "DOT Regulations" means the rules and regulations promulgated by 

the U.S. Department of Transportation for alcohol and controlled substance testing requirements for 
employees subject to the Commercial Driver's License requirements pursuant to the Omnibus 
Transportation Act of 1991, including, but not limited to §§ 49 C.F.R. 40 and 49 C.F.R. 382, as amended. 

 
 (k) Driver.  “Driver” means any person who operates a commercial motor vehicle.  This 

includes, but is not limited to: full time, regularly employed drivers; casual, intermittent or occasional 
drivers; leased drivers and independent, owner-operator contractors.  For the purposes of pre-
employment/pre-duty testing only, the term driver includes a person applying to the City to drive a 
commercial motor vehicle. 

 
 (l) Medical Review Officer (MRO).  “Medical Review Officer” or “MRO” means a licensed 

physician who is responsible for receiving and reviewing laboratory results generated by the City’s drug 
testing program and evaluating medical explanations for certain drug test results.     
 

(m) Prospective CDL Employee.  “Prospective CDL Employee” means any person who has 
made a written or oral application to become an employee of Syracuse City in a position defined as a 
CDL employee.   
 

(n) Refuse to Submit.  “Refuse to Submit” means that a CDL employee: 
 

  (1)  Fails to appear for any test (except a pre-employment test) within a 
reasonable time, as determined by the City, consistent with applicable DOT agency regulations, 
after being directed to do so by the City. This includes the failure of an employee to appear for a 
test when called by the TPA (see, 49 CFR 40.61(a)); 

 
     (2)  Fails to remain at the testing site until the testing process is complete. 
Provided, that an employee who leaves the testing site before the testing process commences a 
pre-employment test is not deemed to have refused to test as provided in the DOT 
Regulations(see, 49 CFR 40.63(c)); 

 
     (3)  Fails to provide a urine specimen for any drug test required by this Policy 
or the DOT Regulations.  Provided, that an employee who does not provide a urine specimen 
because he or she has left the testing site before the testing process commences for a pre-
employment test is not deemed to have refused to test (see, 49 CFR 40.63(c)); 

 
     (4)  In the case of a directly observed or monitored collection in a drug test, 
fails to permit the observation or monitoring of the driver's provision of a specimen (see, 49 CFR 
40.67(l) and 40.69(g)); 

 
     (5)  Fails to provide a sufficient amount of urine when directed, and it has been 
determined, through a required medical evaluation, that there was no adequate medical 
explanation for the failure (see, 49 CFR 40.193(d)(2)); 
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     (6)  Fails or declines to take a second test the City, TPA or collector has 
directed the CDL employee to take; 

 
     (7)  Fails to undergo a medical examination or evaluation, as directed by the 
MRO as part of the verification process, or as directed by the DER under 49 CFR 40.193(d). In 
the case of a pre-employment drug test, the employee is deemed to have refused to test on this 
basis only if the pre-employment test is conducted following a contingent offer of employment; 

 
      (8)  Fails to cooperate with any part of the testing process (e.g., refuse to 
empty pockets when so directed by the collector, behave in a confrontational way that disrupts 
the collection process); or 

 
      (9)  Is reported by the MRO as having a verified adulterated or substituted test 

result. 
 

(o) Safety-Sensitive Functions.  “Safety-Sensitive Functions” means all time from the time a 
CDL employee begins to work or is required to be in readiness to work until the time he or she is relieved 
from work and all responsibility for performing work.  An employee is considered to be performing a 
safety-sensitive function during any period in which he or she is actually performing, ready to perform, or 
immediately available to perform any safety-sensitive functions and includes any of those on-duty 
functions defined in 49 CFR 395.2.  Safety-sensitive functions shall include all duties deemed safety-
sensitive under the DOT Regulations, including, but not limited to, the following: 
 
  (1)  All time at City facility, or other property, or on any public property, waiting to be 

dispatched, unless the driver has been relieved from duty by the City; 
 

     (2)  All time inspecting equipment as required by 49 CFR 392.7 and 392.8 or 
otherwise inspecting, servicing, or conditioning any commercial motor vehicle at any time; 

 
      (3)  All time spent at the driving controls of a commercial motor vehicle in 

operation; 
 
      (4)  All time, other than driving time, in or upon any commercial motor vehicle 

except time spent resting in a sleeper berth (a berth conforming to the requirements of 49 
CFR 393.76); 

 
      (5)  All time loading or unloading a vehicle, supervising, or assisting in the 

loading or unloading, attending a vehicle being loaded or unloaded, remaining in 
readiness to operate the vehicle, or in giving or receiving receipts for shipments loaded or 
unloaded; and 

 
      (6)  All time repairing, obtaining assistance, or remaining in attendance upon a 

disabled vehicle. 
 
 (p) Stand-Down.  “Stand-Down” means the practice of temporarily removing an 
employee from the performance of safety-sensitive functions based only on a report from a laboratory to 
the MRO of a confirmed positive test for a drug or drug metabolite, and adulterated test, or a substituted 
test, before the MRO has completed the verification of the test results.  The City is prohibited from 
standing down an employee, except consistent with a waiver from the FMCSA.   
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(q) Third Party Administrator (TPA).  “Third Party Administrator” or “TPA” means a service 

agent that provides or coordinates one or more drug and/or alcohol testing services to DOT-regulated 
employers.  TPA’s typically provide or coordinate the provision of a number of such services and perform 
administrative tasks concerning the operation of the employers’ drug and alcohol testing programs.   
 
12.050. Prohibitions. 
 

The following conduct is prohibited under this policy in accordance with the prohibitions set forth 
in 49 CFR 382, Subpart B:  
 
 (a) Alcohol Concentration.  No driver shall report for duty or remain on duty requiring the  
performance of safety-sensitive functions while having an alcohol concentration of 0.04 or greater. No 
employer having actual knowledge that a driver has an alcohol concentration of 0.04 or greater shall 
permit the driver to perform or continue to perform safety-sensitive functions. 
 
 (b) On-Duty Use.  No driver shall use alcohol while performing safety-sensitive  
functions. No employer having actual knowledge that a driver is using alcohol while performing safety-
sensitive functions shall permit the driver to perform or continue to perform safety-sensitive functions. 
 
 (c) Pre-Duty Use.  No driver shall perform safety-sensitive functions within four hours  
after using alcohol. No employer having actual knowledge that a driver has used alcohol within four hours 
shall permit a driver to perform or continue to perform safety-sensitive functions. 
 
 (d) Use Following an Accident.  No driver required to take a post-accident alcohol test 
under this policy and in accordance with 49 CFR 382.303 shall use alcohol for eight hours following the 
accident, or until he or she undergoes a post-accident alcohol test, whichever occurs first. 
 
 (e) Refusal to Submit to Required Test.  No driver shall refuse to submit to a post-
accident alcohol or controlled substances test required under this policy and in accordance with 49 CFR  
382.303, a random alcohol or controlled substances test required under this policy in accordance with 49 
CFR 382.305, a reasonable suspicion alcohol or controlled substances test required under this policy in 
accordance with 49 CFR 382.307, or a follow-up alcohol or controlled substances test required under this 
policy or 49 CFR 382.311.  No employer shall permit a driver who refuses to submit to such tests to 
perform or continue to perform safety-sensitive functions.  Refusal to submit to a required test shall be 
deemed a violation of this policy and shall result in disciplinary action, up to and including termination.  
 

 (f) Controlled Substances Use.  No driver shall report for duty or remain on duty 
requiring the performance of safety-sensitive functions when the driver uses any controlled substance, 
except when the use is pursuant to the instructions of a licensed medical practitioner who has advised the 
driver that the substance will not adversely affect the driver's ability to safely operate a commercial motor 
vehicle.  No employer having actual knowledge that a driver has used a controlled substance shall permit 
the driver to perform or continue to perform a safety-sensitive function.  The City may require a driver to 
inform the City of any therapeutic drug use as more particularly provided in this policy. 
 
 (g) Controlled Substances Testing.  No driver shall report for duty, remain on duty or 
perform a safety-sensitive function, if the driver tests positive or has adulterated or substituted a test 
specimen for controlled substances. No employer having actual knowledge that a driver has tested 
positive or has adulterated or substituted a test specimen for controlled substances shall permit the driver 
to perform or continue to perform safety-sensitive functions. 
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12.060. Zero-Tolerance. 
 
 If it is determined that a CDL employee violates any term, condition or provision of this policy, that 
employee shall be subject to disciplinary action, up to and including termination.  Any disciplinary action 
taken for violations of this policy shall comply with the disciplinary action procedures, as applicable, set 
forth in Chapter 22 of these Policies and Procedures.   
 
12.070. Voluntary Self-Identification Program.  
 
 (a) Self-Identification Program.  CDL employees of the City may voluntarily admit to alcohol 
misuse or controlled substances use (“admission”) in accordance with the provisions of this Section 
setting forth the City’s voluntary self-identification program.  The provisions of this program are intended 
to comply with the provisions and requirements of 49 CFR 382.121, as amended.  Voluntary admissions 
should be made to the employee’s supervisor or the Human Resources SpecialistDirector.  Employees 
having a drug or alcohol problem are strongly encouraged to seek help.   
 
 (b) Prior to Selection or Violation.  To qualify for the City’s voluntary self-identification 
program, the CDL employee must make the admission of alcohol misuse or controlled substances use 
prior to performing a safety-sensitive function (i.e., prior to reporting for duty) and prior to being selected 
for testing under this policy (i.e., the admission cannot be made in order to avoid testing under the 
requirements of this policy. 
 
 (c) No Adverse Action.  The City shall not take any adverse action against a CDL employee 
making a voluntary admission of alcohol misuse or controlled substances use in accordance with the 
conditions and provisions of this Section.   
 
 (d) Evaluation and Treatment.  A CDL employee who has made a voluntary admission of 
alcohol misuse or controlled substances use in accordance with the terms and conditions of this Section 
shall be given sufficient opportunity to seek evaluation, education or treatment to establish control over 
the employee’s drug or alcohol problem.   
 

(e) Costs and Leave.  The City will pay for the first visit to a drug and alcohol abuse 
evaluation expert.  All other costs of evaluation, treatment and rehabilitation shall be the employee’s 
responsibility. The City will allow employees who seek voluntary assistance for alcohol and drug problems 
under this program to first utilize their accrued sick leave and then their accrued annual leave for 
rehabilitation.  Leave without pay may be requested by the employee and will be considered on an 
individual case basis.  If the FMLA does not apply, an employee’s position may be held open for a 
reasonable period of time up to a maximum of thirty (30) days for voluntary rehabilitation upon approval 
by the City ManagerAdministrator.     
 
 (f) Successful Completion.  The CDL employee shall not perform any safety-sensitive 
functions until and unless the employee has successfully completed an educational or treatment program, 
as determined by a drug and alcohol abuse evaluation expert (i.e., an employee assistance professional, 
substance abuse professional, or qualified drug and alcohol counselor).  Employees returning to work 
after treatment must first provide the City with a certification from a reputable substance abuse program 
that the employee is sober and has successfully completed the treatment program.  A licensed 
professional medical practitioner that specializes in substance abuse must sign this certification.   
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 (g) Return to Duty Testing.  Prior to performing any safety-sensitive functions, the employee 
shall undergo a return to duty test with a result indicating an alcohol concentration of less than 0.02 
and/or a return to duty controlled substances test with a verified negative test result for controlled 
substances use.   
 

(h) Follow-Up Testing.  The employee must also, as a condition of returning to work, agree to 
follow-up rehabilitation drug and/or alcohol testing and sign a return to work agreement.  Follow-up 
rehabilitation testing will be required for a period of not less than six (6) months and not more than one (1) 
year after completion of the employee’s substance abuse treatment program.  The date and time of any 
required follow-up rehabilitation drug and/or alcohol testing will be unannounced and conducted on a 
random basis.  
 

(i) Disclaimer.  Voluntary notification and enrollment in a rehabilitation program shall only 
prevent disciplinary action for previous drug or alcohol use that was unknown to the City and shall not 
prevent the City from testing or taking disciplinary action against an employee who subsequently violates 
this policy.   
 
12.080. Prescription and Over-the-Counter Drugs. 
 
 Prescribed and over-the-counter drugs and the necessary instrumentalities of administration 
brought on City premises may only be used by the person for whom they are prescribed and taken as 
directed so long as the use of such drugs does not adversely affect the safety of the work environment or 
significantly impede performance of essential job functions.  There are various prescription and over-the-
counter drugs that may adversely affect the safety of the work environment.  Examples include, but are 
not limited to, pain relievers that contain opiates, and muscle relaxants.  It is the employee’s responsibility 
to be informed about the effects of prescription and over-the-counter drugs they are taking by reading the 
information that accompanies the drug, including any information provided by the pharmacist, by 
consulting with their physician, and by accessing and utilizing other sources of information available to the 
employee, and acting accordingly.  Any employee who chooses or is medically required to ingest 
prescribed or over-the-counter medications that may adversely affect the safety of the work environment, 
shall immediately notify his or her department head of the type of medication and time period over which 
said medications will be taken.  The department head will make a determination of any restrictions to be 
placed on the employee after appropriate confidential consultation with the Human Resources 
SpecialistDirector, the City Attorney’s Office, and/or medical professionals.  A written statement from the 
employee’s physician may be required regarding whether the physician is of the opinion that the 
employee can safely work or perform his or her job duties while taking the prescribed drug.  Any 
employee who chooses or is medically required to ingest a prescribed or over-the-counter medication 
outside of the workplace must ensure that the impairing effects have ended prior to reporting for work.  
For purposes of this policy, medications used as prescribed, which do not constitute a safety concern, 
shall not be considered a violation of this policy. 
 
12.090. Testing Required. 
 
 In accordance with the provisions of this policy, all prospective and current CDL employees shall 
be subject to controlled substances and alcohol testing as a condition of hiring and continued 
employment with the City.  Failure to comply with this policy may result in the City refusing to hire a 
prospective CDL employee or disciplinary action being taken against current CDL employees, up to and 
including termination.  Specimens collected under this policy may only be used to test for controlled 
substances and their metabolites as defined herein and shall not be used to conduct any other analysis or 
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test unless otherwise specifically authorized by DOT Regulations.  All testing shall be based on and under 
the circumstances set forth in Section 12.100 regarding basis for testing.   
 
12.100. Basis for Testing. 
 

Prospective and current CDL employees shall be subject to testing for the presence of drugs and 
alcohol by the City in accordance with the provisions of this policy as a condition of hiring and continued 
employment with the City for any of the reasons or under the circumstances as more particularly set forth 
herein:  pre-employment testing, post-accident testing, random testing, reasonable suspicion testing, 
return-to-duty testing, and follow-up testing.  CDL employees shall also be subject to controlled 
substances and alcohol testing when required by Federal law or regulations. 

 
12.110. Pre-Employment Testing.  
 

All prospective CDL employees shall undergo testing for controlled substances as a condition of 
employment and prior to performing any safety-sensitive duties for the City.  Pre-employment tests will be 
conducted on prospective employees on their own time, meaning that prospective employees will not be 
paid for the time they spend participating in pre-employment testing required by Syracuse City.  All pre-
employment drug testing will be conducted at the third-party administrator’s facility and prospective 
employees are responsible for their transportation to and from the collection facility.  Refusal to consent to 
a pre-employment drug test will terminate further action towards employment with the City.  No 
prospective CDL employee shall be permitted to perform safety-sensitive functions for the City until and 
unless the City has received a pre-employment controlled substances test result from the MRO or TPA 
indicating a verified negative test result for the employee.  A controlled substance test may not be 
required if the employee has participated in a drug testing program that meets the DOT Regulations 
within the previous thirty (30) days and all other exception requirements as set forth in the DOT 
Regulations are satisfied.  
 
12.120. Post-Accident Testing.  
 

(a) Alcohol Testing.   
 

(1) As soon as practicable following an occurrence involving a commercial motor 
vehicle operating on a public road in commerce, each surviving CDL employee shall be tested for 
alcohol under the following circumstances: 
 

(A) The CDL employee was performing safety-sensitive functions with 
respect to the vehicle and the accident involved the loss of human life; or 

 
(B)  The CDL employee received a citation within eight (8) hours of the 

occurrence under State or local law for a moving traffic violation arising from the accident 
and the accident involved bodily injury to any person who, as a result of the injury, 
immediately received medical treatment away from the scene of the accident, or one or 
more motor vehicles incurred disabling damage as a result of the accident, requiring the 
motor vehicle to be transported away from the scene by a tow truck or other motor 
vehicle.   

 
(2) If an alcohol test required by this Section is not administered within two (2) hours 

following the accident, the City shall prepare and maintain on file a record stating the reasons the 
test was not promptly administered.  If an alcohol test required by this Section is not administered 
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within eight (8) hours following the accident, the City shall cease attempts to administer the test 
and shall prepare and maintain on file a record stating the reasons the test was not promptly 
administered.  Such records shall be submitted to the FMCSA, upon request.   

 
(b) Controlled Substances Testing.   
 

(1) As soon as practicable following an occurrence involving a commercial motor 
vehicle operating on a public road in commerce, each surviving CDL employee shall be tested for 
controlled substances under the following circumstances: 
 

(A) The CDL employee was performing safety-sensitive functions with 
respect to the vehicle and the accident involved the loss of human life; or 

 
(B)  The CDL employee received a citation within thirty-two (32) hours of the 

occurrence under State or local law for a moving traffic violation arising from the accident 
and the accident involved bodily injury to any person who, as a result of the injury, 
immediately received medical treatment away from the scene of the accident, or one or 
more motor vehicles incurred disabling damage as a result of the accident, requiring the 
motor vehicle to be transported away from the scene by a tow truck or other motor 
vehicle.   

 
(2) If a controlled substances test required by this Section is not administered within 

thirty-two (32) hours following the accident, the City shall cease attempts to administer the test 
and shall prepare and maintain on file a record stating the reasons the test was not promptly 
administered.  Such records shall be submitted to the FMCSA, upon request. 

 
 (c) Testing.  An employee who is subject to post-accident testing shall remain readily 
available for such testing or may be deemed by the City to have refused to submit to the testing.  A driver 
who is seriously injured and cannot be tested at the time of the accident should provide the necessary 
authorization for obtaining hospital reports and other documents that would indicate whether there were 
any drugs and/or alcohol in their system.  Nothing in this Section shall be construed to require the delay 
of necessary medical attention for injured people following an accident or to prohibit a driver from leaving 
the scene of an accident for the period necessary to obtain assistance in responding to the accident, or to 
obtain necessary emergency medical care.   
 
 (d) Federal, State or Local Test Results.  The results of a breath or blood test for the use of 
alcohol or the results of a urine test for the use of controlled substances conducted by Federal, State, or 
local law enforcement officials having independent authority to conduct such test shall be considered to 
meet the requirements of this Section for post-accident testing, provided such tests conform to the 
applicable Federal, State, and local alcohol or controlled substances testing requirements, as applicable, 
and the results of such tests are obtained by the City.   
 
 (e) Exceptions.  Post-accident testing shall not apply to the following situations: 
 
  (1) An occurrence involving only boarding or alighting from a stationary motor 

vehicle; or 
 
  (2)  An occurrence involving only the loading or unloading of cargo; or 
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  (3)  An occurrence in the course of the operation of a passenger car or a multipurpose 
passenger vehicle by an employer unless the motor vehicle is transporting passengers for hire or 
hazardous materials of a type and quantity that require the motor vehicle to be marked or 
placarded in accordance with 49 CFR 177.823. 

 
(f) Summary.  The following table notes when a post-accident test is required to be 

conducted in accordance with this Section: 
 
 

Type of Accident Citation Issued to Driver? Must Test Be Performed? 
Human fatality YES YES 

NO YES 

 
Bodily injury with immediate 
medical treatment away from 
scene 

YES YES 
NO NO 

 
Disabling damage to any motor 
vehicle requiring tow away 

YES YES 
NO NO 

 
 
12.130. Random Testing. 
 

(a)  CDL Employees.  Every CDL employee shall be required to submit to random alcohol 
and controlled substances testing in accordance with the provisions of this Section.  CDL employees 
include, but are not limited to, the following positions:   

 
(1) (1) Deputy Fire ChiefPublic Works Director 

 
(2) Fire Captain 

  
 

(3) Fire Engineer 
 

(4) Fire Fighter 
  

 
(5) Public Works Director 

 
 

(2) Parks Superintendent 
 

(63) Streets Superintendent 
 

(74) Water Superintendent 
 
(8) Environmental Superintendent 
 

 
(5) Parks Maintenance Worker I, II and III 
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(69) Streets Maintenance Worker I, II and III 

 
(107) Water Maintenance Worker I, II and III 
 
(11) Environmental Maintenance Worker 

 
(b) Testing Percentage Rates.  According to current FMCSA standards, random controlled 

substances testing will be administered at a fifty (50) percent annualized rate and random alcohol testing 
will be conducted at a ten (10) percent annualized rate.  This means that the total number of controlled 
substances tests conducted during any twelve (12) month period will be equal to at least fifty (50) percent 
of the total Syracuse City DOT testing pool, and the total number of alcohol tests conducted during any 
twelve (12) month period will be equal to at least ten (10) percent of the total Syracuse City DOT testing 
pool.  These rates are set by FMCSA Administration and shall be subject to change based on any 
increase or decrease in the Federally required testing rate. 
 

(c) Random Selection.  Selection of CDL employees for random testing shall be made by a 
scientifically valid method, such as a random number table or a computer-based random number, 
generator that is matched with employee’s social security numbers, or other comparable identifying 
numbers.  Only covered CDL employees shall be included in the random testing pool.  City CDL 
employees may be part of a larger random testing pool of covered employees.  Each CDL employee 
selected for random testing under the selection process used shall have an equal chance of being testing 
each time selections are made.  Each CDL employee selected for random testing shall be tested during 
the selection period.  Selection for random testing will be done by the City’s third party administrator in 
order to ensure that selection is truly random and is uninfluenced by any personal characteristics, 
behavior, or any other attribute.    

 
(d) Unannounced.  Random testing conducted under this Section shall be unannounced.  

The dates for administering the random tests shall be spread reasonably throughout the calendar year.   
 
(e) Testing.  Each CDL employee notified of selection for random testing shall proceed to the 

test site immediately; provided, if the employee is performing a safety-sensitive function other than driving 
a motor vehicle, at the time of notification, the employee shall cease to perform safety-sensitive functions 
and proceed to the testing site as soon as possible.   

 
(f) Performing Functions.  A driver shall only be tested for alcohol while the driver is 

performing safety-sensitive functions, just before the driver is to perform safety-sensitive functions, or just 
after the driver has ceased performing such functions. 

 
12.140. Reasonable Suspicion Testing.   
 

(a) Reasonable Suspicion.  CDL employees shall be subject to alcohol and/or controlled 
substances testing when the City has reasonable suspicion to believe that the employee has violated the 
prohibitions of this policy.  A determination of reasonable suspicion shall be based on specific, 
contemporaneous, articulable observations concerning the appearance, behavior, speech or body odors 
of the employee.  Observation for reasonable suspicion may also include indications of the chronic and 
withdrawal effects of controlled substances.   

 
(b) Supervisor Training.  The required observations for reasonable suspicion testing shall be 

made by a supervisor or other City official who is trained in accordance with applicable DOT Regulations 
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regarding such testing.  In an effort to ensure that supervisors are knowledgeable about the symptoms of 
drug and/or alcohol use, training on symptom recognition will be held for all Syracuse City employees in 
supervisory positions and only those persons who have attended the training will be qualified to require a 
reasonable suspicion drug and/or alcohol test.  Records regarding training attendance will be kept for a 
minimum of three (3) years after the date of the training. 
 

(c) Documentation.  A written record shall be made of the observations leading to an alcohol 
and/or controlled substances reasonable suspicion test by the employee’s supervisor or the person 
requesting the reasonable suspicion testing using the City’s “Observed Behavior-Reasonable Cause 
Record”.  The form shall be signed by the supervisor or City official who made the observations.  The 
form shall be filled out and the record made within 24 hours of the observed behavior or before the results 
of the test are released, whichever is earlier.  The City strongly urges supervisors to complete the form 
before the employee is required to submit to testing in order to properly document the circumstances 
leading up to the testing referral. 

 
 (d) Timing of Observations.  Reasonable suspicion alcohol testing is authorized by this 

Section only if the observations required in Subsection (a) are made during, just preceding, or just after 
the period of the work day that the CDL employee is required to be in compliance with this policy.  A CDL 
employee may only be required to undergo reasonable suspicion testing while the employee is 
performing safety-sensitive functions, just before the employee is to perform safety-sensitive functions, or 
just after the employee has ceased performing such functions.  
 
 (e) Timing for Testing.  If an alcohol test required by this Section is not administered within 
two (2) hours following the determination under paragraph (a) of this Section, the supervisor shall prepare 
and maintain on file a record stating the reasons the alcohol test was not promptly administered. If an 
alcohol test required by this section is not administered within eight (8) hours following the determination 
under paragraph (a) of this Section, the supervisor shall cease attempts to administer an alcohol test and 
shall State in the record the reasons for not promptly administering the test. 

 
(f) Transportation.  In the event that reasonable suspicion drug and/or alcohol testing is 

warranted, it is the responsibility of an agent of Syracuse City to transport the employee being tested to 
and from the testing facility.  In most cases, either the DER or the employee ’s supervisor will be 
responsible for transporting the employee. 
 
 (g) Refusal to Submit.  If an employee refuses to submit to reasonable suspicion drug and/or 
alcohol test or attempt to leave any Syracuse City premises and is impaired, in the opinion of a trained 
supervisor, to the extent that he/she would present a danger to either him/herself or others, local law 
enforcement should be contacted immediately by the supervisor. 
 
 (h) Prohibition.  Notwithstanding the absence of a reasonable suspicion alcohol test under 
this section, no driver shall report for duty or remain on duty requiring the performance of safety-sensitive 
functions while the driver is under the influence of or impaired by alcohol, as shown by the behavioral, 
speech, and performance indicators of alcohol misuse, nor shall an employer permit the driver to perform 
or continue to perform safety-sensitive functions, until: 
 

  (1)  An alcohol test is administered and the driver's alcohol concentration 
measures less than 0.02; or 
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  (2)  Twenty four (24) hours have elapsed following the determination under 
Subsection (a) of this Section that there is reasonable suspicion to believe that the driver has 
violated the prohibitions in this part concerning the use of alcohol. 

 
 (i) Action.  Except as provided in Subsection (h) of this Section, the City shall not take 
any action under this part against a driver based solely on the driver's behavior and appearance, with 
respect to alcohol use, in the absence of an alcohol test. This does not prohibit the City with independent 
authority of this part from taking any action otherwise consistent with law. 
 
12.150. Return-to-Duty Testing. 
 
 Any Syracuse City CDL employee whose initial breath alcohol content is between 0.02 – 0.039 
grams per 210 liters of breath will be subject to return-to-duty breath alcohol testing before being 
permitted to return to work.  The return-to-duty test must be completed not less than the equivalent of one 
full shift and not more than twenty-four (24) hours after the initial breath alcohol test.  Return-to-duty 
breath alcohol testing will be conducted at the facility of the designated third party administrator.  Refusal 
to submit to return-to-duty breath alcohol testing will be considered a positive test result and will subject 
the employee to disciplinary action as set forth in this policy.  The requirements for return-to-duty testing 
shall comply with and be performed in accordance with 49 CFR 40, Subpart O. 
 
12.160. Follow-Up Testing. 
 
 The requirements for follow-up testing shall comply with and be performed in accordance with 49 
CFR 40, Subpart O. 
 
12.170. Testing Procedures. 
 

(a) Collection.  All sample collection for drugs and alcohol testing under this policy shall 
comply with the procedures set forth in the DOT Regulations, including, but not limited to, 49 CFR 40, as 
amended.  Sample collection, documentation, storage and transportation to the place of testing shall be 
performed in a manner that reasonably precludes the probability of sample misidentification, 
contamination or adulteration and which ensures the privacy of the individual being tested.  The 
instructions, custody and control forms, and collection kits, including bottles and seals used for sample 
collection shall be prepared by an independent laboratory trained and qualified to conduct DOT collection 
procedures. The Federal Drug Testing Custody and Control Form (CCF) shall be used to document every 
collection required by DOT Regulations.  Directly observed collection shall only be conducted in 
accordance with DOT Regulations, including, but not limited to, 49 CFR 40.67, as amended.  All 
controlled substances urine collection shall be split specimen collection.  Collection sites shall meet all 
applicable DOT Regulations.  Sample collection shall be conducted in accordance with the terms and 
conditions of this policy.   
 

(b) Samples.  Alcohol testing will typically be done with an evidentiary breath testing device.  
An initial screening alcohol test will be conducted.  If that result is greater than or equal to 0.04, a 
confirmation test will be conducted using an evidential testing device.  The confirmation test is the final 
result.  Any confirmed breath alcohol test result greater than 0.04 grams per 210 liters of breath will be 
considered a positive alcohol test result. 

 
(c) Inadequate Samples.  In the case of urine-based drug testing, an applicant and/or 

employee who fails to provide an adequate quantity of urine for testing will be instructed to drink not more 
than 24 ounces of fluid and, after a period of up to two hours, again attempt to provide a complete 
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sample. If an applicant fails to provide an adequate quantity of urine a second time, that applicant will no 
longer be considered for employment.  If an employee fails to provide an adequate quantity of urine a 
second time, the third party administrator will notify the MRO to determine pertinent information 
concerning whether or not the individual’s inability to provide a specimen is genuine or constitutes a 
refusal to test.  Upon completion of the examination, the MRO will report their conclusions to the 
Syracuse City DER in writing.  If the City or the collector has reasonable cause to believe that the donor 
of the sample has tampered with their sample, a new sample will be immediately collected.   
 

(d) Testing.  Sample drug testing shall conform to scientifically accepted analytical methods 
and procedures and shall be conducted in accordance with applicable DOT Regulations.  All drug tests 
will use a screening test (typically an immunoassay test) and confirmation test by gas 
chromatography/mass spectrometry if the screening test is positive.  Prospective and current DOT 
employees have the option of requesting a split-sample test.  The City has designated IHC as the City’s 
third party administrator to assist in setting up and administering the drug and alcohol testing program set 
forth herein.   

 
(e) Dilute Specimens.  Specimens which the laboratory reports as dilute, meaning specific 

gravity less than 1.003 and creatinine levels less than 20 mg/dL, may be considered invalid and the 
employee/applicant will be required to give a second specimen.  The second specimen will be considered 
the final result. 
 

(f) Invalid Specimens.  If Syracuse City receives a test result that is determined to be invalid, 
the employee will be immediately retested.  The employee will be given no notification of the need to 
retest.  No action will be taken regarding the first test result and the results of the second test will be 
considered final.  A second “invalid” test result will be treated as a positive test result. 
 

(g) Time.  Any drug or alcohol testing required by the City under this policy shall occur during 
or immediately after the regular work period for current employees and shall be deemed work time for 
purposes of compensation and benefits for current employees. 
 

(h) Costs.  Except as otherwise provided, the City shall pay all costs of sample collection and 
testing required herein, including the cost of transporting current employees to the testing site if the 
testing is conducted at a place other than the work site.  

 
(i) Disclaimer.  A physician/patient relationship is not created between a prospective or 

current employee and the City or any person performing the test, solely by this policy and the procedures 
set forth herein. 
 
12.180. Results.   
 
 (a) MRO.  According to Federal regulations, all drug test results, will be referred to an 
MRO to verify the test result.  In the case of a positive, adulterated, substituted, or invalid test result, the 
employee or prospective employee shall be so advised by the MRO by telephone on a confidential basis 
prior to the reporting of the results to the designated employer representative.  The employee shall have 
the right to discuss and explain the results, including the right to advise the MRO of any prescription or 
over-the-counter medication or other substance consumed which may have affected the results of the 
test.  The MRO shall also review the chain-of-custody documentation to ensure compliance with normal 
chain-of-custody procedures.  If the MRO can verify a legitimate explanation, the MRO would then 
reverse the test result to negative and report it as negative to the employer.  The MRO can report a non-
negative test to the employer, without interviewing the employee/applicant, if:  (1) an individual has 
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expressly declined the opportunity to discuss the test result with the MRO; (2) the employer has 
successfully made and documented a contact with the employee and instructed the employee to contact 
the MRO and more than 72 hours have passed since the time the employer contacted the employee; or 
(3) if neither the employer nor MRO, after making and documenting all reasonable efforts, has been able 
to contact the employee within ten (10) days of the date on which the MRO receives the confirmed test 
result from the laboratory.  No MRO review will be done on positive breath or blood alcohol tests.   
 
 (b) DER Contact.  If the MRO has been unable to contact an employee who has 
submitted a specimen under this policy, the DER shall make reasonable efforts to contact and request 
such employee, regardless of employment status, to contact and discuss the results of the controlled 
substances test with the MRO.  The DER shall immediately notify the MRO that the employee has been 
notified to contact the MRO within 72 hours. 
 

(c) Confirmation.  Before the results of any test required herein may be used as a basis for 
action by the City, the positive test result shall be verified or confirmed using an acceptable and reliable 
analytical method. 

 
(d) Contesting.  All verified non-negative samples will be kept in frozen storage at the 

laboratory for a minimum of one (1) year.  If an employee or applicant believes the laboratory analysis is 
in error, they will have 72 hours from when first notified of the test result to request the re-analysis of the 
original specimen that was verified as positive, adulterated, or substituted.  The urine sample must be 
independently re-analyzed by gas chromatography/mass spectrometry at a second SAMHSA-certified 
laboratory at the expense of the employee/applicant.  If the re-analysis is negative, an employee shall be 
allowed to return to work immediately, shall be compensated for time lost, and shall be reimbursed for the 
cost of split specimen testing.  Retesting will be on the original specimen and must be performed by a 
SAMHSA-certified laboratory. 

 
 (e) Notification.  The City shall notify prospective employees of the results of a pre-
employment controlled substances test conducted under this policy, if the prospective employee requests 
such results within 60 calendar days of being notified of the disposition of the employment application.  
The City shall notify an employee of the results of random, reasonable suspicion and post-accident tests 
for controlled substances conducted under this policy if the test results are verified positive. The City shall 
also inform the employee which controlled substance or substances were verified as positive. 
 
12.190. DOT Required Action. 
 

Pursuant to 49 CFR 40.23, the City is required to take the following action under the 
circumstances described: 

 
 (a)  As an employer who receives a verified positive drug test result, you must 
immediately remove the employee involved from performing safety-sensitive functions. You must take this 
action upon receiving the initial report of the verified positive test result. Do not wait to receive the written 
report or the result of a split specimen test. 
 
  (b)  As an employer who receives a verified adulterated or substituted drug test result, 
you must consider this a refusal to test and immediately remove the employee involved from performing 
safety-sensitive functions. You must take this action on receiving the initial report of the verified 
adulterated or substituted test result. Do not wait to receive the written report or the result of a split 
specimen test. 
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 (c)  As an employer who receives an alcohol test result of 0.04 or higher, you must 
immediately remove the employee involved from performing safety-sensitive functions. If you receive an 
alcohol test result of 0.02-0.039, you must temporarily remove the employee involved from performing 
safety-sensitive functions, as provided in applicable DOT agency regulations. Do not wait to receive the 
written report of the result of the test. 
 
 (d)  As an employer, when an employee has a verified positive, adulterated, or 
substituted test result, or has otherwise violated a DOT agency drug and alcohol regulation, you must not 
return the employee to the performance of safety-sensitive functions until or unless the employee 
successfully completes the return-to-duty process of Subpart O of this part. 
 
     (e)  As an employer who receives a drug test result indicating that the employee's 
specimen was dilute, take action as provided in Sec.  40.197. 
 
 (f)  As an employer who receives a drug test result indicating that the employee's 
specimen was invalid and that a second collection must take place under direct observation--     
 
  (1)  You must immediately direct the employee to provide a new specimen under direct 

observation. 
 
    (2)  You must not attach consequences to the finding that the test was invalid other than 

collecting a new specimen under direct observation. 
 
  (3)  You must not give any advance notice of this test requirement to the employee. 
 
  (4)  You must instruct the collector to note on the CCF the same reason (e.g. random 

test, post-accident test) as for the original collection. 
 
 (g)  As an employer who receives a cancelled test result when a negative result is 
required (e.g., pre-employment, return-to-duty, or follow-up test), you must direct the employee to provide 
another specimen immediately. 
 
 (h)  As an employer, you may also be required to take additional actions required by 
DOT agency regulations (e.g., FAA rules require some positive drug tests to be reported to the Federal 
Air Surgeon). 
 
 (i)  As an employer, you must not alter a drug or alcohol test result transmitted to you by 
an MRO, BAT, or C/TPA. 
 
12.200. Removal from Safety-Sensitive Functions. 
 
 (a) Removal from Safety-Sensitive Functions.  Except as provided in the DOT 
Regulations, no CDL employee shall perform safety-sensitive functions, including driving a commercial 
motor vehicle, if the employee has engaged in conduct prohibited by Section 12.050 or an alcohol or 
controlled substances rule set forth in the DOT Regulations. The City shall not permit any CDL employee 
to perform safety-sensitive functions, including driving a commercial motor vehicle, if the City has 
determined that the employee has violated this Section.  Employees found to have violated the provisions 
of Section 12.050 shall be removed immediately from safety-sensitive functions in accordance with this 
policy and the provisions of 49 CFR 40, Subpart O, as amended.  As provided in the DOT Regulations, 
the City may not remove an employee from the performance of safety-sensitive functions based solely on 
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a report from the laboratory of a confirmed positive test for controlled substances, an adulterated test, or 
a substituted test, before the MRO has completed verification of the test (also known as “standing down”). 
 
 (b) Required Evaluation and Testing.  No CDL employee who has engaged in conduct 
prohibited by Section 12.050 shall perform safety-sensitive functions, including driving a commercial 
motor vehicle, unless the employee has met the requirements of 49 CFR 40, Subpart O, regarding 
required evaluation and testing.  The City shall not permit any CDL employee who has engaged in 
conduct prohibited by Section 12.050 to perform safety-sensitive functions, including driving a commercial 
motor vehicle, unless the employee has met the requirements of 49 CFR 40, Subpart O, regarding 
required evaluation and testing.   
 
 (c) Alcohol-Related Conduct.  No CDL employee tested under the provisions of this 
policy who is found to have an alcohol concentration of 0.02 or greater but less than 0.04 shall perform or 
continue to perform safety-sensitive functions, including driving a commercial motor vehicle, nor shall the 
City permit the driver to perform or continue to perform safety-sensitive functions, until the start of the 
employee's next regularly scheduled duty period, but not less than 24 hours following administration of 
the test.  Except as provided herein, the City shall take any action under this part against an employee 
based solely on test results showing an alcohol concentration less than 0.04. This does not prohibit the 
City with authority independent of this Subsection from taking any action otherwise consistent with law. 
 
12.210. Additional Action.   
 

(a) Discipline.  In an effort to ensure a drug-free workplace, Syracuse City is committed to a 
zero-tolerance drug and/or alcohol policy for all DOT employees.  This means that refusal to test, an 
MRO-verified positive, adulterated, or substituted drug test, or a positive alcohol (greater than 0.04 grams 
per 210 liters of breath) test result, as reported by the third party administrator and/or MRO to the 
Syracuse City DER, for any of the drug and/or alcohol testing programs listed above will result in the 
disciplinary action against the employee, up to and including termination.  Additional grounds for 
disciplinary action may include failure to fully comply with collection procedures and reasonable collector 
requests.  All disciplinary action will be handled in accordance with the disciplinary procedures set forth in 
these Policies and Procedures, as applicable. 
 

(b) Refusal to Hire.  A prospective employee/applicant who has a positive or non-negative 
drug test result or refuses to submit to a drug test will not be further considered for employment.   
 

(c) Alcohol Content.  It is against Syracuse City policy for any DOT employee whose breath 
alcohol content is between 0.02 – 0.039 grams per 210 liters of breath to operate any vehicle.  An 
employee with a breath alcohol content of 0.02 – 0.039 will be removed from duty for one shift or 24 
hours, which ever is longer.  No adverse employment action will be taken on the basis of initial breath 
alcohol test results in the range of 0.02 – 0.039.  Upon return to work the employee must have a breath 
alcohol content less than 0.02 grams per 210 liters of breath.  Failure to meet these standards on a 
follow-up breath alcohol screen will result in disciplinary action up to and including termination. 
  

(d) Referral.  Any DOT employee who has a positive drug and/or alcohol test result will be 
immediately referred by the Syracuse City DER to the Employee Assistance Program (EAP), a licensed 
substance abuse counselor (LSAC), or substance abuse professional (SAP).  The expenses associated 
with a initial, evaluative consultation with the LSAC or SAP will be paid for by Syracuse City.  Additional 
services beyond an initial evaluation provided to the employee by the LSAC or SAP will be at the expense 
of the employee. 
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12.220. Records. 
 
 (a) Maintain.  The City shall maintain records regarding alcohol and controlled substances 
testing in accordance with DOT Regulations, including, but not limited to, 49 CFR 382.401, as amended.   
 
 (b) Controlled Access.  All alcohol and controlled substances testing records shall be 
maintained in a secure location with controlled access as more particularly set forth in Section 12.200.   
 
 (c) FMCSA Access.  All records required by this policy shall be maintained in accordance 
with 49 CFR 390.31 and must be made available for inspection at the City offices within 2 business days 
after a request have been made by an authorized representative of the Federal Motor Carrier Safety 
Administration. 
 
 (d) Employee Access.  A CDL employee is entitled, upon written request, to obtain 
copies of any records pertaining to the employee’s use of alcohol or controlled substances, including any 
records pertaining to his or her alcohol or controlled substances tests. The City shall promptly provide the 
records requested by the employee. Access to the employee’s own records shall not be contingent upon 
payment for records other than those specifically requested. 
 
 (e) Subsequent Employers.  Records shall be made available to a subsequent employer 
upon receipt of a written request from the employee. Disclosure by the subsequent employer is permitted 
only as expressly authorized by the terms of the employee's request. 
 
 (f) Identified Persons.  The City shall release information regarding an employee’s 
records as directed by the specific written consent of the employee authorizing release of the information 
to an identified person. Release of such information by the person receiving the information is permitted  
only in accordance with the terms of the employee's specific written consent as outlined in 49 CFR 
40.321(b), as amended. 
 
12.230. Confidentiality. 
 

The use and disposition of all drug and alcohol testing results and records shall be considered 
confidential and are subject to the limitations of the Utah Government Records Access and Management 
Act and the Americans with Disabilities Act.  In an effort to ensure that all drug and/or alcohol test results 
remain confidential, the TPA and/or MRO for the Syracuse City drug testing program are only authorized 
to release test results to the Syracuse City DER.  After being received by Syracuse City, all drug and 
alcohol test results will be stored in confidential employee files (established for all Syracuse City 
employees) and will remain confidential to the extent required or allowed by law.  The DER will determine 
which person(s) within the City have a need to know which test results.  Test and other records will be 
maintained in a secure manner so that disclosure of confidential and/or medical information to 
unauthorized persons does not occur.  Test results may be released in legal proceedings where the 
employee raises the issue of drug test (i.e. unemployment hearing, wrongful termination, etc.).   
 
12.240. Notification of Conviction 
 

Any investigation by law enforcement or conviction for controlled substance or alcohol activity 
may be cause for dismissal from employment.  Failure of an employee to report any conviction for illegal 
drug use or alcohol misuse to their supervisor and/or the Syracuse City DER within five (5) days of 
conviction may result in disciplinary action up to and including termination. 
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12.250. Americans with Disabilities Act (ADA). 
 

Alcoholism is considered a disability under the ADA.  Syracuse City will make reasonable 
accommodations for current employees who suffer from alcoholism, including encouraging an employee 
to participate in rehabilitation programs.  However, Syracuse City will hold an alcoholic employee to the 
same performance standards as other employees and will discipline an employee, up to an including 
termination, if the employee’s alcohol use adversely affects the employee’s job performance or is 
considered to be a safety hazard.  An employee or prospective employee whose controlled substance or 
alcohol (except as modified by the ADA) tests are confirmed and verified positive in accordance with the 
provisions of this program shall not, by reason of those results alone, be defined as a person with a 
“handicap” or “disability” for the purposes of Utah Code Annotated Chapter 35, Title 34 (Utah Anti -
Discriminatory Act) or the Federal Americans with Disabilities Act. 
 
12.260. Amendments. 

 
Syracuse City reserves the right to interpret, modify, and/or revise this policy in whole or in part.  

Nothing in this policy is to be construed as an employment contract nor does this alter an employee’s 
employment status with the City.  This policy will be amended from time to time to comply with changes in 
Federal and State laws.  This policy is a general summary of Syracuse City’s Department of 
Transportation (DOT) Drug-Free Workplace policy.  If there is any question or conflict between what is 
said in the policy and the language in the DOT regulations as codified in 49 CFR parts 40 and 382, the 
DOT regulations will prevail. 
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CHAPTER 13 
EMPLOYEE TESTING AND EVALUATION 

 
13.010. Background InvestigationsChecks. 
13.020. Medical Examinations. 
13.030. Driving Record Evaluations. 
 
 
13.010. Background ChecksInvestigations. 
 

(a) Purpose.  Utah law allows for criminal and sex offender history background 
investigationschecks for employees and volunteers who:  (1) provide services to children or vulnerable 
adults; (2) have fiduciary trust over money; (3) who care for, have custody of, or control of children; or (4) 
when necessary to safeguard national security.  Due to the various types of employment positions within 
Syracuse City and the numerous contacts employees have with our citizens and customers, which span 
the entire age spectrum and include various security issues, it is Syracuse City’s policy that all new 
employees will be subject to a background investigation prior to hiring.  Volunteers working in public 
safety and recreation departments will be subject to a background investigation as a condition of and prior 
to being authorized to perform volunteer services for the City.  In addition, employees and volunteers 
working in the public safety and recreation departments will be subject to annual criminal and sex 
offender investigations.  The purpose of the background investigation is to verify credentials, to ensure 
that each person hired by Syracuse City is an appropriate fit for both Syracuse City and the position being 
offered, and to ensure that Syracuse City continues to employ individuals who do not pose a threat to 
those with whom they work. 
 

(b) Scope.  This policy applies to all prospective employees and volunteers of Syracuse City 
who are over eighteen (18) years of age.  Successful completion of the background investigation process 
is a condition of employment for any position with the City and for volunteer service involving public safety 
and recreation departments as more particularly provided herein.  A prospective employee who fails to 
meet the standards outlined below will not be considered for employment or volunteer service.   
 

(c) Pre-Employment Checks.  Syracuse City will conduct a pre-employment background 
investigation on all prospective employees and applicable volunteers over the age of eighteen (18).  The 
information verified will depend on the type of position being offered.  All pre-employment background 
investigations maywill include a social security trace, basic employment and education verification, and a 
county criminal history search.   

 
(d) DOT Employees.  In the case of prospective DOT employees, employment verification 

will include information regarding DOT drug and/or alcohol tests conducted by previous employers in 
accordance with applicable DOT regulations.  A DOT background investigation will also include 
verification of the prospective employee’s driving record in accordance with applicable policies. 
 

(e) (e) Public Safety Employees.  Background investigations conducted on prospective 
public safety employees, including applicants for both the fire and police 
departments, will include an extended employment verification including information 
pertaining to the prospective employee’s previous job responsibilities, disciplinary 
actions, performance, awards and/or certifications.   
 

(f) Promotions.  Background investigations will be conducted on employees who are 
promoted to a position that will require more responsibility in finances and/or safety 
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sensitive duties.  
  

(g)  
 
(f) Annual Background InvestigationsChecks.  Employees and volunteers who are over the age of 
eighteen (18) and are working in the public safety and parks & recreation departments in positions listed 
in Subsection (k)below shall be subject to an annual background investigation to gather information 
pertaining to any criminal or sexually based convictionsoffenses that may have occurred since hire or 
since the date of the last annual background investigation.  Because criminal convictions can relate to the 
performance of job-related duties, the primary purpose of all annual background investigations conducted 
for employees and volunteers working in the public safety and recreation departments is to ensure that 
Syracuse City employees and volunteers who, in the course of their regular duties, may be required to 
enter citizen’s homes or work with minors are held to the highest legal standards.  If an annual 
background investigation conducted on a current Syracuse City employee or volunteer indicates that an 
employee or volunteer has been convicted ofinvolved in a criminal and/or sexual offense as listed in 
Subsection (h), that individual shallwill be subject to disciplinary action up to and including termination or 
ineligibility for volunteer service. 

 Fire Department: 
o Fire Chief 
o Deputy Fire Chief 
o Fire Captain 
o Senior Fire Fighter 
o Fire Engineer 
o Fire Fighter 
o Any Fire Department Volunteers 
 

 Police Department: 
o Police Chief 
o Police Lieutenant 
o Police Sergeant 
o Police Officer 
o Code Enforcement Officer 
o Bailiff 
o Crossing Guard 
o Any Police Department Volunteers 
 

 Parks & Recreation Department 
o Parks & Recreation Director 
o Assistant Parks & Recreation Director 
o Recreation Coordinator 
o Recreation Assistant 
o Parks Maintenance Worker 
o Any Recreation Department Volunteers 

 
 
 (g) Procedures.  In all cases, the individual being required to submit to a background 
investigation will be required to sign a waiver allowing the designated third party to obtain the requested 
information.  This waiver, along with personal information about the prospective applicant or volunteer or 
the current employee or volunteer and their previous education and employment (if applicable), will be 
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forwarded to the City’s designated third party administrator.  Background investigations required by 
Syracuse City will be paid for by Syracuse City and will be conducted in accordance with all Federal and 
State regulations relative to background investigations. 
 

(h) Results.  The primary purpose of all pre-employment and volunteer service background 
investigations is to verify the information provided by the applicant or volunteer, to ensure that each 
person hired by or authorized to provide volunteer services for the City is an appropriate fit for both 
Syracuse City and the position being offered, and to ensure that the City continues to employ or permit 
volunteer services by individuals who do not pose a threat to those with whom they work or provide 
services.   

 
(1) Any discrepancy between information provided by the applicant and information 

obtained through the pre-employment or volunteer service background investigation process will 
be considered falsification and may end an applicant’s consideration for employment.  

 
(2) If a pre-employment or volunteer service background investigation conducted on 

a prospective employee or volunteer has any of the following discrepancies or criminal history, 
that individual will not be considered for employment or volunteer service.  This list is meant to 
illustrate possible reasons for denial of employment or volunteer service related to the results of a 
pre-employment or volunteer service background investigation and should not be construed as an 
exhaustive list of possible reasons for denial of employment or volunteer service.  Any other 
information obtained from the background investigation process may result in the denial of 
employment or volunteer service.  

 
(A) Inability to verify and/or authenticate a provided social security number (if 

applicable); 
 

(B) Inability to verify that educational levels provided match the educational 
requirements of the position being offered (if applicable); 

 
(C) Any conviction for any crime against minors, seniors, or persons with a 

disability;  
 
(D) Any felony conviction involving violence;  
 
(E) Any sexual offense conviction;  
 

  (3) If a pre-employment or volunteer service background investigation conducted on 
a prospective employee or volunteer has any of the following discrepancies or criminal history, that 
individual may or may not be considered for employment or volunteer services and will be evaluated on a 
case by case basis. This list is meant to illustrate possible reasons for denial of employment or volunteer 
service. Any other information obtained from the background investigation process may result  in the 
denial of employment or volunteer service. 

 
(AF) A felony conviction for driving under the influence of alcohol/drugs (DUI) 

or other drug or alcohol related driving offense within the past ten (10) years; 
 
 (BG) Any criminal conviction within the last seven (7) years that is related to 

violence, drugs, and/or alcohol, or the commission of which, in the City’s opinion, is 
indicative of conduct or character inconsistent with that of those entrusted to perform 
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public service, or until such convictions are eligible for expungement, whichever is longer. 
 

 (i) Confidentiality.  In an effort to ensure that all background investigation results remain 
confidential, the third party administrator for the Syracuse City background investigation program is only 
authorized to release results to the Syracuse City Designated Employee Representative (DER).  The 
City’s DER is the Human Resources SpecialistDirector.  After being received by Syracuse City, all 
background investigation results will be stored in confidential employee files (established for all Syracuse 
City employees) or, in the case of applicants for whom employment was denied, with the prospective 
employee’s employment application.  All information obtained through the background investigation 
process will remain confidential to the extent required or allowed by law.  The DER will determine which 
person(s) within the City have a need to know the results of the background investigation process. 
 

(j) Maintenance and Release.  Background investigation results and other records will be 
maintained in a secure manner so that disclosure of confidential and/or medical information to 
unauthorized persons does not occur.  Background investigation results may be released in legal 
proceedings (i.e. unemployment hearing, wrongful termination, etc.).  Results can be released to persons 
representing Syracuse City (i.e. attorneys, workers compensation insurance adjuster, etc.).   Employees, 
former employees, and prospective employees, can request copies of their background investigation 
results by making a written request to the Syracuse City DER. 

 
(k) Annual Investigations.  Employees in the following positions will be subject to annual 

criminal and sex offense investigations: 
 

 Fire Department: 
o Fire Chief 
o Assistant Fire Chief 
o Fire Captain 
o Fire Lieutenant 
o Fire Engineer 
o Fire Fighter 
o Any Fire Department Volunteers 
 

 Police Department: 
o Police Chief 
o Police Lieutenant 
o Police Sergeant 
o Police Officer 
o Reserve Officer 
o Crossing Guard 
o Any Police Department Volunteers 
 

 Recreation Department 
o Recreation Director 
o Program Coordinator 
o Scorekeepers 
o Umpires 
o Referees 
o Any Recreation Department Volunteers 

 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/201511/9/2010 
Personnel Policies and Procedures 

25 
 

13.020. Medical Examinations. 
 

Applicants who have received a contingent offer of employment and current employees may be 
required, as legally appropriate and as permitted under the Americans with Disabilities Act, to submit to 
medical examinations.  An applicant who has received a contingent job offer may be required to undergo 
a medical examination to demonstrate ability to safely perform the essential functions of the position for 
which the employee is being hired.  Employment offers are contingent upon satisfactory completion of 
such examinations.  As a condition of continued employment, employees may be required to undergo 
periodic job-related medical examinations in accordance with applicable legal restrictions and 
requirements.  All medical examinations required by the City shall be paid for by the City in accordance 

with Utah Code Ann. ' 34-33-1, as amended.  All records regarding medical examinations of applicants 

and employees shall be maintained as classified in accordance with the Utah Government Records 

Access and Management Act, as set forth in Utah Code Ann. ' 63-2-101, et seq., as amended. 

 
13.030. Driving Record Evaluations. 
 
 (a) Prospective Employees.  Any prospective employee or volunteer who may be required to 
operate a City-owned vehicle or personal vehicle on City business shall be required to submit to a pre-
employment driving record evaluation.  Pre-employment driving record evaluations shall be conducted 
with the written consent of the prospective employee.  Failure to consent to a driving record evaluation, 
when required, will preclude employment with the City.  Driving record evaluations will be conducted 
using the information available through the Utah Driver’s License Division.  If the applicant does not 
currently have a Utah driver’s license, the driving record evaluation will be conducted using the 
information available through the City’s Background Investigation system.applicant will be required to 
provide the City with a certified copy of the applicant’s driving record from the State where the applicant’s 
current license was issued.  Any expenses associated with obtaining out-of-state driving records shall be 
the responsibility of the applicant.   
 
As part of the driver qualification process all drivers or potential drivers’ Motor Vehicle Record (MVR) will 
be screened and monitored on an ongoing basis to ensure the standard is met and maintained. Drivers 
will be qualified as “Acceptable” or “Borderline”. Drivers qualified as “Borderline” may be authorized to 
drive on a probationary basis as determined by the City Manager. Drivers or potential drivers whose 
record does not meet the driver qualification standard and is deemed “Unacceptable” will not be allowed 
to operate any City vehicle or personal vehicle while engaged in City business and may be subject to 
disciplinary action up to and including termination or may not be considered eligible for employment with 
the City.  
 
All drivers must possess a valid Driver License. Required endorsements, if applicable, must also be 
maintained. The driver qualification evaluation will be based on the driver’s MVR and may also take into 
account work related motor vehicle incidents, whether or not the incident has been recorded on the 
driver’s MVR. All violations recorded on the MVR, whether they occurred on the job or not, are included in 
the driver qualification evaluation. 
 
“Acceptable” or “Borderline” qualification will be determined using the following criteria. Any number of 
violations or accidents in excess of the “Borderline” criteria constitutes a failure to meet the driver 
qualification standard.  
 
ACCEPTABLE   

 Up to two (2) violations recorded on the MVR, or 
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 Up to one (1) at fault work related accident in the prior three (3) years, or  

 A combination of one (1) violation on the MVR and one (1) at fault work related accident in the 
last three (3) years 

 
Borderline 

 Three (3) to four (4) violations recorded on the MVR, or 

 Two (2) at fault work related accidents in the last three (3) years, or  

 DUI or DWI within the last two (2) to five (5) years, or  

 Any violation for Careless, Reckless or Distracted driving 
 

Moving 
Violations 

At-Fault Accidents 

0 1 2 3 

0 Acceptable Acceptable Borderline Unacceptable 

1 Acceptable Acceptable Borderline Unacceptable 

2 Acceptable Borderline Unacceptable Unacceptable 

3 Borderline Unacceptable Unacceptable Unacceptable 

4 Borderline Unacceptable Unacceptable Unacceptable 

 
A single major violation recorded on the MVR, or resulting from a work related incident, may be deemed 
“Unacceptable” will not be allowed to operate any City vehicle or personal vehicle while engaged in City 
business and may be subject to disciplinary action up to and including termination or may not be 
considered eligible for employment with the City. Major violations include, but are not limited to: 

 DUI or DWI in the previous twenty-four (24) months, or 

 Failure to stop and/or report an accident, or 

 Making a false accident report, or 

 Attempting to elude a law enforcement officer, or 

 Others as determined by the City Manager 
 
It is the duty of the employee to notify his or her supervisor immediately if his or her driver’s license has 
expired, has been suspended or revoked, or if the employee has committed driving under the influence 
(DUI) or other alcohol or drug related driving offense.   
Prospective employees must also agree to driving record evaluations to be performed on an annual basis 
as a condition of employment in accordance with the policies and procedures set forth in this Subsection 
(b).  If a pre-employment driving record evaluation for a required position indicates any of the following, 
the individual shall not be considered eligible for employment with the City:  (1) the driver’s license record 
shows the applicant’s driver’s license is expired, suspended, or revoked; or (2) the driver’s license record 
shows the applicant has committed a DUI or worse within the past 36 months (examples of “or worse” 
include vehicular homicide, vehicular manslaughter, etc.) or has engaged in a pattern of poor driving 
(offenses may include reckless driving, following too close, failure to yield, stoplight or stop sign 
violations, speeding tickets, etc.). 
 
 (b) Employees.  Current employees who are required to operate a City-owned vehicle or 
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personal vehicle while on City business shall be required to submit to annual driving record evaluation as 
a condition of continued employment.  The purpose of all annual driving record background checks of 
employees who are required to operate a City-owned vehicle or personal vehicle on City business is to 
ensure that City employees can operate such vehicles in a safe and responsible manner.  It is the duty of 
the employee to notify his or her supervisor immediately if his or her driver’s license has expired or has 
been suspended or revoked or if the employee has committed driving under the influence (DUI) or other 
alcohol or drug related driving offense.  Where a driving record evaluation shows that the employee’s 
driver’s license is expired, suspended or revoked, or that the employee has committed a  DUI or worse 
within the past 15 months (examples of “or worse” include vehicular homicide, vehicular manslaughter,  
etc.) or has engaged in a pattern of poor driving (offenses may include reckless driving, following too 
close, failure to yield, stoplight or stop sign violations, speeding tickets, etc.), the employee may be 
subject to disciplinary action, up to and including termination.  Any such disciplinary action shall be 
conducted in accordance with applicable procedures set forth in Chapter 22 regarding Disciplinary Action.  
Any disciplinary action taken shall be commensurate with a determination that the behavior is reasonably 
likely to impair the ability of the employee to undertake the employee’s essential job functions, creates a 
danger to the public, or creates liability for the City.  The Human Resources Department shall conduct all 
annual driver’s license evaluations in accordance with the provisions of this Section. 
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CHAPTER 14 
WORKPLACE SAFETY 

 
14.010. General Policy. 
14.020. Occupational Safety and Health Act. 
14.030. Safe Environment. 
14.040. Inspection of Workplace. 
14.050. Safety Rules. 
14.060. Use of Equipment and Tools. 
14.070. Confined Space Entry. 
14.080. Accident Reports. 
14.090. Work Related Injuries. 
14.100. Workers’ Compensation.   
14.110. Bringing Children to Work. 
 
 
14.010. General Policy.   
 

 Syracuse City strives to provide a healthy and safe working environment.  Safety is largely the 
use of good judgment and careful work habits.  If an employee is unsure how to perform a task safely, he 
or she should ask his or her supervisor or department head for the correct method or procedure.  Failure 
to follow City safety rules as set forth in this Chapter or any other unsafe conduct constitutes misconduct 
and shall be subject to disciplinary action, up to and including termination.     
 
14.020. Occupational Safety and Health Act. 
 
 (a) Compliance.  It is the intent of the City to comply with all applicable rules and regulations 
pertaining to the Occupational Safety and Health Act (“OSHA”) as established under Federal Law and 
Utah State Law.  No job is so important and no service so urgent that time cannot be taken to perform 
work safely.  Syracuse City will post all required OSHA notices in conspicuous places (such as employee 
bulletin boards or where similar notices are usually posted).  Additional information relative to OSHA 
requirements and safety standards can be obtained from the Human Resources SpecialistDirector or 
applicable State or Federal agency. 
 
 (b) Inspections.  If an OSHA inspector arrives on the job site, an employee should 
immediately notify the Human Resources SpecialistDirector and City ManagerAdministrator and refer the 
inspector to such personnel for any questions or inspections.  If the inspection was due to an employee 
complaint, the Human Resources SpecialistDirector should request a copy of the complaint.  This will help 
Syracuse City correct any safety problems.  Under no circumstances should the information received on 
an employee complaint be used for disciplinary action toward an employee as this type of action is 
prohibited by law. 
 
14.030.  Safe Environment. 
 
 It is the policy of Syracuse City to maintain a work environment which is free from any 
recognizable hazard that is likely to cause death or serious injury to any employee.  It is the City’s policy 
to maintain a safe work environment through planning, training and open communication with all 
employees regarding safety matters.  Each employee is required to comply with OSHA orders, rules, and 
regulations and all safety provisions of these Policies and Procedures.   
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It is the employee’s responsibility to become familiar with their department specific safety policy and 
procedures.  

 
14.040.   Inspection of Workplace. 
 
 In accordance with law, the City ManagerAdministrator and applicable Department Heads 
should inspect or designate a competent person or persons to inspect the workplace frequently for unsafe 
conditions and practices or defective equipment and materials.  Where such conditions are found, 
appropriate action should be taken to correct such conditions immediately.  The City 
ManagerAdministrator, or designee, shall enforce safety regulations and issue such rules as may be 
necessary to safeguard the health and lives of employees and the public. 
 
14.050. Safety Rules.  
 
  Each Department may prepare additional safety rules applicable to the specific nature of work 
in such Department; provided, such rules are not in conflict with the rules listed below.  Employees shall 
comply with all Department rules and regulations and the following general safety rules applicable to all 
Departments. 
 
 (a) Proper licensing, training and extreme caution are required by all employees operating 
any type of power equipment. 
 
 (b) Employees shall use all necessary personal and mechanical safety equipment 
appropriate to the job, such as safety glasses, gloves, toe guards, back supports, and hard hats, if 
required or appropriate for the work performed. 
 
 (c) Employees shall avoid wearing loose clothing and jewelry while working on or near 
equipment and machines.  Long hair shall be properly secured. 
 
 (d)  All accidents shall be reported immediately to the supervisor or department head in 
accordance with these Policies and Procedures.   
 
 (e) Employee’s shall immediately cease using and report any defective equipment to the 
employee’s department head or the Human Resources SpecialistDirector.   
 
 (f) Employees shall not operate equipment or use tools for which licensing and training has 
not been received. 
 
 (g) In all work situations, safeguards required by State and Federal Safety Orders shall be 
provided and utilized. 
 
 (h) Due to the potential risk of serious injury or death, employees are prohibited from 
entertaining or caring for guests or family members while on-duty or in or around the workplace.  
Employees should use extreme caution and care when working in inherently dangerous work areas 
including, but are not limited to: 
 
  (1) Road repair; 
 

(2) Construction areas; 
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(3) Vehicle maintenance areas; 
 

(4) Swimming pools; and  
 

(5) Animal control. 
 
14.060. Use of Equipment and Tools. 
 
 (a) The use of Syracuse City equipment or tools for private purposes is strictly prohibited 
unless otherwise specifically provided herein.   
 
 (b) Employees shall be required to attend training provided by the City, including an 
explanation of job hazards, safety procedures and training on all equipment, tools, etc., necessary for the 
accomplishment of the employee’s job.  Employees may attend additional training as approved by the 
City. 
 
 (c) A commercial driver’s license (CDL) is required for operators of commercial motor 
vehicles in accordance with applicable Federal laws and regulations.  No individual shall be allowed to 
operate such vehicles unless a current commercial driver’s license is in his or her possession in 
accordance with applicable Federal laws and regulations.  Employees must renew their commercial 
driver’s license as required by applicable Federal laws and regulations.  CDL employees shall also be 
subject to drug and alcohol testing and annualongoing driver’s license evaluations as more particularly 
provided in these Policies and Procedures. 
 
14.070.  Confined Space Entry.          
 
 Syracuse City shall prepare and adopt has a written confined space entry policy for situations 
and work conditions requiring confined space entry in accordance with applicable Federal laws and 
regulations. This is part of the  Syracuse City Safety Handbook. All employees who work or may 
potentially work in or near a confined space shall comply with the requirements stated in the Safety 
Handbook related with confined space.  
 
14.080. Hazardous Communication. 
 
 Syracuse City has a written Hazardous Communication policy in compliance with Utah’s Right- 
to-understand law as well as the Globally Harmonized System of classification and labeling of chemicals. 
All employees shall comply with the requirements stated in the Safety Handbook related with hazardous 
communication.  
 
14.090. Hazardous Energy Control (Lockout/Tagout). 
 
 Syracuse City has a written Hazardous Energy Control policy in compliance with the OSHA-
mandated requirements for controlling hazardous energy sources at Syracuse City during the servicing, 
testing, and/or maintenance of machines and energized equipment. This policy details the locking-out and 
tagging-out of hazardous energy sources in order to protect the safety and health of maintenance workers 
and employees. Workers and employees could be injured or killed in the event of the unexpected start -up 
of machines or equipment or during the release of stored energy. All employees shall comply with the 
requirements stated in the Safety Handbook related with hazardous energy control. 
 
14.100. Department Specific Safety. 
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 Other safety policies that are specific to duties performed in a department are also included in 
the Safety Handbook. These may include fall protection, forklift operation, etc. Additional safety measures 
may be in the form of Standard Operating Procedures (SOP) or Standard Operation Guidelines (SOG) for 
each department specifically. SOPs/SOGs are not considered a part of the Safety Handbook, but 
employees in that department are expected to know and understand all safety policies, practices, 
operations and  guidelines for the duties that they are required to perform.    
 
14.080110. Accidents/Incidents & Work Related Injuries.   
 
 (a) Initial Reporting.  To the extent circumstances permit, employees who are injured or 
involved in a post-accident/incident while on-duty, in connection with employment, or in connection with 
Syracuse City vehicles must immediately notify their supervisor or department head of the injury/incident.  
The supervisor or department head should ensure prompt and qualified medical attention is provided for 
the employee.  The supervisor or department head should notify the Human Resources Specialist as 
soon as possible of the reported injury/incident.   
 
 (b) Medical Attention.  To the extent circumstances permit, an employee who sustains a 
work-related injury shall be driven by the supervisor, another employee or emergency personnel to one of 
the following medical facilities for any necessary medical attention: 
 

 (1) Layton WorkMed (during business hours 8AM-5PM) and drug and alcohol 
screening must be done; or  
 
 (2) Syracuse InstaCare (after business hours 5PM-9PM) and supervisor shall call the 
after-hours WorkMed Phone (801-387-8378) for drug and alcohol screening to be done; or 
 
 (3) McKay Dee Hospital Emergency Room (after hours) and supervisor shall call the 
after-hours WorkMed Phone (801-387-8378) for drug and alcohol screening to be done; or 
 
 (3)  Nearest Emergency Room, if life threatening. 

 
 (c) Drug & Alcohol Screening. An employee who is involved in a work-related incident that 
involves driving of a Syracuse City vehicle (regardless of anticipated costs) or a work-related incident that 
is anticipated to exceed $1,000 is required to submit to post-accident/incident drug and alcohol testing as 
follows: 
 

 (1) Employee shall be driven by the supervisor or another employee to Layton 
WorkMed (during business hours 8AM-5PM) and drug and alcohol drug screening must be 
done; or  
 
 (2) if after business hours the supervisor shall call the after-hours WorkMed Phone 
(801-387-8378) for drug and alcohol screening to be done 
  

 (d) Claims.  Claims for work-related injuries, including doctor or hospital bills, should not be 
submitted to the employee’s regular health insurance plan.  The Human Resource Specialist will file a 
claim with Syracuse City’s worker’s compensation carrier. 
 
 (e) Documentation.  Documentation of all work related injuries shall be filled out and 
submitted as soon as reasonably practical following the injury.  It is essential that all injuries be reported 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/201511/9/2010 
Personnel Policies and Procedures 

32 
 

to the Human Resources Specialist in order to ensure that the proper documentation is filled out in a 
timely manner.  The following forms shall be filled out by the employee, to the extent practicable under 
the circumstances, or the Human Resources Specialist if the employee is unable to fill out the forms.    
 
  (1) Injury/Incident Report form must be filled out. A separate form must be filled out 

by the employee, any witnesses and the immediate supervisor. See form in Appendix N. 
 
  (2) Form 122.  Form 122 must be filled out by the HR Specialist and is submitted to 

the insurance carrier online while submitting the claim within seven (7) days of the date of injury.  
A copy of this document will be kept in the injury/illness file for each incident.   

 
  (3) OSHA First Report of Injury.  An OSHA First Report of Injury Form must be filled 

out by HR Specialist and filed within seven (7) days after first knowledge or notification of an 
injury or occupational disease resulting in medical treatment, loss of consciousness, loss of work, 
restriction of work, or transfer to another job if the illness and/or injury required more than minor 
first-aid.  The original reporting form will be kept in OSHA 300 Log file that will be created for each 
incident.   

 
 (f) The Human Resources Specialist shall investigate reported job related injuries to 
determine the cause of the injury and any remediation or safety measures that may be taken to avoid 
similar injuries. 
 
 (g) If an employee dies as a result of work related injury, the Human Resource Specialist 
shall file a report with OSHA within eight (8) hours of first knowledge or notification of the death. The 
Human Resource Specialist must file a report with OSHA within twenty-four (24) hours of first knowledge 
of an employee injury resulting in any inpatient hospitalization, any amputation or loss of an eye.  
 
 (h) Return to Service.  Before returning to work after a job related injury requiring medical 
care, the employee must submit a statement from the attending physician stating the employee is able to 
return to work and resume normal duties of the employee’s particular job position.  Failure to return to 
work when able to do so may result in disciplinary action, up to and including termination.   
 

(i) Checklist. See Appendix O for a checklist to help employees and supervisors remember 

steps.  

 
 
 Any work related accident shall be reported to the employee’s supervisor or department head.  
Accidents involving work related injuries shall be handled in accordance with Section 14.090.  For 
accidents not involving work related injuries, an Accident Report Form shall be immediately filled out by 
the employee and submitted to the employee’s supervisor or department head.  The supervisor or 
department head receiving an Accident Report Form shall submit the same to the Human Resources 
Director as soon as possible.  The Human Resources Director shall review all Accident Report Forms and 
determine any required follow up or investigation needed.  Any required post-accident drug and alcohol 
testing shall be conducted in accordance with applicable provisions of Chapter 11 and Chapter 12 
regarding Drug and Alcohol Testing.  All Accident Report Forms shall be maintained and classified in 
accordance with the Utah Government Records Access and Management Act, as set forth in Utah Code 
Ann. §§ 63-2-101, et seq., as amended. 
 
14.090.  Work Related Injuries.   
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 (a) Initial Reporting.  To the extent circumstances permit, employees who are injured while 
on-duty or in connection with employment must immediately notify their supervisor or department head of 
the injury.  The supervisor or department head should ensure prompt and qualified medical attention is 
provided for the employee.  The supervisor or department head should notify the Human Resources 
Director as soon as practical of the reported injury.   
 
 (b) Medical Attention.  To the extent circumstances permit, an employee who sustains a work-
related injury shall be sent to one of the following medical facilities for any necessary medical attention: 
 (1) Layton WorkMed (during business hours); or  
 
 (2) McKay Dee Hospital Emergency Room (after business hours). 
 
 (c) Claims.  Claims for work-related injuries, including doctor or hospital bills, should not be 
submitted to the employee’s regular health insurance plan.   
 
 (d) Documentation.  Documentation of all work related injuries shall be filled out and 
submitted as soon as reasonably practical following the injury.  It is essential that all injuries be reported 
to the Human Resources Director in order to ensure that the proper documentation is filled out in a timely 
manner.  The following forms shall be filled out by the employee, to the extent practicable under the 
circumstances, or the Human Resources Director if the employee is unable to fill out the forms.    
 
  (1) Form 122.  Form 122 must be filled out.   After Form 122 is filled out, a copy must 
be sent to the insurance carrier and a copy must be sent to the City’s workers compensation third party 
administrator (TPA) within seven (7) days of the date of injury.  A copy of this document will be kept in the 
injury/illness file for each incident.  The reporting form used by the City’s TPA may be used in lieu of the 
Form 122 if the TPA’s form includes all information required on the Form 122. 
 
  (2) OSHA First Report of Injury.  An OSHA First Report of Injury Form must be filled 
out and filed within seven (7) days after first knowledge or notification of an injury or occupational disease 
resulting in medical treatment, loss of consciousness, loss of work, restriction of work, or transfer to 
another job if the illness and/or injury required more than minor first-aid.  The original reporting form will 
be kept in the injury/illness file that will be created for each incident.  In addition, the employee will be 
given a copy of the reporting form. The reporting form used by the City’s TPA may be used in lieu of the 
OSHA First Report of Injury if the TPA’s form includes all information required on the OSHA First Report 
of Injury. 
 
 (e) The Human Resources Director shall investigate reported job related injuries to determine 
the cause of the injury and any remediation or safety measures that may be taken to avoid similar 
injuries. 
 
 (f) If an employee dies as a result of work related injury, Syracuse City shall file a report with 
OSHA within seven (7) days of first knowledge or notification of the death. 
 
 (g) Return to Service.  Before returning to work after a job related injury requiring medical 
care, the employee must submit a statement from the attending physician stating the employee is able to 
return to work and resume normal duties of the employee’s particular job position.  Failure to return to 
work when able to do so may result in disciplinary action, up to and including termination.   
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14.100. Workers’ Compensation. 
 

Eligible employees may be covered under the Workers’ Compensation Act as set forth in Utah 
Code Ann. §§ 34A-2-101, et seq., as amended, for any injury sustained during the performance of their 
job. Compensation may be provided to eligible employees through Workers’ Compensation Fund of Utah 
or third party administrator in accordance with the Workers’ Compensation Act. 
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14.110. Bringing Children to Work. 
 
 The City does not have a childcare program at this time.  Due to safety and productivity issues, 
employees are not permitted to bring their children to work with them.  This provision does not apply to 
City-approved organized programs intended to provide children an opportunity to observe the workplace 
or career opportunities or other educational fieldtrips and tours of the City offices.   Limited exception may 
be made on a case by case basis by the Department Head or City Manager. 
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CHAPTER 15 
DISASTER RESPONSE PLANNING 

 
15.010. General Policy. 
15.020. Employee Disaster Notification. 
15.030. Natural Disaster Response Plan. 
15.040. Man-Made Disaster Response Plan. 
15.050. Suspicious Person or Assailant Threats. 
15.060. Telephone Bomb Threats. 
15.070. Mail, Letter, and Package Bomb Threats. 
15.080. Suspicious Article Threats. 
 
 
15.010. General Policy. 
 
 Syracuse City has developed the following Disaster Response Plan using, in part, a Disaster 
Response Planning Guide.  All employees will be expected to adhere to this Disaster Response Plan to 
the maximum extent possible and practicable. 
 
15.020. Employee Disaster Notification. 
 
 Supervisors are responsible for notifying all City employees of the disaster response action to be 
taken in the event of a disaster or pending disaster to the extent possible. 
 
15.030.  Natural Disaster/Man-Made Disaster Response Plan. 
 
 Following a natural disaster, the following action shall be taken: 
 
 (a) Employees already at work will assess the disaster and take whatever evasive action is 
deemed necessary within the law to protect themselves, their fellow employees, and the public in general. 
As soon as practical the employee shall notify his/her supervisor of his/her status and whereabouts.  
  
 

(b)  (b) Employees will be allowed to contact and/or secure their 
families and homes as soon as practical to ensure their family status and 
security.  

(c) Employees will report to their immediate supervisor, or the next level supervisor, as soon 
as practical and await instructions as indicated in the Emergency Operation 
Plan.. 

 
(d)  (c) All Syracuse City vehicles, equipment, tools, and office 

items, including telephones and computers, will be used only as directed by an 
employee’s supervisor during an emergency situation. 

 
 (d) Employees will be allowed to contact their families as soon as their supervisor can allow 
this action to be taken. 
 
 (e) Employees not at work will contact the City ManagerAdministrator as soon as practical 
for further instructions. 
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15.040. Man-Made Disaster Response Plan. 
 
 Following a man-made disaster, the following action shall be taken: 
 
 (a) Employees already at work will assess the disaster and take whatever evasive action is 
deemed necessary within the law to protect themselves, their fellow employees, and the public in general.  
 
 (b) Employees will report to their immediate supervisor, or their next level supervisor, as 
soon as practical and await instructions.  
 
 (c) All Syracuse City vehicles, equipment, tools, and office items, including telephones and 
computers, will be used only as directed by an employee’s supervisor during an emergency situation. 
 
 (d) Employees will be allowed to contact their families as soon as their supervisor can allow 
this action to be taken. 
 
 (e) Employees not at work will contact the City Administrator as soon as practical for further 
instructions. 
 
15.050. Suspicious Person or Assailant Threats. 
 
 (a) Syracuse City has developed the following procedures to be followed in the event that a 
suspicious person or assailant is in the area: 
 
  (1) Employees will contact a supervisor and other co-workers through any means to 

alert them of a threatening situation. use the “Surname” of the Mayor or City Administrator they 
are addressing, repeated again, to alert the Mayor or City Administrator of a threatening situation.  
An example following this procedure would be: “Mr. (Last name of the Mayor), Mr. (Last name of 
the City Administrator), could you please come to the front desk”. 

 
  (2) Employees will physically signal to supervisors or employees that a threatening 

situation exists.  An example following this procedure would be: “An employee would momentarily 
rub both of their ears with both of their hands at the same time”. In the presence of an active 
assailant employees will take the following action: 

 Get Out! 

 Hide! 

 Fight! 

 Employee’s shall assist one another as practical  
 
 (b) Employees shall notify law enforcement as soon as possible.Syracuse City has 
developed a Suspicious Persons or Assailants Identification Checklist for employees to use.   Features 
and physical characteristics that employees can remember about suspicious persons or assailants will 
greatly help local law enforcement officials in the apprehension of suspects.  
 
15.060. Telephone Bomb Threats. 
 
 (a) An employee receiving a telephone bomb threat should be calm and courteous to the 
caller.  The employee should notify his or her supervisor, or any other employee in the area, using a 
prearranged signal while the caller is on the line.  An example following this procedure would be throwing 
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a pencil or other small item near the supervisor, followed by rapidly waving the arm to get their attention.  
While on the phone Tthe employee will communicate with the supervisor by using or passing notes, email 
and/or other means of communication.   
 
 (b) Employees shall notify law enforcement as soon as possible. Syracuse City has 
developed a Telephone Bomb Threat Checklist for employees to use.  Voice characteristics, background 
noises, and bomb threat details that employees can remember about suspicious persons or assailants 
will greatly help local law enforcement officials in the apprehension of suspects. See the checklist in 
Appendix P. 
 
15.070. Mail, Letter and Package Bomb Threats. 
 

 (a)   Employees receiving mail at work should visually assess the letter or package and 
inform his or her supervisor or the City ManagerAdministrator of anything unusual.  It is always better to 
be safe than sorry. 

 (b) Employees shall notify law enforcement as soon as possible. Syracuse City has 
developed a Mail Letters and Packages Bomb Recognition Checklist for employees to use.  Features and 
physical characteristics or other details that employees can remember about suspicious persons or 
assailants will greatly help local law enforcement officials in the apprehension of suspects.   
 
15.080. Suspicious Article Threats.   
 
 Employees should report all suspicious articles to his or her supervisor or the City 
ManagerAdministrator.  Do not touch, pick up, shake, or attempt to move, any articles of a suspicious 
nature. Employees shall notify law enforcement as soon as possible.  
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CHAPTER 16 
TUITION AID 

 
16.010. Purpose. 
16.020. Funds. 
16.030. Eligibility. 
16.040. Standards. 
16.050. Procedure. 
16.060. Limitations. 
16.070. Compliance. 
16.080. Records. 
 
 
16.010. Purpose. 
 
 It is the purpose of this Chapter to provide educational assistance in the form of Tuition Aid to 
eligible employees for course work taken at an accredited or approved institution, when funds are 
available, in order to enhance the abilities of the City work force.  It is the intent of this Chapter to benefit 
the individual and to benefit the City through the utilization of the employee's newly acquired skills and 
knowledge.  This Chapter and the Tuition Aid provided herein is not intended to train employees for 
opportunities with other employers or to provide reimbursement for seminars and professional training. 
 
16.020. Funds. 
 
 The City shall allocate in its annual budget funds deemed appropriate for Tuition Aid.  All 
Tuition Aid shall be contingent upon sufficient funds allocated by the City. 
 
16.030. Eligibility.   
 
 In order to be eligible for Tuition Aid, employees must be full-time employees of the City in 
good standing and must have completed their probationary period of employment with the City.  
 
16.040. Standards. 
 

(a) Job Related.  All classes, courses, or degrees must be pre-approved by the City and 
must be reasonably related to the employee's present job or determined by the City to be related to the 
employee's probable future work with the City.  In determining whether the course work is "job related," 
the City shall consider the knowledge, skills, and abilities required by the employee's current job 
description. 
 

(b) Accredited Institution.  Course work must be offered at a college, university, or accredited 
educational institution accredited by the State of Utah or other institution approved by the City 
CouncilManager. 
 

(c) Credit.  Course work must be taken for credit and completed.  No reimbursement shall be 
made for audits, incomplete, or withdrawals. 

 
(d) Time.  Course work must be taken on the employee's own unpaid time.  Exceptions may 

be approved by the City ManagerAdministrator based upon a written statement of the department head 
that unusual circumstances exist. 
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(e) Job Performance.  An employee's outside educational activities should not interfere with 

the employee's work and the employee's job performance must remain satisfactory.  Unsatisfactory job 
performance during enrollment may result in denial or forfeiture of education assistance in addition to 
disciplinary action. 
 

(f) Repayment.  Eligible employees must sign a Tuition Aid Repayment Agreement agreeing 
to repay the City in full for any Tuition Aid in the event the employee voluntarily leaves employment with 
the City or is terminated for reasons other than reduction in force or job elimination in accordance with the 
limitations set forth in Section 16.060.  Eligible employees shall also agree that the total refund required to 
be made to the City hereunder may be deducted from the employee's final paycheck from the City.  
 
16.050. Procedure. 
 

(a) Application.  Any eligible employee desiring to obtain Tuition Aid shall file a Tuition Aid 
Application with his or her department head.  The Tuition Aid Application shall be filed prior to the 
commencement of the course. See Appendix Q. 
 

(b) Review.  The employee's department head shall review the Tuition Aid Application based 
upon the standards set forth in this Chapter including review of the employee's eligibility for assistance.  
The department head shall thereafter recommend approval or denial of the Tuition Aid Application to the 
City ManagerAdministrator.  The City ManagerAdministrator shall review the Tuition Aid Application 
based upon the standards set forth herein, verify available funds for the request and approve or deny the 
Tuition Aid Application.  Tuition Aid requests by the City ManagerAdministrator shall be forwarded to the 
City Council for review and approval in accordance with the provisions of this Chapter.  In such instances 
of City Council review, any references herein to City ManagerAdministrator shall refer to the City Council.  
 

(c) Reimbursement.  Upon satisfactory completion of the approved course work, a portion of 
the employee's tuition expenses, fees and books may be reimbursed to the employee as follows: 
 

(1) 90% for an "A" grade (or "pass" if course is only offered as Pass/Fail) 
 
  (2) 75% for a "B" grade 
   
  (3) 60% for a "C" grade 
  
  (4) 0% for lower than a "C" grade 
 
 (d) Transcript and Receipt.  Prior to reimbursement, the employee must submit to the City 
ManagerAdministrator, a certified transcript of grade or certificate of completion of the course work and 
receipts for the actual tuition, fees and book expenses incurred. 
 
16.060. Limitations. 
 
 (a) Funds.  All Tuition Aid is contingent upon sufficient funds available in the City and/or 
department budget and shall be distributed on a first-come basis as determined by the date of final 
approval of the Tuition Aid Application by the City ManagerAdministrator. 
 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/201511/9/2010 
Personnel Policies and Procedures 

41 
 

 (b) Annual Maximum.  Eligible employees are limited to a maximum reimbursement of 
$1,500.00  $2,000.00 per employee during any calendar fiscal year (July 1

st
 to June 30

th
) for tuition, fees 

and books. 
 
 (c) Other Sources.  Reimbursement is limited by the amount of financial aid the employee 
receives from other sources such as grants or scholarships; i.e. the employee is only eligible for 
reimbursement from the City for the appropriate percentage of the employee's total out-of-pocket costs 
after the grant or scholarship has been deducted. 
 

(d) Repayment.  Employees who voluntarily leave employment with the City or are 
terminated for reasons other than reduction in force or job elimination shall be required to repay the City 
in full for any Tuition Aid received from the City within one (1) year prior to the date of termination.  
Employees who are terminated during enrollment because of a reduction in force or job elimination will be 
reimbursed for the amount of the approved costs incurred up to the effective date of termination.  
 
16.070. Compliance.   
 
 Failure to comply with this Chapter will result in disapproval of Tuition Aid Application and/or 
nonpayment of the reimbursement as determined appropriate in the sole discretion of the City 
ManagerAdministrator.  Failure to comply may also result in disciplinary action, up to and including 
termination. 
 
16.080. Records.   
 
 A copy of Tuition Aid records shall be retained by the City in accordance with the 
Government Records Access and Management Act, as set forth in Utah Code Ann. §§ 63-2-101, et seq., 
as amended. 
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CHAPTER 17 
TRAVEL, CREDIT CARD, AND REIMBURSABLE EXPENSES 

 
17.010. Travel Costs. 
17.020. Credit Card Expenses. 
17.030. Vacation/Sick Leave Cash Out for Emergency Preparedness. 
17.040.17.020. General Expenses. 
 
 
17.010. Travel Costs.   
 

(a) Purpose.  City employees may be permitted or required to attend seminars, meetings, 
conferences and workshops when it is anticipated that the training and information received by the officer 
or employee at such events will benefit the City.  It is the purpose of this policy to provide reasonable and 
systematic means by which attendance and travel to such events will be approved and the cost estimated 
and controlled for economic, budgetary, and auditing purposes.  It is the intent of this policy to provide 
adequate controls over travel expenditures and to maintain accountability for such expenditures while 
allowing for flexibility. 
 

(b) Budget.  The City shall allocate in its annual budget funds deemed appropriate for travel 
expenditures. Each department head shall be responsible for keeping travel expenditures within his or her 
respective approved department travel budget. 
 

(c) Eligibility.  For purposes of this policy, "travel" shall be considered any in-state or 
out-of-state trip taken by a City employee in the course of performing his or her duties, including trips to or 
attendance at seminars, meetings, conferences and workshops.  All travel expenditures must be 
pre-approved by the City as set forth herein.  All travel expenditures must be anticipated to serve a bona 
fide public purpose and confer a benefit upon the City. 
 
 (d) Procedures.   
  

(1) Application.  An employee desiring to obtain travel funds shall file a Travel 
Applicationrequest and receive written approval withfrom his or her department head, stating the 
purpose, details and estimated expenses of the travel at least two (2) weeks prior to the desired 
date of departure.  Applications for travel by department heads shall be submitted to the City 
ManagerAdministrator and shall note the name of the person to be in charge of the department 
during the department head's absence. 

 
(2) Review.  The employee's department head shall review the Ttravel request 

Application based upon the requirements set forth herein, including review of the department's 
approved travel budget.  If the Application does not require travel out-of-state, tThe department 
head may approve or deny the Ttravel requestApplication.  If the Travel Application requires 
travel out-of-state, the department head shall make a recommendation to the City Administrator 
regarding approval or denial of the Travel Application, and the City Administrator shall make the 
final determination for approval or denial. The City Manager may approve or deny the travel 
request of any department head. 

 
(3) Advancements.  Upon the request of the employee and timely submission of the 

Travel Application, approved travel expenses may be advanced. 
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(4) Receipts.  The traveling officer or employee shall document expenses of the trip 
and keep all original receipts and credit card receipts, provided that receipts for meals covered by 
the per diem compensation and fuel purchased with the City fuel card shall not be required. 

 
(5) Documents.  An expense report indicating the actual expenses of the trip 

together with all original required receipts shall be submitted to the City ManagerAdministrator 
within thirty (30) days after the event in order to receive any payment or refund.  Except for per 
diem advancements, if less money was spent than was advanced, a reimbursement check made 
payable to the City for the difference shall be attached.  Except for per diem advancements, if 
more money was spent than was advanced, a voucher request for the difference to be paid to the 
employee shall be attached. 

 
(6) Summary.  The City ManagerAdministrator, Mayor or Council may request a 

written summary or an oral report on all seminars, workshops, conferences or conventions 
attended by employees. 

 
(e) Mode of Transportation.  With the approval of his or her Department Head, Eemployees 

are responsible for arranging their own transportation.  The most economical form of transportation shall 
be used considering factors such as the cost of the transportation and the amount of time required. If any 
employee chooses a more costly form of transportation, the City will pay the lesser cost of the two forms, 
and the per diem rate shall be based upon the amount of time it would have taken under the less costly 
form of transportation.  If extra time is needed for the more costly form of transportation, the employee 
shall use vacation or compensatory time for the excess time needed to reach the destination. 
 
 (f) Costs.  Employees are encouraged to utilize the lowest cost travel arrangements 
possible.  Airline reservations should be made, whenever possible, at least thirty (30) days in advance.  If 
a reduced airfare is offered for a stay over a Saturday night, and the reduced rate more than 
compensates for additional lodging and per diem costs, the employee is encouraged to stay over the 
additional night.  The government or corporate rate should be requested at all hotels. 
 

(g) Permitted Expenses.  The following allowances and payments may be made for travel 
expenses. 
 

(1) Transportation.  The City may pay for the cost of the most economical form of 
transportation.  Employees traveling in a private vehicle will be reimbursed per mile and per 
vehicle at the current reimbursement rate permitted by the Internal Revenue Service.  Employees 
traveling in a City vehicle will be reimbursed for the actual cost of gasoline and any incidental and 
necessary costs incurred in connection with such vehicle.  Gasoline and other incidental and 
necessary cost receipts must be provided for reimbursement. 

 
(2) Meals.  The City may pay employees a per diem amount to cover the cost of 

meals during travel or training.  The maximum daily per diem allowance for Syracuse City 
employees engaged in travel in-state on the City’s behalf is thirty-nine dollars ($39.00) twenty-
eight dollars ($28.00). The maximum daily per diem allowance for Syracuse City employees 
engaged in travel out-of-state on the City’s behalf is forty-six dollars ($46.00).  Employees shall 
be provided the following standard per diem rate for meals when in-state travel requires less than 
a full day:  $10.00$6.00 for breakfast (when departing before 6:00 a.m.7:00 a.m.); $8.00 $13.00 
for lunch; and $14.00 $16.00 for dinner (when returning after 7:00 p.m.). Employees shall be 
provided the following standard per diem rate for meals when out-of-state travel requires less 
than a full day: $10.00 for breakfast (when departing before 6:00 a.m.); $14.00 for lunch; and 
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$22.00 for dinner (when returning after 7:00 p.m.). It is the policy of the city to comply with the 
provisions of Utah Code R25-7-6, regarding reimbursement for meals. 

 
(3) Fees.  The City may pay the actual and reasonable cost of registration and other 

fees for seminars, workshops, conferences, and conventions. 
 

(4) Ground Transportation.  The City may pay the reasonable and necessary costs 
for ground transportation, including airport shuttle, taxi cab, rental car, and parking lot fees. 

 
(5) Lodging.  If an employee is traveling outside of Weber, Davis and Salt Lake 

Counties for City business, the employee may stay overnight. The City may pay for the 
reasonable and necessary costs of lodging if an overnight stay is required. Traveling employees 
shall choose lodging based on pricing, location, and government rates. When possible, 
employees shall lodge at the conference sponsored hotel that offers a government rate. Traveling 
employees may elect to stay with friends, relatives, use their personal campers or trailer homes 
instead of staying in a motel/hotel. The City will compensate the employee fifty percent (50%) of 
the lowest total cost of the conference sponsored hotel price.  

 
(6) Miscellaneous.  The City may pay for other miscellaneous costs as deemed 

reasonable and necessary by the City ManagerAdministrator. 
 

(7) Personal Expenses.  Employees traveling on City business, including employees 
traveling with a spouse or other companion, shall strictly distinguish expenses incurred as part of 
City business from personal expenses.  The City will provide reimbursement only for those 
expenses which the employee would normally incur if traveling alone.  For example, the City will 
pay for the employee's lodging at the single room rate and the employee shall be required to pay 
for any additional double occupancy lodging charge or upgrade.  The City shall not pay for 
personal expenses such as telephone charges, personal transportation charges, room service 
charges, etc. 

 
 
17.020. Credit Card Expenses. 
 

(a) Purpose. In order to ensure the proper use and accountability of tax payer dollars, the 
following credit card policies are to be followed when using Syracuse City Credit Cards to 
expend City funds. Compliance with the policy is the obligation of each City employee. 
Failure to follow the policy may result in disciplinary action up to and including termination 
as described below. Questions regarding the policy are to be directed to the Finance 
Director. 
 

(b) Tax Exempt. Most City purchases are not subject to sales tax. For vendors requiring 
documentation of tax exempt status, a TC-721G Exemption Certificate for Governments 
and Schools may be obtained from the Finance Director. Lodging charges in Utah are 
subject to sales tax. It is the cardholder’s responsibility to ensure sales tax is only paid 
when required. 

  
 

(c) Cardholder Responsibilities. It is the responsibility of the cardholder to: 
 

(1) Read and understand the City Credit Card Policies and Procedures. 
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(2) Sign the Syracuse City Credit Card Acceptance Agreement. (See Appendix R) 
(3) Make only authorized purchases as prescribed by the City Purchasing Policy and 

approved departmental budget. 
 

(4) Retain receipts for all transactions. In the absence of a receipt, a Missing Receipt Form 
must be completed and signed by the cardholder and their Department Head. (See 
Appendix S). This form can also be found in the policy manual or on the City Intranet. 
 

(5) Reconcile the credit card statement upon its arrival. All reconciliations, statements, and 
receipts are due to Accounts Payable by the 10

th
 of the following month.  

 
(6) Keep the credit card and the corresponding account information secure. Immediately 

report any lost or stolen credit card and/or account information to the Finance Director.  
 

(7) Report fraudulent charges or any discrepancies in the credit card statement in a timely 
manner to the Finance Director.  

 
(d) Department Head or Supervisor Responsibilities. It is the responsibility of the Department 

Head or Supervisor to: 
 

(1) Request and oversee the issuance of new cards through the Finance Director. The 
credit limit will be determined at the discretion of the Finance Director.  
 

(2) Inform the Finance Director when changes and cancellations are needed because 
of personnel changes.  
 

(3) Make sure credit card reconciliations are completed by the 10
th
 of each month. 

 
(4) Review the cardholder’s reconciliation and transactions for completeness, 

accuracy, and compliance with Syracuse City policies and procedures.  
 

(5) Address the cardholder about questionable transactions and take disciplinary 
actions when necessary 
 

(6) Report any misuses of credit cards immediately to the Finance Director and/or the 
City Manager 
 

(7) Sign the reconciliation form for each cardholder after review 
 

(e) Prohibited Credit Card Purchases. The following purchases are strictly prohibited from 
being purchased by using a City credit card: 

 
(1) Purchase of items for personal use or consumption 

 
(2) Purchasing in violation of the City Purchasing Policy 

 
(3) Alcohol 

 
(4) Utah State Tax, except on lodging charges 
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(5) Fuel for fleet vehicles unless traveling outside of Utah. The state gas card should 

be used for fuel purchases. 
 

(6) Splitting a purchase to remain under purchasing policy limits  
 

(f) Disciplinary Action for Improper Use. Any employee found to be in violation of these 
policies may be subject to disciplinary action including but not limited to suspension of 
credit card, repayment of unauthorized charges, and/or termination of employment.   

  
17.030. Vacation/Sick Leave Cash Out for Emergency Preparedness. 
 
 Once per fiscal year, Full-Time employees may purchase pre-approved emergency 
preparedness items and be reimbursed up to two hundred and fifty dollars ($250.00) by cashing out 
Vacation or Sick Leave. The employee must have a remaining balance of one-hundred and sixty (160) 
hours of accrued sick leave after the cash out is complete. The employee must submit an Emergency 
Preparedness Cash-Out form along with original receipts to his or her Department Head for approval. 
(See Appendix T) The Department Head will submit the form to the Finance Director and Human 
Resources for processing. The determination as to whether or not the Cash Out will be approved will be 
based on the availability of funds and will be re-evaluated on an “as needed” basis. Pre-approved 
emergency preparedness items include: 

 
(a) Bottled Water 

 
(b) Non-Perishable Food 

  
(c) Water Storage 

  
(d) 72 Hour Kit 

  
(e) Generator 

  
(f) Portable Fuel & Cooking Equipment (BBQ Grill not included) 

 
(g) Battery-Powered Radio 

 
(h) Batteries 

 
(i) Flashlight 

 
(j) First Aid Kit 
 
(k) Whistle 

  
(l) Duct Tape 

 
(m) Can Opener 

 
(n) Fire Extinguisher 
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(o) Compass 
  

(p) Matches 
 

(q) Multi-Purpose Tool (e.g. Leatherman or Swiss Army Knife) 
 

(r) Emergency Blanket 
 

(s) Fire Escape Ladder 
 

(t) Two-Way Radios 
 

(u) Rain Gear 
 
(v) Dust Masks 

 
(w) Local Maps 

 
(x) Water Purification Systems/Devices 

  
(y) Disposable Hand/Foot Warmers 

  
(z) GPS Devices  

  
(aa)  Sleeping Bags 

  
(bb)  Tent 

  
(cc)  Backpacks/Duffel Bags 

  
(dd)  Toiletry/Personal Sanitation Supplies (e.g. toilet paper, personal wipes, transportable 

emergency toilet, etc.)  
  

(ee)  Emergency Heater/Portable Propane Heater 
  

 
 
17.020.17.040. General Expenses. 
 
 With prior approval for purchase, legitimate expenses will be reimbursed by Syracuse City to the 
employee.  Receipts are required to reimburse the employee.  Reimbursement may be in the form of 
petty cash, direct depositan addition to a paycheck, or a separate check.  Records must be kept reflecting 
the amount of reimbursement each employee has received. An expense for meals, beverages, snacks, 
etc. for meetings shall not be paid for with City funds and may not be reimbursed unless pre-approved by 
the City Manager. Examples of situations that may be approved include but are not limited to, a business 
lunch with an outside consultant who is providing information, advice or other business matters, a working 
lunch during an emergency or urgent project that requires staff to continue working, a training seminar.  
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Chapter 18 (Vehicle Use) is still being worked on. 
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CHAPTER 19 
COMPUTERS AND EQUIPMENT USE 

 
19.010. Equipment and Supplies. 
19.020. Removal of Equipment. 
19.030. Technology Resources. 
19.040. Computers, Email and Internet. 
19.050. Prohibited Computer Use. 
19.060. Postage Meters. 
19.070. FAX and Copy Machines. 
19.080. Land-Line Telephones. 
19.090. Cellular Phones. 
19.100. Termination. 
 
 
19.010.  Equipment and Supplies. 
 

All employees are charged with the responsibility of maintaining the City's property in the best 
possible condition and making the most economical use of supplies issued to them.  All employees are 
charged with using and operating City equipment and property according to established protocol, 
including operating equipment in a safe and courteous manner.   
 
19.020.  Removal of Equipment.   
 
 No City owned, leased, or licensed equipment may be removed from City premises without prior 
written approval from the employee’s department head. 
 
19.030.  Technology Resources.   
 
 To help maximize its employees’ efficiency in carrying out their responsibilities, Syracuse City 
provides various information and technology resources such as e-mail, computers, software/computer 
applications, networks, the internet, facsimile machines, cell phones, pagers, and other wireless 
communication devices and voice mail systems.  These tools and equipment are City property and must 
be used in accordance with these Policies and Procedures. 
 
19.040.  Computers, Email and Internet. 
 
 The City provides computer and internet access to designated employees for their use to transact 
City business.  The following rules and restriction shall govern any and all use of City computers, email 
and internet.   
 
 (a) Personal use of computers, internet and email is only allowed during non-working hours, 
such as breaks and lunch periods, and is subject to the restrictions and conditions of this Chapter.  
Employees shall keep personal email and other electronic correspondence to a minimum and in no event 
shall such personal use of computers, internet and email interfere with the employee’s work or 
productivity or disrupt other employees.   
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 (b) To prevent computer viruses and other network problems, employees are prohibited from 
any unauthorized downloading of any software.  Only software which has been purchased and approved 
by Syracuse City may be loaded or used on any of the City’s computers.   
 
 (c) Employees are prohibited from accessing or visiting any websites or receiving or sending 
any email information which would be considered offensive by community standards; including, but not 
limited to, pornographic or sexually explicit information.   
 
 (d) Employees shall not use City computers or equipment for personal gain, including, but 
not limited to, personal for-profit and not-for-profit business purposes, political activity, or any other activity 
that could be considered a violation of these policies and procedures. 
 
 (e) City computers are the sole property of the City and may be subject to monitoring at any 
time without notice.  Any information or messages created or retrieved over the internet or through email 
on City computers, and the contents of all City computers, is considered the property of the City.  The City 
retains the right to observe, record, access and review any transactions made on City computers, 
including, but not limited to email messages, websites, etc.  When using the email or voicemail systems, 
and other equipment including City computers, the employee knowingly and voluntarily consents to being 

monitored and acknowledges the City=’s right to conduct such monitoring.  The security of email and 

voicemail communications is not guaranteed.    
 
 (f) Certain electronic data may be considered a “record” subject to access pursuant to the 
Utah Governmental Records Access and Management Act, as set forth in Utah Code Ann. §§ 63-2-101, 
et seq., as amended, or discoverable in litigation under applicable Rules of Civil Procedure.   
 
 (g) Abuse of email, voicemail and computer systems shall subject the employee to 
disciplinary action, up to and including termination.   
 
19.050.  Prohibited Computer Use. 
 
 The City will not tolerate inappropriate or illegal use of electronic data, equipment or information 
and reserves the right to take appropriate disciplinary action as needed, up to and including termination of 
employment for any violations of this Chapter.  Such inappropriate or illegal use of these resources 
includes, but is not limited to, the following: 
  
 (a) hacking; 
 
 (b) pirating software and/or video files; 
 
 (c) soliciting; 
 
 (d) distributing literature for outside entities; 
 
 (e) sending or forwarding inappropriate emails; including, but not limited to, offensive, 
harassing, disparaging, vulgar, obscene, slanderous, defaming or threatening communications; 
 
 (f) accessing, viewing, or downloading inappropriate web sites, i.e., sites advocating hate or 
violence, displaying pornographic or sexually explicit material, or promoting illegal activity; 
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 (g) distributing confidential information to persons or entities that are not entitled to such 
information; 
 
 (h) storing or placing unlawful information on City computers or network; 
 
 (i) copying system files, programs or data without proper authorization; 
 
 (j) disseminating, printing or copying copyrighted materials including articles and software in 
violation of copyright laws; 
 
 (k) using abusive or otherwise objectionable language in either public or private messages; 
 
 (l) sending or forwarding messages that are likely to result in the loss of the recipient ’s work 
or system use; 
 
 (m) sending or forwarding “chain-letters,” jokes or lists or any other type of use that would 
cause congestion or disrupt the operation of the networks or otherwise interfere with the work of others;  
 
 (n) decryption of system or user passwords; or 
 
 (o) creating, distributing, viewing or soliciting sexually oriented messages, materials or 
images. 
 
19.060.  Postage Meters.   
 
 No employee shall be allowed to use Syracuse City owned postage metering machines at any 
time for posting and mailing of any material other than those associated with official business of Syracuse 
City. 
 
19.070.  FAX and Copy Machines.   
 
 Employees may use City fax and copy machines for limited personal use subject to supervisor 
approval.  Employees shall pay for such use at the employee rate which is in effect at the time of use. 
 
19.080.  Land-Line Telephones.   
 
 Telephones are to be used to conduct Syracuse City business.  Long distance or toll calls using 
City land lines of a personal nature are prohibited unless prior approval is received in writing from the City 
Administrator. Although occasional, limited local personal telephone calls are permitted, they should be 
kept to a minimum in time and frequency and should not interfere with work performance of the employee 
and his or her co-workers. 
 
19.090.  Cellular Telephones. 
 
 Only those employees authorized by their department head and/or the City ManagerAdministrator 
are authorized to have a City-issued cell phone.  The level of monthly service for such City-issued cell 
phone shall be commensurate with the amount of City business conducted and needed by the employee.  
The primary purpose of all City-issued cell phones shall be to facilitate City business.  The City will allow 
limited personal use of City-issued cell phones, though personal use of City cell phones shall not be 
excessive and shall not interfere with the performance of job duties. The City reserves the right to monitor 
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the billing and use of all City-issued cell phones.  By accepting the use of a City-issued cell phone, the 
employee agrees to promptly reimburse the City for all personal calls made which are deemed by the City 
to be excessive in frequency and duration.  By accepting the use of a City-issued cell phone, the 
employee also understands that excessive use of the cell phone that hindershiders job performance may 
result in disciplinary action.  Cellular transmissions can be overheard by others.  Discretion should be 
used in discussing confidential information on a cell phone.  Employees, who are authorized to use a 
City-issued cell phone shall agree to be readily available to take calls, respond to e-mails and text 
messages during working hours. Employees, who are authorized to use their personal phone for work 
purposes shall use best judgment when taking calls, responding to e-mails and text messages outside of 
his or her working hours to ensure that he or she is not working unreasonable or unapproved overtime. 
Employees may not use their personal phones for work purposes during periods of unpaid leave without 
authorization from his or her Department Head. Employees are responsible for taking reasonable 
precautions to prevent theft and/or vandalism of cellular equipment.  No employee shall use City-issued 
cell phone for personal texting or sending of personal photos or other digital information.  An employee 
who violates the conditions of these policies relating to cell phones and usage will be subject to having 
the use of his or her City-issued cell phone terminated.  In addition, employees may be subject to 
disciplinary action, up to and including termination, for any violation of these policies. 

 

19.100. Bring Your Own Phone (BYOP) Policy 

Employees that would otherwise be given a City cell phone/smart phone may elect to use a 
personal cell phone/smart phone for City business if authorized by his or her Department Head and the 
City Manager. Employees who have not received authorization in writing from his or her Department 
Head and the City Manager will not be permitted to use personal phones for work purposes. Failure to 
comply with this policy may result in disciplinary action, up to and including termination of employment.  

While at work, employees are expected to exercise the same discretion in using their personal phones as 
is expected for the use of City phones as defined in this chapter.  

Employees, who are authorized to use their personal phone for work purposes shall agree to be readily 
available to take calls, respond to e-mails and text messages during working hours. Employees, who are 
authorized to use their personal phone for work purposes shall use best judgment when taking calls, 
responding to e-mails and text messages outside of his or her working hours to ensure that he or she is 
not working unreasonable or unapproved overtime. Employees may not use their personal phones for 
work purposes during periods of unpaid leave without authorization from his or her Department Head.  

No employee using his or her personal phone should expect any privacy except that which is governed by 
law. The City has the right, at any time, to monitor and preserve any communications that use the City’s 
networks in any way; including data, voice mail, and email, to determine proper use. Management 
reserves the right to review or retain personal and company-related data on personal phones or to 
release the data to government agencies or third parties during an investigation or litigation 

(a) BYOP Stipend. Employees authorized to use personal phones under this policy will receive an 

agreed-on quarterly stipend as approved by the City Manager. If an employee obtains or currently 

has a plan that exceeds the monthly stipend, the employee shall be responsible for any and all 

remaining amounts and the City will not be liable for the cost difference. Under no circumstances 

shall the City be responsible for any late fees or like charges.  
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(b) Lost, Stolen, Hacked or Damaged Equipment. Employees are expected to protect personal 

phones used for work-related purposes from loss, damage or theft. Employees must immediately 

notify management in the event their personal phone is lost, stolen or damaged to ensure any 

City data is protected. If IT is unable to repair the phone, the employee will be responsible for the 

cost of replacement. 

 
(c) Termination of Employment. Upon resignation or termination of employment, or at any time on 

request, the employee may be asked to produce the personal phone for inspection. All company 

data on personal phones will be removed by IT upon termination of employment.   

 
19.100.19.110. Termination.  
 
 Employees will be required to return all City-issued equipment to the City Department Head or his 
or her designee upon termination of their employment. Failure to return City-issued equipment upon 
termination will be considered theft and may be subject to prosecution.  
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CHAPTER 20 
PERFORMANCE EVALUATIONS 

 
20.010. General Policy. 
20.020. Performance Evaluation Periods. 
20.030. Performance Evaluations. 
20.040. Records. 
20.050. Performance Tracking 

 
 
20.010. General Policy. 
 
 It is the policy of Syracuse City to evaluate City employees regarding their work performance in 
accordance with the City adopted performance evaluation system and the provisions of this Chapter.  
Performance evaluations are intended to improve the performance of employees by providing meaningful, 
constructive feedback on the adequacy of performance.   
 
20.020. Performance Evaluation Periods.   
 
 (a) Probationary Employees.  Probationary employees shall be evaluated at the next 
scheduled annual evaluation period following their one (1) year anniversary and may also be evaluated at 
any other time deemed necessary by the Supervisor and/or Department Head.  end of their probationary 
period and at any other time during the probationary period deemed necessary by the supervisor.  The 
performance evaluations for probationary employees may be used to provide information to both the 
employee and the City regarding the employee’s performance.  Performance evaluations and the results 
of such evaluations for probationary employees shall not obligate Syracuse City to a particular course of 
action relative to the probationary employees, nor shall it create any property or due process rights for 
such employees relative to their employment with the City.   
 
 (b) Employees.  All employees, other than temporary or seasonal employees, shall receive 
performance evaluations on an annual basis.  The evaluation period for these annual reviews will be the 
previous calendar year (January 1 to December 31).  The annual performance evaluations shall be 
conducted and completed by the employee’s direct supervisor.  Annual performance evaluations must be 
completed and submitted by the supervisors to the Human Resources SpecialistDirector on or before 
March 1 of each year.  Additional evaluations may be made at any time at the discretion of the supervisor 
or department head or when directed by the Human Resources SpecialistDirector.   
 
20.030. Performance Evaluations.   
 
 Employees shall be evaluated by his or her immediate supervisor in accordance with the City 
approved performance evaluation system and approved performance criteria.  Performance evaluations 
should consist of a written evaluation form as well as an in-person interview.  Performance evaluations 
may be used in decisions concerning advancement, future training needs, performance related salary 
adjustments and disciplinary actions.   
 
20.040. Records. 
 
 Performance evaluation records shall be maintained in the employee’s personnel file. Such 
records shall be maintained and accessed in accordance with the Utah Governmental Records Access 
and Management Act as set forth in Utah Code Ann. §§ 63-2-101, et seq., as amended. 
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20.050. Performance Tracking. 
 
 Department Heads and/or Supervisors shall from time to time enter Significant Incident Reports 
(SIRs), whether positive and/or negative, into the City’s evaluation system in order to track the 
employee’s performance throughout the year.  



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/201511/9/2010 
Personnel Policies and Procedures 

57 
 

CHAPTER 21 
GRIEVANCES 

 
21.010. Grievances. 
21.020. Informal Grievance Procedures. 
21.030. Formal Grievance Procedures. 
21.040. Appeal. 
21.050. Retaliations.  
21.060. Records.   
 
 
21.010. Grievances. 
 

Employees may appeal a decision or disciplinary action by the City which affects his or her 
employment (other than suspension, demotion or dismissal which are governed by appeal provisions of 
Chapter 22) pursuant to the provisions set forth herein.  These guidelines should not be construed as 
preventing, limiting or delaying the City from taking disciplinary action, including immediate termination, in 
circumstances where the City deems such action appropriate.  Except as required by State or Federal 
law, the grievance procedures provided herein shall be exhausted prior to seeking alternative remedies.   
 
21.020.  Informal Grievance Procedures. 
 

Employees are encouraged to resolve their grievances at the lowest administrative level possible. 
An employee with a grievance may first attempt to settle the matter informally through discussion with his 
or her supervisor.  The supervisor should review the matter and conduct an investigation as deemed 
appropriate under the circumstances.  If the employee does not believe the problem has been 
satisfactorily resolved within ten (10) days after the circumstances are first discussed informally with the 
supervisor, or anytimeany time prior thereto, the employee may pursue formal grievance procedures as 
provided herein.   
 
21.030. Formal Grievance Procedures. 
 

(a) Complaint.  An aggrieved employee may file a formal written grievance with the Human 
Resources SpecialistDirector within ten (10) days from the date of the event giving rise to the grievance 
or within ten (10) days from the date the employee has knowledge, or should have knowledge, of the 
event giving rise to the grievance.  Grievances shall be filed using an Employee Grievance Form as 
provided by the City. (See Appendix T). The time for filing a formal written grievance shall be extended 
during the time for which informal grievance procedures are pursued; provided, such time shall not 
exceed thirty (30) days.  If the grievance involves the Human Resources SpecialistDirector, the grievance 
may be filed with the City ManagerAdministrator, in which case all references herein to Human Resources 
SpecialistDirector shall refer to City ManagerAdministrator. 
 

(b) Investigation and Recommendation.  Upon receipt of a grievance, the Human Resources 
SpecialistDirector shall review and investigate the matter as deemed appropriate under the 
circumstances.  Upon completion of review and investigation, the Human Resources SpecialistDirector 
shall prepare a written recommendation to the City ManagerAdministrator regarding the matter.     
 

(c) Decision. The City ManagerAdministrator should, within a reasonable time from receipt of 
the recommendation from the Human Resources SpecialistDirector, prepare and provide the employee 
written notice of his or her final decision in the matter.   
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21.040. Appeal. 

 
An employee aggrieved by a final decision of the City ManagerAdministrator regarding a formal 

grievance filed hereunder may appeal such decision to the City Council by filing a written appeal stating 
the grounds therefore with the City Recorder within ten (10) days from the date of the decision.  Only the 
issues presented in the original grievance may be considered on appeal.  The City Council shall conduct 

a review of the matter reviewing the City Manager’sAdministrator=s decision for correctness.  The City 

Council shall prepare and provide to the employee written notice of its final decision in the matter within a 
reasonable time from receipt of the appeal. 
 
21.050. Retaliations.  
 

Employees are entitled to bring good faith grievances hereunder without fear of retaliation.  The 
City shall not discriminate against an employee because that individual made a grievance complaint, or 
has testified, assisted, or participated in any manner in an investigation, proceeding, or hearing to enforce 
any provision herein.  No person shall coerce, intimidate, threaten, harass or interfere with any individual 
in the exercise or enjoyment of the exercise of any right granted or protected herein.  Employees are 
further protected under the provisions of the Utah Protection of Public Employees Act, more commonly 

known as the "Whistle Blower's Act," as set forth at Utah Code Ann. ' 67-21-1, et seq., as amended. 

 
21.060. Records.   
 

The City shall maintain records pertaining to employee grievances filed hereunder and records 
pertaining to an appeal of such grievances in accordance with the Utah Government Records Access and 
Management Act as set forth in Utah Code Ann. §§ 63-2-101, et seq., as amended.  No document relating 
to an employee grievance shall be placed in the employee’s personnel file.   
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CHAPTER 22 
DISCIPLINARY ACTION 

 
22.010. General Conduct. 
22.020 Responsibility for Discipline. 
22.030. Levels of Discipline.   
22.040. Investigation. 
22.050. Administrative Leave. 
22.060. Verbal Warning.  
22.070. Written Reprimand. 
22.080. Probation.   
22.090. Suspension.   
22.100. Demotion. 
22.110. Dismissal. 
22.120. Pre-Disciplinary Action Hearing. 
22.130. Disciplinary Action. 
22.140. Appeals. 
 
 
22.010. General Conduct. 
 

It is the responsibility of all employees of the City to conduct themselves in accordance with the 
City's policies, rules and regulations and to perform their work in a satisfactory manner.  Employees are 
expected to conduct themselves in a professional and competent manner and to be courteous and 
cooperative at all times with fellow employees, supervisors and the public.  Any action or conduct not in 
accordance with City policies or in violation of any City rule or regulation shall be subject to disciplinary 
action up to and including termination. 
 
22.020. Responsibility for Discipline. 
 

The basic responsibility for discipline lies with the employee’s=s supervisor under the direction of 

the City ManagerAdministrator, provided that any disciplinary action involving suspension, probation, 
demotion or dismissal shall require a pre-disciplinary action hearing and prior review and approval of the 
City ManagerAdministrator in accordance with the procedures set forth herein.  In addition, any dismissal 
of an employee shall comply with City Ordinances regarding Mayor and/or City Council approval, as more 
particularly set forth in Title 1 of the Syracuse Municipal Code.   
 
22.030. Levels of Discipline. 
 

When there are grounds for discipline, an employee shall be subject to appropriate disciplinary 
action, based upon the particular facts and circumstances of each case.  Disciplinary action may include 
one or more of the following:  verbal warning, written reprimand, suspension with or without pay, 
probation, demotion and dismissal.   
 
22.040. Investigation. 
 

Prior to any disciplinary action or recommendation of any disciplinary action, the alleged 
misconduct and related circumstances shall be investigated by the employee’s immediate supervisor 
and/or the Human Resources Specialist Director.  When deemed appropriate, any investigation may also 
be conducted by an outside investigator hired by the City.  The investigation shall be conducted to the 
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extent deemed necessary and appropriate under the circumstances.  Such investigation should provide 
the employee with an opportunity to respond verbally and/or in writing to the alleged claims.   
  
22.050. Administrative Leave. 
 

In the event of an emergency, or when otherwise deemed appropriate and necessary pending full 
investigation of alleged violations of an employee, the City ManagerAdministrator, or his or her designee, 
may temporarily relieve an employee from duty, with pay, or temporarily reassign the employee to another 
position at the same rate of pay.  Such temporary relief from duty with pay shall be considered 
administrative leave and shall not preclude subsequent disciplinary action against the employee.  The 
Department Head shall fill out the Administrative Leave Form (see Appendix U) and turn into the Human 
Resource Specialist. 
 
22.060. Verbal Warning. 
 

After investigation of the alleged misconduct in accordance with Section 22.040, whenever 
grounds for disciplinary action exist and the supervisor determines that more severe action is not 
required, the supervisor may verbally communicate to the employee the observed deficiency.  Written 
documentation of the warning shall be prepared by the supervisor using the City’s Disciplinary Action 
Form setting forth the date, time, circumstances and grounds for the discipline, and the date, time and 
circumstances of the verbal notice.  The Disciplinary Action Form, along with a Signification Incident 
Record (SIR)  shall be signed by the supervisor, the Human Resources SpecialistDirector and the 
employee.  If the employee refuses to sign the form, the supervisor shall note such refusal in writing on 

the form.  All disciplinary action documentation shall be filed and maintained with the employee’s=s 

personnel records and input into the evaluation system as a SIR..  Failure to remedy the deficiency 
described in a verbal warning may result in additional disciplinary action being taken.  
 
22.070. Written Reprimand. 
 

After investigation of the alleged misconduct in accordance with Section 22.040, whenever 
grounds for disciplinary action exist and the supervisor determines that more severe action is not 
required, the supervisor may reprimand an employee in writing.  Written reprimands shall be prepared by 
the supervisor using the City’s Disciplinary Action Form setting forth the date, time, circumstances and 
grounds for the discipline.  (See Appendix V). The Disciplinary Action Form , along with a Signification 
Incident Record (SIR) shall be signed by the supervisor, the Human Resources SpecialistDirector and the 
employee.  If the employee refuses to sign the form, the supervisor shall note such refusal in writing on 

the form.  All disciplinary action documentation shall be filed and maintained with the employee’s=s 

personnel records. and input into the evaluation system as a SIR, Failure to remedy the deficiency 
described in a written reprimand may result in additional disciplinary action being taken.  
 
22.080. Probation. 
 

Whenever grounds for disciplinary action exist and the supervisor determines that the 
circumstances of the conduct justify more severe disciplinary action, the supervisor may recommend to 
the City ManagerAdministrator an employee be placed on disciplinary probation for a period not to 
exceed six (6) months.  Written notice of such recommendation shall be prepared by the supervisor and 
submitted to the City ManagerAdministrator including a detailed statement of the date, time, 
circumstances and grounds for the recommended disciplinary action and the investigation conducted.  
The purpose of disciplinary probation is to provide a period during which the employee’s performance is 
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carefully monitored and evaluated.  Upon receipt of a supervisor’s recommendation for probation, the City 
ManagerAdministrator shall determine the appropriate disciplinary action to be taken, if any.  Probationary 
status shall not preclude any other disciplinary action being taken against the employee as deemed 
appropriate.  Any probationary period may be extended by the City ManagerAdministrator for a period of 
time not to exceed three (3) months upon written notice to the employee.   Any disciplinary action taken 
against an employee on probation, other than verbal or written reprimand, shall comply with the due 
process procedures set forth in Section 22.120 regarding pre-disciplinary action hearings and shall be 
subject to applicable appeal procedures set forth in Section 22.140.   

 
22.090. Suspension. 
 

After investigation of the alleged misconduct in accordance with Section 22.040, whenever 
grounds for disciplinary action exist and the supervisor determines that the circumstances of the conduct 
justify more severe disciplinary action, the supervisor may recommend to the City ManagerAdministrator 
an employee be suspended, with or without pay, for a period of time not to exceed fifteen (15) calendar 
days. Written notice of such recommendation shall be prepared by the supervisor and submitted to the 
City ManagerAdministrator and should include a detailed statement of the date, time, circumstances and 
grounds for the recommended disciplinary action and the investigation conducted.  Upon receipt of a 
supervisor’s recommendation for suspension, the City ManagerAdministrator shall follow the due process 
procedures set forth in Section 22.120 regarding pre-disciplinary action hearings and determine the 
appropriate disciplinary action to be taken, if any, in accordance with procedures set forth in Section 
22.130.  Any employee suspended with or without pay shall be responsible for making full employee 
contributions to his or her employee medical insurance benefits no later than the regularly scheduled pay 
day and must be available to work during all regular business hours if the suspension is with pay.  Any 
employee who is suspended without pay for more than two (2) days may appeal such suspension to the 
Employee Appeal Board in accordance with the appeal procedures set forth in Section 22.140. 
 
22.100. Demotion. 
 

Whenever grounds for disciplinary action exist and the supervisor determines that the 
circumstances of the conduct justify more severe disciplinary action, the supervisor may recommend to 
the City ManagerAdministrator an employee be demoted. Written notice of such recommendation shall be 
prepared by the supervisor and submitted to the City ManagerAdministrator and should include a detailed 
statement of the date, time, circumstances and grounds for the recommended disciplinary action and the 
investigation conducted. Upon receipt of a supervisor’s recommendation for demotion, the City 
ManagerAdministrator shall follow the due process procedures set forth in Section 22.120 regarding pre-
disciplinary action hearings and determine the appropriate disciplinary action to be taken, if any, in 
accordance with procedures set forth in Section 22.130.  Any employee who is demoted may appeal such 
demotion to the Employee Appeal Board in accordance with the appeal procedures set forth in Section 
22.140.      
  
22.110. Dismissal. 
 

Except as otherwise provided by Ordinance for appointed officers and department heads, 
whenever grounds for disciplinary action exist and the supervisor determines that the circumstances of 
the conduct justify more severe disciplinary action, the supervisor may recommend to the City Manager 
Administrator an employee be dismissed.  Written notice of such recommendation shall be prepared by 
the supervisor and submitted to the City ManagerAdministrator and should include a detailed statement of 
the date, time, circumstances and grounds for the recommended disciplinary action and the investigation 
conducted.  Upon receipt of a supervisor’s recommendation for dismissal, the City ManagerAdministrator 
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shall follow the due process procedures set forth in Section 22.120 regarding pre-disciplinary action 
hearings and determine the appropriate disciplinary action to be taken, if any, in accordance with 
procedures set forth in Section 22.130.  In addition, any dismissal of an employee shall comply with City 
Ordinances regarding Mayor and/or City Council approval, as more particularly set forth in Title 1 of the 
Syracuse Municipal Code.  Any employee who is dismissed may appeal such dismissal to the Employee 
Appeal Board in accordance with the appeal procedures set forth in Section 22.140.   
 
22.120. Pre-Disciplinary Action Hearing. 
 

Upon receipt of a supervisor=s recommendation of disciplinary action involving suspension, 

demotion or dismissal, the City ManagerAdministrator shall review and investigate the matter as deemed 
appropriate and shall hold a pre-disciplinary action hearing.  The purpose of the pre-disciplinary action 
hearing is to provide the employee with notice and an opportunity to respond to the alleged violations and 
proposed disciplinary action.  The City Manager Administrator shall provide the employee with written 
notice of the date and time of the pre-disciplinary action hearing and shall provide the employee with a 

copy of the supervisor=s letter recommending the proposed disciplinary action and stating the grounds 

therefore.  The employee shall receive timely notice of the pre-disciplinary action hearing, overview of 
allegations and the proposed disciplinary action.   
 
22.130. Disciplinary Action. 
 
 After the pre-disciplinary action hearing, the City ManagerAdministrator shall provide the 
employee with written notice of his or her final decision stating the disciplinary action to be taken, if any, 

the effective date of the disciplinary action, the grounds for the action, and the employee=s right to appeal 

the same.  In addition, the City ManagerAdministrator shall document the disciplinary action using the 
City’s Disciplinary Action Form.  The Disciplinary Action Form shall be signed by the City 
ManagerAdministrator, the Human Resources SpecialistDirector and the employee.  In instances of 
dismissal, the Disciplinary Action Form shall also be signed by the Mayor.  If the employee refuses to sign 
the Disciplinary Action Form, the City ManagerAdministrator shall note such refusal in writing on the form.  
In determining the type and severity of the disciplinary action, the City ManagerAdministrator may 
consider aggravating and mitigating circumstances, which include, but are not limited to:  the repeated 
nature of misconduct; prior disciplinary action imposed; the severity of the misconduct; the employee’s  
work record; the effect of the misconduct on City operations; and/or the potential of the misconduct to 
harm persons or property. 
 
22.140. Appeals. 
 

Except as otherwise provided herein, or other applicable law, all appointed officers and 
employees of the City shall hold their employment without limitation of time, being subject to suspension 

without pay for more than two (2) days, demotion, or dismissal only as provided in Utah Code Ann. ' 10-

3-1106, as amended.  As provided in Section 2-6-2 of the Syracuse Municipal Code, the following officers 
and employees are not covered by the provisions of this Section:  police chief, deputy police chief, fire 
chief, deputy or assistant fire chief, department heads, deputy of department head, superintendents, 
probationary employees, part-time employees, temporary or seasonal employees, or officers appointed 
by the Mayor or other person or body exercising executive power in the City.  All other appointed officers 
or employees (“covered employees”) who are suspended without pay for more than two (2) days, 
demoted, or dismissed shall have the right to appeal such suspension, demotion or dismissal to the City 
Appeals Board in accordance with Section 2-6-3 of the Syracuse Municipal Code and the provisions of 
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Utah Code Ann. ' 10-3-1106, as amended.  All other disciplinary actions may be appealed in accordance 

with the grievance procedures set forth in Chapter 21. 
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CHAPTER 23 
TERMINATION OF EMPLOYMENT 

 
23.010.  Types of Termination. 
23.020.  Voluntary Termination Procedures. 
23.030.  Involuntary Termination Procedures. 
23.040.  Resignation in Lieu of Involuntary Termination Procedures. 
23.050.  Reduction in Force Procedures. 
23.060.  Retirement Procedures. 
23.070.  Final Paychecks. 
23.080.  Return of City Property. 
23.090.  Exit Interview. 
23.100.  COBRA Coverage. 
 
 
23.010. Types of Termination. 
 
 The following generally describes various types of termination of employment with the City.  The 
following is provided for information purposes only and is not intended to be an exhaustive list or 
description of types of or grounds for termination of employment with the City. 
 
 (a) Voluntary Resignation.  Voluntary resignation occurs when an employee wishes to leave 
employment with Syracuse City voluntarily and not due to retirement, involuntary termination, or 
resignation in lieu of involuntary termination, as more particularly described herein.   
 
 (b) Involuntary Termination. Involuntary termination occurs when the employee is 
terminated for involuntary reasons, such as for cause, or with or without cause in the case of at-will 
employees.  Involuntary termination may include resignation in lieu of disciplinary action as more 
particularly described in Subsection (c). 
 
 (c) Resignation in Lieu of an Involuntary Termination.  Any employee who resigns pending 
involuntary termination for cause proceedings may be deemed to have resigned in lieu of involuntary 
termination.   
 
 (d) Reductions in Force (Layoff).  Reduction in force or layoff terminations may occur when 
it is deemed necessary by the City to reduce the number of employees due to lack of work, lack of funds, 
or other justified business reasons.  The City may attempt to minimize reductions in force by readjustment 
of personnel through reassignment of duties in other work areas. 
 
 (e) Retirement.  Retirement is voluntary termination at the end of an employee’s career.  
For purposes of these Policies and Procedures, retirement specifically means an employee who has 
become eligible, applies for, and is entitled to receive a retirement allowance under applicable provisions 
of the Utah State Retirement and Insurance Benefits Act, as set forth in Title 49 of the Utah Code 
Annotated, as amended. 
 
 (f) Medical. The American’s with Disabilities Act (ADA) prohibits illegal discrimination by an 
employer against an “otherwise qualified individual with a disability.”  An employee should not be 
terminated for medical reasons without prior consultation with legal counsel and compliance with the 
City’s ADA policies and procedures. 
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 (g) Death. If an employee of Syracuse City dies, his or her estate receives all pay due and 
any earned and payable benefits (such as payment for compensatory time, annual vacation leave, and 
sick leave, if applicable) as of the date of death in accordance with City policies and procedures and 
applicable State and Federal regulations. 
 
23.020. Voluntary Termination Procedures. 
 
 Employees who wish to voluntarily terminate their employment with Syracuse City shall notify the 
City at least two (2) weeks in advance of their voluntary termination.  Such notice should be given in 
writing to the employee’s department head or supervisor.  Employees must comply with the notice 
requirements set forth herein to be eligible for rehire.  A Notice of Voluntary Resignation Form (see 
Appendix X) shall be filled out by the employee and signed by the Human Resources Director and City 
Administrator prior to final voluntary termination.  
 
23.030.  Involuntary Termination Procedures. 
 
 Any involuntary terminations for cause shall comply with applicable procedures set forth in 
Chapter 22 regarding Disciplinary Action, including any applicable pre-disciplinary hearing and due 
process requirements set forth therein.  Such procedures shall not be required for involuntary termination 
of at-will or excluded employees as more particularly set forth in these Policies and Procedures or as 
provided by law. 
 
23.040.  Resignation in Lieu of Involuntary Termination Procedures. 
 
 If an employee chooses to resign pending any for cause termination proceedings, the resignation 
may be considered an involuntary termination pending final resolution of the termination proceedings.  
Alternatively, the City and the employee may negotiate and enter into a Resignation in Lieu of Involuntary 
Termination Agreement containing terms acceptable to the City, including, but not limited to hold 
harmless and indemnification provisions regarding the resignation in lieu of involuntary termination 
proceedings, and waiver of notice and due process requirements for involuntary termination.   
 
23.050.  Reduction in Force Procedures.   
 
 (a)   If Syracuse City is facing a possible reduction in labor force, the City should explain the 
situation to its employees, advising them of the possibility that reductions in force or layoffs may become 
an economic necessity for the City.   
 
 (b) In the selection of employees for reduction in force, the following guidelines should be 
considered: 
 
 (1) Emergency, tTemporary, and probationary employees should be laid off 
first. 
 
 (2) PermanentRegular employees should be the last to be laid off and based on the following 

factors: longetivity, previous performance evaluations and disciplinary actions., when possible, in 
inverse order of their length of service. 

 
 (c) Before any reduction in force, Syracuse City should determine whether it is subject to the 
requirements of the Worker Adjustment and Retraining Notification Act, 29 U.S.C. 2101, et seq., as 
amended, and shall comply with any applicable requirements. 
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 (d) Syracuse City should explain to any employee terminated through reduction in force the 
employee’s options (such as COBRA and Retirement Plan Options). 
 
 (e) Written reduction in force notices should be provided to employees terminated through 
reduction in force procedures.  Such notice should contain a statement that separation from employment 
is based on reduction in force and the effective date of the reduction in force termination.  
 
23.060. Retirement Procedures.  
 
 Employees who desire to retire from employment with the City should notify the City as soon as 
possible but no later than two (2) months three (3) months in advance of his or her final work day in order 
to provide sufficient time to review and plan for retirement benefits, applications and options.  Such notice 
should be in writing and provided  to the Human Resources Director and the employee’s dDepartment 
hHead or Supervisor. Employees must comply with the notice requirements set forth herein to be eligible 
for rehire. A Notice of Voluntary Resignation Form shall be filled out by the employee and submitted to 
the Human Resource Specialist prior to final voluntary termination. In addition, employees eligible for 
retirement benefits through Utah Retirement Systems (URS) shall work directly with URS to work out the 
details of such retirement and benefits.  The City should communicate the status of each employee’s 
retirement benefits upon receipt of a notice of retirement.  Upon request for retirement benefits, the 
Human Resources Director should notify the Retirement Plan Administrator of the City’s retirement 
program and the appropriate State and federal regulatory agencies.  The Human Resources Director 
should explain to the retiring employee what the employee’s options are (such as COBRA and Retirement 
Plan Options).  All retiring employees shall sign a release or declaration statement stating that he or she 
is electing retirement voluntarily of his or her own free will. 
 
23.070. Final Paychecks. 
 
 Upon termination of employment with the City, the City will arrange for distribution of any 
paychecks which may be due the employee, including pay for any hours worked but not paid, pay for 
unused, accrued vacation leave (if applicable), pay for any unused, accrued compensation time off (if 
applicable), and pay for unused, accrued sick leave (if applicable).  Final paychecks shall be distributed 
on the regularly scheduled pay day following the termination.in accordance with applicable provisions of 
Utah State law.   
 
23.080. Return of City Property. 
 
 Terminating employees shall return any and all keys, supplies or equipment, which are the 
property of Syracuse City to the City the Department Head or his or her designee at termination. Failure 
to return City-issued keys, supplies and/or equipment upon termination will be considered theft and may 
be subject to prosecution. Uniforms shall be retired according to the policy established by the department. 
 
23.090. Exit Interview. 
 
 In order to provide appropriate feedback to the City and conclusion of employment for the 
employee, terminating employees should complete an Exit Interview with the Human Resources 
SpecialistDirector.  When conducted, an Exit Interview Form should be signed by the employee and the 
Human Resources SpecialistDirector. 
 
23.100 COBRA Coverage. 
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 Any terminated employee shall be notified of his or her rights to continued insurance coverage 
and other protections and requirements of the Consolidated Omnibus Budget Reconciliation Act of 1985 
(“COBRA”) in accordance with applicable Federal regulations. 
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APPENDIX A: 
Policy Manual Acknowledgement of Receipt 
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APPENDIX B: 
Recruitment and Retention Policy 
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APPENDIX B (continued): 

Recruitment and Retention Policy 
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APPENDIX C: 
Volunteer Service Agreement 
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APPENDIX C (continued): 

Volunteer Service Agreement 
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APPENDIX C (continued): 

Volunteer Service Agreement 
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APPENDIX D: 

Compensation Plan 
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APPENDIX D (continued): 

Compensation Plan 
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APPENDIX D (continued): 
Compensation Plan 
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APPENDIX E: 

Employee Rights & Responsibilities  
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APPENDIX F: 
FMLA Notice of Eligibility and Rights & Responsibilities 
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APPENDIX F (continued): 
FMLA Notice of Eligibility and Rights & Responsibilities 
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Appendix G: 

Designation Notice 
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APPENDIX H: 
FMLA Certification Form – Employees Own Serious Health Condition 
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APPENDIX H (continued): 
FMLA Certification Form – Employees Own Serious Health Condition  
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APPENDIX H (continued): 
FMLA Certification Form – Employees Own Serious Health Condition 
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APPENDIX H (continued): 
FMLA Certification Form – Employees Own Serious Health Condition 
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APPENDIX I: 
FMLA Certification Form – Family Member’s Serious Health Condition 
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APPENDIX I (continued): 
FMLA Certification Form – Family Member’s Serious Health Condition 
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APPENDIX I (continued): 
FMLA Certification Form – Family Member’s Serious Health Condition 
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APPENDIX I (continued): 
FMLA Certification Form – Family Member’s Serious Health Condition 
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APPENDIX J: 
FMLA Certification Form – Certification of Qualifying Exigency for Military Family Leave 
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APPENDIX J (continued): 
FMLA Certification Form – Certification of Qualifying Exigency for Military Family Leave 
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APPENDIX J (continued): 
FMLA Certification Form – Certification of Qualifying Exigency for Military Family Leave 
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APPENDIX K: 
FMLA Certification Form – Certification for Serious Injury or Illness of Covered Service Member 
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APPENDIX K (continued): 
FMLA Certification Form – Certification for Serious Injury or Illness of Covered Service Member 

 
 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/201511/9/2010 
Personnel Policies and Procedures 

94 
 

APPENDIX K (continued): 
FMLA Certification Form – Certification for Serious Injury or Illness of Covered Service Member 
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APPENDIX K (continued): 
FMLA Certification Form – Certification for Serious Injury or Illness of Covered Service Member 
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APPENDIX L: 
FMLA Certification Form – Certification for Serious Injury or Illness of a Veteran for Military 

Caregiver Leave 
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APPENDIX L (continued): 
FMLA Certification Form – Certification for Serious Injury or Illness of a Veteran for Military 

Caregiver Leave 
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APPENDIX L (continued): 
FMLA Certification Form – Certification for Serious Injury or Illness of a Veteran for Military 

Caregiver Leave 
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APPENDIX L (continued): 

FMLA Certification Form – Certification for Serious Injury or Illness of a Veteran for Military 
Caregiver Leave 
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APPENDIX L (continued): 
FMLA Certification Form – Certification for Serious Injury or Illness of a Veteran for Military 

Caregiver Leave 
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APPENDIX M: 

Notice of Secondary Employment 
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APPENDIX N: 
Injury/Incident Report Form 
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APPENDIX N (continued): 
Injury/Incident Report Form 
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APPENDIX O: 

Injury/Incident Checklist 
 

 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/201511/9/2010 
Personnel Policies and Procedures 

105 
 

 
APPENDIX P: 

Bomb Threat Checklist 
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APPENDIX Q: 
Tuition Aid Application 
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APPENDIX Q (continued): 
Tuition Aid Application 
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APPENDIX R: 
Credit Card Agreement 
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APPENDIX S: 

Missing Receipt Form 
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APPENDIX T: 
Emergency Preparedness Cash Out Form 
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APPENDIX U: 

Employee Grievance Form 
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APPENDIX U (continued): 
Employee Grievance Form 
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APPENDIX V: 
Administrative Leave Form 

 

 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/201511/9/2010 
Personnel Policies and Procedures 

114 
 

APPENDIX W: 
Disciplinary Action Form 
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APPENDIX W (continued): 
Disciplinary Action Form 
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APPENDIX X: 
Voluntary Resignation Form 
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CHAPTER 12 

DOT DRUG AND ALCOHOL TESTING POLICY 
 
12.010. Purpose. 
12.020. General Policy. 
12.030. Applicability. 
12.040. Definitions. 
12.050. Prohibitions. 
12.060. Zero Tolerance. 
12.070. Voluntary Self-Identification Program.   
12.080. Prescription and Over-the-Counter Drugs. 
12.090. Testing Required.  
12.100. Basis for Testing. 
12.110. Pre-Employment Testing. 
12.120. Post-Accident Testing. 
12.130. Random Testing. 
12.140. Reasonable Suspicion Testing. 
12.150. Return-to-Duty Testing. 
12.160. Follow-Up Testing. 
12.170. Testing Procedures. 
12.180. Results.  
12.190. DOT Required Action. 
12.200. Removal from Safety-Sensitive Functions. 
12.210. Additional Action. 
12.220. Records. 
12.230. Confidentiality. 
12.240. Notification of Conviction. 
12.250. Americans with Disabilities Act (ADA). 
12.260. Amendments. 
 
 
12.010. Purpose. 
 
 The purpose of this policy is to provide guidelines for the implementation and management of a 
drug and alcohol testing program for City employees and prospective employees who are subject to the 
Commercial Drivers License (CDL) drug and alcohol testing requirements under the Federal Omnibus 
Transportation Employee Testing Act of 1991, as amended, and the Department of Transportation (DOT) 
Regulations promulgated thereunder.  The provisions of this policy are intended and shall be interpreted 
in accordance with the Federal Omnibus Transportation Employee Testing Act of 1991, as amended, and 
the DOT Regulations as defined herein.  This policy is not intended to create or alter any existing 
employment status or contract, written or verbal, between Syracuse City and its employees or prospective 
employees. 
 
12.020. General Policy.   
 

Alcohol or drug use can impair an employee's ability to safely and effectively perform the 
functions of the particular job, increase accidents, absenteeism, and sub-standard performance, create 
poor employee morale, and/or undermine public confidence in the City's work force.  It is the policy of the 
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City to employ a work force and create a workplace free from the adverse effects of alcohol and drug use 
to ensure the safety, personal health, and productivity of its employees, as well as the health and safety 
of those with whom Syracuse City employees come in contact.  In addition, Syracuse City is committed to 
reducing highway accidents that result from driver misuse of drugs and alcoholic substances, thereby 
reducing fatalities, injuries, and property damage.  To accomplish this, Syracuse City has developed a 
“zero-tolerance” substance abuse policy for all current and prospective CDL employees as more 
particularly set forth in this policy.  This policy shall be distributed to all CDL employees and made 
available for review by prospective CDL employees.  Employees may refer any questions regarding this 
policy or the materials referred to herein to the Human Resources Specialist. 

  
12.030. Applicability. 
 
 This policy applies to all employees in the service of Syracuse City for compensation, and 
prospective employees, who are required to hold and maintain a Commercial Drivers License as a 
condition of employment and/or who operate a commercial motor vehicle in commerce and who are 
subject to the Commercial Drivers License requirements of the Department of Transportation, including, 
but not limited to 49 CFR Part 383, as amended, referred to and defined herein as “CDL employees.”  All 
other employees shall comply with the Non-DOT Drug and Alcohol Policy set forth in Chapter 11, rather 
than the provisions set forth herein. All CDL employees shall be subject to the testing requirements of this 
policy and the Non-DOT Drug and Alcohol Policy subject to the following limitation. When the provisions 
of this policy are applicable to a certain situation, this policy shall be complied with and no other testing 
requirements may be imposed. However, when provisions of this policy do not apply to a situation which 
is otherwise covered by the Non-DOT Drug and Alcohol Policy, CDL employees shall be subject to testing 
under the Non-DOT Drug and Alcohol Policy. For instance, if a CDL employee is involved in an accident 
involving loss of life requiring testing under this policy, the employee would be subject to testing under 
this policy and not subject to testing under the Non-DOT Drug and Alcohol Testing Policy. However, if the 
employee is involved in an accident not requiring testing under this policy but requiring testing under the 
Non-DOT Drug and Alcohol Testing Policy, the CDL employee would be subject to testing under the Non-
DOT Drug and Alcohol Testing Policy. In any case, if there is any conflict between this policy and any 
other policy or regulation of the City, the requirements of this policy shall control and no other testing 
requirements  shall be imposed which would conflict or hinder compliance with this policy.  In accordance 
with DOT Regulations, testing under Chapter 11 cannot be combined with testing required under this 
Chapter 12. 
  
12.040. Definitions. 
 

Words not otherwise defined but used in this policy or in the materials referenced herein are 
defined in 49 CFR § 386.2, 49 CFR § 390.5 and 49 CFR § 40.3, as amended.  As used herein, the 
following words shall have the meanings set forth below:   

 
(a) Actual Knowledge.  “Actual Knowledge” means actual knowledge by an employer that a 

driver has used alcohol or controlled substances based on the employer's direct observation of the 
employee, information provided by the driver's previous employer(s), a traffic citation for driving a CMV 
while under the influence of alcohol or controlled substances or an employee's admission of alcohol or 
controlled substance use, except as provided in Section 12.070 regarding voluntary admission.  Direct 
observation as used in this definition means observation of alcohol or controlled substances use and 
does not include observation of employee behavior or physical characteristics sufficient to warrant 
reasonable suspicion testing as used herein. 
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(b) Alcohol.  “Alcohol” means the intoxicating agent in beverage alcohol, ethyl alcohol, or 
other low molecular weight alcohols including methyl and isopropyl alcohol. 
 

(c) Alcohol Concentration (or Content).  “Alcohol Concentration” or “Alcohol Content” means 
the alcohol in a volume of breath expressed in terms of grams of alcohol per 210 liters of breath as 
indicated by an evidential breath test. 
 

(d) Alcohol Use.  “Alcohol Use” means the drinking or swallowing of any beverage, liquid 
mixture, or preparation (including any medication) containing alcohol. 
 

(e) CDL Employee.  “CDL Employee” means any employee in the service of Syracuse City 
for compensation who is required to hold and maintain a Commercial Drivers License as s condition of 
employment and/or who is required as part of his or her job duties to operate a commercial motor vehicle 
in commerce and who is subject to the commercial driver’s license requirements of 49 CFR Part 383, as 
amended.  

 
 (f) Commerce.  “Commerce” means:  (1) any trade, traffic, or transportation within the 

jurisdiction of the United States between a place in a State and a place outside of such State, including a 
place outside of the United States; and (2) trade, traffic, and transportation in the United States which 
affects any trade, traffic, and transportation as described in Subsection (1). 
 

 (g) Commercial Motor Vehicle.  “Commercial Motor Vehicle” means a motor vehicle or 
combination of motor vehicles used in commerce to transport passengers or property if the vehicle: 
 

(1) Has a gross combination weight rating of 26,001 or more pounds inclusive of a 
towed unit with a gross vehicle weight rating more than 10,000 pounds; or 

 
(2) Has a gross vehicle weight rating of 26,001 pounds; or 

 
(3) Is designed to transport 16 or more passengers, including the driver; or 

 
(4)  Is of any size and is used in the transportation of material found to be hazardous 

for the purposes of the Hazardous Materials Transportation Act (49 USC § 5103(b)) and which 
require the motor vehicle to be placarded under the Hazardous Materials Regulations (49 CFR 
Part 172, subpart F). 

 
(h) Controlled Substances or Drugs.  “Controlled Substances” or “Drugs” means those 

substances identified in 49 CFR 40.85, as amended, consisting of the following:   
 

(1) Marijuana metabolites 
 

(2) Cocaine metabolites 
 

(3) Amphetamines 
 

(4) Opiate metabolites  
 

(5) Phencyclidine (PCP)  
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(i) Designated Employee Representative (DER).  “Designated Employee Representative” or 
“DER” means an individual identified by Syracuse City as able to receive communications and test results 
from service agents and who is authorized to take immediate actions to remove employees from safety-
sensitive duties and to make required decisions in the testing and evaluation processes.  The individual 
must be an employee of Syracuse City and cannot be a service agent.  The City’s DER is the Human 
Resources Specialist.   

 
 (j) DOT Regulations.  "DOT Regulations" means the rules and regulations promulgated by 

the U.S. Department of Transportation for alcohol and controlled substance testing requirements for 
employees subject to the Commercial Driver's License requirements pursuant to the Omnibus 
Transportation Act of 1991, including, but not limited to §§ 49 C.F.R. 40 and 49 C.F.R. 382, as amended. 

 
 (k) Driver.  “Driver” means any person who operates a commercial motor vehicle.  This 

includes, but is not limited to: full time, regularly employed drivers; casual, intermittent or occasional 
drivers; leased drivers and independent, owner-operator contractors.  For the purposes of pre-
employment/pre-duty testing only, the term driver includes a person applying to the City to drive a 
commercial motor vehicle. 

 
 (l) Medical Review Officer (MRO).  “Medical Review Officer” or “MRO” means a licensed 

physician who is responsible for receiving and reviewing laboratory results generated by the City’s drug 
testing program and evaluating medical explanations for certain drug test results.     
 

(m) Prospective CDL Employee.  “Prospective CDL Employee” means any person who has 
made a written or oral application to become an employee of Syracuse City in a position defined as a 
CDL employee.   
 

(n) Refuse to Submit.  “Refuse to Submit” means that a CDL employee: 
 

  (1)  Fails to appear for any test (except a pre-employment test) within a 
reasonable time, as determined by the City, consistent with applicable DOT agency regulations, 
after being directed to do so by the City. This includes the failure of an employee to appear for a 
test when called by the TPA (see, 49 CFR 40.61(a)); 

 
     (2)  Fails to remain at the testing site until the testing process is complete. 
Provided, that an employee who leaves the testing site before the testing process commences a 
pre-employment test is not deemed to have refused to test as provided in the DOT 
Regulations(see, 49 CFR 40.63(c)); 

 
     (3)  Fails to provide a urine specimen for any drug test required by this Policy 
or the DOT Regulations.  Provided, that an employee who does not provide a urine specimen 
because he or she has left the testing site before the testing process commences for a pre-
employment test is not deemed to have refused to test (see, 49 CFR 40.63(c)); 

 
     (4)  In the case of a directly observed or monitored collection in a drug test, 
fails to permit the observation or monitoring of the driver's provision of a specimen (see, 49 CFR 
40.67(l) and 40.69(g)); 

 
     (5)  Fails to provide a sufficient amount of urine when directed, and it has been 
determined, through a required medical evaluation, that there was no adequate medical 
explanation for the failure (see, 49 CFR 40.193(d)(2)); 
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     (6)  Fails or declines to take a second test the City, TPA or collector has 
directed the CDL employee to take; 

 
     (7)  Fails to undergo a medical examination or evaluation, as directed by the 
MRO as part of the verification process, or as directed by the DER under 49 CFR 40.193(d). In 
the case of a pre-employment drug test, the employee is deemed to have refused to test on this 
basis only if the pre-employment test is conducted following a contingent offer of employment; 

 
      (8)  Fails to cooperate with any part of the testing process (e.g., refuse to 
empty pockets when so directed by the collector, behave in a confrontational way that disrupts 
the collection process); or 

 
      (9)  Is reported by the MRO as having a verified adulterated or substituted test 

result. 
 

(o) Safety-Sensitive Functions.  “Safety-Sensitive Functions” means all time from the time a 
CDL employee begins to work or is required to be in readiness to work until the time he or she is relieved 
from work and all responsibility for performing work.  An employee is considered to be performing a 
safety-sensitive function during any period in which he or she is actually performing, ready to perform, or 
immediately available to perform any safety-sensitive functions and includes any of those on-duty 
functions defined in 49 CFR 395.2.  Safety-sensitive functions shall include all duties deemed safety-
sensitive under the DOT Regulations, including, but not limited to, the following: 
 
      (1)   All time at City facility, or other property, or on any public 

property, waiting to be dispatched, unless the driver has been relieved from duty by the 
City; 

 
     (2)  All time inspecting equipment as required by 49 CFR 392.7 and 392.8 or 

otherwise inspecting, servicing, or conditioning any commercial motor vehicle at any time; 
 
      (3)  All time spent at the driving controls of a commercial motor vehicle in 

operation; 
 
      (4)  All time, other than driving time, in or upon any commercial motor vehicle 

except time spent resting in a sleeper berth (a berth conforming to the requirements of 49 
CFR 393.76); 

 
      (5)  All time loading or unloading a vehicle, supervising, or assisting in the 

loading or unloading, attending a vehicle being loaded or unloaded, remaining in 
readiness to operate the vehicle, or in giving or receiving receipts for shipments loaded or 
unloaded; and 

 
      (6)  All time repairing, obtaining assistance, or remaining in attendance upon a 

disabled vehicle. 
 
 (p) Stand-Down.  “Stand-Down” means the practice of temporarily removing an 
employee from the performance of safety-sensitive functions based only on a report from a laboratory to 
the MRO of a confirmed positive test for a drug or drug metabolite, and adulterated test, or a substituted 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/2015 
Personnel Policies and Procedures 

6 
 

test, before the MRO has completed the verification of the test results.  The City is prohibited from 
standing down an employee, except consistent with a waiver from the FMCSA.   

 
(q) Third Party Administrator (TPA).  “Third Party Administrator” or “TPA” means a service 

agent that provides or coordinates one or more drug and/or alcohol testing services to DOT-regulated 
employers.  TPA’s typically provide or coordinate the provision of a number of such services and perform 
administrative tasks concerning the operation of the employers’ drug and alcohol testing programs.   
 
12.050. Prohibitions. 
 

The following conduct is prohibited under this policy in accordance with the prohibitions set forth 
in 49 CFR 382, Subpart B:  
 
 (a) Alcohol Concentration.  No driver shall report for duty or remain on duty requiring the  
performance of safety-sensitive functions while having an alcohol concentration of 0.04 or greater. No 
employer having actual knowledge that a driver has an alcohol concentration of 0.04 or greater shall 
permit the driver to perform or continue to perform safety-sensitive functions. 
 
 (b) On-Duty Use.  No driver shall use alcohol while performing safety-sensitive  
functions. No employer having actual knowledge that a driver is using alcohol while performing safety-
sensitive functions shall permit the driver to perform or continue to perform safety-sensitive functions. 
 
 (c) Pre-Duty Use.  No driver shall perform safety-sensitive functions within four hours  
after using alcohol. No employer having actual knowledge that a driver has used alcohol within four hours 
shall permit a driver to perform or continue to perform safety-sensitive functions. 
 
 (d) Use Following an Accident.  No driver required to take a post-accident alcohol test 
under this policy and in accordance with 49 CFR 382.303 shall use alcohol for eight hours following the 
accident, or until he or she undergoes a post-accident alcohol test, whichever occurs first. 
 
 (e) Refusal to Submit to Required Test.  No driver shall refuse to submit to a post-
accident alcohol or controlled substances test required under this policy and in accordance with 49 CFR  
382.303, a random alcohol or controlled substances test required under this policy in accordance with 49 
CFR 382.305, a reasonable suspicion alcohol or controlled substances test required under this policy in 
accordance with 49 CFR 382.307, or a follow-up alcohol or controlled substances test required under this 
policy or 49 CFR 382.311.  No employer shall permit a driver who refuses to submit to such tests to 
perform or continue to perform safety-sensitive functions.  Refusal to submit to a required test shall be 
deemed a violation of this policy and shall result in disciplinary action, up to and including termination. 
 

 (f) Controlled Substances Use.  No driver shall report for duty or remain on duty 
requiring the performance of safety-sensitive functions when the driver uses any controlled substance, 
except when the use is pursuant to the instructions of a licensed medical practitioner who has advised the 
driver that the substance will not adversely affect the driver's ability to safely operate a commercial motor 
vehicle.  No employer having actual knowledge that a driver has used a controlled substance shall permit 
the driver to perform or continue to perform a safety-sensitive function.  The City may require a driver to 
inform the City of any therapeutic drug use as more particularly provided in this policy. 
 
 (g) Controlled Substances Testing.  No driver shall report for duty, remain on duty or 
perform a safety-sensitive function, if the driver tests positive or has adulterated or substituted a test 
specimen for controlled substances. No employer having actual knowledge that a driver has tested 
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positive or has adulterated or substituted a test specimen for controlled substances shall permit the driver 
to perform or continue to perform safety-sensitive functions. 
 
12.060. Zero-Tolerance. 
 
 If it is determined that a CDL employee violates any term, condition or provision of this policy, that 
employee shall be subject to disciplinary action, up to and including termination.  Any disciplinary action 
taken for violations of this policy shall comply with the disciplinary action procedures, as applicable, set 
forth in Chapter 22 of these Policies and Procedures.   
 
12.070. Voluntary Self-Identification Program.  
 
 (a) Self-Identification Program.  CDL employees of the City may voluntarily admit to alcohol 
misuse or controlled substances use (“admission”) in accordance with the provisions of this Section 
setting forth the City’s voluntary self-identification program.  The provisions of this program are intended 
to comply with the provisions and requirements of 49 CFR 382.121, as amended.  Voluntary admissions 
should be made to the employee’s supervisor or the Human Resources Specialist.  Employees having a 
drug or alcohol problem are strongly encouraged to seek help.   
 
 (b) Prior to Selection or Violation.  To qualify for the City’s voluntary self-identification 
program, the CDL employee must make the admission of alcohol misuse or controlled substances use 
prior to performing a safety-sensitive function (i.e., prior to reporting for duty) and prior to being selected 
for testing under this policy (i.e., the admission cannot be made in order to avoid testing under the 
requirements of this policy. 
 
 (c) No Adverse Action.  The City shall not take any adverse action against a CDL employee 
making a voluntary admission of alcohol misuse or controlled substances use in accordance with the 
conditions and provisions of this Section.   
 
 (d) Evaluation and Treatment.  A CDL employee who has made a voluntary admission of 
alcohol misuse or controlled substances use in accordance with the terms and conditions of this Section 
shall be given sufficient opportunity to seek evaluation, education or treatment to establish control over 
the employee’s drug or alcohol problem.   
 

(e) Costs and Leave.  The City will pay for the first visit to a drug and alcohol abuse 
evaluation expert.  All other costs of evaluation, treatment and rehabilitation shall be the employee’s 
responsibility. The City will allow employees who seek voluntary assistance for alcohol and drug problems 
under this program to first utilize their accrued sick leave and then their accrued annual leave for 
rehabilitation.  Leave without pay may be requested by the employee and will be considered on an 
individual case basis.  If the FMLA does not apply, an employee’s position may be held open for a 
reasonable period of time up to a maximum of thirty (30) days for voluntary rehabilitation upon approval 
by the City Manager.     
 
 (f) Successful Completion.  The CDL employee shall not perform any safety-sensitive 
functions until and unless the employee has successfully completed an educational or treatment program, 
as determined by a drug and alcohol abuse evaluation expert (i.e., an employee assistance professional, 
substance abuse professional, or qualified drug and alcohol counselor).  Employees returning to work 
after treatment must first provide the City with a certification from a reputable substance abuse program 
that the employee is sober and has successfully completed the treatment program.  A licensed 
professional medical practitioner that specializes in substance abuse must sign this certification.   
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 (g) Return to Duty Testing.  Prior to performing any safety-sensitive functions, the employee 
shall undergo a return to duty test with a result indicating an alcohol concentration of less than 0.02 
and/or a return to duty controlled substances test with a verified negative test result for controlled 
substances use.   
 

(h) Follow-Up Testing.  The employee must also, as a condition of returning to work, agree to 
follow-up rehabilitation drug and/or alcohol testing and sign a return to work agreement.  Follow-up 
rehabilitation testing will be required for a period of not less than six (6) months and not more than one (1) 
year after completion of the employee’s substance abuse treatment program.  The date and time of any 
required follow-up rehabilitation drug and/or alcohol testing will be unannounced and conducted on a 
random basis.  
 

(i) Disclaimer.  Voluntary notification and enrollment in a rehabilitation program shall only 
prevent disciplinary action for previous drug or alcohol use that was unknown to the City and shall not 
prevent the City from testing or taking disciplinary action against an employee who subsequently violates 
this policy.   
 
12.080. Prescription and Over-the-Counter Drugs. 
 
 Prescribed and over-the-counter drugs and the necessary instrumentalities of administration 
brought on City premises may only be used by the person for whom they are prescribed and taken as 
directed so long as the use of such drugs does not adversely affect the safety of the work environment or 
significantly impede performance of essential job functions.  There are various prescription and over-the-
counter drugs that may adversely affect the safety of the work environment.  Examples include, but are 
not limited to, pain relievers that contain opiates, and muscle relaxants.  It is the employee’s responsibility 
to be informed about the effects of prescription and over-the-counter drugs they are taking by reading the 
information that accompanies the drug, including any information provided by the pharmacist, by 
consulting with their physician, and by accessing and utilizing other sources of information available to the 
employee, and acting accordingly.  Any employee who chooses or is medically required to ingest 
prescribed or over-the-counter medications that may adversely affect the safety of the work environment, 
shall immediately notify his or her department head of the type of medication and time period over which 
said medications will be taken.  The department head will make a determination of any restrictions to be 
placed on the employee after appropriate confidential consultation with the Human Resources Specialist, 
the City Attorney’s Office, and/or medical professionals.  A written statement from the employee’s 
physician may be required regarding whether the physician is of the opinion that the employee can safely 
work or perform his or her job duties while taking the prescribed drug.  Any employee who chooses or is 
medically required to ingest a prescribed or over-the-counter medication outside of the workplace must 
ensure that the impairing effects have ended prior to reporting for work.  For purposes of this policy, 
medications used as prescribed, which do not constitute a safety concern, shall not be considered a 
violation of this policy. 
 
12.090. Testing Required. 
 
 In accordance with the provisions of this policy, all prospective and current CDL employees shall 
be subject to controlled substances and alcohol testing as a condition of hiring and continued 
employment with the City.  Failure to comply with this policy may result in the City refusing to hire a 
prospective CDL employee or disciplinary action being taken against current CDL employees, up to and 
including termination.  Specimens collected under this policy may only be used to test for controlled 
substances and their metabolites as defined herein and shall not be used to conduct any other analysis or 
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test unless otherwise specifically authorized by DOT Regulations.  All testing shall be based on and under 
the circumstances set forth in Section 12.100 regarding basis for testing.   
 
12.100. Basis for Testing. 
 

Prospective and current CDL employees shall be subject to testing for the presence of drugs and 
alcohol by the City in accordance with the provisions of this policy as a condition of hiring and continued 
employment with the City for any of the reasons or under the circumstances as more particularly set forth 
herein:  pre-employment testing, post-accident testing, random testing, reasonable suspicion testing, 
return-to-duty testing, and follow-up testing.  CDL employees shall also be subject to controlled 
substances and alcohol testing when required by Federal law or regulations. 

 
12.110. Pre-Employment Testing.  
 

All prospective CDL employees shall undergo testing for controlled substances as a condition of 
employment and prior to performing any safety-sensitive duties for the City.  Pre-employment tests will be 
conducted on prospective employees on their own time, meaning that prospective employees will not be 
paid for the time they spend participating in pre-employment testing required by Syracuse City.  All pre-
employment drug testing will be conducted at the third-party administrator’s facility and prospective 
employees are responsible for their transportation to and from the collection facility.  Refusal to consent to 
a pre-employment drug test will terminate further action towards employment with the City.  No 
prospective CDL employee shall be permitted to perform safety-sensitive functions for the City until and 
unless the City has received a pre-employment controlled substances test result from the MRO or TPA 
indicating a verified negative test result for the employee.  A controlled substance test may not be 
required if the employee has participated in a drug testing program that meets the DOT Regulations 
within the previous thirty (30) days and all other exception requirements as set forth in the DOT 
Regulations are satisfied.  
 
12.120. Post-Accident Testing.  
 

(a) Alcohol Testing.   
 

(1) As soon as practicable following an occurrence involving a commercial motor 
vehicle operating on a public road in commerce, each surviving CDL employee shall be tested for 
alcohol under the following circumstances: 
 

(A) The CDL employee was performing safety-sensitive functions with 
respect to the vehicle and the accident involved the loss of human life; or 

 
(B)  The CDL employee received a citation within eight (8) hours of the 

occurrence under State or local law for a moving traffic violation arising from the accident 
and the accident involved bodily injury to any person who, as a result of the injury, 
immediately received medical treatment away from the scene of the accident, or one or 
more motor vehicles incurred disabling damage as a result of the accident, requiring the 
motor vehicle to be transported away from the scene by a tow truck or other motor 
vehicle.   

 
(2) If an alcohol test required by this Section is not administered within two (2) hours 

following the accident, the City shall prepare and maintain on file a record stating the reasons the 
test was not promptly administered.  If an alcohol test required by this Section is not administered 
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within eight (8) hours following the accident, the City shall cease attempts to administer the test 
and shall prepare and maintain on file a record stating the reasons the test was not promptly 
administered.  Such records shall be submitted to the FMCSA, upon request.   

 
(b) Controlled Substances Testing.   
 

(1) As soon as practicable following an occurrence involving a commercial motor 
vehicle operating on a public road in commerce, each surviving CDL employee shall be tested for 
controlled substances under the following circumstances: 
 

(A) The CDL employee was performing safety-sensitive functions with 
respect to the vehicle and the accident involved the loss of human life; or 

 
(B)  The CDL employee received a citation within thirty-two (32) hours of the 

occurrence under State or local law for a moving traffic violation arising from the accident 
and the accident involved bodily injury to any person who, as a result of the injury, 
immediately received medical treatment away from the scene of the accident, or one or 
more motor vehicles incurred disabling damage as a result of the accident, requiring the 
motor vehicle to be transported away from the scene by a tow truck or other motor 
vehicle.   

 
(2) If a controlled substances test required by this Section is not administered within 

thirty-two (32) hours following the accident, the City shall cease attempts to administer the test 
and shall prepare and maintain on file a record stating the reasons the test was not promptly 
administered.  Such records shall be submitted to the FMCSA, upon request. 

 
 (c) Testing.  An employee who is subject to post-accident testing shall remain readily 
available for such testing or may be deemed by the City to have refused to submit to the testing.  A driver 
who is seriously injured and cannot be tested at the time of the accident should provide the necessary 
authorization for obtaining hospital reports and other documents that would indicate whether there were 
any drugs and/or alcohol in their system.  Nothing in this Section shall be construed to require the delay 
of necessary medical attention for injured people following an accident or to prohibit a driver from leaving 
the scene of an accident for the period necessary to obtain assistance in responding to the accident, or to 
obtain necessary emergency medical care.   
 
 (d) Federal, State or Local Test Results.  The results of a breath or blood test for the use of 
alcohol or the results of a urine test for the use of controlled substances conducted by Federal, State, or 
local law enforcement officials having independent authority to conduct such test shall be considered to 
meet the requirements of this Section for post-accident testing, provided such tests conform to the 
applicable Federal, State, and local alcohol or controlled substances testing requirements, as applicable, 
and the results of such tests are obtained by the City.   
 
 (e) Exceptions.  Post-accident testing shall not apply to the following situations: 
 
  (1) An occurrence involving only boarding or alighting from a stationary motor 

vehicle; or 
 
  (2)  An occurrence involving only the loading or unloading of cargo; or 
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  (3)  An occurrence in the course of the operation of a passenger car or a multipurpose 
passenger vehicle by an employer unless the motor vehicle is transporting passengers for hire or 
hazardous materials of a type and quantity that require the motor vehicle to be marked or 
placarded in accordance with 49 CFR 177.823. 

 
(f) Summary.  The following table notes when a post-accident test is required to be 

conducted in accordance with this Section: 
 
 

Type of Accident Citation Issued to Driver? Must Test Be Performed? 
Human fatality YES YES 

NO YES 

 
Bodily injury with immediate 
medical treatment away from 
scene 

YES YES 
NO NO 

 
Disabling damage to any motor 
vehicle requiring tow away 

YES YES 
NO NO 

 
 
12.130. Random Testing. 
 

(a)  CDL Employees.  Every CDL employee shall be required to submit to random alcohol 
and controlled substances testing in accordance with the provisions of this Section.  CDL employees 
include, but are not limited to, the following positions:   

 
(1) Deputy Fire Chief 

 
(2) Fire Captain 

 
(3) Fire Engineer 

 
(4) Fire Fighter 

 
(5) Public Works Director 

 
(6) Streets Superintendent 

 
(7) Water Superintendent 
 
(8) Environmental Superintendent 

 
(9) Streets Maintenance Worker  

 
(10) Water Maintenance Worker  
 
(11) Environmental Maintenance Worker 
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(b) Testing Percentage Rates.  According to current FMCSA standards, random controlled 
substances testing will be administered at a fifty (50) percent annualized rate and random alcohol testing 
will be conducted at a ten (10) percent annualized rate.  This means that the total number of controlled 
substances tests conducted during any twelve (12) month period will be equal to at least fifty (50) percent 
of the total Syracuse City DOT testing pool, and the total number of alcohol tests conducted during any 
twelve (12) month period will be equal to at least ten (10) percent of the total Syracuse City DOT testing 
pool.  These rates are set by FMCSA Administration and shall be subject to change based on any 
increase or decrease in the federally required testing rate. 
 

(c) Random Selection.  Selection of CDL employees for random testing shall be made by a 
scientifically valid method, such as a random number table or a computer-based random number, 
generator that is matched with employee’s social security numbers, or other comparable identifying 
numbers.  Only covered CDL employees shall be included in the random testing pool.  City CDL 
employees may be part of a larger random testing pool of covered employees.  Each CDL employee 
selected for random testing under the selection process used shall have an equal chance of being testing 
each time selections are made.  Each CDL employee selected for random testing shall be tested during 
the selection period.  Selection for random testing will be done by the City’s third party administrator in 
order to ensure that selection is truly random and is uninfluenced by any personal characteristics, 
behavior, or any other attribute.    

 
(d) Unannounced.  Random testing conducted under this Section shall be unannounced.  

The dates for administering the random tests shall be spread reasonably throughout the calendar year.   
 
(e) Testing.  Each CDL employee notified of selection for random testing shall proceed to the 

test site immediately; provided, if the employee is performing a safety-sensitive function other than driving 
a motor vehicle, at the time of notification, the employee shall cease to perform safety-sensitive functions 
and proceed to the testing site as soon as possible.   

 
(f) Performing Functions.  A driver shall only be tested for alcohol while the driver is 

performing safety-sensitive functions, just before the driver is to perform safety-sensitive functions, or just 
after the driver has ceased performing such functions. 

 
12.140. Reasonable Suspicion Testing.   
 

(a) Reasonable Suspicion.  CDL employees shall be subject to alcohol and/or controlled 
substances testing when the City has reasonable suspicion to believe that the employee has violated the 
prohibitions of this policy.  A determination of reasonable suspicion shall be based on specific, 
contemporaneous, articulable observations concerning the appearance, behavior, speech or body odors 
of the employee.  Observation for reasonable suspicion may also include indications of the chronic and 
withdrawal effects of controlled substances.   

 
(b) Supervisor Training.  The required observations for reasonable suspicion testing shall be 

made by a supervisor or other City official who is trained in accordance with applicable DOT Regulations 
regarding such testing.  In an effort to ensure that supervisors are knowledgeable about the symptoms of 
drug and/or alcohol use, training on symptom recognition will be held for all Syracuse City employees in 
supervisory positions and only those persons who have attended the training will be qualified to require a 
reasonable suspicion drug and/or alcohol test.  Records regarding training attendance will be kept for a 
minimum of three (3) years after the date of the training. 
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(c) Documentation.  A written record shall be made of the observations leading to an alcohol 
and/or controlled substances reasonable suspicion test by the employee’s supervisor or the person 
requesting the reasonable suspicion testing using the City’s “Observed Behavior-Reasonable Cause 
Record”.  The form shall be signed by the supervisor or City official who made the observations.  The 
form shall be filled out and the record made within 24 hours of the observed behavior or before the results 
of the test are released, whichever is earlier.  The City strongly urges supervisors to complete the form 
before the employee is required to submit to testing in order to properly document the circumstances 
leading up to the testing referral. 

 
 (d) Timing of Observations.  Reasonable suspicion alcohol testing is authorized by this 

Section only if the observations required in Subsection (a) are made during, just preceding, or just after 
the period of the work day that the CDL employee is required to be in compliance with this policy.  A CDL 
employee may only be required to undergo reasonable suspicion testing while the employee is 
performing safety-sensitive functions, just before the employee is to perform safety-sensitive functions, or 
just after the employee has ceased performing such functions.  
 
 (e) Timing for Testing.  If an alcohol test required by this Section is not administered within 
two (2) hours following the determination under paragraph (a) of this Section, the supervisor shall prepare 
and maintain on file a record stating the reasons the alcohol test was not promptly administered. If an 
alcohol test required by this section is not administered within eight (8) hours following the determination 
under paragraph (a) of this Section, the supervisor shall cease attempts to administer an alcohol test and 
shall State in the record the reasons for not promptly administering the test. 

 
(f) Transportation.  In the event that reasonable suspicion drug and/or alcohol testing is 

warranted, it is the responsibility of an agent of Syracuse City to transport the employee being tested to 
and from the testing facility.  In most cases, either the DER or the employee’s supervisor will be 
responsible for transporting the employee. 
 
 (g) Refusal to Submit.  If an employee refuses to submit to reasonable suspicion drug and/or 
alcohol test or attempt to leave any Syracuse City premises and is impaired, in the opinion of a trained 
supervisor, to the extent that he/she would present a danger to either him/herself or others, local law 
enforcement should be contacted immediately by the supervisor. 
 
 (h) Prohibition.  Notwithstanding the absence of a reasonable suspicion alcohol test under 
this section, no driver shall report for duty or remain on duty requiring the performance of safety-sensitive 
functions while the driver is under the influence of or impaired by alcohol, as shown by the behavioral, 
speech, and performance indicators of alcohol misuse, nor shall an employer permit the driver to perform 
or continue to perform safety-sensitive functions, until: 
 

  (1)  An alcohol test is administered and the driver's alcohol concentration 
measures less than 0.02; or 

 
  (2)  Twenty four (24) hours have elapsed following the determination under 
Subsection (a) of this Section that there is reasonable suspicion to believe that the driver has 
violated the prohibitions in this part concerning the use of alcohol. 

 
 (i) Action.  Except as provided in Subsection (h) of this Section, the City shall not take 
any action under this part against a driver based solely on the driver's behavior and appearance, with 
respect to alcohol use, in the absence of an alcohol test. This does not prohibit the City with independent 
authority of this part from taking any action otherwise consistent with law. 
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12.150. Return-to-Duty Testing. 
 
 Any Syracuse City CDL employee whose initial breath alcohol content is between 0.02 – 0.039 
grams per 210 liters of breath will be subject to return-to-duty breath alcohol testing before being 
permitted to return to work.  The return-to-duty test must be completed not less than the equivalent of one 
full shift and not more than twenty-four (24) hours after the initial breath alcohol test.  Return-to-duty 
breath alcohol testing will be conducted at the facility of the designated third party administrator.  Refusal 
to submit to return-to-duty breath alcohol testing will be considered a positive test result and will subject 
the employee to disciplinary action as set forth in this policy.  The requirements for return-to-duty testing 
shall comply with and be performed in accordance with 49 CFR 40, Subpart O. 
 
12.160. Follow-Up Testing. 
 
 The requirements for follow-up testing shall comply with and be performed in accordance with 49 
CFR 40, Subpart O. 
 
12.170. Testing Procedures. 
 

(a) Collection.  All sample collection for drugs and alcohol testing under this policy shall 
comply with the procedures set forth in the DOT Regulations, including, but not limited to, 49 CFR 40, as 
amended.  Sample collection, documentation, storage and transportation to the place of testing shall be 
performed in a manner that reasonably precludes the probability of sample misidentification, 
contamination or adulteration and which ensures the privacy of the individual being tested.  The 
instructions, custody and control forms, and collection kits, including bottles and seals used for sample 
collection shall be prepared by an independent laboratory trained and qualified to conduct DOT collection 
procedures. The Federal Drug Testing Custody and Control Form (CCF) shall be used to document every 
collection required by DOT Regulations.  Directly observed collection shall only be conducted in 
accordance with DOT Regulations, including, but not limited to, 49 CFR 40.67, as amended.  All 
controlled substances urine collection shall be split specimen collection.  Collection sites shall meet all 
applicable DOT Regulations.  Sample collection shall be conducted in accordance with the terms and 
conditions of this policy.   
 

(b) Samples.  Alcohol testing will typically be done with an evidentiary breath testing device.  
An initial screening alcohol test will be conducted.  If that result is greater than or equal to 0.04, a 
confirmation test will be conducted using an evidential testing device.  The confirmation test is the final 
result.  Any confirmed breath alcohol test result greater than 0.04 grams per 210 liters of breath will be 
considered a positive alcohol test result. 

 
(c) Inadequate Samples.  In the case of urine-based drug testing, an applicant and/or 

employee who fails to provide an adequate quantity of urine for testing will be instructed to drink not more 
than 24 ounces of fluid and, after a period of up to two hours, again attempt to provide a complete 
sample. If an applicant fails to provide an adequate quantity of urine a second time, that applicant will no 
longer be considered for employment.  If an employee fails to provide an adequate quantity of urine a 
second time, the third party administrator will notify the MRO to determine pertinent information 
concerning whether or not the individual’s inability to provide a specimen is genuine or constitutes a 
refusal to test.  Upon completion of the examination, the MRO will report their conclusions to the 
Syracuse City DER in writing.  If the City or the collector has reasonable cause to believe that the donor 
of the sample has tampered with their sample, a new sample will be immediately collected.   
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(d) Testing.  Sample drug testing shall conform to scientifically accepted analytical methods 
and procedures and shall be conducted in accordance with applicable DOT Regulations.  All drug tests 
will use a screening test (typically an immunoassay test) and confirmation test by gas 
chromatography/mass spectrometry if the screening test is positive.  Prospective and current DOT 
employees have the option of requesting a split-sample test.  The City has designated IHC as the City’s 
third party administrator to assist in setting up and administering the drug and alcohol testing program set 
forth herein.   

 
(e) Dilute Specimens.  Specimens which the laboratory reports as dilute, meaning specific 

gravity less than 1.003 and creatinine levels less than 20 mg/dL, may be considered invalid and the 
employee/applicant will be required to give a second specimen.  The second specimen will be considered 
the final result. 
 

(f) Invalid Specimens.  If Syracuse City receives a test result that is determined to be invalid, 
the employee will be immediately retested.  The employee will be given no notification of the need to 
retest.  No action will be taken regarding the first test result and the results of the second test will be 
considered final.  A second “invalid” test result will be treated as a positive test result. 
 

(g) Time.  Any drug or alcohol testing required by the City under this policy shall occur during 
or immediately after the regular work period for current employees and shall be deemed work time for 
purposes of compensation and benefits for current employees. 
 

(h) Costs.  Except as otherwise provided, the City shall pay all costs of sample collection and 
testing required herein, including the cost of transporting current employees to the testing site if the 
testing is conducted at a place other than the work site.  

 
(i) Disclaimer.  A physician/patient relationship is not created between a prospective or 

current employee and the City or any person performing the test, solely by this policy and the procedures 
set forth herein. 
 
12.180. Results.   
 
 (a) MRO.  According to Federal regulations, all drug test results will be referred to an 
MRO to verify the test result.  In the case of a positive, adulterated, substituted, or invalid test result, the 
employee or prospective employee shall be so advised by the MRO by telephone on a confidential basis 
prior to the reporting of the results to the designated employer representative.  The employee shall have 
the right to discuss and explain the results, including the right to advise the MRO of any prescription or 
over-the-counter medication or other substance consumed which may have affected the results of the 
test.  The MRO shall also review the chain-of-custody documentation to ensure compliance with normal 
chain-of-custody procedures.  If the MRO can verify a legitimate explanation, the MRO would then 
reverse the test result to negative and report it as negative to the employer.  The MRO can report a non-
negative test to the employer, without interviewing the employee/applicant, if:  (1) an individual has 
expressly declined the opportunity to discuss the test result with the MRO; (2) the employer has 
successfully made and documented a contact with the employee and instructed the employee to contact 
the MRO and more than 72 hours have passed since the time the employer contacted the employee; or 
(3) if neither the employer nor MRO, after making and documenting all reasonable efforts, has been able 
to contact the employee within ten (10) days of the date on which the MRO receives the confirmed test 
result from the laboratory.  No MRO review will be done on positive breath or blood alcohol tests.   
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 (b) DER Contact.  If the MRO has been unable to contact an employee who has 
submitted a specimen under this policy, the DER shall make reasonable efforts to contact and request 
such employee, regardless of employment status, to contact and discuss the results of the controlled 
substances test with the MRO.  The DER shall immediately notify the MRO that the employee has been 
notified to contact the MRO within 72 hours. 
 

(c) Confirmation.  Before the results of any test required herein may be used as a basis for 
action by the City, the positive test result shall be verified or confirmed using an acceptable and reliable 
analytical method. 

 
(d) Contesting.  All verified non-negative samples will be kept in frozen storage at the 

laboratory for a minimum of one (1) year.  If an employee or applicant believes the laboratory analysis is 
in error, they will have 72 hours from when first notified of the test result to request the re-analysis of the 
original specimen that was verified as positive, adulterated, or substituted.  The urine sample must be 
independently re-analyzed by gas chromatography/mass spectrometry at a second SAMHSA-certified 
laboratory at the expense of the employee/applicant.  If the re-analysis is negative, an employee shall be 
allowed to return to work immediately, shall be compensated for time lost, and shall be reimbursed for the 
cost of split specimen testing.  Retesting will be on the original specimen and must be performed by a 
SAMHSA-certified laboratory. 

 
 (e) Notification.  The City shall notify prospective employees of the results of a pre-
employment controlled substances test conducted under this policy, if the prospective employee requests 
such results within 60 calendar days of being notified of the disposition of the employment application.  
The City shall notify an employee of the results of random, reasonable suspicion and post-accident tests 
for controlled substances conducted under this policy if the test results are verified positive. The City shall 
also inform the employee which controlled substance or substances were verified as positive. 
 
12.190. DOT Required Action. 
 

Pursuant to 49 CFR 40.23, the City is required to take the following action under the 
circumstances described: 

 
 (a)  As an employer who receives a verified positive drug test result, you must 
immediately remove the employee involved from performing safety-sensitive functions. You must take this 
action upon receiving the initial report of the verified positive test result. Do not wait to receive the written 
report or the result of a split specimen test. 
 
  (b)  As an employer who receives a verified adulterated or substituted drug test result, 
you must consider this a refusal to test and immediately remove the employee involved from performing 
safety-sensitive functions. You must take this action on receiving the initial report of the verified 
adulterated or substituted test result. Do not wait to receive the written report or the result of a split 
specimen test. 
 
 (c)  As an employer who receives an alcohol test result of 0.04 or higher, you must 
immediately remove the employee involved from performing safety-sensitive functions. If you receive an 
alcohol test result of 0.02-0.039, you must temporarily remove the employee involved from performing 
safety-sensitive functions, as provided in applicable DOT agency regulations. Do not wait to receive the 
written report of the result of the test. 
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 (d)  As an employer, when an employee has a verified positive, adulterated, or 
substituted test result, or has otherwise violated a DOT agency drug and alcohol regulation, you must not 
return the employee to the performance of safety-sensitive functions until or unless the employee 
successfully completes the return-to-duty process of Subpart O of this part. 
 
     (e)  As an employer who receives a drug test result indicating that the employee's 
specimen was dilute, take action as provided in Sec.  40.197. 
 
 (f)  As an employer who receives a drug test result indicating that the employee's 
specimen was invalid and that a second collection must take place under direct observation--     
 
   (1)  You must immediately direct the employee to provide a new specimen 

under direct observation. 
 
     (2)  You must not attach consequences to the finding that the test was invalid 

other than collecting a new specimen under direct observation. 
 
   (3)  You must not give any advance notice of this test requirement to the 

employee. 
 
   (4)  You must instruct the collector to note on the CCF the same reason (e.g. 

random test, post-accident test) as for the original collection. 
 
 (g)  As an employer who receives a cancelled test result when a negative result is 
required (e.g., pre-employment, return-to-duty, or follow-up test), you must direct the employee to provide 
another specimen immediately. 
 
 (h)  As an employer, you may also be required to take additional actions required by 
DOT agency regulations (e.g., FAA rules require some positive drug tests to be reported to the Federal 
Air Surgeon). 
 
 (i)  As an employer, you must not alter a drug or alcohol test result transmitted to you by 
an MRO, BAT, or C/TPA. 
 
12.200. Removal from Safety-Sensitive Functions. 
 
 (a) Removal from Safety-Sensitive Functions.  Except as provided in the DOT 
Regulations, no CDL employee shall perform safety-sensitive functions, including driving a commercial 
motor vehicle, if the employee has engaged in conduct prohibited by Section 12.050 or an alcohol or 
controlled substances rule set forth in the DOT Regulations. The City shall not permit any CDL employee 
to perform safety-sensitive functions, including driving a commercial motor vehicle, if the City has 
determined that the employee has violated this Section.  Employees found to have violated the provisions 
of Section 12.050 shall be removed immediately from safety-sensitive functions in accordance with this 
policy and the provisions of 49 CFR 40, Subpart O, as amended.  As provided in the DOT Regulations, 
the City may not remove an employee from the performance of safety-sensitive functions based solely on 
a report from the laboratory of a confirmed positive test for controlled substances, an adulterated test, or 
a substituted test, before the MRO has completed verification of the test (also known as “standing down”). 
 
 (b) Required Evaluation and Testing.  No CDL employee who has engaged in conduct 
prohibited by Section 12.050 shall perform safety-sensitive functions, including driving a commercial 
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motor vehicle, unless the employee has met the requirements of 49 CFR 40, Subpart O, regarding 
required evaluation and testing.  The City shall not permit any CDL employee who has engaged in 
conduct prohibited by Section 12.050 to perform safety-sensitive functions, including driving a commercial 
motor vehicle, unless the employee has met the requirements of 49 CFR 40, Subpart O, regarding 
required evaluation and testing.   
 
 (c) Alcohol-Related Conduct.  No CDL employee tested under the provisions of this 
policy who is found to have an alcohol concentration of 0.02 or greater but less than 0.04 shall perform or 
continue to perform safety-sensitive functions, including driving a commercial motor vehicle, nor shall the 
City permit the driver to perform or continue to perform safety-sensitive functions, until the start of the 
employee's next regularly scheduled duty period, but not less than 24 hours following administration of 
the test.  Except as provided herein, the City shall take any action under this part against an employee 
based solely on test results showing an alcohol concentration less than 0.04. This does not prohibit the 
City with authority independent of this Subsection from taking any action otherwise consistent with law. 
 
12.210. Additional Action.   
 

(a) Discipline.  In an effort to ensure a drug-free workplace, Syracuse City is committed to a 
zero-tolerance drug and/or alcohol policy for all DOT employees.  This means that refusal to test, an 
MRO-verified positive, adulterated, or substituted drug test, or a positive alcohol (greater than 0.04 grams 
per 210 liters of breath) test result, as reported by the third party administrator and/or MRO to the 
Syracuse City DER, for any of the drug and/or alcohol testing programs listed above will result in the 
disciplinary action against the employee, up to and including termination.  Additional grounds for 
disciplinary action may include failure to fully comply with collection procedures and reasonable collector 
requests.  All disciplinary action will be handled in accordance with the disciplinary procedures set forth in 
these Policies and Procedures, as applicable. 
 

(b) Refusal to Hire.  A prospective employee/applicant who has a positive or non-negative 
drug test result or refuses to submit to a drug test will not be further considered for employment.   
 

(c) Alcohol Content.  It is against Syracuse City policy for any DOT employee whose breath 
alcohol content is between 0.02 – 0.039 grams per 210 liters of breath to operate any vehicle.  An 
employee with a breath alcohol content of 0.02 – 0.039 will be removed from duty for one shift or 24 
hours, whichever is longer.  No adverse employment action will be taken on the basis of initial breath 
alcohol test results in the range of 0.02 – 0.039.  Upon return to work the employee must have a breath 
alcohol content less than 0.02 grams per 210 liters of breath.  Failure to meet these standards on a 
follow-up breath alcohol screen will result in disciplinary action up to and including termination. 
  

(d) Referral.  Any DOT employee who has a positive drug and/or alcohol test result will be 
immediately referred by the Syracuse City DER to the Employee Assistance Program (EAP), a licensed 
substance abuse counselor (LSAC), or substance abuse professional (SAP).  The expenses associated 
with an initial, evaluative consultation with the LSAC or SAP will be paid for by Syracuse City.  Additional 
services beyond an initial evaluation provided to the employee by the LSAC or SAP will be at the expense 
of the employee. 
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12.220. Records. 
 
 (a) Maintain.  The City shall maintain records regarding alcohol and controlled substances 
testing in accordance with DOT Regulations, including, but not limited to, 49 CFR 382.401, as amended.   
 
 (b) Controlled Access.  All alcohol and controlled substances testing records shall be 
maintained in a secure location with controlled access as more particularly set forth in Section 12.200.   
 
 (c) FMCSA Access.  All records required by this policy shall be maintained in accordance 
with 49 CFR 390.31 and must be made available for inspection at the City offices within 2 business days 
after a request have been made by an authorized representative of the Federal Motor Carrier Safety 
Administration. 
 
 (d) Employee Access.  A CDL employee is entitled, upon written request, to obtain 
copies of any records pertaining to the employee’s use of alcohol or controlled substances, including any 
records pertaining to his or her alcohol or controlled substances tests. The City shall promptly provide the 
records requested by the employee. Access to the employee’s own records shall not be contingent upon 
payment for records other than those specifically requested. 
 
 (e) Subsequent Employers.  Records shall be made available to a subsequent employer 
upon receipt of a written request from the employee. Disclosure by the subsequent employer is permitted 
only as expressly authorized by the terms of the employee's request. 
 
 (f) Identified Persons.  The City shall release information regarding an employee’s 
records as directed by the specific written consent of the employee authorizing release of the information 
to an identified person. Release of such information by the person receiving the information is permitted  
only in accordance with the terms of the employee's specific written consent as outlined in 49 CFR 
40.321(b), as amended. 
 
12.230. Confidentiality. 
 

The use and disposition of all drug and alcohol testing results and records shall be considered 
confidential and are subject to the limitations of the Utah Government Records Access and Management 
Act and the Americans with Disabilities Act.  In an effort to ensure that all drug and/or alcohol test results 
remain confidential, the TPA and/or MRO for the Syracuse City drug testing program are only authorized 
to release test results to the Syracuse City DER.  After being received by Syracuse City, all drug and 
alcohol test results will be stored in confidential employee files (established for all Syracuse City 
employees) and will remain confidential to the extent required or allowed by law.  The DER will determine 
which person(s) within the City have a need to know which test results.  Test and other records will be 
maintained in a secure manner so that disclosure of confidential and/or medical information to 
unauthorized persons does not occur.  Test results may be released in legal proceedings where the 
employee raises the issue of drug test (i.e. unemployment hearing, wrongful termination, etc.).   
 
12.240. Notification of Conviction 
 

Any investigation by law enforcement or conviction for controlled substance or alcohol activity 
may be cause for dismissal from employment.  Failure of an employee to report any conviction for illegal 
drug use or alcohol misuse to their supervisor and/or the Syracuse City DER within five (5) days of 
conviction may result in disciplinary action up to and including termination. 
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12.250. Americans with Disabilities Act (ADA). 
 

Alcoholism is considered a disability under the ADA.  Syracuse City will make reasonable 
accommodations for current employees who suffer from alcoholism, including encouraging an employee 
to participate in rehabilitation programs.  However, Syracuse City will hold an alcoholic employee to the 
same performance standards as other employees and will discipline an employee, up to an including 
termination, if the employee’s alcohol use adversely affects the employee’s job performance or is 
considered to be a safety hazard.  An employee or prospective employee whose controlled substance or 
alcohol (except as modified by the ADA) tests are confirmed and verified positive in accordance with the 
provisions of this program shall not, by reason of those results alone, be defined as a person with a 
“handicap” or “disability” for the purposes of Utah Code Annotated Chapter 35, Title 34 (Utah Anti-
Discriminatory Act) or the Federal Americans with Disabilities Act. 
 
12.260. Amendments. 

 
Syracuse City reserves the right to interpret, modify, and/or revise this policy in whole or in part.  

Nothing in this policy is to be construed as an employment contract nor does this alter an employee’s 
employment status with the City.  This policy will be amended from time to time to comply with changes in 
Federal and State laws.  This policy is a general summary of Syracuse City’s Department of 
Transportation (DOT) Drug-Free Workplace policy.  If there is any question or conflict between what is 
said in the policy and the language in the DOT regulations as codified in 49 CFR parts 40 and 382, the 
DOT regulations will prevail. 
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CHAPTER 13 
EMPLOYEE TESTING AND EVALUATION 

 
13.010. Background Investigations. 
13.020. Medical Examinations. 
13.030. Driving Record Evaluations. 
 
 
13.010. Background Investigations. 
 

(a) Purpose.  Utah law allows for criminal and sex offender history background investigations 
for employees and volunteers who:  (1) provide services to children or vulnerable adults; (2) have 
fiduciary trust over money; (3) who care for, have custody of, or control of children; or (4) when necessary 
to safeguard national security.  Due to the various types of employment positions within Syracuse City 
and the numerous contacts employees have with our citizens and customers, which span the entire age 
spectrum and include various security issues, it is Syracuse City’s policy that all new employees will be 
subject to a background investigation prior to hiring.  Volunteers working in public safety and recreation 
departments will be subject to a background investigation as a condition of and prior to being authorized 
to perform volunteer services for the City.  In addition, employees and volunteers working in the public 
safety and recreation departments will be subject to annual criminal and sex offender investigations.  The 
purpose of the background investigation is to verify credentials, to ensure that each person hired by 
Syracuse City is an appropriate fit for both Syracuse City and the position being offered, and to ensure 
that Syracuse City continues to employ individuals who do not pose a threat to those with whom they 
work. 
 

(b) Scope.  This policy applies to all prospective employees and volunteers of Syracuse City 
who are over eighteen (18) years of age.  Successful completion of the background investigation process 
is a condition of employment for any position with the City and for volunteer service involving public safety 
and recreation departments as more particularly provided herein.  A prospective employee who fails to 
meet the standards outlined below will not be considered for employment or volunteer service.   
 

(c) Pre-Employment Checks.  Syracuse City will conduct a pre-employment background 
investigation on all prospective employees and applicable volunteers over the age of eighteen (18).  The 
information verified will depend on the type of position being offered.  All pre-employment background 
investigations may include a social security trace, basic employment and education verification, and a 
county criminal history search.   

 
(d) DOT Employees.  In the case of prospective DOT employees, employment verification 

will include information regarding DOT drug and/or alcohol tests conducted by previous employers in 
accordance with applicable DOT regulations.  A DOT background investigation will also include 
verification of the prospective employee’s driving record in accordance with applicable policies. 
 

(e) Public Safety Employees.  Background investigations conducted on prospective public safety 
employees, including applicants for both the fire and police departments, will include an 
extended employment verification including information pertaining to the prospective 
employee’s previous job responsibilities, disciplinary actions, performance, awards and/or 
certifications.   

 
(f) Promotions.  Background investigations will be conducted on employees who are promoted to 

a position that will require more responsibility in finances and/or safety sensitive duties.  
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(g) Annual Background Investigations.  Employees and volunteers who are over the age of 

eighteen (18) and are working in the public safety and parks & recreation departments in 
positions listed in below shall be subject to an annual background investigation to gather 
information pertaining to any criminal or sexually based convictions that may have occurred 
since hire or since the date of the last annual background investigation.  Because criminal 
convictions can relate to the performance of job-related duties, the primary purpose of all 
annual background investigations conducted for employees and volunteers working in the 
public safety and recreation departments is to ensure that Syracuse City employees and 
volunteers who, in the course of their regular duties, may be required to enter citizen’s homes 
or work with minors are held to the highest legal standards.  If an annual background 
investigation conducted on a current Syracuse City employee or volunteer indicates that an 
employee or volunteer has been convicted of a criminal and/or sexual offense as listed in 
Subsection (h), that individual shall be subject to disciplinary action up to and including 
termination or ineligibility for volunteer service. 

 Fire Department: 
o Fire Chief 
o Deputy Fire Chief 
o Fire Captain 
o Senior Fire Fighter 
o Fire Engineer 
o Fire Fighter 
o Any Fire Department Volunteers 

 

 Police Department: 
o Police Chief 
o Police Lieutenant 
o Police Sergeant 
o Police Officer 
o Code Enforcement Officer 
o Bailiff 
o Crossing Guard 
o Any Police Department Volunteers 

 

 Parks & Recreation Department 
o Parks & Recreation Director 
o Assistant Parks & Recreation Director 
o Recreation Coordinator 
o Recreation Assistant 
o Parks Maintenance Worker 
o Any Recreation Department Volunteers 

 
 

(h) Procedures.  In all cases, the individual being required to submit to a background 
investigation will be required to sign a waiver allowing the designated third party to obtain the 
requested information.  This waiver, along with personal information about the prospective 
applicant or volunteer or the current employee or volunteer and their previous education and 
employment (if applicable), will be forwarded to the City’s designated third party 
administrator.  Background investigations required by Syracuse City will be paid for by 
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Syracuse City and will be conducted in accordance with all Federal and State regulations 
relative to background investigations. 

 
(i) Results.  The primary purpose of all pre-employment and volunteer service background 

investigations is to verify the information provided by the applicant or volunteer, to ensure that 
each person hired by or authorized to provide volunteer services for the City is an appropriate 
fit for both Syracuse City and the position being offered, and to ensure that the City continues 
to employ or permit volunteer services by individuals who do not pose a threat to those with 
whom they work or provide services.   

 
(1) Any discrepancy between information provided by the applicant and information 

obtained through the pre-employment or volunteer service background investigation process will 
be considered falsification and may end an applicant’s consideration for employment. 

 
(2) If a pre-employment or volunteer service background investigation conducted on 

a prospective employee or volunteer has any of the following discrepancies or criminal history, 
that individual will not be considered for employment or volunteer service.  This list is meant to 
illustrate possible reasons for denial of employment or volunteer service related to the results of a 
pre-employment or volunteer service background investigation and should not be construed as an 
exhaustive list of possible reasons for denial of employment or volunteer service.  Any other 
information obtained from the background investigation process may result in the denial of 
employment or volunteer service.  

 
(A) Inability to verify and/or authenticate a provided social security number (if 

applicable); 
 

(B) Inability to verify that educational levels provided match the educational 
requirements of the position being offered (if applicable); 

 
(C) Any conviction for any crime against minors, seniors, or persons with a 

disability;  
 
(D) Any felony conviction involving violence;  
 
(E) Any sexual offense conviction;  
 

  (3) If a pre-employment or volunteer service background investigation conducted on 
a prospective employee or volunteer has any of the following discrepancies or criminal history, that 
individual may or may not be considered for employment or volunteer services and will be evaluated on a 
case by case basis. This list is meant to illustrate possible reasons for denial of employment or volunteer 
service. Any other information obtained from the background investigation process may result in the 
denial of employment or volunteer service. 

 
(A) A felony conviction for driving under the influence of alcohol/drugs (DUI) 

or other drug or alcohol related driving offense within the past ten (10) years; 
 
 (B) Any criminal conviction within the last seven (7) years that is related to 

drugs and/or alcohol, or the commission of which, in the City’s opinion, is indicative of 
conduct or character inconsistent with that of those entrusted to perform public service, or 
until such convictions are eligible for expungement, whichever is longer. 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/2015 
Personnel Policies and Procedures 

24 
 

 
(j) Confidentiality.  In an effort to ensure that all background investigation results remain 

confidential, the third party administrator for the Syracuse City background investigation 
program is only authorized to release results to the Syracuse City Designated Employee 
Representative (DER).  The City’s DER is the Human Resources Specialist.  After being 
received by Syracuse City, all background investigation results will be stored in confidential 
employee files (established for all Syracuse City employees) or, in the case of applicants for 
whom employment was denied, with the prospective employee’s employment application.  All 
information obtained through the background investigation process will remain confidential to 
the extent required or allowed by law.  The DER will determine which person(s) within the 
City have a need to know the results of the background investigation process. 

 
(k) Maintenance and Release.  Background investigation results and other records will be 

maintained in a secure manner so that disclosure of confidential and/or medical information 
to unauthorized persons does not occur.  Background investigation results may be released 
in legal proceedings (i.e. unemployment hearing, wrongful termination, etc.).  Results can be 
released to persons representing Syracuse City (i.e. attorneys, workers compensation 
insurance adjuster, etc.).  Employees, former employees, and prospective employees, can 
request copies of their background investigation results by making a written request to the 
Syracuse City DER. 

 
 
 
13.020. Medical Examinations. 
 

Applicants who have received a contingent offer of employment and current employees may be 
required, as legally appropriate and as permitted under the Americans with Disabilities Act, to submit to 
medical examinations.  An applicant who has received a contingent job offer may be required to undergo 
a medical examination to demonstrate ability to safely perform the essential functions of the position for 
which the employee is being hired.  Employment offers are contingent upon satisfactory completion of 
such examinations.  As a condition of continued employment, employees may be required to undergo 
periodic job-related medical examinations in accordance with applicable legal restrictions and 
requirements.  All medical examinations required by the City shall be paid for by the City in accordance 

with Utah Code Ann. ' 34-33-1, as amended.  All records regarding medical examinations of applicants 

and employees shall be maintained as classified in accordance with the Utah Government Records 

Access and Management Act, as set forth in Utah Code Ann. ' 63-2-101, et seq., as amended. 

 
13.030. Driving Record Evaluations. 
 
 Any prospective employee or volunteer who may be required to operate a City-owned vehicle or 
personal vehicle on City business shall be required to submit to a pre-employment driving record 
evaluation.  Pre-employment driving record evaluations shall be conducted with the written consent of the 
prospective employee.  Failure to consent to a driving record evaluation, when required, will preclude 
employment with the City.  Driving record evaluations will be conducted using the information available 
through the Utah Driver’s License Division.  If the applicant does not currently have a Utah driver’s 
license, the driving record evaluation will be conducted using the information available through the City’s 
Background Investigation system.   
 
As part of the driver qualification process all drivers or potential drivers’ Motor Vehicle Record (MVR) will 
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be screened and monitored on an ongoing basis to ensure the standard is met and maintained. Drivers 
will be qualified as “Acceptable” or “Borderline”. Drivers qualified as “Borderline” may be authorized to 
drive on a probationary basis as determined by the City Manager. Drivers or potential drivers whose 
record does not meet the driver qualification standard and is deemed “Unacceptable” will not be allowed 
to operate any City vehicle or personal vehicle while engaged in City business and may be subject to 
disciplinary action up to and including termination or may not be considered eligible for employment with 
the City.  
 
All drivers must possess a valid Driver License. Required endorsements, if applicable, must also be 
maintained. The driver qualification evaluation will be based on the driver’s MVR and may also take into 
account work related motor vehicle incidents, whether or not the incident has been recorded on the 
driver’s MVR. All violations recorded on the MVR, whether they occurred on the job or not, are included in 
the driver qualification evaluation. 
 
“Acceptable” or “Borderline” qualification will be determined using the following criteria. Any number of 
violations or accidents in excess of the “Borderline” criteria constitutes a failure to meet the driver 
qualification standard.  
 
ACCEPTABLE   

 Up to two (2) violations recorded on the MVR, or 

 Up to one (1) at fault work related accident in the prior three (3) years, or  

 A combination of one (1) violation on the MVR and one (1) at fault work related accident in the 
last three (3) years 

 
Borderline 

 Three (3) to four (4) violations recorded on the MVR, or 

 Two (2) at fault work related accidents in the last three (3) years, or  

 DUI or DWI within the last two (2) to five (5) years, or  

 Any violation for Careless, Reckless or Distracted driving 
 

Moving 
Violations 

At-Fault Accidents 

0 1 2 3 

0 Acceptable Acceptable Borderline Unacceptable 

1 Acceptable Acceptable Borderline Unacceptable 

2 Acceptable Borderline Unacceptable Unacceptable 

3 Borderline Unacceptable Unacceptable Unacceptable 

4 Borderline Unacceptable Unacceptable Unacceptable 

 
A single major violation recorded on the MVR, or resulting from a work related incident, may be deemed 
“Unacceptable” will not be allowed to operate any City vehicle or personal vehicle while engaged in City 
business and may be subject to disciplinary action up to and including termination or may not be 
considered eligible for employment with the City. Major violations include, but are not limited to: 
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 DUI or DWI in the previous twenty-four (24) months, or 

 Failure to stop and/or report an accident, or 

 Making a false accident report, or 

 Attempting to elude a law enforcement officer, or 

 Others as determined by the City Manager 
 
It is the duty of the employee to notify his or her supervisor immediately if his or her driver’s license has 
expired, has been suspended or revoked, or if the employee has committed driving under the influence 
(DUI) or other alcohol or drug related driving offense.   
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CHAPTER 14 
WORKPLACE SAFETY 

 
14.010. General Policy. 
14.020. Occupational Safety and Health Act. 
14.030. Safe Environment. 
14.040. Inspection of Workplace. 
14.050. Safety Rules. 
14.060. Use of Equipment and Tools. 
14.070. Confined Space Entry. 
14.080. Accident Reports. 
14.090. Work Related Injuries. 
14.100. Workers’ Compensation.   
14.110. Bringing Children to Work. 
 
 
14.010. General Policy.   
 

 Syracuse City strives to provide a healthy and safe working environment.  Safety is largely the 
use of good judgment and careful work habits.  If an employee is unsure how to perform a task safely, he 
or she should ask his or her supervisor or department head for the correct method or procedure.  Failure 
to follow City safety rules as set forth in this Chapter or any other unsafe conduct constitutes misconduct 
and shall be subject to disciplinary action, up to and including termination.     
 
14.020. Occupational Safety and Health Act. 
 
 (a) Compliance.  It is the intent of the City to comply with all applicable rules and regulations 
pertaining to the Occupational Safety and Health Act (“OSHA”) as established under Federal Law and 
Utah State Law.  No job is so important and no service so urgent that time cannot be taken to perform 
work safely.  Syracuse City will post all required OSHA notices in conspicuous places (such as employee 
bulletin boards or where similar notices are usually posted).  Additional information relative to OSHA 
requirements and safety standards can be obtained from the Human Resources Specialist or applicable 
State or Federal agency. 
 
 (b) Inspections.  If an OSHA inspector arrives on the job site, an employee should 
immediately notify the Human Resources Specialist and City Manager and refer the inspector to such 
personnel for any questions or inspections.  If the inspection was due to an employee complaint, the 
Human Resources Specialist should request a copy of the complaint.  This will help Syracuse City correct 
any safety problems.  Under no circumstances should the information received on an employee complaint 
be used for disciplinary action toward an employee as this type of action is prohibited by law. 
 
14.030.  Safe Environment. 
 
 It is the policy of Syracuse City to maintain a work environment which is free from any 
recognizable hazard that is likely to cause death or serious injury to any employee.  It is the City’s policy 
to maintain a safe work environment through planning, training and open communication with all 
employees regarding safety matters.  Each employee is required to comply with OSHA orders, rules, and 
regulations and all safety provisions of these Policies and Procedures.   
 
It is the employee’s responsibility to become familiar with their department specific safety policy and 
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procedures.  
 

14.040.   Inspection of Workplace. 
 
 In accordance with law, the City Manager and applicable Department Heads should inspect or 
designate a competent person or persons to inspect the workplace frequently for unsafe conditions and 
practices or defective equipment and materials.  Where such conditions are found, appropriate action 
should be taken to correct such conditions immediately.  The City Manager, or designee, shall enforce 
safety regulations and issue such rules as may be necessary to safeguard the health and lives of 
employees and the public. 
 
14.050. Safety Rules.  
 
  Each Department may prepare additional safety rules applicable to the specific nature of work 
in such Department; provided, such rules are not in conflict with the rules listed below.  Employees shall 
comply with all Department rules and regulations and the following general safety rules applicable to all 
Departments. 
 
 (a) Proper licensing, training and extreme caution are required by all employees operating 
any type of power equipment. 
 
 (b) Employees shall use all necessary personal and mechanical safety equipment 
appropriate to the job, such as safety glasses, gloves, toe guards, back supports, and hard hats, if 
required or appropriate for the work performed. 
 
 (c) Employees shall avoid wearing loose clothing and jewelry while working on or near 
equipment and machines.  Long hair shall be properly secured. 
 
 (d)  All accidents shall be reported immediately to the supervisor or department head in 
accordance with these Policies and Procedures.   
 
 (e) Employee’s shall immediately cease using and report any defective equipment to the 
employee’s department head or the Human Resources Specialist.   
 
 (f) Employees shall not operate equipment or use tools for which licensing and training has 
not been received. 
 
 (g) In all work situations, safeguards required by State and Federal Safety Orders shall be 
provided and utilized. 
 
 (h) Due to the potential risk of serious injury or death, employees are prohibited from 
entertaining or caring for guests or family members while on-duty or in or around the workplace.  
Employees should use extreme caution and care when working in inherently dangerous work areas 
including, but are not limited to: 
 
  (1) Road repair; 
 

(2) Construction areas; 
 

(3) Vehicle maintenance areas; 
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(4) Swimming pools; and  

 
(5) Animal control. 

 
14.060. Use of Equipment and Tools. 
 
 (a) The use of Syracuse City equipment or tools for private purposes is strictly prohibited 
unless otherwise specifically provided herein.   
 
 (b) Employees shall be required to attend training provided by the City, including an 
explanation of job hazards, safety procedures and training on all equipment, tools, etc., necessary for the 
accomplishment of the employee’s job.  Employees may attend additional training as approved by the 
City. 
 
 (c) A commercial driver’s license (CDL) is required for operators of commercial motor 
vehicles in accordance with applicable Federal laws and regulations.  No individual shall be allowed to 
operate such vehicles unless a current commercial driver’s license is in his or her possession in 
accordance with applicable Federal laws and regulations.  Employees must renew their commercial 
driver’s license as required by applicable Federal laws and regulations.  CDL employees shall also be 
subject to drug and alcohol testing and ongoing driver’s license evaluations as more particularly provided 
in these Policies and Procedures. 
 
14.070.  Confined Space Entry.          
 
 Syracuse City has a written confined space entry policy for situations and work conditions 
requiring confined space entry in accordance with applicable Federal laws and regulations. This is part of 
the Syracuse City Safety Handbook. All employees who work or may potentially work in or near a 
confined space shall comply with the requirements stated in the Safety Handbook related with confined 
space.  
 
14.080. Hazardous Communication. 
 
 Syracuse City has a written Hazardous Communication policy in compliance with Utah’s Right- 
to-understand law as well as the Globally Harmonized System of classification and labeling of chemicals. 
All employees shall comply with the requirements stated in the Safety Handbook related with hazardous 
communication.  
 
14.090. Hazardous Energy Control (Lockout/Tagout). 
 
 Syracuse City has a written Hazardous Energy Control policy in compliance with the OSHA-
mandated requirements for controlling hazardous energy sources at Syracuse City during the servicing, 
testing, and/or maintenance of machines and energized equipment. This policy details the locking-out and 
tagging-out of hazardous energy sources in order to protect the safety and health of maintenance workers 
and employees. Workers and employees could be injured or killed in the event of the unexpected start-up 
of machines or equipment or during the release of stored energy. All employees shall comply with the 
requirements stated in the Safety Handbook related with hazardous energy control. 
 
14.100. Department Specific Safety. 
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 Other safety policies that are specific to duties performed in a department are also included in 
the Safety Handbook. These may include fall protection, forklift operation, etc. Additional safety measures 
may be in the form of Standard Operating Procedures (SOP) or Standard Operation Guidelines (SOG) for 
each department specifically. SOPs/SOGs are not considered a part of the Safety Handbook, but 
employees in that department are expected to know and understand all safety policies, practices, 
operations and guidelines for the duties that they are required to perform.  
 
14.110. Accidents/Incidents & Work Related Injuries.   
 
 (a) Initial Reporting.  To the extent circumstances permit, employees who are injured or 
involved in a post-accident/incident while on-duty, in connection with employment, or in connection with 
Syracuse City vehicles must immediately notify their supervisor or department head of the injury/incident.  
The supervisor or department head should ensure prompt and qualified medical attention is provided for 
the employee.  The supervisor or department head should notify the Human Resources Specialist as 
soon as possible of the reported injury/incident.   
 
 (b) Medical Attention.  To the extent circumstances permit, an employee who sustains a 
work-related injury shall be driven by the supervisor, another employee or emergency personnel to one of 
the following medical facilities for any necessary medical attention: 
 

 (1) Layton WorkMed (during business hours 8AM-5PM) and drug and alcohol 
screening must be done; or  
 
 (2) Syracuse InstaCare (after business hours 5PM-9PM) and supervisor shall call the 
after-hours WorkMed Phone (801-387-8378) for drug and alcohol screening to be done; or 
 
 (3) McKay Dee Hospital Emergency Room (after hours) and supervisor shall call the 
after-hours WorkMed Phone (801-387-8378) for drug and alcohol screening to be done; or 
 
 (4)  Nearest Emergency Room, if life threatening. 

 
 (c) Drug & Alcohol Screening. An employee who is involved in a work-related incident that 
involves driving of a Syracuse City vehicle (regardless of anticipated costs) or a work-related incident that 
is anticipated to exceed $1,000 is required to submit to post-accident/incident drug and alcohol testing as 
follows: 
 

 (1) Employee shall be driven by the supervisor or another employee to Layton 
WorkMed (during business hours 8AM-5PM) and drug and alcohol drug screening must be 
done; or  
 
 (2) if after business hours the supervisor shall call the after-hours WorkMed Phone 
(801-387-8378) for drug and alcohol screening to be done 
  

 (d) Claims.  Claims for work-related injuries, including doctor or hospital bills, should not be 
submitted to the employee’s regular health insurance plan.  The Human Resource Specialist will file a 
claim with Syracuse City’s worker’s compensation carrier. 
 
 (e) Documentation.  Documentation of all work related injuries shall be filled out and 
submitted as soon as reasonably practical following the injury.  It is essential that all injuries be reported 
to the Human Resources Specialist in order to ensure that the proper documentation is filled out in a 
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timely manner.  The following forms shall be filled out by the employee, to the extent practicable under 
the circumstances, or the Human Resources Specialist if the employee is unable to fill out the forms.    
 
  (1) Injury/Incident Report form must be filled out. A separate form must be filled out 

by the employee, any witnesses and the immediate supervisor. See form in Appendix N. 
 
  (2) Form 122.  Form 122 must be filled out by the HR Specialist and is submitted to 

the insurance carrier online while submitting the claim within seven (7) days of the date of injury.  
A copy of this document will be kept in the injury/illness file for each incident.   

 
  (3) OSHA First Report of Injury.  An OSHA First Report of Injury Form must be filled 

out by HR Specialist and filed within seven (7) days after first knowledge or notification of an 
injury or occupational disease resulting in medical treatment, loss of consciousness, loss of work, 
restriction of work, or transfer to another job if the illness and/or injury required more than minor 
first-aid.  The original reporting form will be kept in OSHA 300 Log file that will be created for each 
incident.   

 
 (f) The Human Resources Specialist shall investigate reported job related injuries to 
determine the cause of the injury and any remediation or safety measures that may be taken to avoid 
similar injuries. 
 
 (g) If an employee dies as a result of work related injury, the Human Resource Specialist 
shall file a report with OSHA within eight (8) hours of first knowledge or notification of the death. The 
Human Resource Specialist must file a report with OSHA within twenty-four (24) hours of first knowledge 
of an employee injury resulting in any inpatient hospitalization, any amputation or loss of an eye.  
 
 (h) Return to Service.  Before returning to work after a job related injury requiring medical 
care, the employee must submit a statement from the attending physician stating the employee is able to 
return to work and resume normal duties of the employee’s particular job position.  Failure to return to 
work when able to do so may result in disciplinary action, up to and including termination.   
 

(i) Checklist. See Appendix O for a checklist to help employees and supervisors remember 

steps.  

 
14.100. Workers’ Compensation. 
 

Eligible employees may be covered under the Workers’ Compensation Act as set forth in Utah 
Code Ann. §§ 34A-2-101, et seq., as amended, for any injury sustained during the performance of their 
job. Compensation may be provided to eligible employees through Workers’ Compensation Fund of Utah 
or third party administrator in accordance with the Workers’ Compensation Act. 
 
14.110. Bringing Children to Work. 
 
 The City does not have a childcare program at this time.  Due to safety and productivity issues, 
employees are not permitted to bring their children to work with them.  This provision does not apply to 
City-approved organized programs intended to provide children an opportunity to observe the workplace 
or career opportunities or other educational fieldtrips and tours of the City offices.   Limited exception may 
be made on a case by case basis by the Department Head or City Manager. 
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CHAPTER 15 
DISASTER RESPONSE PLANNING 

 
15.010. General Policy. 
15.020. Employee Disaster Notification. 
15.030. Natural Disaster Response Plan. 
15.040. Man-Made Disaster Response Plan. 
15.050. Suspicious Person or Assailant Threats. 
15.060. Telephone Bomb Threats. 
15.070. Mail, Letter, and Package Bomb Threats. 
15.080. Suspicious Article Threats. 
 
 
15.010. General Policy. 
 
 Syracuse City has developed the following Disaster Response Plan using, in part, a Disaster 
Response Planning Guide.  All employees will be expected to adhere to this Disaster Response Plan to 
the maximum extent possible and practicable. 
 
15.020. Employee Disaster Notification. 
 
 Supervisors are responsible for notifying all City employees of the disaster response action to be 
taken in the event of a disaster or pending disaster to the extent possible. 
 
15.030.  Natural Disaster/Man-Made Disaster Response Plan. 
 
 Following a natural disaster, the following action shall be taken: 
 
 (a) Employees already at work will assess the disaster and take whatever evasive action is 
deemed necessary within the law to protect themselves, their fellow employees, and the public in general. 
As soon as practical the employee shall notify his/her supervisor of his/her status and whereabouts.  
 

(b) Employees will be allowed to contact and/or secure their families and homes as soon as 
practical to ensure their family status and security.  

(c) Employees will report to their immediate supervisor, or the next level supervisor, as soon 
as practical and await instructions as indicated in the Emergency Operation Plan. 

 
(d) All Syracuse City vehicles, equipment, tools, and office items, including telephones and 

computers, will be used only as directed by an employee’s supervisor during an 
emergency situation. 

 
 (e) Employees not at work will contact the City Manager as soon as practical for further 
instructions. 
 
 
15.050. Suspicious Person or Assailant Threats. 
 
 (a) Syracuse City has developed the following procedures to be followed in the event that a 
suspicious person or assailant is in the area: 
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  (1) Employees will contact a supervisor and other co-workers through any means to 
alert them of a threatening situation.  

 
  (2) In the presence of an active assailant employees will take the following action: 

 Get Out! 

 Hide! 

 Fight! 

 Employee’s shall assist one another as practical 
 
 (b) Employees shall notify law enforcement as soon as possible.  Features and physical 
characteristics that employees can remember about suspicious persons or assailants will greatly help 
local law enforcement officials in the apprehension of suspects.  
 
15.060. Telephone Bomb Threats. 
 
 (a) An employee receiving a telephone bomb threat should be calm and courteous to the 
caller.  The employee should notify his or her supervisor, or any other employee in the area, using a 
prearranged signal while the caller is on the line.  An example following this procedure would be throwing 
a pencil or other small item near the supervisor, followed by rapidly waving the arm to get their attention.  
While on the phone the employee will communicate with the supervisor by using or passing notes, email 
and/or other means of communication.   
 
 (b) Employees shall notify law enforcement as soon as possible. Syracuse City has 
developed a Bomb Threat Checklist for employees to use.  Voice characteristics, background noises, and 
bomb threat details that employees can remember about suspicious persons or assailants will greatly 
help local law enforcement officials in the apprehension of suspects. See the checklist in Appendix P. 
 
15.070. Mail, Letter and Package Bomb Threats. 
 

 (a)   Employees receiving mail at work should visually assess the letter or package and 
inform his or her supervisor or the City Manager of anything unusual.  It is always better to be safe than 
sorry. 

 (b) Employees shall notify law enforcement as soon as possible. Features and physical 
characteristics or other details that employees can remember about suspicious persons or assailants will 
greatly help local law enforcement officials in the apprehension of suspects.  
 
15.080. Suspicious Article Threats.   
 
 Employees should report all suspicious articles to his or her supervisor or the City Manager.  
Do not touch, pick up, shake, or attempt to move, any articles of a suspicious nature. Employees shall 
notify law enforcement as soon as possible.  
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CHAPTER 16 
TUITION AID 

 
16.010. Purpose. 
16.020. Funds. 
16.030. Eligibility. 
16.040. Standards. 
16.050. Procedure. 
16.060. Limitations. 
16.070. Compliance. 
16.080. Records. 
 
 
16.010. Purpose. 
 
 It is the purpose of this Chapter to provide educational assistance in the form of Tuition Aid to 
eligible employees for course work taken at an accredited or approved institution, when funds are 
available, in order to enhance the abilities of the City work force.  It is the intent of this Chapter to benefit 
the individual and to benefit the City through the utilization of the employee's newly acquired skills and 
knowledge.  This Chapter and the Tuition Aid provided herein is not intended to train employees for 
opportunities with other employers or to provide reimbursement for seminars and professional training. 
 
16.020. Funds. 
 
 The City shall allocate in its annual budget funds deemed appropriate for Tuition Aid.  All 
Tuition Aid shall be contingent upon sufficient funds allocated by the City. 
 
16.030. Eligibility.   
 
 In order to be eligible for Tuition Aid, employees must be full-time employees of the City in 
good standing and must have completed their probationary period of employment with the City. 
 
16.040. Standards. 
 

(a) Job Related.  All classes, courses, or degrees must be pre-approved by the City and 
must be reasonably related to the employee's present job or determined by the City to be related to the 
employee's probable future work with the City.  In determining whether the course work is "job related," 
the City shall consider the knowledge, skills, and abilities required by the employee's current job 
description. 
 

(b) Accredited Institution.  Course work must be offered at a college, university, or accredited 
educational institution or other institution approved by the City Manager. 
 

(c) Credit.  Course work must be taken for credit and completed.  No reimbursement shall be 
made for audits, incomplete, or withdrawals. 

 
(d) Time.  Course work must be taken on the employee's own unpaid time.  Exceptions may 

be approved by the City Manager based upon a written statement of the department head that unusual 
circumstances exist. 
 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/2015 
Personnel Policies and Procedures 

35 
 

(e) Job Performance.  An employee's outside educational activities should not interfere with 
the employee's work and the employee's job performance must remain satisfactory.  Unsatisfactory job 
performance during enrollment may result in denial or forfeiture of education assistance in addition to 
disciplinary action. 
 

(f) Repayment.  Eligible employees must sign a Tuition Aid Repayment Agreement agreeing 
to repay the City in full for any Tuition Aid in the event the employee voluntarily leaves employment with 
the City or is terminated for reasons other than reduction in force or job elimination in accordance with the 
limitations set forth in Section 16.060.  Eligible employees shall also agree that the total refund required to 
be made to the City hereunder may be deducted from the employee's final paycheck from the City. 
 
16.050. Procedure. 
 

(a) Application.  Any eligible employee desiring to obtain Tuition Aid shall file a Tuition Aid 
Application with his or her department head.  The Tuition Aid Application shall be filed prior to the 
commencement of the course. See Appendix Q. 
 

(b) Review.  The employee's department head shall review the Tuition Aid Application based 
upon the standards set forth in this Chapter including review of the employee's eligibility for assistance.  
The department head shall thereafter recommend approval or denial of the Tuition Aid Application to the 
City Manager.  The City Manager shall review the Tuition Aid Application based upon the standards set 
forth herein, verify available funds for the request and approve or deny the Tuition Aid Application.  
Tuition Aid requests by the City Manager shall be forwarded to the City Council for review and approval in 
accordance with the provisions of this Chapter.  In such instances of City Council review, any references 
herein to City Manager shall refer to the City Council.  
 

(c) Reimbursement.  Upon satisfactory completion of the approved course work, a portion of 
the employee's tuition expenses, fees and books may be reimbursed to the employee as follows: 
 

(1) 90% for an "A" grade (or "pass" if course is only offered as Pass/Fail) 
 
  (2) 75% for a "B" grade 
   
  (3) 60% for a "C" grade 
  
  (4) 0% for lower than a "C" grade 
 
 (d) Transcript and Receipt.  Prior to reimbursement, the employee must submit to the City 
Manager, a certified transcript of grade or certificate of completion of the course work and receipts for the 
actual tuition, fees and book expenses incurred. 
 
16.060. Limitations. 
 
 (a) Funds.  All Tuition Aid is contingent upon sufficient funds available in the City and/or 
department budget and shall be distributed on a first-come basis as determined by the date of final 
approval of the Tuition Aid Application by the City Manager. 
 
 (b) Annual Maximum.  Eligible employees are limited to a maximum reimbursement of 
$2,000.00 per employee during any fiscal year (July 1

st
 to June 30

th
) for tuition, fees and books. 
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 (c) Other Sources.  Reimbursement is limited by the amount of financial aid the employee 
receives from other sources such as grants or scholarships; i.e. the employee is only eligible for 
reimbursement from the City for the appropriate percentage of the employee's total out-of-pocket costs 
after the grant or scholarship has been deducted. 
 

(d) Repayment.  Employees who voluntarily leave employment with the City or are 
terminated for reasons other than reduction in force or job elimination shall be required to repay the City 
in full for any Tuition Aid received from the City within one (1) year prior to the date of termination.  
Employees who are terminated during enrollment because of a reduction in force or job elimination will be 
reimbursed for the amount of the approved costs incurred up to the effective date of termination. 
 
16.070. Compliance.   
 
 Failure to comply with this Chapter will result in disapproval of Tuition Aid Application and/or 
nonpayment of the reimbursement as determined appropriate in the sole discretion of the City Manager.  
Failure to comply may also result in disciplinary action, up to and including termination. 
 
16.080. Records.   
 
 A copy of Tuition Aid records shall be retained by the City in accordance with the 
Government Records Access and Management Act, as set forth in Utah Code Ann. §§ 63-2-101, et seq., 

as amended. 
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CHAPTER 17 
TRAVEL, CREDIT CARD, AND REIMBURSABLE EXPENSES 

 
17.010. Travel Costs. 
17.020. Credit Card Expenses. 
17.030. Vacation/Sick Leave Cash Out for Emergency Preparedness. 
17.040. General Expenses. 
 
 
17.010. Travel Costs.   
 

(a) Purpose.  City employees may be permitted or required to attend seminars, meetings, 
conferences and workshops when it is anticipated that the training and information received by the officer 
or employee at such events will benefit the City.  It is the purpose of this policy to provide reasonable and 
systematic means by which attendance and travel to such events will be approved and the cost estimated 
and controlled for economic, budgetary, and auditing purposes.  It is the intent of this policy to provide 
adequate controls over travel expenditures and to maintain accountability for such expenditures while 
allowing for flexibility. 
 

(b) Budget.  The City shall allocate in its annual budget funds deemed appropriate for travel 
expenditures. Each department head shall be responsible for keeping travel expenditures within his or her 
respective approved department travel budget. 
 

(c) Eligibility.  For purposes of this policy, "travel" shall be considered any in-state or 
out-of-state trip taken by a City employee in the course of performing his or her duties, including trips to or 
attendance at seminars, meetings, conferences and workshops.  All travel expenditures must be 
pre-approved by the City as set forth herein.  All travel expenditures must be anticipated to serve a bona 
fide public purpose and confer a benefit upon the City. 
 
 (d) Procedures.   
  

(1) Application.  An employee desiring to obtain travel funds shall request and 
receive written approval from his or her department head, stating the purpose, details and 
estimated expenses of the travel at least two (2) weeks prior to the desired date of departure.  
Applications for travel by department heads shall be submitted to the City Manager and shall note 
the name of the person to be in charge of the department during the department head's absence. 

 
(2) Review.  The employee's department head shall review the travel request based 

upon the requirements set forth herein, including review of the department's approved travel 
budget.  The department head may approve or deny the travel request.   The City Manager may 
approve or deny the travel request of any department head. 

 
(3) Advancements.  Upon the request of the employee and timely submission of the 

Travel Application, approved travel expenses may be advanced. 
 

(4) Receipts.  The traveling employee shall document expenses of the trip and keep 
all original receipts and credit card receipts, provided that receipts for meals covered by the per 
diem compensation and fuel purchased with the City fuel card shall not be required. 

 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/2015 
Personnel Policies and Procedures 

38 
 

(5) Documents.  An expense report indicating the actual expenses of the trip 
together with all original required receipts shall be submitted to the City Manager within thirty (30) 
days after the event in order to receive any payment or refund.  Except for per diem 
advancements, if less money was spent than was advanced, a reimbursement check made 
payable to the City for the difference shall be attached.  Except for per diem advancements, if 
more money was spent than was advanced, a voucher request for the difference to be paid to the 
employee shall be attached. 

 
(6) Summary.  The City Manager, Mayor or Council may request a written summary 

or an oral report on all seminars, workshops, conferences or conventions attended by employees. 
 

(e) Mode of Transportation.  With the approval of his or her Department Head, employees 
are responsible for arranging their own transportation.  The most economical form of transportation shall 
be used considering factors such as the cost of the transportation and the amount of time required. If any 
employee chooses a more costly form of transportation, the City will pay the lesser cost of the two forms, 
and the per diem rate shall be based upon the amount of time it would have taken under the less costly 
form of transportation.  If extra time is needed for the more costly form of transportation, the employee 
shall use vacation or compensatory time for the excess time needed to reach the destination. 
 
 (f) Costs.  Employees are encouraged to utilize the lowest cost travel arrangements 
possible.  Airline reservations should be made, whenever possible, at least thirty (30) days in advance.  If 
a reduced airfare is offered for a stay over a Saturday night, and the reduced rate more than 
compensates for additional lodging and per diem costs, the employee is encouraged to stay over the 
additional night.  The government or corporate rate should be requested at all hotels. 
 

(g) Permitted Expenses.  The following allowances and payments may be made for travel 
expenses. 
 

(1) Transportation.  The City may pay for the cost of the most economical form of 
transportation.  Employees traveling in a private vehicle will be reimbursed per mile and per 
vehicle at the current reimbursement rate permitted by the Internal Revenue Service.  Employees 
traveling in a City vehicle will be reimbursed for the actual cost of gasoline and any incidental and 
necessary costs incurred in connection with such vehicle.  Gasoline and other incidental and 
necessary cost receipts must be provided for reimbursement. 

 
(2) Meals.  The City may pay employees a per diem amount to cover the cost of 

meals during travel or training.  The maximum daily per diem allowance for Syracuse City 
employees engaged in travel in-state on the City’s behalf is thirty-nine dollars ($39.00). The 
maximum daily per diem allowance for Syracuse City employees engaged in travel out-of-state 
on the City’s behalf is forty-six dollars ($46.00).  Employees shall be provided the following 
standard per diem rate for meals when in-state travel requires less than a full day:  $10.00for 
breakfast (when departing before 6:00 a.m.); $13.00 for lunch; and $16.00 for dinner (when 
returning after 7:00 p.m.). Employees shall be provided the following standard per diem rate for 
meals when out-of-state travel requires less than a full day: $10.00 for breakfast (when departing 
before 6:00 a.m.); $14.00 for lunch; and $22.00 for dinner (when returning after 7:00 p.m.). It is 
the policy of the city to comply with the provisions of Utah Code R25-7-6, regarding 
reimbursement for meals. 

 
(3) Fees.  The City may pay the actual and reasonable cost of registration and other 

fees for seminars, workshops, conferences, and conventions. 
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(4) Ground Transportation.  The City may pay the reasonable and necessary costs 

for ground transportation, including airport shuttle, taxi cab, rental car, and parking lot fees. 
 

(5) Lodging.  If an employee is traveling outside of Weber, Davis and Salt Lake 
Counties for City business, the employee may stay overnight. The City may pay for the 
reasonable and necessary costs of lodging if an overnight stay is required. Traveling employees 
shall choose lodging based on pricing, location, and government rates. When possible, 
employees shall lodge at the conference sponsored hotel that offers a government rate. Traveling 
employees may elect to stay with friends, relatives, use their personal campers or trailer homes 
instead of staying in a motel/hotel. The City will compensate the employee fifty percent (50%) of 
the lowest total cost of the conference sponsored hotel price.  

 
(6) Miscellaneous.  The City may pay for other miscellaneous costs as deemed 

reasonable and necessary by the City Manager. 
 

(7) Personal Expenses.  Employees traveling on City business, including employees 
traveling with a spouse or other companion, shall strictly distinguish expenses incurred as part of 
City business from personal expenses.  The City will provide reimbursement only for those 
expenses which the employee would normally incur if traveling alone.  For example, the City will 
pay for the employee's lodging at the single room rate and the employee shall be required to pay 
for any additional double occupancy lodging charge or upgrade.  The City shall not pay for 
personal expenses such as telephone charges, personal transportation charges, room service 
charges, etc. 

 
 
17.020. Credit Card Expenses. 
 

(a) Purpose. In order to ensure the proper use and accountability of tax payer dollars, the 
following credit card policies are to be followed when using Syracuse City Credit Cards to 
expend City funds. Compliance with the policy is the obligation of each City employee. 
Failure to follow the policy may result in disciplinary action up to and including termination 
as described below. Questions regarding the policy are to be directed to the Finance 
Director. 
 

(b) Tax Exempt. Most City purchases are not subject to sales tax. For vendors requiring 
documentation of tax exempt status, a TC-721G Exemption Certificate for Governments 
and Schools may be obtained from the Finance Director. Lodging charges in Utah are 
subject to sales tax. It is the cardholder’s responsibility to ensure sales tax is only paid 
when required. 

 
 

(c) Cardholder Responsibilities. It is the responsibility of the cardholder to: 
 

(1) Read and understand the City Credit Card Policies and Procedures. 
 

(2) Sign the Syracuse City Credit Card Acceptance Agreement. (See Appendix R) 
(3) Make only authorized purchases as prescribed by the City Purchasing Policy and 

approved departmental budget. 
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(4) Retain receipts for all transactions. In the absence of a receipt, a Missing Receipt Form 
must be completed and signed by the cardholder and their Department Head. (See 
Appendix S). This form can also be found in the policy manual or on the City Intranet. 
 

(5) Reconcile the credit card statement upon its arrival. All reconciliations, statements, and 
receipts are due to Accounts Payable by the 10

th
 of the following month.  

 
(6) Keep the credit card and the corresponding account information secure. Immediately 

report any lost or stolen credit card and/or account information to the Finance Director.  
 

(7) Report fraudulent charges or any discrepancies in the credit card statement in a timely 
manner to the Finance Director.  

 
(d) Department Head or Supervisor Responsibilities. It is the responsibility of the Department 

Head or Supervisor to: 
 

(1) Request and oversee the issuance of new cards through the Finance Director. The 
credit limit will be determined at the discretion of the Finance Director.  
 

(2) Inform the Finance Director when changes and cancellations are needed because 
of personnel changes.  
 

(3) Make sure credit card reconciliations are completed by the 10
th
 of each month. 

 
(4) Review the cardholder’s reconciliation and transactions for completeness, 

accuracy, and compliance with Syracuse City policies and procedures.  
 

(5) Address the cardholder about questionable transactions and take disciplinary 
actions when necessary 
 

(6) Report any misuses of credit cards immediately to the Finance Director and/or the 
City Manager 
 

(7) Sign the reconciliation form for each cardholder after review 
 

(e) Prohibited Credit Card Purchases. The following purchases are strictly prohibited from 
being purchased by using a City credit card: 

 
(1) Purchase of items for personal use or consumption 

 
(2) Purchasing in violation of the City Purchasing Policy 

 
(3) Alcohol 

 
(4) Utah State Tax, except on lodging charges 

 
(5) Fuel for fleet vehicles unless traveling outside of Utah. The state gas card should 

be used for fuel purchases. 
 

(6) Splitting a purchase to remain under purchasing policy limits  
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(f) Disciplinary Action for Improper Use. Any employee found to be in violation of these 

policies may be subject to disciplinary action including but not limited to suspension of 
credit card, repayment of unauthorized charges, and/or termination of employment.   

  
17.030. Vacation/Sick Leave Cash Out for Emergency Preparedness. 
 
 Once per fiscal year, Full-Time employees may purchase pre-approved emergency 
preparedness items and be reimbursed up to two hundred and fifty dollars ($250.00) by cashing out 
Vacation or Sick Leave. The employee must have a remaining balance of one-hundred and sixty (160) 
hours of accrued sick leave after the cash out is complete. The employee must submit an Emergency 
Preparedness Cash-Out form along with original receipts to his or her Department Head for approval. 
(See Appendix T) The Department Head will submit the form to the Finance Director and Human 
Resources for processing. The determination as to whether or not the Cash Out will be approved will be 
based on the availability of funds and will be re-evaluated on an “as needed” basis. Pre-approved 
emergency preparedness items include: 

 
(a) Bottled Water 

 
(b) Non-Perishable Food 

 
(c) Water Storage 

 
(d) 72 Hour Kit 

 
(e) Generator 

 
(f) Portable Fuel & Cooking Equipment (BBQ Grill not included) 

 
(g) Battery-Powered Radio 

 
(h) Batteries 

 
(i) Flashlight 

 
(j) First Aid Kit 
 
(k) Whistle 

 
(l) Duct Tape 

 
(m) Can Opener 

 
(n) Fire Extinguisher 

 
(o) Compass 

 
(p) Matches 

 
(q) Multi-Purpose Tool (e.g. Leatherman or Swiss Army Knife) 
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(r) Emergency Blanket 

 
(s) Fire Escape Ladder 

 
(t) Two-Way Radios 

 
(u) Rain Gear 
 
(v) Dust Masks 

 
(w) Local Maps 

 
(x) Water Purification Systems/Devices 

 
(y) Disposable Hand/Foot Warmers 

 
(z) GPS Devices  

 
(aa)  Sleeping Bags 

 
(bb)  Tent 

 
(cc)  Backpacks/Duffel Bags 

 
(dd)  Toiletry/Personal Sanitation Supplies (e.g. toilet paper, personal wipes, transportable 

emergency toilet, etc.)  
 

(ee)  Emergency Heater/Portable Propane Heater 
 

 
 
17.040. General Expenses. 
 
 With prior approval for purchase, legitimate expenses will be reimbursed by Syracuse City to the 
employee.  Receipts are required to reimburse the employee.  Reimbursement may be in the form of 
petty cash, direct deposit, or a separate check.  Records must be kept reflecting the amount of 
reimbursement each employee has received. An expense for meals, beverages, snacks, etc. for meetings 
shall not be paid for with City funds and may not be reimbursed unless pre-approved by the City 
Manager. Examples of situations that may be approved include but are not limited to, a business lunch 
with an outside consultant who is providing information, advice or other business matters, a working lunch 
during an emergency or urgent project that requires staff to continue working, a training seminar.  
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Chapter 18 (Vehicle Use) is still being worked on. 
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CHAPTER 19 
COMPUTERS AND EQUIPMENT USE 

 
19.010. Equipment and Supplies. 
19.020. Removal of Equipment. 
19.030. Technology Resources. 
19.040. Computers, Email and Internet. 
19.050. Prohibited Computer Use. 
19.060. Postage Meters. 
19.070. FAX and Copy Machines. 
19.080. Land-Line Telephones. 
19.090. Cellular Phones. 
19.100. Termination. 
 
 
19.010.  Equipment and Supplies. 
 

All employees are charged with the responsibility of maintaining the City's property in the best 
possible condition and making the most economical use of supplies issued to them.  All employees are 
charged with using and operating City equipment and property according to established protocol, 
including operating equipment in a safe and courteous manner.   
 
19.020.  Removal of Equipment.   
 
 No City owned, leased, or licensed equipment may be removed from City premises without prior 
approval from the employee’s department head. 
 
19.030.  Technology Resources.   
 
 To help maximize its employees’ efficiency in carrying out their responsibilities, Syracuse City 
provides various information and technology resources such as e-mail, computers, software/computer 
applications, networks, the internet, facsimile machines, cell phones, pagers, and other wireless 
communication devices and voice mail systems.  These tools and equipment are City property and must 
be used in accordance with these Policies and Procedures. 
 
19.040.  Computers, Email and Internet. 
 
 The City provides computer and internet access to designated employees for their use to transact 
City business.  The following rules and restriction shall govern any and all use of City computers, email 
and internet.   
 
 (a) Personal use of computers, internet and email is only allowed during non-working hours, 
such as breaks and lunch periods, and is subject to the restrictions and conditions of this Chapter.  
Employees shall keep personal email and other electronic correspondence to a minimum and in no event 
shall such personal use of computers, internet and email interfere with the employee’s work or 
productivity or disrupt other employees.   
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 (b) To prevent computer viruses and other network problems, employees are prohibited from 
any unauthorized downloading of any software.  Only software which has been purchased and approved 
by Syracuse City may be loaded or used on any of the City’s computers.   
 
 (c) Employees are prohibited from accessing or visiting any websites or receiving or sending 
any email information which would be considered offensive by community standards; including, but not 
limited to, pornographic or sexually explicit information.   
 
 (d) Employees shall not use City computers or equipment for personal gain, including, but 
not limited to, personal for-profit and not-for-profit business purposes, political activity, or any other activity 
that could be considered a violation of these policies and procedures. 
 
 (e) City computers are the sole property of the City and may be subject to monitoring at any 
time without notice.  Any information or messages created or retrieved over the internet or through email 
on City computers, and the contents of all City computers, is considered the property of the City.  The City 
retains the right to observe, record, access and review any transactions made on City computers, 
including, but not limited to email messages, websites, etc.  When using the email or voicemail systems, 
and other equipment including City computers, the employee knowingly and voluntarily consents to being 
monitored and acknowledges the City’s right to conduct such monitoring.  The security of email and 
voicemail communications is not guaranteed.    
 
 (f) Certain electronic data may be considered a “record” subject to access pursuant to the 
Utah Governmental Records Access and Management Act, as set forth in Utah Code Ann. §§ 63-2-101, 
et seq., as amended, or discoverable in litigation under applicable Rules of Civil Procedure.   
 
 (g) Abuse of email, voicemail and computer systems shall subject the employee to 
disciplinary action, up to and including termination.   
 
19.050.  Prohibited Computer Use. 
 
 The City will not tolerate inappropriate or illegal use of electronic data, equipment or information 
and reserves the right to take appropriate disciplinary action as needed, up to and including termination of 
employment for any violations of this Chapter.  Such inappropriate or illegal use of these resources 
includes, but is not limited to, the following: 
  
 (a) hacking; 
 
 (b) pirating software and/or video files; 
 
 (c) soliciting; 
 
 (d) distributing literature for outside entities; 
 
 (e) sending or forwarding inappropriate emails; including, but not limited to, offensive, 
harassing, disparaging, vulgar, obscene, slanderous, defaming or threatening communications; 
 
 (f) accessing, viewing, or downloading inappropriate web sites, i.e., sites advocating hate or 
violence, displaying pornographic or sexually explicit material, or promoting illegal activity; 
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 (g) distributing confidential information to persons or entities that are not entitled to such 
information; 
 
 (h) storing or placing unlawful information on City computers or network; 
 
 (i) copying system files, programs or data without proper authorization; 
 
 (j) disseminating, printing or copying copyrighted materials including articles and software in 
violation of copyright laws; 
 
 (k) using abusive or otherwise objectionable language in either public or private messages; 
 
 (l) sending or forwarding messages that are likely to result in the loss of the recipient’s work 
or system use; 
 
 (m) sending or forwarding “chain-letters,” jokes or lists or any other type of use that would 
cause congestion or disrupt the operation of the networks or otherwise interfere with the work of others;  
 
 (n) decryption of system or user passwords; or 
 
 (o) creating, distributing, viewing or soliciting sexually oriented messages, materials or 
images. 
 
19.060.  Postage Meters.   
 
 No employee shall be allowed to use Syracuse City owned postage metering machines at any 
time for posting and mailing of any material other than those associated with official business of Syracuse 
City. 
 
19.070.  FAX and Copy Machines.   
 
 Employees may use City fax and copy machines for limited personal use subject to supervisor 
approval.  Employees shall pay for such use at the employee rate which is in effect at the time of use. 
 
19.080.  Land-Line Telephones.   
 
 Telephones are to be used to conduct Syracuse City business.  Long distance or toll calls using 
City land lines of a personal nature are prohibited. Although occasional, limited local personal telephone 
calls are permitted, they should be kept to a minimum in time and frequency and should not interfere with 
work performance of the employee and his or her co-workers. 
 
19.090.  Cellular Telephones. 
 
 Only those employees authorized by their department head and/or the City Manager are 
authorized to have a City-issued cell phone.  The level of monthly service for such City-issued cell phone 
shall be commensurate with the amount of City business conducted and needed by the employee.  The 
primary purpose of all City-issued cell phones shall be to facilitate City business.  The City will allow 
limited personal use of City-issued cell phones, though personal use of City cell phones shall not be 
excessive and shall not interfere with the performance of job duties. The City reserves the right to monitor 
the billing and use of all City-issued cell phones.    By accepting the use of a City-issued cell phone, the 
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employee also understands that excessive use of the cell phone that hinders job performance may result 
in disciplinary action.  Cellular transmissions can be overheard by others.  Discretion should be used in 
discussing confidential information on a cell phone.  Employees, who are authorized to use a City-issued 
cell phone, shall agree to be readily available to take calls, respond to e-mails and text messages during 
working hours. Employees, who are authorized to use their personal phone for work purposes shall use 
best judgment when taking calls, responding to e-mails and text messages outside of his or her working 
hours to ensure that he or she is not working unreasonable or unapproved overtime. Employees may not 
use their personal phones for work purposes during periods of unpaid leave without authorization from his 
or her Department Head. Employees are responsible for taking reasonable precautions to prevent theft 
and/or vandalism of cellular equipment.    An employee who violates the conditions of these policies 
relating to cell phones and usage will be subject to having the use of his or her City-issued cell phone 
terminated.  In addition, employees may be subject to disciplinary action, up to and including termination, 
for any violation of these policies. 

 

19.100. Bring Your Own Phone (BYOP) Policy 

Employees that would otherwise be given a City cell phone/smart phone may elect to use a 
personal cell phone/smart phone for City business if authorized by his or her Department Head and the 
City Manager. Employees who have not received authorization in writing from his or her Department 
Head and the City Manager will not be permitted to use personal phones for work purposes. Failure to 
comply with this policy may result in disciplinary action, up to and including termination of employment. 

While at work, employees are expected to exercise the same discretion in using their personal phones as 
is expected for the use of City phones as defined in this chapter.  

Employees, who are authorized to use their personal phone for work purposes shall agree to be readily 
available to take calls, respond to e-mails and text messages during working hours. Employees, who are 
authorized to use their personal phone for work purposes shall use best judgment when taking calls, 
responding to e-mails and text messages outside of his or her working hours to ensure that he or she is 
not working unreasonable or unapproved overtime. Employees may not use their personal phones for 
work purposes during periods of unpaid leave without authorization from his or her Department Head.  

No employee using his or her personal phone should expect any privacy except that which is governed by 
law. The City has the right, at any time, to monitor and preserve any communications that use the City’s 
networks in any way; including data, voice mail, and email, to determine proper use. Management 
reserves the right to review or retain personal and company-related data on personal phones or to 
release the data to government agencies or third parties during an investigation or litigation 

(a) BYOP Stipend. Employees authorized to use personal phones under this policy will receive an 

agreed-on quarterly stipend as approved by the City Manager. If an employee obtains or currently 

has a plan that exceeds the monthly stipend, the employee shall be responsible for any and all 

remaining amounts and the City will not be liable for the cost difference. Under no circumstances 

shall the City be responsible for any late fees or like charges.  

 
(b) Lost, Stolen, Hacked or Damaged Equipment. Employees are expected to protect personal 

phones used for work-related purposes from loss, damage or theft. Employees must immediately 

notify management in the event their personal phone is lost, stolen or damaged to ensure any 

City data is protected. If IT is unable to repair the phone, the employee will be responsible for the 

cost of replacement. 
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(c) Termination of Employment. Upon resignation or termination of employment, or at any time on 

request, the employee may be asked to produce the personal phone for inspection. All company 

data on personal phones will be removed by IT upon termination of employment.   

 
19.110. Termination.  
 
 Employees will be required to return all City-issued equipment to the Department Head or his or 
her designee upon termination of their employment. Failure to return City-issued equipment upon 
termination will be considered theft and may be subject to prosecution.  
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CHAPTER 20 
PERFORMANCE EVALUATIONS 

 
20.010. General Policy. 
20.020. Performance Evaluation Periods. 
20.030. Performance Evaluations. 
20.040. Records. 
20.050. Performance Tracking 

 
 
20.010. General Policy. 
 
 It is the policy of Syracuse City to evaluate City employees regarding their work performance in 
accordance with the City adopted performance evaluation system and the provisions of this Chapter.  
Performance evaluations are intended to improve the performance of employees by providing meaningful, 
constructive feedback on the adequacy of performance.   
 
20.020. Performance Evaluation Periods.   
 
 (a) Probationary Employees.  Probationary employees shall be evaluated at the next 
scheduled annual evaluation period following their one (1) year anniversary and may also be evaluated at 
any other time deemed necessary by the Supervisor and/or Department Head.   The performance 
evaluations for probationary employees may be used to provide information to both the employee and the 
City regarding the employee’s performance.  Performance evaluations and the results of such evaluations 
for probationary employees shall not obligate Syracuse City to a particular course of action relative to the 
probationary employees, nor shall it create any property or due process rights for such employees relative 
to their employment with the City.   
 
 (b) Employees.  All employees, other than temporary or seasonal employees, shall receive 
performance evaluations on an annual basis.  The evaluation period for these annual reviews will be the 
previous calendar year (January 1 to December 31).  The annual performance evaluations shall be 
conducted and completed by the employee’s direct supervisor.  Annual performance evaluations must be 
completed and submitted by the supervisors to the Human Resources Specialist on or before March 1 of 
each year.  Additional evaluations may be made at any time at the discretion of the supervisor or 
department head or when directed by the Human Resources Specialist.   
 
20.030. Performance Evaluations.   
 
 Employees shall be evaluated by his or her immediate supervisor in accordance with the City 
approved performance evaluation system and approved performance criteria.  Performance evaluations 
should consist of a written evaluation form as well as an in-person interview.  Performance evaluations 
may be used in decisions concerning advancement, future training needs, performance related salary 
adjustments and disciplinary actions.   
 
20.040. Records. 
 
 Performance evaluation records shall be maintained in the employee’s personnel file. Such 
records shall be maintained and accessed in accordance with the Utah Governmental Records Access 
and Management Act as set forth in Utah Code Ann. §§ 63-2-101, et seq., as amended. 
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20.050. Performance Tracking. 
 
 Department Heads and/or Supervisors shall from time to time enter Significant Incident Reports 
(SIRs), whether positive and/or negative, into the City’s evaluation system in order to track the 
employee’s performance throughout the year.  
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CHAPTER 21 
GRIEVANCES 

 
21.010. Grievances. 
21.020. Informal Grievance Procedures. 
21.030. Formal Grievance Procedures. 
21.040. Appeal. 
21.050. Retaliations.  
21.060. Records.   
 
 
21.010. Grievances. 
 

Employees may appeal a decision or disciplinary action by the City which affects his or her 
employment (other than suspension, demotion or dismissal which are governed by appeal provisions of 
Chapter 22) pursuant to the provisions set forth herein.  These guidelines should not be construed as 
preventing, limiting or delaying the City from taking disciplinary action, including immediate termination, in 
circumstances where the City deems such action appropriate.  Except as required by State or Federal 
law, the grievance procedures provided herein shall be exhausted prior to seeking alternative remedies.   
 
21.020.  Informal Grievance Procedures. 
 

Employees are encouraged to resolve their grievances at the lowest administrative level possible. 
An employee with a grievance may first attempt to settle the matter informally through discussion with his 
or her supervisor.  The supervisor should review the matter and conduct an investigation as deemed 
appropriate under the circumstances.  If the employee does not believe the problem has been 
satisfactorily resolved within ten (10) days after the circumstances are first discussed informally with the 
supervisor, or any time prior thereto, the employee may pursue formal grievance procedures as provided 
herein.   
 
21.030. Formal Grievance Procedures. 
 

(a) Complaint.  An aggrieved employee may file a formal written grievance with the Human 
Resources Specialist within ten (10) days from the date of the event giving rise to the grievance or within 
ten (10) days from the date the employee has knowledge, or should have knowledge, of the event giving 
rise to the grievance.  Grievances shall be filed using an Employee Grievance Form as provided by the 
City (See Appendix T). The time for filing a formal written grievance shall be extended during the time for 
which informal grievance procedures are pursued; provided, such time shall not exceed thirty (30) days.  
If the grievance involves the Human Resources Specialist, the grievance may be filed with the City 
Manager, in which case all references herein to Human Resources Specialist shall refer to City Manager. 
 

(b) Investigation and Recommendation.  Upon receipt of a grievance, the Human Resources 
Specialist shall review and investigate the matter as deemed appropriate under the circumstances.  Upon 
completion of review and investigation, the Human Resources Specialist shall prepare a written 
recommendation to the City Manager regarding the matter.     
 

(c) Decision. The City Manager should, within a reasonable time from receipt of the 
recommendation from the Human Resources Specialist, prepare and provide the employee written notice 
of his or her final decision in the matter.   
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21.040. Appeal. 
 
An employee aggrieved by a final decision of the City Manager regarding a formal grievance filed 

hereunder may appeal such decision to the City Council by filing a written appeal stating the grounds 
therefore with the City Recorder within ten (10) days from the date of the decision.  Only the issues 
presented in the original grievance may be considered on appeal.  The City Council shall conduct a 
review of the matter reviewing the City Manager’s decision for correctness.  The City Council shall 
prepare and provide to the employee written notice of its final decision in the matter within a reasonable 
time from receipt of the appeal. 
 
21.050. Retaliations.  
 

Employees are entitled to bring good faith grievances hereunder without fear of retaliation.  The 
City shall not discriminate against an employee because that individual made a grievance complaint, or 
has testified, assisted, or participated in any manner in an investigation, proceeding, or hearing to enforce 
any provision herein.  No person shall coerce, intimidate, threaten, harass or interfere with any individual 
in the exercise or enjoyment of the exercise of any right granted or protected herein.  Employees are 
further protected under the provisions of the Utah Protection of Public Employees Act, more commonly 

known as the "Whistle Blower's Act," as set forth at Utah Code Ann. ' 67-21-1, et seq., as amended. 

 
21.060. Records.   
 

The City shall maintain records pertaining to employee grievances filed hereunder and records 
pertaining to an appeal of such grievances in accordance with the Utah Government Records Access and 
Management Act as set forth in Utah Code Ann. §§ 63-2-101, et seq., as amended.  No document relating 
to an employee grievance shall be placed in the employee’s personnel file.   
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CHAPTER 22 
DISCIPLINARY ACTION 

 
22.010. General Conduct. 
22.020 Responsibility for Discipline. 
22.030. Levels of Discipline.   
22.040. Investigation. 
22.050. Administrative Leave. 
22.060. Verbal Warning.  
22.070. Written Reprimand. 
22.080. Probation.   
22.090. Suspension.   
22.100. Demotion. 
22.110. Dismissal. 
22.120. Pre-Disciplinary Action Hearing. 
22.130. Disciplinary Action. 
22.140. Appeals. 
 
 
22.010. General Conduct. 
 

It is the responsibility of all employees of the City to conduct themselves in accordance with the 
City's policies, rules and regulations and to perform their work in a satisfactory manner.  Employees are 
expected to conduct themselves in a professional and competent manner and to be courteous and 
cooperative at all times with fellow employees, supervisors and the public.  Any action or conduct not in 
accordance with City policies or in violation of any City rule or regulation shall be subject to disciplinary 
action up to and including termination. 
 
22.020. Responsibility for Discipline. 
 

The basic responsibility for discipline lies with the employee’s supervisor under the direction of 
the City Manager, provided that any disciplinary action involving suspension, probation, demotion or 
dismissal shall require a pre-disciplinary action hearing and prior review and approval of the City Manager 
in accordance with the procedures set forth herein.  In addition, any dismissal of an employee shall 
comply with City Ordinances regarding Mayor and/or City Council approval, as more particularly set forth 
in Title 1 of the Syracuse Municipal Code.   
 
22.030. Levels of Discipline. 
 

When there are grounds for discipline, an employee shall be subject to appropriate disciplinary 
action, based upon the particular facts and circumstances of each case.  Disciplinary action may include 
one or more of the following:  verbal warning, written reprimand, suspension with or without pay, 
probation, demotion and dismissal.   
 
22.040. Investigation. 
 

Prior to any disciplinary action or recommendation of any disciplinary action, the alleged 
misconduct and related circumstances shall be investigated by the employee’s immediate supervisor 
and/or the Human Resources Specialist.  When deemed appropriate, any investigation may also be 
conducted by an outside investigator hired by the City.  The investigation shall be conducted to the extent 
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deemed necessary and appropriate under the circumstances.  Such investigation should provide the 
employee with an opportunity to respond verbally and/or in writing to the alleged claims.   
  
22.050. Administrative Leave. 
 

In the event of an emergency, or when otherwise deemed appropriate and necessary pending full 
investigation of alleged violations of an employee, the City Manager, or his or her designee, may 
temporarily relieve an employee from duty, with pay, or temporarily reassign the employee to another 
position at the same rate of pay.  Such temporary relief from duty with pay shall be considered 
administrative leave and shall not preclude subsequent disciplinary action against the employee.  The 
Department Head shall fill out the Administrative Leave Form (see Appendix U) and turn into the Human 
Resource Specialist. 
 
22.060. Verbal Warning. 
 

After investigation of the alleged misconduct in accordance with Section 22.040, whenever 
grounds for disciplinary action exist and the supervisor determines that more severe action is not 
required, the supervisor may verbally communicate to the employee the observed deficiency.  Written 
documentation of the warning shall be prepared by the supervisor using the City’s Disciplinary Action 
Form setting forth the date, time, circumstances and grounds for the discipline, and the date, time and 
circumstances of the verbal notice.  The Disciplinary Action Form, along with a Signification Incident 
Record (SIR) shall be signed by the supervisor, the Human Resources Specialist and the employee.  If 
the employee refuses to sign the form, the supervisor shall note such refusal in writing on the form.  All 
disciplinary action documentation shall be filed and maintained with the employee’s personnel records 
and input into the evaluation system as a SIR.  Failure to remedy the deficiency described in a verbal 
warning may result in additional disciplinary action being taken.  
 
22.070. Written Reprimand. 
 

After investigation of the alleged misconduct in accordance with Section 22.040, whenever 
grounds for disciplinary action exist and the supervisor determines that more severe action is not 
required, the supervisor may reprimand an employee in writing.  Written reprimands shall be prepared by 
the supervisor using the City’s Disciplinary Action Form setting forth the date, time, circumstances and 
grounds for the discipline (See Appendix V). The Disciplinary Action Form, along with a Signification 
Incident Record (SIR) shall be signed by the supervisor, the Human Resources Specialist and the 
employee.  If the employee refuses to sign the form, the supervisor shall note such refusal in writing on 
the form.  All disciplinary action documentation shall be filed and maintained with the employee’s 
personnel records and input into the evaluation system as a SIR, Failure to remedy the deficiency 
described in a written reprimand may result in additional disciplinary action being taken.  
 
22.080. Probation. 
 

Whenever grounds for disciplinary action exist and the supervisor determines that the 
circumstances of the conduct justify more severe disciplinary action, the supervisor may recommend to 
the City Manager an employee be placed on disciplinary probation for a period not to exceed six (6) 
months.  Written notice of such recommendation shall be prepared by the supervisor and submitted to the 
City Manager including a detailed statement of the date, time, circumstances and grounds for the 
recommended disciplinary action and the investigation conducted.  The purpose of disciplinary probation 
is to provide a period during which the employee’s performance is carefully monitored and evaluated.  
Upon receipt of a supervisor’s recommendation for probation, the City Manager shall determine the 
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appropriate disciplinary action to be taken, if any.  Probationary status shall not preclude any other 
disciplinary action being taken against the employee as deemed appropriate.  Any probationary period 
may be extended by the City Manager for a period of time not to exceed three (3) months upon written 
notice to the employee.   Any disciplinary action taken against an employee on probation, other than 
verbal or written reprimand, shall comply with the due process procedures set forth in Section 22.120 
regarding pre-disciplinary action hearings and shall be subject to applicable appeal procedures set forth 
in Section 22.140.   

 
22.090. Suspension. 
 

After investigation of the alleged misconduct in accordance with Section 22.040, whenever 
grounds for disciplinary action exist and the supervisor determines that the circumstances of the conduct 
justify more severe disciplinary action, the supervisor may recommend to the City Manager an employee 
be suspended, with or without pay, for a period of time not to exceed fifteen (15) calendar days. Written 
notice of such recommendation shall be prepared by the supervisor and submitted to the City Manager 
and should include a detailed statement of the date, time, circumstances and grounds for the 
recommended disciplinary action and the investigation conducted.  Upon receipt of a supervisor’s 
recommendation for suspension, the City Manager shall follow the due process procedures set forth in 
Section 22.120 regarding pre-disciplinary action hearings and determine the appropriate disciplinary 
action to be taken, if any, in accordance with procedures set forth in Section 22.130.  Any employee 
suspended with or without pay shall be responsible for making full employee contributions to his or her 
employee medical insurance benefits no later than the regularly scheduled pay day and must be available 
to work during all regular business hours if the suspension is with pay.  Any employee who is suspended 
without pay for more than two (2) days may appeal such suspension to the Employee Appeal Board in 
accordance with the appeal procedures set forth in Section 22.140. 
 
22.100. Demotion. 
 

Whenever grounds for disciplinary action exist and the supervisor determines that the 
circumstances of the conduct justify more severe disciplinary action, the supervisor may recommend to 
the City Manager an employee be demoted. Written notice of such recommendation shall be prepared by 
the supervisor and submitted to the City Manager and should include a detailed statement of the date, 
time, circumstances and grounds for the recommended disciplinary action and the investigation 
conducted. Upon receipt of a supervisor’s recommendation for demotion, the City Manager shall follow 
the due process procedures set forth in Section 22.120 regarding pre-disciplinary action hearings and 
determine the appropriate disciplinary action to be taken, if any, in accordance with procedures set forth 
in Section 22.130.  Any employee who is demoted may appeal such demotion to the Employee Appeal 
Board in accordance with the appeal procedures set forth in Section 22.140.      
  
22.110. Dismissal. 
 

Except as otherwise provided by Ordinance for appointed officers and department heads, 
whenever grounds for disciplinary action exist and the supervisor determines that the circumstances of 
the conduct justify more severe disciplinary action, the supervisor may recommend to the City Manager 
an employee be dismissed.  Written notice of such recommendation shall be prepared by the supervisor 
and submitted to the City Manager and should include a detailed statement of the date, time, 
circumstances and grounds for the recommended disciplinary action and the investigation conducted.  
Upon receipt of a supervisor’s recommendation for dismissal, the City Manager shall follow the due 
process procedures set forth in Section 22.120 regarding pre-disciplinary action hearings and determine 
the appropriate disciplinary action to be taken, if any, in accordance with procedures set forth in Section 
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22.130.  In addition, any dismissal of an employee shall comply with City Ordinances regarding Mayor 
and/or City Council approval, as more particularly set forth in Title 1 of the Syracuse Municipal Code.  Any 
employee who is dismissed may appeal such dismissal to the Employee Appeal Board in accordance 
with the appeal procedures set forth in Section 22.140.   
 
22.120. Pre-Disciplinary Action Hearing. 
 

Upon receipt of a supervisor’s recommendation of disciplinary action involving suspension, 
demotion or dismissal, the City Manager shall review and investigate the matter as deemed appropriate 
and shall hold a pre-disciplinary action hearing.  The purpose of the pre-disciplinary action hearing is to 
provide the employee with notice and an opportunity to respond to the alleged violations and proposed 
disciplinary action.  The City Manager shall provide the employee with written notice of the date and time 

of the pre-disciplinary action hearing and shall provide the employee with a copy of the supervisor=s letter 

recommending the proposed disciplinary action and stating the grounds therefore.  The employee shall 
receive timely notice of the pre-disciplinary action hearing, overview of allegations and the proposed 
disciplinary action.   
 
22.130. Disciplinary Action. 
 
 After the pre-disciplinary action hearing, the City Manager shall provide the employee with written 
notice of his or her final decision stating the disciplinary action to be taken, if any, the effective date of the 

disciplinary action, the grounds for the action, and the employee=s right to appeal the same.  In addition, 

the City Manager shall document the disciplinary action using the City’s Disciplinary Action Form.  The 
Disciplinary Action Form shall be signed by the City Manager, the Human Resources Specialist and the 
employee.  In instances of dismissal, the Disciplinary Action Form shall also be signed by the Mayor.  If 
the employee refuses to sign the Disciplinary Action Form, the City Manager shall note such refusal in 
writing on the form.  In determining the type and severity of the disciplinary action, the City Manager may 
consider aggravating and mitigating circumstances, which include, but are not limited to:  the repeated 
nature of misconduct; prior disciplinary action imposed; the severity of the misconduct; the employee’s 
work record; the effect of the misconduct on City operations; and/or the potential of the misconduct to 
harm persons or property. 
 
22.140. Appeals. 
 

Except as otherwise provided herein, or other applicable law, all appointed officers and 
employees of the City shall hold their employment without limitation of time, being subject to suspension 

without pay for more than two (2) days, demotion, or dismissal only as provided in Utah Code Ann. ' 10-

3-1106, as amended.  As provided in Section 2-6-2 of the Syracuse Municipal Code, the following officers 
and employees are not covered by the provisions of this Section:  police chief, deputy police chief, fire 
chief, deputy or assistant fire chief, department heads, deputy of department head, superintendents, 
probationary employees, part-time employees, temporary or seasonal employees, or officers appointed 
by the Mayor or other person or body exercising executive power in the City.  All other appointed officers 
or employees (“covered employees”) who are suspended without pay for more than two (2) days, 
demoted, or dismissed shall have the right to appeal such suspension, demotion or dismissal to the City 
Appeals Board in accordance with Section 2-6-3 of the Syracuse Municipal Code and the provisions of 

Utah Code Ann. ' 10-3-1106, as amended.  All other disciplinary actions may be appealed in accordance 

with the grievance procedures set forth in Chapter 21. 
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CHAPTER 23 
TERMINATION OF EMPLOYMENT 

 
23.010.  Types of Termination. 
23.020.  Voluntary Termination Procedures. 
23.030.  Involuntary Termination Procedures. 
23.040.  Resignation in Lieu of Involuntary Termination Procedures. 
23.050.  Reduction in Force Procedures. 
23.060.  Retirement Procedures. 
23.070.  Final Paychecks. 
23.080.  Return of City Property. 
23.090.  Exit Interview. 
23.100.  COBRA Coverage. 
 
 
23.010. Types of Termination. 
 
 The following generally describes various types of termination of employment with the City.  The 
following is provided for information purposes only and is not intended to be an exhaustive list or 
description of types of or grounds for termination of employment with the City. 
 
 (a) Voluntary Resignation.  Voluntary resignation occurs when an employee wishes to leave 
employment with Syracuse City voluntarily and not due to retirement, involuntary termination, or 
resignation in lieu of involuntary termination, as more particularly described herein.   
 
 (b) Involuntary Termination. Involuntary termination occurs when the employee is 
terminated for involuntary reasons, such as for cause, or with or without cause in the case of at-will 
employees.  Involuntary termination may include resignation in lieu of disciplinary action as more 
particularly described in Subsection (c). 
 
 (c) Resignation in Lieu of an Involuntary Termination.  Any employee who resigns pending 
involuntary termination for cause proceedings may be deemed to have resigned in lieu of involuntary 
termination.   
 
 (d) Reductions in Force (Layoff).  Reduction in force or layoff terminations may occur when 
it is deemed necessary by the City to reduce the number of employees due to lack of work, lack of funds, 
or other justified business reasons.  The City may attempt to minimize reductions in force by readjustment 
of personnel through reassignment of duties in other work areas. 
 
 (e) Retirement.  Retirement is voluntary termination at the end of an employee’s career.  
For purposes of these Policies and Procedures, retirement specifically means an employee who has 
become eligible, applies for, and is entitled to receive a retirement allowance under applicable provisions 
of the Utah State Retirement and Insurance Benefits Act, as set forth in Title 49 of the Utah Code 
Annotated, as amended. 
 
 (f) Medical. The American’s with Disabilities Act (ADA) prohibits illegal discrimination by an 
employer against an “otherwise qualified individual with a disability.”  An employee should not be 
terminated for medical reasons without prior consultation with legal counsel and compliance with the 
City’s ADA policies and procedures. 
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 (g) Death. If an employee of Syracuse City dies, his or her estate receives all pay due and 
any earned and payable benefits (such as payment for compensatory time, annual vacation leave, and 
sick leave, if applicable) as of the date of death in accordance with City policies and procedures and 
applicable State and Federal regulations. 
 
23.020. Voluntary Termination Procedures. 
 
 Employees who wish to voluntarily terminate their employment with Syracuse City shall notify the 
City at least two (2) weeks in advance of their voluntary termination.  Such notice should be given in 
writing to the employee’s department head or supervisor.  Employees must comply with the notice 
requirements set forth herein to be eligible for rehire.  A Notice of Voluntary Resignation Form (see 
Appendix X) shall be filled out by the employee and signed prior to final voluntary termination.  
 
23.030.  Involuntary Termination Procedures. 
 
 Any involuntary terminations for cause shall comply with applicable procedures set forth in 
Chapter 22 regarding Disciplinary Action, including any applicable pre-disciplinary hearing and due 
process requirements set forth therein.  Such procedures shall not be required for involuntary termination 
of at-will or excluded employees as more particularly set forth in these Policies and Procedures or as 
provided by law. 
 
23.040.  Resignation in Lieu of Involuntary Termination Procedures. 
 
 If an employee chooses to resign pending any for cause termination proceedings, the resignation 
may be considered an involuntary termination pending final resolution of the termination proceedings.  
Alternatively, the City and the employee may negotiate and enter into a Resignation in Lieu of Involuntary 
Termination Agreement containing terms acceptable to the City, including, but not limited to hold 
harmless and indemnification provisions regarding the resignation in lieu of involuntary termination 
proceedings, and waiver of notice and due process requirements for involuntary termination.   
 
23.050.  Reduction in Force Procedures.   
 
 (a)   If Syracuse City is facing a possible reduction in labor force, the City should explain the 
situation to its employees, advising them of the possibility that reductions in force or layoffs may become 
an economic necessity for the City.   
 
 (b) In the selection of employees for reduction in force, the following guidelines should be 
considered: 
 
 (1) Temporary and probationary employees should be laid off first. 
 
  (2) Regular employees should be the last to be laid off and based on the 

following factors: longevity, previous performance evaluations and disciplinary actions. 
 
 (c) Before any reduction in force, Syracuse City should determine whether it is subject to the 
requirements of the Worker Adjustment and Retraining Notification Act, 29 U.S.C. 2101, et seq., as 
amended, and shall comply with any applicable requirements. 
 
 (d) Syracuse City should explain to any employee terminated through reduction in force the 
employee’s options (such as COBRA and Retirement Plan Options). 
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 (e) Written reduction in force notices should be provided to employees terminated through 
reduction in force procedures.  Such notice should contain a statement that separation from employment 
is based on reduction in force and the effective date of the reduction in force termination. 
 
23.060. Retirement Procedures.  
 
 Employees who desire to retire from employment with the City should notify the City as soon as 
possible but no later than two (2) months in advance of his or her final work day.  Such notice should be 
in writing to the employee’s Department Head or Supervisor. Employees must comply with the notice 
requirements set forth herein to be eligible for rehire. A Notice of Voluntary Resignation Form shall be 
filled out by the employee and submitted to the Human Resource Specialist prior to final voluntary 
termination. In addition, employees eligible for retirement benefits through Utah Retirement Systems 
(URS) shall work directly with URS to work out the details of such retirement and benefits.   
 
23.070. Final Pay. 
 
 Upon termination of employment with the City, the City will arrange for distribution of any pay 
which may be due the employee, including pay for any hours worked but not paid, pay for unused, 
accrued vacation leave (if applicable), pay for any unused, accrued compensation time off (if applicable), 
and pay for unused, accrued sick leave (if applicable).  Final pay shall be distributed on the regularly 
scheduled pay day following the termination.   
 
23.080. Return of City Property. 
 
 Terminating employees shall return any and all keys, supplies or equipment, which are the 
property of Syracuse City to the Department Head or his or her designee at termination. Failure to return 
City-issued keys, supplies and/or equipment upon termination will be considered theft and may be subject 
to prosecution. Uniforms shall be retired according to the policy established by the department. 
 
23.090. Exit Interview. 
 
 In order to provide appropriate feedback to the City and conclusion of employment for the 
employee, terminating employees should complete an Exit Interview with the Human Resources 
Specialist.  When conducted, an Exit Interview Form should be signed by the employee and the Human 
Resources Specialist. 
 
23.100 COBRA Coverage. 
  
 Any terminated employee shall be notified of his or her rights to continued insurance coverage 
and other protections and requirements of the Consolidated Omnibus Budget Reconciliation Act of 1985 
(“COBRA”) in accordance with applicable Federal regulations. 
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APPENDIX A: 
Policy Manual Acknowledgement of Receipt 
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APPENDIX B: 
Recruitment and Retention Policy 
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APPENDIX B (continued): 

Recruitment and Retention Policy 
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APPENDIX C: 
Volunteer Service Agreement 
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APPENDIX C (continued): 

Volunteer Service Agreement 
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APPENDIX C (continued): 

Volunteer Service Agreement 
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APPENDIX D: 

Compensation Plan 
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APPENDIX D (continued): 

Compensation Plan 
 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/2015 
Personnel Policies and Procedures 

68 
 

APPENDIX D (continued): 
Compensation Plan 
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APPENDIX E: 

Employee Rights & Responsibilities  
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APPENDIX F: 
FMLA Notice of Eligibility and Rights & Responsibilities 
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APPENDIX F (continued): 
FMLA Notice of Eligibility and Rights & Responsibilities 
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Appendix G: 

Designation Notice 
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APPENDIX H: 
FMLA Certification Form – Employees Own Serious Health Condition 
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APPENDIX H (continued): 
FMLA Certification Form – Employees Own Serious Health Condition  
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APPENDIX H (continued): 
FMLA Certification Form – Employees Own Serious Health Condition 
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APPENDIX H (continued): 
FMLA Certification Form – Employees Own Serious Health Condition 

 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/2015 
Personnel Policies and Procedures 

77 
 

APPENDIX I: 
FMLA Certification Form – Family Member’s Serious Health Condition 

 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/2015 
Personnel Policies and Procedures 

78 
 

APPENDIX I (continued): 
FMLA Certification Form – Family Member’s Serious Health Condition 
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APPENDIX I (continued): 
FMLA Certification Form – Family Member’s Serious Health Condition 

 

 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/2015 
Personnel Policies and Procedures 

80 
 

APPENDIX I (continued): 
FMLA Certification Form – Family Member’s Serious Health Condition 
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APPENDIX J: 
FMLA Certification Form – Certification of Qualifying Exigency for Military Family Leave 
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APPENDIX J (continued): 
FMLA Certification Form – Certification of Qualifying Exigency for Military Family Leave 
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APPENDIX J (continued): 
FMLA Certification Form – Certification of Qualifying Exigency for Military Family Leave 
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APPENDIX K: 
FMLA Certification Form – Certification for Serious Injury or Illness of Covered Service Member 
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APPENDIX K (continued): 
FMLA Certification Form – Certification for Serious Injury or Illness of Covered Service Member 
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APPENDIX K (continued): 
FMLA Certification Form – Certification for Serious Injury or Illness of Covered Service Member 
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APPENDIX K (continued): 
FMLA Certification Form – Certification for Serious Injury or Illness of Covered Service Member 
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APPENDIX L: 
FMLA Certification Form – Certification for Serious Injury or Illness of a Veteran for Military 

Caregiver Leave 
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APPENDIX L (continued): 
FMLA Certification Form – Certification for Serious Injury or Illness of a Veteran for Military 

Caregiver Leave 
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APPENDIX L (continued): 
FMLA Certification Form – Certification for Serious Injury or Illness of a Veteran for Military 

Caregiver Leave 
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APPENDIX L (continued): 

FMLA Certification Form – Certification for Serious Injury or Illness of a Veteran for Military 
Caregiver Leave 
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APPENDIX L (continued): 
FMLA Certification Form – Certification for Serious Injury or Illness of a Veteran for Military 

Caregiver Leave 
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APPENDIX M: 

Notice of Secondary Employment 
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APPENDIX N: 
Injury/Incident Report Form 
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APPENDIX N (continued): 
Injury/Incident Report Form 
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APPENDIX O: 

Injury/Incident Checklist 
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APPENDIX P: 

Bomb Threat Checklist 
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APPENDIX Q: 
Tuition Aid Application 
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APPENDIX Q (continued): 
Tuition Aid Application 
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APPENDIX R: 
Credit Card Agreement 
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APPENDIX S: 

Missing Receipt Form 
 

 
 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/2015 
Personnel Policies and Procedures 

102 
 

APPENDIX T: 
Emergency Preparedness Cash Out Form 
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APPENDIX U: 

Employee Grievance Form 
 

 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/2015 
Personnel Policies and Procedures 

104 
 

APPENDIX U (continued): 
Employee Grievance Form 

 
 
 
 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/2015 
Personnel Policies and Procedures 

105 
 

APPENDIX V: 
Administrative Leave Form 
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APPENDIX W: 
Disciplinary Action Form 
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APPENDIX W (continued): 
Disciplinary Action Form 
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APPENDIX X: 
Voluntary Resignation Form 

 
 

 



Forms 

Appendix A- inserted updated form 

Appendix B- deleted employment reference release form (no longer use). Inserted Recruitment and 

Retention Policy 

Appendix C- deleted new hire requisition form (no longer use). Inserted Volunteer Service Agreement 

Appendix D- deleted Personnel Action Form (only HR uses). Inserted Compensation Plan 

Appendix E- deleted Volunteer Service Agreement (moved to C). Inserted FMLA Employee’s Rights and 

Responsibilities Poster 

Appendix F- deleted Compensation Time Agreement (no longer use). Inserted FMLA Notice of Eligibility 

and Rights and Responsibilities 

Appendix G- deleted Bi-Weekly Compensation Time Election Form (no longer use). Inserted FMLA 

Designation Notice 

Appendix H- deleted Leave Request Form (no longer use). Inserted FMLA Employee’s Own Serious 

Health Condition Certification Form 

Appendix I- deleted FMLA Employees Rights and Responsibilities Poster (moved to E). Inserted FMLA 

Family Member’s Serious Health Condition Certification Form 

Appendix J- deleted FMLA Notice of Eligibility and Rights and Responsibilities form (moved to F). 

Inserted FMLA Certification of Qualifying Exigency for Military Family Leave form. 

Appendix K- deleted FMLA Designation Notice (moved to G). Inserted FMLA Certification for Serious 

Injury or Illness of Covered Service Member. 

Appendix L- deleted FMLA Employee’s Own Serious Health Condition Certification Form (moved to H). 

Inserted FMLA Certification for Serious Injury or Illness of a Veteran for Military Caregiver Leave Form. 

Appendix M- deleted FMLA Family Member’s Serious Health Condition Certification Form (moved to I). 

Inserted Secondary Employment Form. 

Appendix N- deleted FMLA Certification of Qualifying Exigency for Military Family Leave Form (moved to 

J). Inserted Injury/Incident Report Form. 

Appendix O- deleted FMLA Certification for Serious Injury or Illness of Covered Service Member form 

(moved to K). Inserted Injury/Incident Checklist form. 

Appendix P- deleted Notice of Secondary Employment form (moved to M). Inserted Bomb Threat 

Checklist. 



Appendix Q- deleted Drug Test Release Form for Minors (no longer use). Inserted Tuition Aid 

Application.  

Appendix R- deleted Background Investigation Release Form (only hr and new hires use). Inserted Credit 

Card Agreement Form.   

 Appendix S- deleted Background Investigation Release Form B (no longer use. Inserted Missing Credit 

Card Receipt Form 

Appendix T- deleted Accident Report Form (only HR uses). Inserted Emergency Preparedness Cash Out 

Form 

Appendix U- deleted Bomb Threat Checklist (moved to P). Inserted Formal Grievance Form. 

Appendix V- deleted Tuition Aid Application (moved to Q). Inserted Administrative Leave Form. 

Appendix W- deleted Travel Application (no longer use). Inserted Disciplinary Action Form. 

Appendix X- deleted Vehicle Use Agreement Form (only hr and new hires use). Inserted Voluntary 

Termination Form. 

Appendix Y- deleted Formal Grievance Form (moved to U).  

 

 



 
Work Session Item e.i Concept Plan Report, Elmore Plaza, located at 

approximately 1000 West Gordon (2700 S) 

  
 

Summary: 
The applicant has applied for a two (2) lot subdivision. The property owner is requesting 

to “condominiumize” a site plan that was previously approved by Planning Commission. The 

applicant intends to occupy their chiropractic practice into one tenant space and sell the other 

space. The parking and landscape areas will remain as common space.  

  

The concept subdivision was reviewed at a pre-application meeting on March 18
th

, 2015 

in accord with Syracuse City Code Section 8.20.030. The project was also reported to the 

Planning Commission on April 7
th

, 2015. The subdivision process as outlined in Chapter 8 of 

Syracuse City Ordinance requires that this project will go through concept, preliminary, and final 

review at both City Council (CC) and Planning Commission (PC). A conceptual schedule for 

approval is as follows: P.C. Concept(April 7
th

), C.C. Concept(April 14
th

), P.C. Preliminary(April 

21
st
), C.C. Preliminary(May 12

th
), P.C. Final(May 19

th
), and C.C. Final(June 9

th
).  

 

Attachments: 

 Application 

 Location Map 

 Concept Subdivision Plat 

 

 

COUNCIL AGENDA 
April 14, 2015 





Proposed Elmore Plaza 
Location: 2700 South 1000 West 





 
Agenda Item # e.ii  Final Subdivision Plan, Wilcox Meadows Phase 1, 1200 

S. 3000 W. 
Factual Summation:  

Zone:     R-2 Residential 

Applicant:     Castle Creek Homes  

Total Acreage    14.94  

Net Acreage:    11.95 

Allowed Lots (3.79 units/acre)  45  

Proposed Lots    38 

Public Meeting Outline: 

General Plan Amendment Approval  

 Planning Commission   May 6, 2014 

 City Council    May 13, 2014 

Rezone Approval 

 Planning Commission   June 3, 2014 

 City Council    June 10, 2014 

Sketch Plan Approval   June 17, 2014 

Preliminary Plan Approval   

Planning Commission   August 5, 2014 

Final Plan Approval  

 Planning Commission   April 7, 2015 

  

Background: 
This request is for final approval the first phase of the Wilcox Farms Subdivision.  This phase will 

complete 1200 South through to 3000 W.   There development consists of two phases.   

 

Attachments: 

 Aerial 

 Final Plan 

 Staff Reviews 

 

Planning Commission Recommendation 

The Planning Commission moved to recommend approval, to the City Council, of the Final 

Plan for Wilcox Meadows Phase 1. 

COUNCIL AGENDA 
April 14, 2015 
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Subdivision Final Plan Review  

 Subdivision:  Wilcox Farms Phase 1      Date: March 9, 2015                         

 Completed By:  Jenny Schow, City Planner     Updated: April 1, 2015 

8-6-010: Final Plat: Planning Staff Review: 
1. Proposed name of subdivision (to be approved by  

Planning Commission and County Recorder). 
Yes 

2. 
 

Accurate angular and linear dimensions for all lines, angles and curves used 
to describe boundaries, streets, easements, areas  
reserved for public use, etc. 

See Engineer Review 

3. Identification system for lots, blocks, and names of streets.  Lot lines show 
dimensions in feet and hundredths. 

Yes 

4. Street addresses shown for each lot as assigned by the City. Yes 

5. 
 

True angles and distances to nearest street lines or official monuments as 
accurately described and shown by appropriate symbol. 

See Engineer 

6. 
 

Radii, internal angles, points and curvatures, tangent bearings and the 
length of all arcs. 

See Engineer Review 

7. Accurate location of all monuments to be Installed, shown by appropriate 
symbol. 

Refer to City Engineer 

8. 
 

Dedication to City of all streets, highways and other public uses and 
easements included in the proposed subdivision. 

Yes 

9. Street monuments shown on Final Plat as approved by City Engineer. Refer to City Engineer 

10. Pipes or other iron markers shown on the plat. Refer to City Engineer 

11. 
 
 

Accurate outlines and dimensions of any areas to be dedicated or reserved 
for public use, with the purposes indicated thereon, and any areas to be 
reserved by deed or covenant for common use of all property owners.   

NA 

12. All boundary, lot and other geometrics (bearings, distances, curve data etc.) 
on Final Plat accurate to not less than one part in five thousand  (1/5000). 

Refer to City Engineer 

13. 
 

Location, function, ownership and manner of maintenance of common 
open space not reserved or dedicated for public use. 

Yes 

14. Legal boundary description of the subdivision and acreage included. Yes 

15. Current inset City map showing location of subdivision. Yes 

16. Standard signatures forms/boxes reflected on the Final Plat as designated 
by City Code  

Yes, but can reduce to one box to 
create space for the map. 
 

 

8-6-020: Final Plan and Profile See Engineer Review 
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Conditional Items of Final Plan Approval 
1. Fencing is required along the northern property line of lot 111 and lot 113 per City code 10.30.80 Any residential 

use abutting agriculture or farm industry must have a five-foot nonclimbable fence. 

 

Items Required Prior to Construction 

1. Construction Drawing Prints and PDF files 

2. Schedule a preconstruction meeting 

3. Bond estimate using the City template 

4. Final Inspection Fees as calculated in the approved bond estimate 

5. Offsite Improvement Agreement 

6. BMP Facilities Maintenance Agreement  (Parcel A) 

7. Streetlight Agreement  

8. SWPPP NOI  

9. SWPPP City Permit 

10. Fugitive Dust Control Plan 

 
 

Conditional Items of Final Plan Approval for Recording 

1. Escrow Agreement 

2. Water Shares  

3. Title Report - must be dated within 30 days or recording 

4. Recording fees: $37/page +$1/lot and any common space as well as $1/land-owner signatures over two 
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Syracuse City Public Works Department 

 

 

 

 
Wilcox Meadows Subdivision Phase 1 

3000 West & 1200 South 
Engineer Final Plan Review 

Completed by Brian Bloemen on April 1, 2015 

Below are the engineering comments for the final plan review of the Wilcox Meadows Subdivision Phase 1. 

Plat: 
 

1. The street name is missing between Lots 113 and 114. 

Plans: 
 

1. The culinary water main shall be looped through 1150 South Street to 2700 West Street with Phase 1. 
2. All secondary stop and wastes shall be set in the park strip. 
3. The elevations where the land drain main ties into the storm drain will not work as drawn. 19+85.21 
4. Without a land drain lateral Lot 112 cannot have a basement. 
5. The existing irrigation box in 1200 South will need to be relocated out of the road.  A letter of 

acceptance from the farmer for the proposed modifications shall be submitted to the City. 
6. Consult with JUB with the on the storm drain elevations shown at 19+85.21 as the City will be installing 

this with their project. 
7. A detention basin maintenance agreement will be required.  
8. Ordinance does not permit the City’s secondary system to be used outside the boundary of the 

subdivision.  City Council will have to approve that use north of Lot 111 and if it is approved, water 
shares shall be granted to the City and an account will need to be set up.  In the event the Council does 
not approve this use, the existing ditch will need to be relocated to continue serving the property with 
irrigation water. 

 
If you have any further comments or questions please feel free to contact me at 801-614-9630. 
 
Sincerely, 
 
 
Brian Bloemen, P.E. 
City Engineer 
 



  
 
TO: Community Development, Attention:  Jenny Schow   

FROM: Jo Hamblin, Fire Marshal 

RE: Wilcox Farms Final 

DATE:   March 23, 2015  

 

I have reviewed the plan submitted for the above referenced project.  The Fire Prevention Division of 

this department has the following comments/concerns. 

 

 

1. Fire hydrants and access roads shall be installed prior to construction of any buildings.  

All hydrants shall be placed with the 4 ½” connection facing the point of access for Fire 

Department Apparatus.  The average spacing between hydrants with a fire flow 

requirement of 1,750 gpm or less is 500 feet.  

 

2. Prior to beginning construction of any buildings, a fire flow test of the new hydrants shall 

be conducted to verify the actual fire flow for this project. The Fire Prevention Division 

of this department shall witness this test and shall be notified a minimum of 48 hours 

prior to the test.  

 

 

These plans have been reviewed for Fire Department requirements only, at this time we have no 

concerns with the updated plans.  Other departments must review these plans and will have their 

requirements.  This review by the Fire Department must not be construed as final approval from 

Syracuse City. 

 

 
 



 

Wilcox Farms 

1183 S 3000 W 



 
Agenda Item #e.iii    Final Subdivision Plan -Steeds Lakeview Farm Phase  

3000 W. 700 S. 
Factual Summation  

Zone:     R-2 & R-3 Residential 

Applicant:     Lakeview Farm I LLC  

Phase Acreage    10.442 

Phase 1 Requested Lots   30  

Total Acreage    47.2 acres  

Net Developable Acres:  R-2 with 31.10 net developable area 

      Density Allowed  31.10 @ 3.79 lots/acre=117 lots 

      Requested 92 lots 

     R-3 with 15.66 net developable area 

      Density Allowed 15.66 @ 5.44 lots/acre=85 lots 

      Requested 49 lots 

Public Meeting Outline 

General Plan Amendment Approval  

Planning Commission   May 6, 2014 

City Council    May 13, 2014 

Rezone Approval 

Planning Commission   June 3, 2014 

City Council    June 10, 2014 

Concept Plan Staff Meeting   January 14, 2015 

Preliminary Plan Approval   

Planning Commission   February 17, 2015 

City Council    March 10, 2015  

Final Plan Approval 

Planning Commission   April 7, 2015 

Background 
The Final Plan for the Steed Lakeview Farm includes two zones, R-2 and R-3.  The R-3 zone was 

approved by the Planning Commission and City Council as a buffer to the anticipated West Davis Corridor 

that may run adjacent to the westerly boundary.  The subdivision proposes to develop in 5 phases.  The 

developer has worked with the city engineer to coordinate the road improvements that will be made along 

both 3000 W and 700 S.  Please see staff reviews for further information.   

Attachments 

 Aerial 

 Preliminary Plan 

 Staff Reviews 

Planning Commission Recommendation 

The Planning Commission moved to recommend approval, to the City Council, of the Final 

Subdivision Plan for Steeds Lakeview Farm Phase 1. 

 

COUNCIL AGENDA 
April 14, 2015 
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Subdivision Final Plan Review  

 Subdivision:  Steeds Lakeview Farm          Date: February 12, 2015                                 

 Completed By:  Jenny Schow, City Planner 

8-6-010: Final Plat: Planning Staff Review: 
1. Proposed name of subdivision (to be approved by  

Planning Commission and County Recorder). 
Add Phase to the Title 

2. 
 

Accurate angular and linear dimensions for all lines, angles and curves used 
to describe boundaries, streets, easements, areas  
reserved for public use, etc. 

Yes 

3. Identification system for lots, blocks, and names of streets.  Lot lines show 
dimensions in feet and hundredths. 

Add street names with public 
street below when submitted by 
City Planner 

4. Street addresses shown for each lot as assigned by the City. Add as submitted by the City 
Planner 

5. 
 

True angles and distances to nearest street lines or official monuments as 
accurately described and shown by appropriate symbol. 

Yes 
 

6. 
 

Radii, internal angles, points and curvatures, tangent bearings and the 
length of all arcs. 

Yes 
 

7. Accurate location of all monuments to be Installed, shown by appropriate 
symbol. 

Yes 

8. 
 

Dedication to City of all streets, highways and other public uses and 
easements included in the proposed subdivision. 

Yes 
 

9. Street monuments shown on Final Plat as approved by City Engineer. Yes 

10. Pipes or other iron markers shown on the plat. Refer to City Engineer 

11. 
 
 

Accurate outlines and dimensions of any areas to be dedicated or reserved 
for public use, with the purposes indicated thereon, and any areas to be 
reserved by deed or covenant for common use of all property owners.   

Yes 

12. All boundary, lot and other geometrics (bearings, distances, curve data etc.) 
on Final Plat accurate to not less than one part in five thousand  (1/5000). 

Refer to City Engineer 

13. 
 

Location, function, ownership and manner of maintenance of common 
open space not reserved or dedicated for public use. 

N/A 

14. Legal boundary description of the subdivision and acreage included. Yes 

15. Current inset City map showing location of subdivision.  

16. Standard signatures forms/boxes reflected on the Final Plat as designated 
by City Code  

Yes 
 

 
 

8-6-020: Final Plan and Profile See Engineer Review 
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Other 

1. Street sign locations must be approved by the City Engineer prior to installation 

 
 

Conditional Items of Final Plan Approval for Preconstruction  
1. Construction Drawing Prints and PDF files 

2. Schedule a preconstruction meeting 

3. Bond estimate using the City template 

4. Final Inspection Fees as calculated in the approved bond estimate 

5. Offsite Improvement Agreement 

6. BMP Facilities Maintenance Agreement 

7. Streetlight Agreement  

8. SWPPP NOI  

9. SWPPP City Permit 

10. Fugitive Dust Control Plan 

 
 

Conditional Items of Final Plan Approval for Recording 

1. Escrow Agreement 

2. Water Shares  

3. Title Report - must be dated within 30 days or recording 

4. Recording fees: $37/page +$1/lot and any common space as well as $1/land-owner signatures over two 

 



                                                                                                                                                                                                               

 

 

 

 

TO:  Community Development, Attention:  Jenny Schow   

FROM: Jo Hamblin, Fire Marshal 

RE:  Steeds Lakeview Farms phase 1  

 

DATE:  March 19, 2015 

I have reviewed the Steeds Lakeview Farms preliminary plans. The Fire Prevention Division of 

this department has the following comments/concerns. 

1. Fire hydrants and access roads shall be installed prior to construction of any buildings.  

All hydrants shall be placed with the 4 ½” connection facing the point of access for Fire 

Department Apparatus.  Provide written assurance that this will be met.  

 We request that the hydrant between lot 9 and 10 be moved to a new location it is at the 

end of the street and creates the potential of being blocked during winter months due to 

snow removal. The suggested location is between lot 11 and 12, which would provide 

better coverage to the street. 

2. Prior to beginning construction of any buildings, a fire flow test of the new hydrants shall 

be conducted to verify the actual fire flow for this project. The Fire Prevention Division 

of this department shall witness this test and shall be notified a minimum of 48 hours 

prior to the test.  

These plans have been reviewed for Fire Department requirements only. The Fire Department 

has no concerns regarding fire protection or access, as long as the developer complies with the 

requirements listed above.  Other departments must review these plans and will have their 

requirements.  This review by the Fire Department must not be construed as final approval from 

Syracuse City. 

Sincerely, 

Jo Hamblin 

Deputy Chief/ Fire Marshal 

Syracuse City Fire Department 

 

1869 South 3000 West, Syracuse, Utah  84075 

801-614-9614 (Station)  801-776-1976 (Fax) 
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Syracuse City Public Works Department 

 

 

 

Steeds Lakeview Farms Subdivision 
3000 West & 700 South 

Engineer Final Plan Review 
Completed by Brian Bloemen on March 26, 2015 

Below are the engineering comments for the final plan review of the Steeds Lakeview Farms Subdivision. 

Plat: 
1. Update the owners dedication. 
2. Corner cuts are required at all intersections. 
3. Add right-of-way width dimensions. 
4. Add a signature block for the City Attorney 
5. Add street addresses and street names. 
6. Add “Public Street” after each street name. 
7. Label the utility easement outfall width. 

Plans: 
1. St Andrews drive is currently under moratorium and the High Density Mineral Bond Seal will need to be 

replaced. 
2. 700 South is currently under a moratorium.  The south half of 700 South Street at 3125 West Street 

shall be removed and replaced to accommodate the intersection.  High density mineral bond seal shall 
be installed as well. 

3. An easement will be required for the utility outfall. 
4. Tie the sewer outfall into the sewer in St Andrews Drive.   
5. Tie the land drain outfall into the downstream side of the control box. 
6. Add a 6” secondary drain into the catch basin between into SDMH #2. 
7. Per Davis County requirements the detention basin and orifice plate must be sized for a 0.15 cfs 

release rate.  
8. General note #5 should be DR-14 C-900. 
9. General note #6 sewer laterals shall be green, land drain laterals white and land drain manholes shall 

be marked “LAND DRAIN.” 
10. Cut in a culinary and secondary tee at 700 South and install a 12” butterfly valve on the east and west 

sides of the tee and an 8” gate valve on the south. 
11. Valley gutters are not permitted. 
12. Update the storm drain sizing as discussed. 
13. All valves shall be flanged on the tees. 
14. Move the culinary and secondary valves from the west side of 800 South & Steed Drive to the east 

side. 
15. Move the culinary and secondary valves from the north side of 800 South & 3175 West to the east side. 
16. Relocate the hydrant at 18+57.96 to the property line between Lots 11 and 12. 
17. Relocate the hydrant at 19+20.89 to 21+68.32. 
18. Remove the existing irrigation ditch and plug the pipe going under the church.  The irrigation box on the 

west side on the church shall also be removed. 
If you have any further comments or questions please feel free to contact me at 801-614-9630. 
 
Sincerely, 
 
Brian Bloemen, P.E. 
City Engineer 





Steeds Lakeview Farm 

3000 W 700 S 



 
Agenda Item #e.iv   Code Amendment to Title X pertaining to the  

PRD-Planned Residential Zone. 
 

Public Meeting Outline 

Planning Commission Work Session Discussions 

January 20, 2015 

February 3, 2015 

March 3, 2015  

 

Background 
The Planning Commission and General Plan Committee have conducted a complete review of the 

PRD Planned Residential Development ordinance in Title X of the City Code. Please see attached 

recommendations. 

  

Attachments 

 Proposed Code Amendments 

 

Planning Commission Recommendation  

The Planning Commission moved to recommend approval, to the City Council, of the 

proposed Code Amendment to Title X pertaining to the PRD-Planned Residential Zone.   

COUNCIL AGENDA 
April 14, 2015 



Chapter 10.75   

PRD – PLANNED RESIDENTIAL DEVELOPMENT 

Sections:  
10.75.010 Purpose.   

10.75.020 Permitted uses.   

10.75.030 Conditional uses.   

10.75.040 Minimum lot standards.   

10.75.050 Development plan and agreement requirements. 

10.75.060 Design standards.    

10.75.070 Street design.   

10.75.080 Off-street parking and loading.   

10.75.090 Signs.  

10.75.010 Purpose.  

The purpose of this zone is to allow diversification in the relationship of 

residential uses to their sites and permit directed flexibility of site design. 

Further, its intent is to encourage a more efficient use of the land and the 

reservation of a greater proportion of common space for recreational and 

visual use than other residential zones may provide and to encourage a 

variety of dwelling units that allow imaginative concepts of neighborhood 

and housing options and provide variety in the physical development 

pattern of the City. This will allow the developer to more closely tailor a 

development project to a specific user group, such as retired persons.  

The intent of this zone is to encourage good neighborhood design while 

ensuring compliance with the intent of the subdivision and zoning 

ordinances. All dwelling units are to be held in private individual ownership. 

However, the development shall contain common or open space and 

amenities for the enjoyment of the planned community that are developed 

and maintained through an active homeowners’ association or similar 

organization with appointed management. [Ord. 12-01 § 1; Ord. 11-04 § 6; 

Ord. 11-02 § 1 (Exh. A); Ord. 08-07 § 1 (Exh. A); Ord. 06-27; Ord. 06-17; 

Code 1971 § 10-15-010.]  



10.75.020 Permitted uses.  

The following are permitted uses by right provided the parcel and building 

meet all other provisions of this title and any other applicable ordinances of 

Syracuse City:  

(A) Accessory uses and buildings (Maximum 200 square feet).   

(B) Churches, synagogues, and temples.   

(C) Dwelling units, single-family (no more than four units attached). 

(D) Educational services.   

(E) Household pets.   

(F) Private parks.   

(G) Public and quasi-public buildings.  

(H) Residential facilities for persons with disabilities and assisted living 

centers. [Ord. 12-01 § 1; Ord. 11-04 § 6; Ord. 11-02 § 1 (Exh. A); Ord. 08-

07 § 1 (Exh. A); Ord. 06-27; Ord. 06-17; amended 1991; Code 1971 § 10-

15-020.]  

10.75.030 Conditional uses.  

The following may be permitted conditional uses for non-attached 

dwellings, after approval as specified in SCC 10.20.080.  

(A) Day care centers (major).   

(B) Home occupations (minor or major).   

(C) Temporary commercial uses (see SCC 10.35.050) (minor).  

(D) Temporary use of buildings (see SCC 10.30.100(A)(9)) (minor). [Ord. 

12-01 § 1; Ord. 11-04 § 6; Ord. 11-02 § 1 (Exh. A); Ord. 08-07 § 1 (Exh. 

A); Ord. 06-27; Ord. 06-17; amended 1991; Code 1971  § 10-15-030.]  

 

10.75.040 Minimum lot standards.  

All lots shall be developed and all structures and uses shall be placed on 

lots in accordance with the following standards:  



(A) Density: The City shall determine the dwelling unit density, building 

setbacks, and minimum lot size through a development plan based on the 

specific merits of the proposed development as well as on factors such as 

recreation facilities, greater open space, landscaping features, fencing type 

and design, signage, clubhouse provisions, homeowners’ covenants, 

professional maintenance, trails/pathways, and quality of exterior building 

materials. However, condominium developments shall comply with the 

Utah Condominium Act, but in no case shall the Overall density of (6) 

dwelling units per net gross acre, without recommendation for approval by 

the Planning Commission and the consent and approval of the City 

Council.  

 The overall density of the development may exceed eight dwelling units 

per net acre and increase up to a maximum of 12 dwelling units per net 

acre only after receiving recommendation for approval by the Planning 

Commission and consent and approval by the City Council. The Planning 

Commission recommendation and City Council consent and approval, for a 

developer to exceed eight dwelling units per net acre, shall be subject to 

the ability of the development plan to meet the following criteria:  

(1) The development area shall be a transitional residential buffer to 

commercial, industrial, and/or retail zones, as established in the 

general plan;  

(2 1) The development shall provide a standard road right-of-way of 

60 feet which shall include curb, gutter, and sidewalk 

improvements;  

( 2) Open space/common space: shall be a minimum 50 percent of 

the total land area, excluding roadways, buildings, acreage and, 

excluding any above-ground City infrastructure. Of that 50 

percent, 30 percent shall be in open space and 20 percent in 

common space.  

(4) For detention ponds to be considered common space it must 

include amenities approved by planning commission and city 

council.  

(4) The aesthetic and landscaping proposals shall provide a 



superior residential development and environment; for trees and 

shrubs that break up the look of having the same building style 

duplicated throughout the development and shall be in 

accordance with the Architectural Review Guide . 

(5) The development shall provide adequate off-street parking 

area(s), subject to requirements of this chapter and off-street 

parking requirements as found in Chapter 10.40 SCC; and   

(6) The development design shall include a direct connection to a 

major arterial, minor arterial, or major collector roadway.  

 (B) Lot width: determined by development plan.  

(C) Front yard: 20 feet.  

(D) Side yards: a minimum of 16 feet between attached units primary 

structures and 8 feet from the property line 

(E) Rear yard: a minimum of 15 feet.  

(F) Building height: as allowed by current adopted building code, with a 

maximum height of 30 feet to the top of the roof structure.  

(G) Structure: for attached units, there shall be no single roofline and shall 

have variations in architectural style between the buildings.  The units shall 

include a minimum of two-car garages for each unit and shall not be the 

major architectural feature of the building. 

(G H. [Ord. 12-01 § 1; Ord. 11-04 § 6; Ord. 11-02 § 1 (Exh. A); Ord. 08-07 

§ 1 (Exh. A); Ord. 06-27; Ord. 06-17; amended 1998; Code 1971 § 10-15-

040.]  

10.75.050 Development plan and agreement requirements.  

(A) Subdivision ordinance requirements shall generally apply to planned 

residential communities. The developer shall submit a residential 

development plan of all project phases for City consideration and approval 

and shall integrate the proposed development plan into a development 

agreement between the developer and City. The development agreement 



shall undergo an administrative review process to ensure compliance with 

adopted City ordinances and standards with approval by the City Council. 

The subdivider shall develop the property in accordance with the 

development agreement and current City ordinances in effect on the 

approval date of the agreement, together with the requirements set forth in 

the agreement, except when federal, state, county, and/or City laws and 

regulations, promulgated to protect the public’s health, safety, and welfare, 

require future modifications under circumstances constituting a rational 

public interest. The Land Use Authority shall use the submitted 

development plan and agreement with the design amenities and unique 

development features and merits of the development to determine overall 

development dwelling unit density up to a maximum of 12 dwelling units 

per net acre.  

(B) A planned residential development must have a minimum of five acres 

with a minimum of 20 percent of the acreage in common space area 

excluding required roadways, curbs, and other City infrastructure.  

(C) The developer shall landscape and improve all open space or common 

space around or adjacent to building lots and common spaces and 

maintain the same through a lawfully organized homeowners’ association, 

residential management company, or similar organization. The HOA shall 

warrant the trees used in landscaping.   

(D) The development plan submitted for review shall show the location and 

building elevations with exterior building materials, size, and general 

footprint of all dwelling units and other main buildings and amenities.  

(E) The development plan submitted for review shall include landscaping, 

fencing, and other improvement plans for common or open spaces, with 

the landscaping designed in accordance with an approved theme to 

provide unity and aesthetics to the project. The plan shall include all 

special features, such as ponds, fountains, signs, walking paths, inviting 

entryways, etc., together with a landscape planting plan. Open Common 

space and recreational areas should be the focal point for the overall 

design of the development, with various community facilities grouped in 

places well related to the common open spaces and easily accessible to 

pedestrians.  



(F) The proposed development shall show it will not be detrimental to the 

health, safety, or general welfare of persons residing adjacent to the 

proposed development.  

(G) A planned residential community shall be of sufficient size, 

composition, and arrangement to enable its feasible development as a 

complete unit, managed by a legally established owners’ association and 

governed by enforceable, duly recorded CC&Rs. [Ord. 12-01 § 1; Ord. 11-

04 § 6; Ord. 11-02 § 1 (Exh. A); Ord. 08-07 § 1 (Exh. A); Ord. 06-27; Ord. 

06-17; Code 1971 § 10-15-050.]  

10.75.060 Design standards.  

The Land Use Authority shall approve the required common building 

theme. The design shall show detail in the unification of exterior 

architectural style, building materials, and color and size of each unit; 

however, the intent is not to have the design so dominant that all units are 

identical. Residential dwellings shall comply with SCC 10.30.020. [Ord. 12-

01 § 1; Ord. 11-04 § 6; Ord. 11-02 § 1 (Exh. A); Ord. 08-07 § 1 (Exh. A); 

Ord. 06-27; Ord. 06-17; Code 1971 § 10-15-060.]  

10.75.070 Street design.  

The Land Use Authority may approve an alternative street design so long 

as it maintains the City’s minimum rights-of-way. The developer shall 

dedicate all street rights-of-way to the City. [Ord. 12-01 § 1; Ord. 11-04 § 6; 

Ord. 11-02 § 1 (Exh. A); Ord. 08-07 § 1 (Exh. A); Ord. 06-27; Ord. 06-17; 

Code 1971  § 10-15-070.]  

10.75.080 Off-street parking and loading.  

For multi-unit developments; one additional off-street parking space shall 

be provided for each unit of four dwellings. Off-street parking and loading 

shall be as specified in Chapter 10.40 SCC; provided, however, that the 

City may limit or eliminate street parking or other use of City rights-of-way 

through the employment of limited or alternative street designs. [Ord. 12-

01 § 1; Ord. 11-04 § 6; Ord. 11-02 § 1 (Exh. A); Ord. 08-07 § 1 (Exh. A); 

Ord. 06-27; Ord. 06-17; amended 1991; Code 1971 § 10-15-080.]  



10.75.090 Signs.  

The signs permitted in this zone shall be those allowed in residential zones 

by Chapter 10.45 SCC. [Ord. 12-01 § 1; Ord. 11-04 § 6; Ord. 11-02 § 1 

(Exh. A); Ord. 08-07 § 1 (Exh. A); Ord. 06-27; Ord. 06-17; amended 1991; 

Code 1971 § 10-15-090.]  

 

 



Chapter 10.10 
DEFINITIONS 

 

10.10.040 Definitions.  
“Common space” means land area within a development not individually owned 
or dedicated for public use, for which its design and intended use as an amenity 
shall be for the direct benefit of the residents in such development. Common 
space may be either natural or functional as a designed element of a 
development that has a functionally described and planned benefit. Examples 
include landscaped areas that provide visual relief, shade, screening, buffering, 
or another environmental amenity and nature trails, exercise trails, and facilities, 
e.g., swimming pools, tennis courts, club houses, pavilions, and golf courses.  

 
“Common Space” means land area with an amenity whose dedicated purpose is 
shared equally by all the residents of that community or the public.  
 
 “Open space” means any area of land characterized by openness that provides 
for that portion of the human environment, through dedication to preservation of 
said openness, in order to enhance urban, suburban, or rural areas, and provide 
important physical, recreational, conservation, aesthetic, or economic value or 
assets.  
 
(1) “Functional open space” means any area of land improved and dedicated for 
public or private use and designed as an amenity for the benefit of the residents 
of a development or citizens of the City. Examples include landscaped aesthetic 
areas, City parks, playgrounds, and ball fields.  
 
(2) “Natural open space” means any area of land, essentially unimproved and not 
occupied by structures or manmade impervious surfaces, dedicated or reserved 
in perpetuity for public or private enjoyment as a preservation of open area.  
 
(3) “Cluster subdivision open space” means open space, either natural or 
functional, provided to compensate for the lot size reductions from minimum lot 
size requirements or increases in overall gross density.  
 
 (4) “Public open space” means open space owned by a public agency, such as 
the City of Syracuse, and maintained by such agency for the use and enjoyment 
of the general public. 
 
 “Open Space” means any area of land without human-built structures; such as 
parks, recreational and natural areas or land not occupied by buildings. Open 
space does not include curb and gutter, driveways and roadways. 
 
 ADD: 
“Gross Acreage” means the total land being developed 



 
 

SYRACUSE CITY      
Syracuse City Council Regular Meeting Agenda  
April 14, 2015, 2015 – 7:00 p.m. 

City Council Chambers 
Municipal Building, 1979 W. 1900 S. 

 
1. Meeting called to order 

Invocation or thought 
Pledge of Allegiance  
Adopt agenda 
 

2. Presentation of the Syracuse City and Wendy’s “Award for Excellence” to Cade Pies and Jenna Saunders. 
 

3. Approval of Minutes:   
a. Work Session of March 10, 2015 
b. Regular Meeting of March 10, 2015 
c. Work Session of March 24, 2015 
d. Special Meeting of March 24, 2015 

 

4. Public Comment: This is an opportunity to address the Council regarding your concerns or ideas.  Please limit 
your comments to three minutes. 
 

5. Recognition:  
a. National Volunteers Week – Recognition of Police Department Volunteers. 
b. Recognize Fire Fighters who have completed specialized training courses.  

 
6. Authorize administration to write-off outstanding utility accounts due to bankruptcy, bad debt, or low income. 

 
7. Final Subdivision Plan, Wilcox Meadows Phase 1(name changed from Wilcox Farms), Castle Creek, located 

at 1200 S 3000 W, R-2 Zone.  
 
8. Final Subdivision Plan, Steed Lake View Farm phase I, Lake View Farm I LLC, located at 700 S 3000 W, R-

2/R-3 Zone. 
 

9. Proposed Resolution 2015-12 adopting comprehensive edits to chapters 12-24 of the Personnel Policies and 
Procedures Manual. 

 
10. Authorize Administration to execute purchase and installation agreement for Community Center Backup 

Generator project.  
 

11. Councilmember Reports. 
 

12. Mayor Report. 
 

13. City Manager Report. 
 
14. Consideration of adjourning into Closed Executive Session pursuant to the provisions of Section 52-4-205 of 

the Open and Public Meetings Law for the purpose of discussing the character, professional competence, or 
physical or mental health of an individual; pending or reasonably imminent litigation; or the purchase, 
exchange, or lease of real property (roll call vote).  

 
15. Adjourn. 

~~~~~ 
In compliance with the Americans Disabilities Act, persons needing auxiliary communicative aids and services for this meeting should contact the City Offices at 
801-825-1477 at least 48 hours in advance of the meeting. 

CERTIFICATE OF POSTING 

The undersigned, duly appointed City Recorder, does hereby certify that the above notice and agenda was posted within the Syracuse City limits on this 9th day 
of April, 2015 at Syracuse City Hall on the City Hall Notice Board and at http://www.syracuseut.com/.  A copy was also provided to the Standard-Examine on 
April 9, 2015. 
 
  CASSIE Z. BROWN, CMC 
  SYRACUSE CITY RECORDER 

http://www.syracuseut.com/


  
 

Agenda Item #2 Presentation of the Syracuse City and Wendy’s “Award 

for Excellence” to Cade Pies and Jenna Saunders. 
 

 

Factual Summation  

 Any questions regarding this item can be directed at CED staff.  Please see the attached 

memos regarding the Award recipients for April 2015.   
 
 

Recommendation 

The Community & Economic Development Department hereby recommends that the 

Mayor and City Council present the “Syracuse City & Wendy’s Award for Excellence” to Cade 

Pies and Jenna Saunders. 

COUNCIL AGENDA 
April 14, 2015 



Cade Pies 

Syracuse Junior High hereby nominates Cade Pies for the Syracuse City Excellence Award.  Cade is a 9th grade student and 

has been one of the most valuable and successful Seahawks during his time at Syracuse Jr.  He has been and is currently an 

elected school officer and has always had a great attitude and work ethic.  He has also participated on the sports teams and is 

currently the manager for the wrestling team.  He is always aware of what needs to be done and steps in and works with 

enthusiasm and dedication.  Cade is a person of high moral quality and a credit to the school and city. 

 

Jenna Saunders 

Jenna is a bright, happy and smart young lady. She takes responsibility for her learning and is disciplined in understanding 

concepts in class, even though they may be difficult. Jenna is a great example to her peers and assists in any way she can. She 

is not afraid to ask questions or get help, which shows Jenna's maturity and motivation to be an excellent student and person. 

She is respectful of those around her and is always striving to be the best person she can be and that person is pretty great!  

She has been successful in her three years at Syracuse Jr. and will be a great success in the future.  We are lucky to be able to 

associate with a wonderful young woman such as Jenna.   

 



  
 

Agenda Item #3 Approval of Minutes. 

 
Factual Summation  

 Please see the draft minutes of the following meeting(s): 

a. Work Session Meeting of March 10, 2015. 

b. Business Meeting of March 10, 2015. 

c. Work Session of March 24, 2015. 

d. Special Meeting of March 24, 2015. 

 

 Any question regarding this agenda item may be directed at Cassie Brown, City 

Recorder. 

 

 

COUNCIL AGENDA 
April 14, 2015 



1 

Minutes of the Syracuse City Council Work Session Meeting, March 10, 2015 1 
   2 

Minutes of the Work Session meeting of the Syracuse City Council held on March 10, 2015, at 6:00 p.m., in the 3 
Council Work Session Room, 1979 West 1900 South, Syracuse City, Davis County, Utah. 4 
 5 

Present:  Councilmembers: Brian Duncan 6 
     Mike Gailey  7 
     Craig A. Johnson  8 
     Karianne Lisonbee  9 
     Douglas Peterson 10 
        11 
  Mayor Terry Palmer 12 

City Manager Brody Bovero 13 
  City Recorder Cassie Z. Brown 14 
 15 
City Employees Present: 16 
  City Attorney Clint Drake 17 

Finance Director Steve Marshall 18 
Public Works Director Robert Whiteley 19 

  Fire Chief Eric Froerer 20 
  Police Chief Garret Atkin 21 
  Planner Jenny Schow 22 
  Planner Noah Steele 23 
   24 
   25 
The purpose of the Work Session was to review the agenda for the business meeting to begin at 7:00 p.m.; review 26 

agenda item 13: Service Contract for General Management and Operational Performance Study; review the following items 27 

forwarded by the Planning Commission: Preliminary Subdivision Plan, Monterey Estates Phase 6 & 7, located at 28 

approximately 1500 W 700 S, R-3 Zone; Preliminary Subdivision Approval, Steeds Lakeview Farms, Lakeview Farm I LLC, 29 

located at approximately 3000 W 700 S, R-2 & R-3 Zone; Final Subdivision Approval, Still Water Lake Estates Phase 1-3, 30 

NACO Development Inc., located at approximately 1500 W Gentile, R-1 Cluster Zone; Proposed Ordinance 15-04, Code 31 

Amendment, Title 10-30-060 pertaining to fencing regulations; Proposed Ordinance 15-05 Code Amendment, Title 10-28 32 

pertaining to the Architectural Review Committee; recommendation on the Shared Solution Proposal; and discuss Council 33 

business. 34 

 35 

2:13:03 AM  36 

Agenda review 37 

 Mayor Palmer briefly reviewed the agenda for the business meeting to begin at 7:00 p.m.   38 

 Councilmember Gailey reported former City Administrator, Michael Moyes, has been hospitalized in Germany with 39 

severe medical issues.   40 

DRAFT 

ftr://?location=&quot;MAR&nbsp;10&nbsp;&nbsp;1255AM-001&quot;?date=&quot;10-Mar-2015&quot;?position=&quot;02:13:03&quot;?Data=&quot;b96577b2&quot;


City Council Work Session 

March 10, 2015 

 

 2 

 

 

 City Recorder Brown reported Councilmember Gailey contacted her today to make a few minor corrections to the 1 

minutes; she noted she has made those corrections and the Council can proceed with approval during the business meeting.  2 

 3 

2:14:24 AM  4 

Review agenda item 13: Service Contract for General 5 

Management and Operational Performance Study 6 

 A staff memo from the City Manager explained the City received four proposals for the General Management and 7 

Operational Performance Study RFP. The subcommittee appointed by the Council has narrowed the candidates to two firms.  8 

Those firms are Municipal Solutions, LLC and Tanner, LLC. At the February Council Work Session, the Council asked staff 9 

to send the finalists’ proposals to the entire Council with the intent that the Council members will review each proposal in 10 

preparation for a contract award on March 10, 2015. Since this is a service contract, price is important but not the only 11 

determining factor as the case may be when purchasing a piece of equipment or other good that has identical specifications 12 

across multiple vendors. Attached for your review are the proposals from Municipal Solutions, LLC and Tanner, LLC. 13 

Pricing for the two proposals are as follows: 14 

o Municipal Solutions, LLC  $44,980 - $51,120 depending on options 15 

o Tanner, LLC   $44,000 16 

Pursuant to the decision made by the Council on March 10, Administration will execute a service agreement with 17 

the chosen firm based on the proposed scope of work. 18 

2:14:38 AM  19 

 City Manager Bovero reviewed his staff memo.  The Council engaged in debate and discussion regarding which of 20 

the two consulting firms should be selected to perform the study.  Municipal Solutions has offered to facilitate a workshop 21 

type of meeting at the conclusion of the study to review their report in detail.  Councilmember Peterson stated Tanner, LLC 22 

has offered a similar service, but they did not indicate they would facilitate a workshop meeting.  General discussion 23 

continued regarding the scope of the agreement, with the Council ultimately concluding to continue discussion regarding the 24 

selection of a firm during the business meeting.  25 

2:24:11 AM  26 

ftr://?location=&quot;MAR&nbsp;10&nbsp;&nbsp;1255AM-001&quot;?date=&quot;10-Mar-2015&quot;?position=&quot;02:14:24&quot;?Data=&quot;8ba6f579&quot;
ftr://?location=&quot;MAR&nbsp;10&nbsp;&nbsp;1255AM-001&quot;?date=&quot;10-Mar-2015&quot;?position=&quot;02:14:38&quot;?Data=&quot;0a2c9964&quot;
ftr://?location=&quot;MAR&nbsp;10&nbsp;&nbsp;1255AM-001&quot;?date=&quot;10-Mar-2015&quot;?position=&quot;02:24:11&quot;?Data=&quot;4d72a515&quot;


City Council Work Session 

March 10, 2015 

 

 3 

 

 

 Councilmember Duncan indicated he is distantly related to the owner of Municipal Solutions, LLC and wondered if 1 

there is a conflict of interest if he participates in discussions regarding or votes on the contract.  City Attorney Drake stated 2 

given the fact that Councilmember Duncan has withdrawn from participating in the screening of proposals submitted in 3 

response to the City’s RFP, he should also withdraw from participating in discussions regarding the contract as well as voting 4 

on the contract award.  He stated that if Councilmember Duncan chooses to participate in discussions and voting, he should 5 

declare his relationship with the firm.   6 

 7 

2:25:14 AM  8 

Review items forwarded by the Planning Commission: 9 

Preliminary Subdivision Plan, Monterey Estates Phase 6 10 

& 7, located at approximately 1500 W 700 S, R-3 Zone. 11 

 A staff memo from the Community and Economic Development Department explained this request is for two 12 

additional phases to the Monterey Estates development.  Approval of this request will complete the subdivision north to the 13 

boundary of the new Syracuse Arts Academy.  City staff has no outstanding concerns with this request. The Planning 14 

Commission has forwarded a positive recommendation to the City Council for approval of the Preliminary Plan for Monterey 15 

Estates 6 and 7. 16 

2:25:28 AM  17 

 City Planner Schow summarized the staff memo.  There was a brief discussion regarding the density of the 18 

development, layout of the streets in the development, and the requirement to plant street trees.   19 

 20 

2:30:25 AM  21 

Review items forwarded by the Planning Commission: 22 

Preliminary Subdivision Approval, Steeds Lakeview 23 

Farms, Lakeview Farm I LLC, located at approximately 24 

3000 W 700 S, R-2 & R-3 Zone. 25 

ftr://?location=&quot;MAR&nbsp;10&nbsp;&nbsp;1255AM-001&quot;?date=&quot;10-Mar-2015&quot;?position=&quot;02:25:14&quot;?Data=&quot;956e3e19&quot;
ftr://?location=&quot;MAR&nbsp;10&nbsp;&nbsp;1255AM-001&quot;?date=&quot;10-Mar-2015&quot;?position=&quot;02:25:28&quot;?Data=&quot;592cf30f&quot;
ftr://?location=&quot;MAR&nbsp;10&nbsp;&nbsp;1255AM-001&quot;?date=&quot;10-Mar-2015&quot;?position=&quot;02:30:25&quot;?Data=&quot;d6caacf9&quot;


City Council Work Session 

March 10, 2015 

 

 4 

 

 

 A staff memo from the Community and Economic Development Department explained The Preliminary Plan for the 1 

Steed Lakeview Farm includes two zones, R-2 and R-3.  The R-3 zone was approved by the Planning Commission and City 2 

Council as a buffer to the anticipated West Davis Corridor that may run adjacent to the westerly boundary.  The subdivision 3 

proposes to develop in 5 phases.  The developer has worked with the city engineer to coordinate the road improvements that 4 

will be made along both 3000 W and 700 S.  The Planning Commission has forwarded a positive recommendation to the City 5 

Council for approval of the Preliminary Plan for Steeds Lakeview Farms. 6 

2:30:39 AM  7 

 City Planner Schow reviewed her staff memo.   8 

 9 

2:33:13 AM  10 

Review items forwarded by the Planning Commission: 11 

Final Subdivision Approval, Still Water Lake Estates 12 

Phase 1-3, NACO Development Inc., located at 13 

approximately 1500 W Gentile, R-1 Cluster Zone. 14 

 A staff memo from the Community and Economic Development Department explained this application is for final plan 15 

approval of the Still Water Lake Estates subdivision phase 1-3 located on 1500 W and Gentile.  The proposal consists of 2 ski 16 

lakes, 30 homes for the overall development, a walking trail and two private parks.  The development is 86.55 with a net density of 17 

2.78 DU/AC.  Please see staff reports for outstanding items. The Planning Commission has forwarded a positive recommendation 18 

to the City Council for approval of the Final Subdivision Plan for Still Water Lake Estates Phases one through three.  19 

2:33:29 AM  20 

City Planner Schow reviewed her staff memo.  Councilmember Lisonbee asked if this application only deals with 21 

property west of the canal around the ski lakes, to which Ms. Schow answered yes.  She noted the entire development has 22 

received preliminary approval and staff and the developer have now broken the development down into phases for final 23 

approval.  Councilmember Lisonbee stated that the higher density for the phases on the east side of the canal was approved 24 

based on the amount of open space on the west of the canal around the ski lakes and she wondered what would happen if 25 

homes are not built on the west of the canal and the ski lakes are not finished.  Ms. Schow stated work is underway on the ski 26 
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lakes and lots in that area have been pre-sold.  Mr. Bovero added that if development does not occur immediately the area 1 

would essentially be open space until a time that development resumes.   2 

 3 

2:38:54 AM  4 

Review items forwarded by the Planning Commission: 5 

Proposed Ordinance 15-04, Code Amendment, Title 10-6 

30-060 pertaining to fencing regulations. 7 

 A staff memo from the Community and Economic Development Department explained staff has made 8 

recommended amendments to Title Ten of the Syracuse City Code in accordance with the request from Ovation Homes dated 9 

December 15, 2014. The Planning Commission forwarded a positive recommendation to the City Council for approval of a 10 

code amendment pertaining to fencing regulations. 11 

2:39:45 AM  12 

City Planner Schow reviewed her staff memo.  She reviewed the current fencing regulations compared to the 13 

regulations proposed by the petitioner.  Discussion ensued regarding the petitioners recommendation, with the Council 14 

concluding it is difficult to visualize the implications of the recommendation.  They determined to table consideration of a 15 

portion of the petition until a time that staff can prepare renderings to illustrate how the changes would impact property 16 

owners in the City.   17 

 18 

2:53:53 AM  19 

Review items forwarded by the Planning Commission: 20 

Proposed Ordinance 15-05 Code Amendment, Title 10-28 21 

pertaining to the Architectural Review Committee. 22 

A staff memo from the Community and Economic Development Department explained all commercial and 23 

industrial buildings are currently required to meet design standards found in chapter 28 of title 10. The Architectural Review 24 

Committee (ARC) is a volunteer committee that reviews new commercial and industrial buildings for compliance with the 25 
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design standards found in chapter 28. The committee is proposing the following updates and changes to the standards. The 1 

proposal went before the Planning Commission on 2/17/15 and is now being forwarded with a recommendation of approval. 2 

The following is a summary of the changes: 3 

 Extend the design standards applicability to PRD and multifamily residential projects 4 

 Clarify the difference between the design standards and the design standard example guide 5 

 Clarify the allowed exterior materials requirements 6 

 Prohibit chain link fencing along public right-of-ways 7 

 Improve landscaping requirements 8 

 Define lighting fixture styles 9 

 Increased pedestrian, automobile, and bicycle safety 10 

2:54:06 AM  11 

City Planner Steele reviewed his staff memo. Planning Commissioner Ralph Vaughn added his support for the 12 

recommendation drafted by Mr. Steele with assistance of a Planning Commission sub-committee and noted he feels the 13 

architectural standards being recommended will be among the best in the State.   14 

2:58:25 AM  15 

 Council discussion then centered on building materials included in the recommendation, with the Council ultimately 16 

concluding to  17 

 18 

3:05:40 AM  19 

Review items forwarded by the Planning Commission: 20 

Recommendation on the Shared Solution Proposal. 21 

 A staff memo from the Community and Economic Development Department explained the Shared Solution 22 

Coalition has approached Davis County municipalities with an alternative proposal to the West Davis Corridor Highway.  23 

The Utah Department of Transportation has asked these Cities to determine if the Shared Solution land use assumptions are 24 

reasonable and feasible for Syracuse City.   If the cities indicate that the Shared Solution land use assumptions are feasible 25 

and reasonable, UDOT will run additional tests to see if the other assumptions made by Shared Solutions are also feasible 26 
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and reasonable.  If the Shared Solutions alternative passes the additional testing, it would become Scenario #47.  If UDOT 1 

then indicates that #47 would become the preferred alternative, UDOT will be returning to the cities requiring them to amend 2 

their land uses to reflect the Shared Solutions alternative before the final determination can be made on the selection of the 3 

preferred scenario and final decision. The current objective is to determine if the Shared Solution land use assumptions are 4 

reasonable and feasible for Syracuse City through resolution at the March 10, 2015 City Council Meeting.   The Syracuse 5 

City Planning Commission voted unanimously during their February 17, 2015 regular meeting to recommend denial to the 6 

City Council for the Shared Solution land use proposal and have determined that it is not reasonable and feasible for Syracuse 7 

City. 8 

3:05:40 AM  9 

 City Manager Bovero indicated he sent a draft version of the City’s response to UDOT regarding the Shared 10 

Solution proposal to the Council today via email and he facilitated a brief discussion about the implications of the letter.  11 

Councilmember Peterson indicated he felt the letter reflected the concerns that the Council expressed during earlier 12 

discussions regarding the Shared Solution proposal.   13 

 14 

3:07:02 AM  15 

Council business 16 

The Council briefly discussed the agenda for the upcoming Utah League of Cities and Towns (ULCT) conference to 17 

be held in St. George.  Councilmember Peterson indicated he would like to attend.  Mayor Palmer and Councilmember 18 

Lisonbee indicated they are considering attending as well.   19 

 20 

 21 

The meeting adjourned at 7:00 p.m. 22 

 23 

______________________________   __________________________________ 24 
Terry Palmer      Cassie Z. Brown, CMC 25 
Mayor                                  City Recorder 26 
 27 
Date approved: _________________ 28 
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1 

Minutes of the Syracuse City Council Regular Meeting, March 10, 2015.  1 
   2 

Minutes of the Regular meeting of the Syracuse City Council held on March 10, 2015, at 7:11 p.m., in the Council 3 
Chambers, 1979 West 1900 South, Syracuse City, Davis County, Utah. 4 
 5 

Present:  Councilmembers: Brian Duncan 6 
     Mike Gailey 7 
     Craig A. Johnson 8 
     Karianne Lisonbee 9 
     Douglas Peterson 10 
        11 
  Mayor Terry Palmer 12 
  City Manager Brody Bovero 13 
  City Recorder Cassie Z. Brown 14 
 15 
City Employees Present: 16 
  City Attorney Clint Drake 17 

Finance Director Steve Marshall 18 
Public Works Director Robert Whiteley 19 

  Fire Chief Eric Froerer 20 
  Police Chief Garret Atkin 21 
  Planner Jenny Schow 22 
  Planner Noah Steele 23 

 24 

1.  Meeting Called to Order/Adopt Agenda 25 

Mayor Palmer called the meeting to order at 7:11 p.m. as a regularly scheduled meeting, with notice of time, place, 26 

and agenda provided 24 hours in advance to the newspaper and each Councilmember.  Councilmember Lisonbee provided an 27 

invocation. Councilmember Johnson then led all present in the Pledge of Allegiance.   28 

7:13:15 PM  29 

 COUNCILMEMBER GAILEY MOVED TO ADOPT THE AGENDA.  COUNCILMEMBER PETERSON 30 

SECONDED THE MOTION; ALL VOTED IN FAVOR.   31 

7:13:45 PM  32 

 Councilmember Gailey then reported that former City Administrator, Michael Moyes, who is known to many 33 

Syracuse residents, is serving an LDS mission in Germany and he was hospitalized this afternoon with undisclosed medical 34 

issues.   35 

 36 

7:14:21 PM  37 

2. Presentation of the Syracuse City and Wendy’s “Award for Excellence”  38 

To Tyler Fralick and Caleb Hill. 39 

DRAFT 
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The City wishes to recognize citizens who strive for excellence in athletics, academics, arts and/or community 1 

service. To that end, in an effort to recognize students and individuals residing in the City, the Community and Economic 2 

Development, in conjunction with Jeff Gibson, present the recipients for the “Syracuse City & Wendy’s Award for 3 

Excellence”.  This monthly award recognizes the outstanding performance of a male and female who excel in athletics, 4 

academics, arts, and/or community service.  The monthly award recipients will each receive a certificate and be recognized at 5 

a City Council meeting; have their photograph placed at City Hall and the Community Center; be written about in the City 6 

Newsletter, City’s Facebook and Twitter Feed, and City’s website; be featured on the Wendy’s product television; and 7 

receive a $10 gift certificate to Wendy’s.   8 

Mayor Palmer noted both teens receiving the award for March 2015 were nominated by Syracuse High School.   9 

Tyler Fralick & Caleb Hill 10 

Syracuse High School nominates Tyler Fralick and Caleb Hill as the students of the month of March. Tyler and 11 

Caleb are very ambitious and hard working.  They are self-motivated, respectful, and industrious.  Speaking with 12 

Mr. Burbank, their auto teacher, he said that they always pay attention to detail, they take pride in their work, and 13 

will always clean up after they have finished a project without being asked. He can ask them to do anything and 14 

knows it will be done and done well. While in high school, they completed the Auto 1, Auto 2, and Auto 3 classes, 15 

earning college credit.  In addition, to completing the automotive pathway at Syracuse High School, they also 16 

completed their Diesel/Heavy Duty Technology certifications at the Davis Area Technological College, graduating 17 

from the DATC. During their summers both Tyler and Caleb have worked at Camp Loll serving as scout leaders, 18 

teaching and training younger scouts in outdoor survival skills. Both Tyler and Caleb plan on serving mission for the 19 

LDS church after graduating from Syracuse High School, and then return to pursue degrees in automotive and 20 

business. They want to open their own auto shop. On a personal note, they are two of the finest students that I have 21 

known since working at Syracuse High School. They are thoughtful, kind, and generous. On February 12, 2015 a 22 

High School automotive competition was held at Weber State University. It included High Schools from Utah, 23 

Idaho and Oregon. There were 12 stations at the competition which included all types of engine, electrical, heating, 24 

brakes, steering, and transmission repair.  There were 12 schools that participated and out of the 12, the Syracuse 25 

High School team, including Tyler Fralick and Caleb Hill and alternate Jeremy LaFleur finished first in the 26 

competition. As an award, the winning school’s automotive department received a 2006 Buick Lucerne to tear apart. 27 
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Both Fralick and Hill each received a $1,500 scholarship to WSU’s automotive program, along with a tool cart and 1 

various tools. Congratulations to Tyler and Caleb for all your hard work and for being the fine responsible young 2 

men you are! 3 

 4 

7:18:16 PM  5 

3.  Approval of Minutes: 6 

The following minutes were reviewed by the City Council: Special Meeting, Work Session, and Regular Meeting of 7 

February 10, 2015 and the Work Session and Special Meeting of February 24, 2015. 8 

7:18:43 PM  9 

 COUNCILMEMBER LISONBEE MADE A MOTION TO APPROVE THE MINUTES LISTED ON THE 10 

AGENDA, AS AMENDED.  COUNCILMEMBER PETERSON SECONDED THE MOTION; ALL VOTED IN FAVOR.   11 

 12 

7:19:10 PM   13 

4.  Public Comments 14 

7:19:39 PM  15 

 TJ Jensen expressed his concerns regarding utility work in the area of Gentile Street and 1000 West and he noted 16 

that Century Link should be held responsible for the damages they have caused in that area.  He then applauded the Council 17 

on their efforts in responding to the Utah Department of Transportation (UDOT) regarding the shared solution proposal; his 18 

only concern is that the Council’s response was not included in the Council packet for tonight’s meeting and the public has 19 

not been given the opportunity to review it.  He noted that if documentation regarding an item is not available to include in a 20 

Council packet, that item should be delayed until the next Council meeting.  He then noted that he is very passionate about 21 

the West Davis Corridor and knows that many residents would appreciate any efforts that can be made to make the shared 22 

solution a viable option; he asked the Council to convey to UDOT that the City wants some form of the shared solution, just 23 

not necessarily the shared solution that they have proposed.   24 

7:22:23 PM  25 
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 Mike McBride disagreed with Mr. Jensen on his comments regarding the shared solution as he feels the West Davis 1 

Corridor proposal is the best solution for the City; the City needs transportation moving north and south in the form of a 2 

highway.  He does not believe the shared solution concepts would be marketable because he does not believe anyone would 3 

be desirous of purchasing high density housing in the middle of the City.  4 

7:23:34 PM  5 

 Craig Anderson offered his support for building additional parks in the City; he has coached multiple teams in the 6 

City for several years and the coaches of different sports are constantly fighting for field space.  Soccer teams are currently 7 

forced to use field space in West Point and he would prefer that the City use funding to identify additional park space to keep 8 

the residents in the City.  He is supportive of retiring debt, but the debt that the Council is considering retiring is low cost 9 

while the cost of land will only continue to increase.     10 

   11 

7:25:28 PM  12 

5.  Public Hearing – Proposed Resolution R15-10 amending the budget 13 

for the fiscal year ending June 30, 2015.  14 

A staff memo from the Finance Director explained that in the last City Council meeting, we discussed different 15 

options on how to use the $500,000 in excess fund balance.  It was decided to use that money to pay off the 2005 sales tax 16 

bond.  This budget opening shows that transfer of $500,000 to the park impact fee fund and also proposes that we use an 17 

additional $335,000 from the park impact fee fund to pay off the remaining principal of $835,000 on the 2005 sales tax bond.  18 

This will save the City a total of $108,875 in interest by paying the bond off early.  This will still leave $1,645,000 in our 19 

fund balance in the general fund which is estimated to be 16.7% of FY2015 revenues.  This keeps us in compliance with our 20 

fund balance policy.   In addition to the discussion on paying off the 2005 sales tax bond, there was a discussion about 21 

funding current park deficiencies.  We currently have $220,025 in park improvements in the FY2015 budget.  They include: 22 

 Tuscany Meadows - Playground & Picnic Shelters - $35,000 23 

 SR-193 Trail Installation - $15,250 24 

 Centennial Park Restroom w/ pump room for future splash pad - $170,000 25 

With paying off the bond and finishing the projects listed above, our projected ending balance in the park impact fee 26 

fund will be $1,933,242.  This figure is slightly less than the $1,960,461 in proceeds we received from the sale of Jensen Park 27 
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land.  We want to reserve that money to go to a future regional park. In looking at the future FY2016 budget, I am estimating 1 

the following items: 2 

 Impact Fee Revenue - $440,000 (estimated 200 new homes in FY2016) 3 

 Interest Earnings - $9,000 4 

 Total Revenue - $449,000 5 

 6 

 Reserve in fund:  - $27,219 ($1,960,461 - $1,933,242) 7 

 8 

 Money Available for projects in FY2016: $421,781 9 

Park Funding Options could include: 10 

o Regional Park – reserve impact fees for future park 11 

o Rock Creek Improvements - $212,000 12 

o Centennial Park Pavilion - $125,000 13 

o Rock Creek Bathroom - $60,000 to $100,000 14 

o Jensen Park Camping Area - $20,000 15 

o Dog Park Fence - $10,000 16 

o Tuscany Park landscaping - $50,000 rough estimate based on volunteer work 17 

o Tuscany Park Pavilion - $45,000 18 

o Tuscany Park Bathroom - $75,000 to $100,000 19 

This list is not all inclusive.  These costs are rough estimates and could vary based on actual engineering design and 20 

construction. In addition to the fund balance discussion, I had two other proposed changes in the budget opening.  They 21 

include: 22 

o An increase in expense of $2,350 in the public safety impact fee fund for our update that we did for the 23 

public safety impact fee plans.    24 

o An increase of $24,000 in the garbage utility fund for purchase of garbage cans.  We have used our 25 

inventory of cans with all of the new homes being constructed.  This will buy 456 new black garbage 26 

cans. 27 
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7:25:36 PM  1 

 Mr. Marshall reviewed his staff memo. 2 

7:33:02 PM  3 

 Mayor Palmer briefly made comments regarding the proposed budget opening, indicating that he was initially 4 

supportive of dedicating surplus funds towards a regional park project; three Councilmembers have offered an alternate 5 

option for using those funds, which was to pay off bond debt.  He was disappointed that an item was added to a business 6 

agenda for a vote to support paying off debt because he was out of town and not able to attend that business meeting.  The 7 

item was tabled and he was given the opportunity to present his argument for the regional park funding during a subsequent 8 

work session, but it was clear that some members of the Council were not willing to listen to his suggestion.  It is disturbing 9 

to him that the Council was not able to have an open discussion about his ideas as he feels a regional park project will require 10 

vision and planning.  He stated that any Councilmember that says they are supportive of a regional park, but is supportive of 11 

taking away $835,000 in funding that could be used for the project is being disingenuous.  He would prefer that the money be 12 

used to improve existing parks and develop a regional park.   13 

7:38:18 PM  14 

Mayor Palmer opened the public hearing. 15 

7:38:26 PM  16 

Mike Norton stated he knows this is a difficult decision, but he can appreciate the Mayor’s position; when he moved 17 

here 15 years ago there were very few park facilities and the City actually had a ballot question regarding whether the 18 

citizenry would financially support a regional park bond.  The bond was voted down at that time and, in hindsight, he feels 19 

that was a big loss and mistake for the City given the growth and vision of the City.  He stated he is a soccer coach and he 20 

reiterated the importance of having home facilities available for the programs ran in Syracuse City.  He referenced other 21 

cities that have excellent regional parks to accommodate all programs and stated he highly recommends the regional park 22 

opportunity that is in front of the Council at this time.   23 

7:41:02 PM  24 

Mike McBride stated he appreciates the Mayors comments and he appreciates the fact that this is a tough choice 25 

between two good things.  He provided a brief history of the development of the Glenn Eagle Golf Course and noted that if 26 
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land had not been purchased at the time it was purchased it would not have been possible because land costs only continued 1 

to escalate.  The same will be true for park space and the time to purchase land is now; the money the City will save in 2 

interest by paying off the bond will be pennies in comparison to the amount that will be spent on park space and the revenues 3 

that will be generated by the park.  He encouraged the Council to put the funding towards a regional park.  4 

7:42:57 PM  5 

 Karen Doman stated she has lived here for about 11 years; she remembers a conceptual drawing being presented for 6 

a regional soccer park, but it was never built.  She stated the City’s AYSO soccer participation very high as is participation in 7 

competition and private leagues, but there is not sufficient space to accommodate them.  She stated many of the kids must 8 

travel to other cities to participate in their sport and she requested that the Council consider setting aside funding to be used 9 

for a regional park.   10 

7:44:13 PM  11 

 Brandon Crabtree spoke in favor of setting aside funding for a sports park; he understands this budget decision is not 12 

a yes or no vote on the park.  He appreciates the conservatism of the Council and noted fiscal conservativeness is very 13 

important, but the City has been talking about building a park for over 10 years.  He stated most of the AYSO soccer games 14 

are played in West Point because Syracuse cannot accommodate the number of teams and players from the City.  He stated 15 

he feels if the decision is not made now to work on a park, it also will not be made in five years.  He discussed the problems 16 

with using school space for City sports programs and focused on the difficulty in maintaining the fields.  He stated that 17 

saving $20,000 per year for the next five years is not as important as the park would be for the community.  He noted the cost 18 

of land will only increase and he asked the Council to understand how important the park is to the community and all citizens 19 

across all political spectrums.  He stated that as a conservative constituent he supports the concept of a park.   20 

7:48:00 PM  21 

 April Anderson stated she is an AYSO volunteer living in Syracuse City and she stated the park is very important to 22 

the community.  She aids in coordinating a soccer tournament in Syracuse City each summer and one of the goals of the 23 

tournament is to support local businesses and the community.  She stated she is aware of many residents that support the 24 

concept of a regional park.   25 

7:48:35 PM  26 
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 TJ Jensen stated the City does have close to $2 million for park land purchase, but that will not cover the cost of 1 

improving the land.  He stated there are residents that have been waiting for a long time for a park, since 2005 when the City 2 

purchased 60 acres for a park, and they would like to see something done.  Due to the West Davis Corridor proposal cutting 3 

the Jensen Park land in half, the park ground was sold.  He is aware the City has discussed the option of building soccer parks 4 

behind the Fire Station and it would be good to begin work on that project.  He added it is admirable to save money by 5 

paying off debt early, but he would hate to see the Council rush to judgment when the Mayor has indicated he has a plan for 6 

funding the regional park at this time.   7 

7:51:24 PM  8 

 Ralph Vaughn thanked Mr. Marshall for the clear summary report of the budget opening.  He then stated that many 9 

people have different opinions of how the surplus funds should be spent and in this particular case he trusts in the wisdom of 10 

the City Council and will support how they vote on this issue.  He quoted Winston Churchill who said: “You have enemies? 11 

Good. That means at some time, somewhere you stood up for something.” 12 

7:52:24 PM  13 

 George Hill stated that last year there was a tournament in Syracuse for competitive soccer and it drew over 40 14 

teams to the City, but the teams were forced to go to several different locations rather than being hosted at one regional park.  15 

He noted the City will only continue to grow and it will be necessary to build parks to accommodate the additional children 16 

that will come to the City as a result of continued residential development.  He stated he understands the desire to reduce the 17 

City’s debt, but when considering that the amount spent on the increased value of land in five years will be considerably 18 

more than the amount of money saved by paying off debt, it is better to dedicate the money to the regional park at this time.   19 

7:54:13 PM  20 

There being no additional persons appearing to be heard, Mayor Palmer closed the public hearing. 21 

7:54:18 PM  22 

 COUNCILMEMBER PETERSON MADE A MOTION TO ADOPT PROPOSED RESOLUTION R15-10 WITH 23 

THE FOLLOWING AMENDMENT: 24 

 DEDICATING THE $500,000 OF SURPLUS FUNDING TO A REGIONAL PARK. 25 

COUNCILMEMBER GAILEY SECONDED THE MOTION. 26 
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7:55:36 PM  1 

 Discussion regarding Councilmember Peterson’s motion ensued, with Councilmember Lisonbee asking for hard 2 

numbers regarding the cost of the land for the regional park and construction of the actual park.  Mayor Palmer stated that he 3 

believes the City can purchase property for $50,000 per acre and a 60 acre property purchase would equal $3 million.  It 4 

could cost anywhere between $6 and $8 million to construct the park.  He stated he has presented information the Council in 5 

a closed session to explain how he believes the City can come up with $7 million for the project.  Councilmember Lisonbee 6 

stated some of those options for coming up with funding are less viable than others.  She asked if the cost per acre to develop 7 

the property is $135,000, to which City Manager Bovero answered yes, depending upon the level of service.  Councilmember 8 

Lisonbee stated that would equal $8.1 million to develop all 60 acres; adding the land acquisition costs equals over $11 9 

million for the project.  Mayor Palmer stated he feels it could be completed for less than that and Councilmember Peterson 10 

agreed.  Councilmember Lisonbee inquired as to the City’s total budget.  Mr. Marshall stated the general fund budget is $9.2 11 

million and the total budget across all funds is approximately $25 million.  Councilmember Lisonbee asked if it is true that 60 12 

to 70 percent of the general fund budget is dedicated to wages, to which Mr. Marshall answered yes.  Councilmember 13 

Lisonbee stated she estimates the City has approximately $1 million annually to be used as discretionary funds.  Mr. Marshall 14 

stated that is a fair estimate.  Councilmember Lisonbee stated $2 million has been set aside to purchase park land for a 15 

regional park, but even if it were possible to purchase land and construct the park for $8 million, it would take six years to 16 

build the park if all discretionary funds are dedicated to the park.  She stated this means that no additional money would be 17 

dedicated to roads or other park improvements.  Mr. Bovero stated the only variable is the increased impact fee revenue 18 

associated with new growth.  Councilmember Lisonbee stated that may mean the park could be built in five years if all other 19 

needs of the City were neglected.  She then led a discussion regarding the scope of a park project, clarifying that it is her 20 

understanding that soccer parks would not be the first thing built at a regional park.  She stated she understands that people 21 

are upset that a regional park project has been delayed for 10 years, but it is important to understand the amount of debt the 22 

City has and must service annually; 14 percent of the City’s annual budget is dedicated to debt service.  She stated she feels 23 

there are other options, specifically options to acquire land for the project at a lesser cost.  She concluded that $500,000 in an 24 

$8 million project cost is not a ‘deal-breaker’ for the project.  Councilmember Peterson stated he understands Councilmember 25 

Lisonbee’s concerns and he is not saying the loss of the $500,000 is a ‘deal-breaker’ for the project, but he feels it is the first 26 

drop in the bucket that signals the City is committed to the regional park project.   27 
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8:05:26 PM  1 

 Councilmember Duncan stated that when the debt is paid off as proposed by the Council, annual debt service funds 2 

can be dedicated to the regional park project and there will be a net positive gain in the park impact fee fund.  He then added 3 

that his children are involved in sports and music and they travel out of the City far more for music than sports; 4 

disproportionally, the City spends far more on sports than on any other activity for children and he wondered if it would be 5 

appropriate to fund a recital hall in the City.  He concluded that the Council is not proposing something that will be a 6 

detriment to the parks funds of the City.  If the money is not used to pay down debt, future Councils will be forced to 7 

consider raising secondary water rates because the fund will continue to operate at a deficit.  Councilmember Lisonbee 8 

clarified that the park impact fee fund also provides money for debt service.  9 

8:11:35 PM  10 

 Councilmember Johnson stated that paying off the debt early will create more flexibility for the City because it will 11 

free up a lot of money that can be used for other things in the City.  He stated the Council must look at what is best for the 12 

City as a whole rather than ‘putting all eggs in one basket’.  He feels paying off the bond will provide the Council and 13 

Administration the ability to be more well-rounded in funding the needs of the City.  14 

8:13:59 PM  15 

 Mayor Palmer stated reducing the funding available for the regional park by $835,000 will only reduce flexibility to 16 

fund the project.  He added that the amount of money spent on the annual bond payment, $135,000, is not even two percent 17 

of the City’s total budget.  He questioned how $835,000 could benefit the park project and noted it equates to development of  18 

five acres of park space, or five soccer fields.  He added that if the money were available it would be much easier to begin 19 

work on property acquisition and construction of a park.  He stated Councilmember Lisonbee indicated that 14 percent of the 20 

City’s budget is used for debt service, but he pointed out that a private individual typically dedicates 25 percent of their 21 

income for their mortgage.  He stated the City’s debt to income ratio is actually very low and reasonable.  Councilmember 22 

Lisonbee summarized the park funding proposal made by the Mayor during a recent work session meeting, and noted that it 23 

is essentially borrowing from other funds within the City rather than generating new monies or creating more savings.  She 24 

stated the discussion regarding the proposal was very lengthy and during the discussion Councilmember Peterson suggested 25 

that some of the $500,000 be dedicated to improvements to existing parks; she was open to that suggestion and even 26 

suggested paying off half of the outstanding debt for the Jensen Park bond and dedicating funding to immediate park needs.  27 

ftr://?location=&quot;City&nbsp;Council&nbsp;Business&nbsp;Meetin&quot;?date=&quot;10-Mar-2015&quot;?position=&quot;20:05:26&quot;?Data=&quot;7f2d4770&quot;
ftr://?location=&quot;City&nbsp;Council&nbsp;Business&nbsp;Meetin&quot;?date=&quot;10-Mar-2015&quot;?position=&quot;20:11:35&quot;?Data=&quot;348ad72e&quot;
ftr://?location=&quot;City&nbsp;Council&nbsp;Business&nbsp;Meetin&quot;?date=&quot;10-Mar-2015&quot;?position=&quot;20:13:59&quot;?Data=&quot;acf05bb6&quot;


City Council Regular Meeting 

March 10, 2015 

 

 11 

 

 

She stated Mayor Palmer did not accept that concept and instead suggested that the money be used to pay off debt rather than 1 

split between debt and immediate park needs.  She stated she is confused by the Mayor’s recommendation this evening.  2 

Discussion then centered on the City’s fund balance policy, after which Mayor Palmer responded to Councilmember 3 

Lisonbee’s comments regarding his suggestion that all $500,000 be dedicated to paying off debt rather than being split 4 

between debt and immediate park needs.  He stated he was fearful that the concept would lead to further depletion of the 5 

funding available to purchase new park space; he concluded that ultimately, he would prefer that the $500,000 stay in the 6 

City’s general fund to be used for the regional park project.   7 

8:24:52 PM  8 

 Discussion and debate of the two competing interests – debt payoff and regional park funding – continued among 9 

the Council and Mayor.   10 

8:35:01 PM  11 

 Councilmember Peterson withdrew his motion.  12 

8:35:17 PM  13 

 COUNCILMEMBER PETERSON MADE A MOTION TO ADOPT PROPOSED RESOLUTION R15-10 WITH 14 

THE FOLLOWING AMENDMENT: 15 

 DEDICATE $400,000 TO EARLY DEBT PAYOFF WITH THE INTENTION OF PAYING THE 16 

REMAINING $435,000 NEXT YEAR. 17 

 HE NOTED THIS WILL LEAVE THE $100,000 IN THE GENERAL FUND, $335,000 IN THE 18 

PARK IMPACT FEE FUND, AND OTHER MISCELLANEOUS MONIES TO PROVIDE 19 

FLEXIBILITY FOR PARK FUNDING THAT THE MAYOR IS SEEKING.   20 

 THE BOND WILL PAID OFF IN TWO YEARS WHILE BENEFITTING THE SECONDARY 21 

WATER FUND.   22 

COUNCILMEMBER LISONBEE SECONDED THE MOTION. 23 

8:37:05 PM  24 

 Councilmember Johnson stated he does not understand the motion and asked for clarification.  Councilmember 25 

Peterson stated it is the same concept discussed by the Council in the last work session meeting; $400,000 of the $500,000 in 26 
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surplus funding would be dedicated to debt service on the bond.  He stated this will provide for paying half of the outstanding 1 

amount of the bond off this year and the other half next year.  Discussion ensued, with Mr. Marshall noting that it may be 2 

more beneficial to dedicate the entire $500,000 to debt payoff at this time because if a minimal amount is dedicated to 3 

immediate park needs, it will not be possible to spend that amount until the summer after staff has had time to prepare a 4 

scope of work and receive bids for the project.  He stated it may be better to include $100,000 in the proposed FY2015-2016 5 

budget for immediate park needs.  The Council discussed this idea, with Councilmember Johnson noting it would be more 6 

appropriate to have these discussions during the upcoming budget retreat in the context of all budget requests.   7 

8:43:32 PM  8 

 Councilmember Lisonbee then provided the Council with information regarding proposed transportation funding 9 

legislation, which would require the City to continue spending the same amount of money that has been spent on roads in the 10 

last year in future years in order to be eligible for any of the funding generated by increased sales tax.  She stated that since 11 

Syracuse has been so diligent in funding roads to address deficiencies that exist in the City, the City would be punished by 12 

the legislation.  She has expressed her concerns and they were addressed by the legislature and the outcome is that if the sales 13 

tax is passed to generate additional transportation funding, the City could potentially use money that has been dedicated to 14 

roads for several years for other projects.  Mr. Marshall noted that over the past three years the City has spent $300,000 to 15 

$400,000 on road projects.  Councilmember Lisonbee concluded she is willing to compromise on this issue and she is also 16 

willing to wait to make a decision, but she wondered if that is actually necessary given Mr. Marshall’s recommendation to 17 

wait to dedicate funding to immediate park needs in the FY2016-2016 budget.   18 

8:49:16 PM  19 

 Councilmember Gailey inquired as to Mayor Palmer’s position after hearing the discussion that has taken place this 20 

evening.  Mayor Palmer stated if the $835,000 is going to be spent at this time, he would prefer that it be spent on debt payoff 21 

rather than splitting it between debt payoff and immediate park needs because doing so may result in the Council looking for 22 

additional funding sources in the next FY budget to pay off the remainder of the debt.   23 

8:50:09 PM  24 

 COUNCILMEMBER DUNCAN OFFERED A SUBSTITUTE MOTION TO ADOPT PROPOSED RESOLUTION 25 

R15-10 AS WRITTEN AMENDING THE BUDGET FOR THE FISCAL YEAR ENDING JUNE 30, 2015. 26 

COUNCILMEMBER JOHNSON SECONDED THE MOTION.  27 
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8:51:07 PM  1 

 Councilmember Duncan briefly explained the resolution as written would allow for the remaining balance of the 2 

Jensen Park bond to be paid off completely.  Mayor Palmer stated he disagrees with that decision, but he would prefer to pay 3 

off the entire amount now than coming up with additional funding in the next FY, which will cost more in interest charges.  4 

The Council and Mayor concluded they were pleased that they were able to have open dialogue and discussion regarding this 5 

issue.   6 

8:54:43 PM  7 

 Mayor Palmer stated there has been a motion and second to adopt the proposed resolution as written and he called 8 

for a vote; ALL VOTED IN FAVOR, WITH THE EXCEPTION OF COUNCILMEMBER PETERSON WHO VOTED IN 9 

OPPOSITION.    10 

 11 

8:55:15 PM  12 

6. Preliminary Subdivision Plan Approval, Monterey Estates Phases Six 13 

and Seven, located at approximately 1500 W. 700 S., R-3 Zone. 14 

 A staff memo from the Community and Economic Development Department explained this request is for two 15 

additional phases to the Monterey Estates development.  Approval of this request will complete the subdivision north to the 16 

boundary of the new Syracuse Arts Academy.  City staff has no outstanding concerns with this request. The Planning 17 

Commission has forwarded a positive recommendation to the City Council for approval of the Preliminary Plan for Monterey 18 

Estates Six and Seven. 19 

8:55:28 PM  20 

 COUNCILMEMBER DUNCAN MADE A MOTION TO GRANT PRELIMINARY SUBDIVISION PLAN 21 

APPROVAL FOR MONTEREY ESTATES PHASES SIX AND SEVEN, LOCATED AT APPROXIMATELY 1500 W. 22 

700 S., R-3 ZONE. COUNCILMEMBER LISONBEE SECONDED THE MOTION; ALL VOTED IN FAVOR. 23 

  24 

8:56:22 PM  25 

7. Preliminary Subdivision Approval, Steed Lakeview Farms, Lakeview 26 
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Farm, LLC, located at approximately 3000 W. 700 S. R-2 and R-3 Zone. 1 

A staff memo from the Community and Economic Development Department explained The Preliminary Plan for the 2 

Steed Lakeview Farm includes two zones, R-2 and R-3.  The R-3 zone was approved by the Planning Commission and City 3 

Council as a buffer to the anticipated West Davis Corridor that may run adjacent to the westerly boundary.  The subdivision 4 

proposes to develop in 5 phases.  The developer has worked with the city engineer to coordinate the road improvements that 5 

will be made along both 3000 W and 700 S.  The Planning Commission has forwarded a positive recommendation to the City 6 

Council for approval of the Preliminary Plan for Steeds Lakeview Farms. 7 

8:56:34 PM  8 

COUNCILMEMBER JOHNSON MADE A MOTION TO GRANT PRELIMINARY SUBDIVISION PLAN 9 

APPROVAL FOR STEED LAKEVIEW FARMS, LAKEVIEW FARM, LLC, LOCATED AT APPROXIMATELY 3000 W. 10 

00 S., R-2 AND R03 ZONING. COUNCILMEMBER LISONBEE SECONDED THE MOTION; ALL VOTED IN FAVOR.  11 

 12 

8:57:16 PM  13 

8.  Final Subdivision Approval, Still Water Lake Estates Phases One 14 

through Three, NACO Development Inc., located at approximately 1500 15 

W. Gentile Street, R-1 Cluster Zone. 16 

 A staff memo from the Community and Economic Development Department explained this application is for final 17 

plan approval of the Still Water Lake Estates subdivision phase 1-3 located on 1500 W and Gentile.  The proposal consists of 18 

2 ski lakes, 30 homes for the overall development, a walking trail and two private parks.  The development is 86.55 with a 19 

net density of 2.78 DU/AC.  Please see staff reports for outstanding items. The Planning Commission has forwarded a 20 

positive recommendation to the City Council for approval of the Final Subdivision Plan for Still Water Lake Estates Phases 21 

one through three. 22 

8:57:24 PM  23 

 COUNCILMEMBER DUNCAN MADE A MOTION TO GRANT FINAL SUBDIVISION PLAN APPROVAL 24 

FOR STILL WATER LAKE ESTATES PHASES ONE THROUGH THREE, NACO DEVELOPMENT INC., LOCATED 25 

AT APPROXIMATELY 1500 W. GENTILE STREET, R-1 CLUSTER ZONE.  COUNCILMEMBER LISONBEE 26 

SECONDED THE MOTION; ALL VOTED IN FAVOR.   27 
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 1 

8:58:04 PM  2 

9. Proposed Ordinance 15-04 amending Section 30 of Title Ten of the 3 

Syracuse City Code pertaining to fencing regulations. 4 

A staff memo from the Community and Economic Development Department explained staff has made 5 

recommended amendments to Title Ten of the Syracuse City Code in accordance with the request from Ovation Homes dated 6 

December 15, 2014. The Planning Commission forwarded a positive recommendation to the City Council for approval of a 7 

code amendment pertaining to fencing regulations. 8 

8:58:09 PM  9 

 COUNCILMEMBER LISONBEE MADE A MOTION TO ADOPT PROPOSED ORDINANCE 15-04 10 

AMENDING SECTION 30 OF TITLE TEN OF THE SYRACUSE CODE PERTAINING TO FENCING REGULATIONS, 11 

WITH THE FOLLOWING AMENDMENT: 12 

 HOLD ITEM TWO FOR FUTURE DISCUSSION.  13 

 COUNCILMEMBER DUNCAN SECONDED THE MOTION; ALL VOTED IN FAVOR.  14 

  15 

8:59:42 PM  16 

10.  Proposed Ordinance 15-05 amending Section 28 of Title Ten of the 17 

Syracuse City Code pertaining to the Architectural Review Committee.  18 

A staff memo from the Community and Economic Development Department explained all commercial and 19 

industrial buildings are currently required to meet design standards found in chapter 28 of title 10. The Architectural Review 20 

Committee (ARC) is a volunteer committee that reviews new commercial and industrial buildings for compliance with the 21 

design standards found in chapter 28. The committee is proposing the following updates and changes to the standards. The 22 

proposal went before the Planning Commission on 2/17/15 and is now being forwarded with a recommendation of approval. 23 

The following is a summary of the changes: 24 

 Extend the design standards applicability to PRD and multifamily residential projects 25 

 Clarify the difference between the design standards and the design standard example guide 26 
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 Clarify the allowed exterior materials requirements 1 

 Prohibit chain link fencing along public right-of-ways 2 

 Improve landscaping requirements 3 

 Define lighting fixture styles 4 

 Increased pedestrian, automobile, and bicycle safety 5 

City Planner Schow reviewed her staff memo.  6 

8:59:57 PM  7 

 COUNCILMEMBER DUNCAN MADE A MOTION TO TABLE PROPOSED ORDINANCE 15-05 AMENDING 8 

SECTION 28 OF TITLE TEN OF THE SYRACUSE CITY CODE PERTAINING TO THE ARCHITECTURAL REVIEW 9 

COMMITTEE. COUNCILMEMBER GAILEY SECONDED THE MOTION; ALL VOTED IN FAVOR.  10 

 11 

9:01:01 PM  12 

11. Recommendation on the Shared Solution Proposal. 13 

 A staff memo from the Community and Economic Development Department explained the Shared Solution Coalition has 14 

approached Davis County municipalities with an alternative proposal to the West Davis Corridor Highway.  The Utah Department 15 

of Transportation has asked these Cities to determine if the Shared Solution land use assumptions are reasonable and feasible for 16 

Syracuse City.   If the cities indicate that the Shared Solution land use assumptions are feasible and reasonable, UDOT will run 17 

additional tests to see if the other assumptions made by Shared Solutions are also feasible and reasonable.  If the Shared Solutions 18 

alternative passes the additional testing, it would become Scenario #47.  If UDOT then indicates that #47 would become the 19 

preferred alternative, UDOT will be returning to the cities requiring them to amend their land uses to reflect the Shared Solutions 20 

alternative before the final determination can be made on the selection of the preferred scenario and final decision. The current 21 

objective is to determine if the Shared Solution land use assumptions are reasonable and feasible for Syracuse City through 22 

resolution at the March 10, 2015 City Council Meeting.   The Syracuse City Planning Commission voted unanimously during their 23 

February 17, 2015 regular meeting to recommend denial to the City Council for the Shared Solution land use proposal and have 24 

determined that it is not reasonable and feasible for Syracuse City. 25 

9:01:05 PM  26 
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 Mr. Bovero reviewed the staff memo and read a draft letter indicating the City’s position on the Shared Solution.  1 

 2 

“Dear Mr. Braceras, Mr. Jefferies and Mr. Borgenicht, 3 

 4 

The Shared Solution Coalition has presented the Syracuse City Mayor, Council, Planning Commission and 5 

staff with an alternative proposal to the West Davis Corridor Highway.  The Utah Department of 6 

Transportation has asked for a determination if the Shared Solution land use assumptions are reasonable 7 

and feasible for Syracuse City and if the City would incorporate the land use scenario into the general plan 8 

and zoning map, should this alternative be selected by UDOT based upon a complete Environmental 9 

Impact Study. 10 

 11 

The City Council does not believe the proposed land use changes are in harmony with the current General 12 

Plan for Syracuse City, and does not agree that the City would change its General Plan and Zoning 13 

Ordinance to accommodate the proposed land use. 14 

 15 

Based on transportation studies conducted by the City, the Council has real concerns with the impacts on 16 

the City’s local road network, and the additional demands that will placed on local road capacities, should 17 

the Shared Solutions proposal be implemented.   18 

 19 

The City Council desires to continue working with the surrounding municipalities in a cooperative manner 20 

to solve land use and transportation issues, but does not agree that the proposed land use solution brought 21 

by Shared Solutions is best for the general health, safety, and welfare of the public in Syracuse City. 22 

 23 

Respectfully submitted, 24 

 25 

Terry Palmer 26 

Mayor, Syracuse City” 27 



City Council Regular Meeting 

March 10, 2015 

 

 18 

 

 

 1 

9:03:15 PM   2 

 COUNCILMEMBER DUNCAN MADE A MOTION TO AUTHORIZE THE MAYOR TO EXECUTE THE LETTER 3 

INDICATING THE CITY’S POSITION REGARDING THE SHARED SOLUTION. COUNCILMEMBER GAILEY 4 

SECONDED THE MOTION. 5 

9:03:48 PM  6 

 Councilmember Duncan stated he is not opposed to the Shared Solution concept, but he feels the concept has been co-7 

opted by another party that is seeking to control the way Syracuse City is zoned and planned for the future.  He is willing to work 8 

with other cities and UDOT to come up with solutions that solve transportation problems without giving up control of planning the 9 

future of the City.  Councilmember Johnson agreed and clarified that the City is also not endorsing the West Davis Corridor 10 

proposal. Councilmember Peterson agreed as well.  11 

9:05:20 PM  12 

 Mayor Palmer stated there has been a motion and second regarding the letter and he called for a vote: ALL VOTED IN 13 

FAVOR.   14 

 15 

9:06:00 PM  16 

12. Proposed Resolution R15-11 authorizing the adoption of the Sewer 17 

System Management Plan (SSMP) for Syracuse City, Utah. 18 

A staff memo from the Public Works Director explained Syracuse City has developed an SSMP in compliance with 19 

Utah Administrative Code R317-801. The main purpose of the SSMP is to provide a plan and schedule to properly manage, 20 

operate, and maintain all parts of the sewer collection system to reduce, prevent, and minimize the impact of any sanitary 21 

sewer overflows.  22 

9:06:05 PM  23 

Mr. Whiteley summarized his staff memo. 24 

9:07:05 PM  25 
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COUNCILMEMBER PETERSON MADE A MOTION TO ADOPT PROPOSED RESOLUTION R15-11 1 

AUTHORIZING THE ADOPTION OF THE SEWER SYSTEM MANAGEMENT PLAN (SSMP) FOR SYRACUSE CITY, 2 

UTAH.  COUNCILMEMBER DUNCAN SECONDED THE MOTION; ALL VOTED IN FAVOR.  3 

 4 

9:07:31 PM  5 

13.  Authorize Administration to execute Service Contract for General 6 

Management and Operational Performance Study. 7 

A staff memo from the City Manager explained the City received four proposals for the General Management and 8 

Operational Performance Study RFP. The subcommittee appointed by the Council has narrowed the candidates to two firms.  9 

Those firms are Municipal Solutions, LLC and Tanner, LLC. At the February Council Work Session, the Council asked staff 10 

to send the finalists’ proposals to the entire Council with the intent that the Council members will review each proposal in 11 

preparation for a contract award on March 10, 2015. Since this is a service contract, price is important but not the only 12 

determining factor as the case may be when purchasing a piece of equipment or other good that has identical specifications 13 

across multiple vendors. Attached for your review are the proposals from Municipal Solutions, LLC and Tanner, LLC. 14 

Pricing for the two proposals are as follows: 15 

o Municipal Solutions, LLC $44,980 - $51,120 depending on options 16 

o Tanner, LLC $44,000 17 

Pursuant to the decision made by the Council on March 10, Administration will execute a service agreement with 18 

the chosen firm based on the proposed scope of work. 19 

9:07:56 PM  20 

Councilmember Duncan recused himself from participating in discussion regarding the contract due to the fact that 21 

he is related to the CEO of Municipal Solutions, LLC.  He indicated he does not stand to benefit financially should the firm 22 

be awarded the contract, but he feels it best to show his impartiality by recusing himself.   23 

9:08:23 PM  24 

Mr. Bovero reviewed his staff memo. The Council engaged in discussion and debate of the proposals offered by 25 

both firms that responded to the RFP.   26 
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9:13:18 PM  1 

COUNCILMEMBER GAILEY MADE A MOTION TO EXECUTE SERVICE CONTRACT FOR GENERAL 2 

MANAGEMENT AND OPERATIONAL PERFORMANCE STUDY WITH MUNICIPAL SOLUTIONS, LLC.  3 

COUNCILMEMBER PETERSON SECONDED THE MOTION; ALL VOTED IN FAVOR.   4 

 5 

9:14:03 PM  6 

14. Councilmember reports. 7 

 At each meeting the Councilmembers provide reports regarding the meetings and events they have participated in 8 

since the last City Council meeting.  Councilmember Gailey’s report began at 9:14:19 PM. He was followed by 9 

Councilmembers Johnson, Lisonbee, and Duncan.  Councilmember Peterson indicated he had nothing to report.     10 

 11 

9:21:37 PM  12 

15.  Mayor’s Report. 13 

 Mayor Palmer’s report began at 9:21:40 PM.   14 

 15 

9:21:54 PM  16 

16. City Manager report 17 

 City Manager Bovero’s report began at 9:22:07 PM. 18 

 19 

 20 

 At 9:23:38 PM COUNCILMEMBER JOHNSON MADE A MOTION TO ADJOURN.  COUNCILMEMBER 21 

PETERSON SECONDED THE MOTION; ALL VOTED IN FAVOR.  22 

 23 

 24 
 25 
 26 

______________________________   __________________________________ 27 
Terry Palmer      Cassie Z. Brown, CMC 28 
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Mayor                                  City Recorder 1 
 2 
Date approved: _________________ 3 



1 

Minutes of the Syracuse City Council Work Session Meeting, March 24, 2015 1 
   2 

Minutes of the Work Session meeting of the Syracuse City Council held on March 24, 2015, at 6:00 p.m., in the 3 
Council Work Session Room, 1979 West 1900 South, Syracuse City, Davis County, Utah. 4 
 5 

Present:  Councilmembers: Brian Duncan 6 
     Mike Gailey  7 
     Craig A. Johnson  8 
     Karianne Lisonbee  9 
     Douglas Peterson 10 
        11 
  Mayor Terry Palmer 12 

City Manager Brody Bovero 13 
  City Recorder Cassie Z. Brown 14 
 15 
City Employees Present: 16 
  City Attorney Clint Drake 17 

Finance Director Steve Marshall 18 
Public Works Director Robert Whiteley 19 
Parks and Recreation Director Kresta Robinson 20 

  Fire Chief Eric Froerer 21 
  Police Chief Garret Atkin 22 
  Planner Jenny Schow 23 
  Planner Noah Steele 24 
   25 
   26 
The purpose of the Work Session was to receive public comments; review special meeting agenda item 2:2015 27 

Forestry Fire and State Lands (FFSL) Memorandum of Understanding (MOU); review special meeting agenda item 3: 2015 28 

Hill Air Force Base (HAFB) Mutual Aid Agreement; review special meeting agenda item 4: award contract for 1475 West, 29 

3300 South, 930 West, and 3300 West Road Improvement Project; review special meeting agenda item 5: award contract for 30 

2015 Pavement Preservation Project; review special meeting agenda item 6: award contract for 1000 West Road 31 

Improvement Project; review special meeting agenda item 7: execution of agreement with Glen Eagle Golf Club for 32 

maintenance of storm drain channels; review agenda item 8: execution of addendum to Joint Use Agreement with Syracuse 33 

Arts Academy; continued review of proposed code amendment in Title 10-30-060 pertaining to fencing regulations; 34 

continued discussion of proposed Ordinance 15-05 amending Title 10-28 pertaining to the Architectural Review Committee; 35 

review draft parks survey questions; and discuss Council business. 36 

 37 

6:02:55 PM  38 

 Councilmember Gailey offered an invocation. 39 

 40 

DRAFT 
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6:04:45 PM  1 

Public comments 2 

 There were no public comments.   3 

 4 

6:04:54 PM  5 

Review draft parks survey questions 6 

 City Manager Bovero noted this item was added to the agenda at the request of Councilmembers Johnson and 7 

Lisonbee who wanted an opportunity to review and discuss the draft parks survey questions prior to the survey being mailed 8 

to the citizenry.  He introduced Greg Graves from JUB Engineering, who participated in writing the survey.  He and Mr. 9 

Graves then facilitated a discussion regarding the concerns emailed to them by Councilmember Lisonbee regarding some of 10 

the content of the survey.  The entire Council provided feedback to Mr. Graves who agreed to amend the survey accordingly.  11 

Mayor Palmer committed to provide the updated survey to the Council prior to making it available to the public.   12 

 13 

6:42:55 PM  14 

Review agenda item 2: 2015 Forestry Fire and State 15 

Lands (FFSL) Memorandum of Understanding (MOA) 16 

A staff memo from the Fire Chief explained the City’s most recent MOU with the State Forestry Fire and State 17 

Lands (FFSL) was initiated in May of 2014 and set to apply through June of 2017. This year FFSL updated their Fire 18 

Department Manual and rate structure as it applies to cooperators involved in the Wildfire Response Program, requiring a 19 

renewal of an MOU. This agreement provides a mechanism for procurement, use and compensation for services provided by 20 

the fire department outside our jurisdictional area of responsibility, to the State of Utah and its cooperators; pursuant to 21 

cooperative agreements, operating plans, closest forces agreements and suppression resource needs in support of fire 22 

suppression. 23 

6:43:16 PM  24 

Chief Froerer reviewed his staff memo. There was a brief general discussion regarding the agreement, with Chief 25 

Froerer indicated that the City has received a significant amount of revenue as a result of being a party to the agreement.   26 
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 1 

6:46:13 PM  2 

Review agenda item 3: 2015 Hill Air Force Base (HAFB) 3 

Mutual Aid Agreement 4 

 A staff memo from the Fire Chief explained Hill Air Force Base (Department of Defense and the United States Air 5 

Force) requires a renewal of their Mutual Aid Agreement with surrounding communities every three years for HAFB Fire 6 

Department to be able to provide us with mutual aid resources (Fire Suppression, HazMat Response, Explosive Ordinance 7 

Disposal), and this is the renewal year. The verbiage is established by the United States Air Force and has not changed for the 8 

last two renewal cycles.  9 

6:46:22 PM   10 

Chief Froerer reviewed his staff memo.  11 

 12 

6:48:27 PM  13 

Review agenda item 4: award contract for 1475 West, 14 

3300 South, 930 West, and 3000 West Road 15 

Improvement Project.  16 

 A staff memo from the Public Works Director explained the project will replace the asphalt on various failing road 17 

throughout the City, replace a sewer main on Allison Way, and widen 3000 West at the Antelope Drive intersection in 18 

preparation for UDOT to install a signal. The construction will begin as soon as contract documents are in place and be 19 

completed by August. Construction on 3000 West will not begin until summer school recess.  20 

6:48:38 PM  21 

 Public Works Director Whiteley reviewed his staff memo. There was a brief general discussion regarding the 22 

difference between bids submitted for the project, with Mr. Whiteley stated he is comfortable with the bid submitted by the 23 

contractor that he is recommending be awarded the contract.   24 

 25 
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6:54:15 PM  1 

Review agenda item 5: award contract for 2015 2 

Pavement Preservation Project. 3 

 A staff memo from the Public Works Director reviewed the bid tabulation graph for the bids opened March 10, 2015 for 4 

the above referenced project. Two bids were received however one bid did not meet the specification called out in the contract 5 

documents so one bid was rejected. This project includes installing 3,111,754 square feet of high density mineral bond throughout 6 

the City. This effort is to extend the life of the existing asphalt will cover approximately 16 miles of roads throughout the City. 7 

Staff has pulled together to crack seal 3.1+ million square feet of asphalt in preparation for this project. Construction will begin as 8 

soon as contract documents are in place and be completed by August. 9 

6:54:26 PM  10 

Public Works Director Whiteley reviewed his staff memo. He also reviewed a map to identify the areas that will be 11 

addressed in the pavement preservation project.  Council member Peterson asked if the project will require roads to be closed 12 

for long periods of time.  Mr. Whiteley answered no and stated roadways being treated will be closed no longer than one day.   13 

 14 

6:56:54 PM  15 

Review agenda item 6: award contract for 1000 West 16 

Road Improvement Project. 17 

 A staff memo from the Public Works Director explained the project is one that was identified in our list presented to 18 

City Council as a high priority due to poor existing asphalt conditions and the need to upgrade utilities. This project will 19 

upsize existing culinary and secondary mains and repave 1000 West Street from Antelope Drive to 2075 South Street. The 20 

construction will begin as soon as contract documents are in place and be completed by July. 21 

6:57:04 PM   22 

Public Works Director Whiteley reviewed his staff memo. 23 

 24 

7:01:55 PM  25 
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Review agenda item 7: execution of agreement with 1 

Glen Eagle Golf Club for maintenance of storm drain 2 

channels. 3 

A staff memo from the Public Works Director explained upon approval of the Muirfield Subdivision, Phase 9, the 4 

City Council, on February 12, 2002, placed a condition that the City enter into an agreement with Glen Eagle Golf Course 5 

and Blackburn Jones to maintain the open channels throughout the golf course. The discussion indicates that Blackburn Jones 6 

would maintain the channels until all subdivision phases master-planned around the golf course are complete. Highlands at 7 

Glen Eagle Phase 10 is the last subdivision developed and began its warranty on July 22, 2014 with an anticipated end of 8 

warranty expected this July. Being that all subdivisions are developed, Blackburn Jones has completed their obligation of 9 

channel maintenance; leaving the City and golf course responsible for long term maintenance. The memo concluded staff 10 

recommends the City enter into a storm channel maintenance agreement with Glen Eagle Golf Course, LC in order to assist 11 

with maintenance of the storm water channels for a period of twenty years.  12 

7:02:08 PM  13 

Public Works Director Whiteley reviewed his staff memo.  14 

7:07:34 PM  15 

 The Council briefly discussed the proposed agreement.  Councilmember Peterson asked who has taken care of storm 16 

drain channel maintenance in the past.  Gold Superintendent Green stated that the Golf Course has hired different 17 

maintenance companies to take care of the channel maintenance.   18 

7:09:40 PM  19 

 Councilmember Lisonbee stated she has not seen a contract like this before.  City Attorney Drake stated it is a very 20 

unique contract and it is based on a discussion that took place 13 years ago in a City Council meeting; the City Council at the 21 

time said they would enter into the agreement, but no agreement was ever executed.  The City is now acting in good faith in 22 

following up on a prior commitment made by a City Council.  Mayor Palmer agreed and stated he feels the deal that has been 23 

negotiated is good for both parties.  Councilmember Lisonbee asked if the City will maintain ownership of the equipment 24 

purchased to complete the storm channel maintenance work.  Mr. Whiteley answered yes, but noted it may be stored at Glenn 25 
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Eagle during the times that heavy use of the equipment is needed.  Mr. Drake added maintenance of the equipment and 1 

liability associated with the equipment is addressed in the agreement.   2 

 3 

7:15:01 PM  4 

Review agenda item 8: execution of addendum to Joint 5 

Use Agreement with Syracuse Arts Academy.  6 

A staff memo from the Community and Economic Development Department explained the proposed addendum is a 7 

request by the school to construct additional soccer field improvements on City property at Fremont Park, as well as 8 

additional parking. The City Administration wishes to clarify some of the issues related to use of the City property in 9 

conjunction to allowing the expansion. The memo offered the following summary of changes in the addendum to the 10 

agreement: 11 

 Allowance to construct additional soccer field and parking area 12 

 Provision that construction of field and sprinkling will be completed in a manner to accommodate future 13 

expansion of soccer facilities by City 14 

 Clarify maintenance of field and parking facilities 15 

 Clarify use by City leagues, the public, and third parties 16 

 Signage at the property 17 

 Procedures and notice for City assuming responsibility for maintenance and future possession of property 18 

in the event the City expands Fremont Park 19 

7:15:16 PM  20 

 City Manager Bovero reviewed the staff memo.  There was a brief general discussion regarding the construction of 21 

additional fields at the park, with Mr. Bovero clarifying any work completed by the Arts Academy will be required to be 22 

done at the City’s standard and approved by a licensed engineer.   23 

7:19:32 PM  24 

 Councilmember Duncan expressed his concern regarding future potential conflicts arising from the Academy and 25 

the City wanting to use the additional sports fields at the same time.  Discussion regarding this concern ensued, with Mr. 26 
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Bovero clarifying that once the City assumes control of the park space, the Academy is only allowed to use it during school 1 

outs.  There was also a general discussion regarding parking layout and access to the park, with Councilmember Lisonbee 2 

asked if joint use of the Park would change if the Academy chose to use a year-round school schedule rather than the 3 

traditional schedule they currently use.  Mr. Bovero stated he will clarify that issue with the Academy.   4 

   5 

7:24:14 PM  6 

Continued review of proposed code amendment in Title 7 

10-30-060 pertaining to fencing regulations. 8 

A staff memo from the Community and Economic Development Department explained City Council partially 9 

approved an amendment to the fencing ordinance concerning corner lots on March 10, 2015. The Council requested to further 10 

discuss the amendment concerning fencing for rear yards along an arterial road. The Syracuse City Planning Commission has 11 

reviewed and discussed the ordinance amendment and hereby forwards a positive recommendation for approval to the City 12 

Council. 13 

7:25:30 PM  14 

 City Planner Steele used the aid of a PowerPoint presentation to review the Planning Commission’s proposal to 15 

amend the City Code pertaining to fencing regulations.  He reviewed photographs of properties that would comply with the 16 

proposal and create a five foot setback to provide for landscaping buffers and street trees.   17 

7:28:59 PM  18 

 Council discussion and debate of the proposed ordinance amendments ensued, with a focus on who would be 19 

responsible to maintain the five foot portion of property that could potentially be located outside of a fence on a residential 20 

property.  Councilmember Lisonbee stated she would recommend amending the proposed ordinance by eliminating the 21 

requirement to provide the five foot setback; she suggested changing wording from ‘shall’ to ‘may’ to give property owners 22 

the ability to do what is suggested in the ordinance, but not make it a requirement.  Discussion regarding this suggestion 23 

ensued, with the Council ultimately concluding to leave the City Code unchanged by not considering adoption of the 24 

proposed ordinance.  Councilmember Gailey suggested that City staff make suggestions to developers regarding improved 25 

landscaping and fencing opportunities, with the remainder of the Council concurring with that suggestion so long as 26 
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developers are not made to feel that the fencing or landscaping standards referenced in the proposed ordinance are 1 

mandatory.   2 

 3 

7:40:58 PM  4 

Continued discussion of proposed Ordinance 15-05 5 

amending Title 10-28 pertaining to the Architectural 6 

Review Committee.  7 

A staff memo from the Community and Economic Development Department explained all commercial and 8 

industrial buildings are currently required to meet design standards found in chapter 28 of title 10. The Architectural Review 9 

Committee (ARC) is a volunteer committee that reviews new commercial and industrial buildings for compliance with the 10 

design standards found in chapter 28. The committee is proposing the following updates and changes to the standards. The 11 

proposal went before the Planning Commission on 2/17/15 and is now being forwarded with a recommendation of approval. 12 

The following is a summary of the changes: 13 

 Extend the design standards applicability to PRD and multifamily residential projects 14 

 Clarify the difference between the design standards and the design standard example guide 15 

 Clarify the allowed exterior materials requirements 16 

 Prohibit chain link fencing along public right-of-ways 17 

 Improve landscaping requirements 18 

 Define lighting fixture styles 19 

 Increased pedestrian, automobile, and bicycle safety 20 

7:41:20 PM  21 

 Mr. Steele reviewed the staff memo.   22 

7:45:13 PM  23 

 The Council indicated complete information regarding the proposed amendments to the architectural standards was 24 

not included in the Council packet; they briefly discussed and debated the proposed changes, ultimately concluding more 25 
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discussion is necessary once the Council has had an opportunity to review red-lined versions of the proposed amendments to 1 

the architectural standards document.   2 

 3 

Council business 4 

There was no Council business. 5 

 6 

 7 

The meeting adjourned at 7:54:56 PM p.m. 8 

 9 

______________________________   __________________________________ 10 
Terry Palmer      Cassie Z. Brown, CMC 11 
Mayor                                  City Recorder 12 
 13 
Date approved: _________________ 14 
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1 

Minutes of the Syracuse City Council Special Meeting, March 24, 2015  1 
   2 

Minutes of the Special meeting of the Syracuse City Council held on March 24, 2015, at 7:55 p.m., in the Council 3 
Work Session Room, 1979 West 1900 South, Syracuse City, Davis County, Utah. 4 
 5 

Present:  Councilmembers: Brian Duncan 6 
      Mike Gailey  7 
     Craig A. Johnson 8 
     Karianne Lisonbee 9 
     Doug Peterson 10 
             11 
  Mayor Terry Palmer 12 

City Manager Brody Bovero 13 
  City Recorder Cassie Z. Brown 14 
 15 
City Employees Present: 16 
  Finance Director Steve Marshall 17 

City Attorney Clint Drake  18 
  Public Works Director Robert Whiteley 19 
  Parks and Recreation Director Kresta Robinson 20 
  Police Chief Garret Atkin 21 
  Fire Chief Eric Froerer 22 
       23 

7:55:02 PM  24 

1.  Meeting Called to Order 25 

 Mayor Palmer called the meeting to order at 7:55:05 PM p.m. 26 

7:55:04 PM  27 

 COUNCILMEMBER GAILEY MADE A MOTION TO ADOPT THE AGENDA.  COUNCILMEMBER 28 

LISONBEE SECONDED THE MOTION.  29 

7:55:15 PM  30 

 COUNCILMEMBER DUNCAN OFFERED A SUBSTITUTE MOTION TO ADOPT THE AGENDA, WITH THE 31 

ADDITION OF COUNCIL BUSINESS AT THE END OF THE AGENDA.  COUNCILMEMBER JOHNSON SECONDED 32 

THE MEETING; ALL VOTED IN FAVOR.   33 

 34 

7:56:09 PM  35 

2. Authorize Mayor Palmer to execute 2015 Forestry Fire and State 36 

Lands (FFSL) Memorandum of Understanding (MOU).  37 

DRAFT 
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A staff memo from the Fire Chief explained the City’s most recent MOU with the State Forestry Fire and State 1 

Lands (FFSL) was initiated in May of 2014 and set to apply through June of 2017. This year FFSL updated their Fire 2 

Department Manual and rate structure as it applies to cooperators involved in the Wildfire Response Program, requiring a 3 

renewal of an MOU. This agreement provides a mechanism for procurement, use and compensation for services provided by 4 

the fire department outside our jurisdictional area of responsibility, to the State of Utah and its cooperators; pursuant to 5 

cooperative agreements, operating plans, closest forces agreements and suppression resource needs in support of fire 6 

suppression. 7 

7:56:21 PM  8 

COUNCILMEMBER GAILEY MADE A MOTION TO AUTHORIZE MAYOR PALMER TO EXECUTE 2015 9 

FORESTRY FIRE AND STATE LANDS (FFSL) MEMORANDUM OF UNDERSTANDING (MOU).  10 

COUNCILMEMBER DUNCAN SECONDED THE MOTION; ALL VOTED AYE.  11 

 12 

7:56:41 PM  13 

3. Authorize Mayor Palmer to execute 2015 Hill Air Force Base (HAFB) 14 

Mutual Aid Agreement.  15 

  A staff memo from the Fire Chief explained Hill Air Force Base (Department of Defense and the United States Air 16 

Force) requires a renewal of their Mutual Aid Agreement with surrounding communities every three years for HAFB Fire 17 

Department to be able to provide us with mutual aid resources (Fire Suppression, HazMat Response, Explosive Ordinance 18 

Disposal), and this is the renewal year. The verbiage is established by the United States Air Force and has not changed for the 19 

last two renewal cycles. 20 

7:56:49 PM  21 

COUNCILMEMBER DUNCAN MADE A MOTION TO AUTHORIZE MAYOR PALMER TO EXECUTE 2015 22 

HILL AIR FORCE BASE (HAFB) MUTUAL AID AGREEMENT.  COUNCILMEMBER PETERSON SECONDED THE 23 

MOTION; ALL VOTED AYE.  24 

 25 

7:56:56 PM  26 
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4. Authorize Administration to award and execute contract for 1475 1 

West, 3300 South, 930 West, and 3000 West Road Improvement 2 

Project.  3 

  A staff memo from the Public Works Director explained the project will replace the asphalt on various failing road 4 

throughout the City, replace a sewer main on Allison Way, and widen 3000 West at the Antelope Drive intersection in 5 

preparation for UDOT to install a signal. The construction will begin as soon as contract documents are in place and be 6 

completed by August. Construction on 3000 West will not begin until summer school recess. 7 

7:57:16 PM  8 

COUNCILMEMBER DUNCAN MADE A MOTION TO AUTHORIZE ADMINISTRATION TO AWARD AND 9 

EXECUTE CONTRACT FOR 1475 WEST, 3300 SOUTH, 930 WEST, AND 3000 WEST ROAD IMPROVEMENT 10 

PROJECT.  COUNCILMEMBER LISONBEE SECONDED THE MOTION; ALL VOTED AYE.  11 

 12 

7:57:32 PM  13 

5. Authorize Administration to award and execute contract for 2015 14 

Pavement Preservation Project.  15 

 A staff memo from the Public Works Director reviewed the bid tabulation graph for the bids opened March 10, 2015 for 16 

the above referenced project. Two bids were received however one bid did not meet the specification called out in the contract 17 

documents so one bid was rejected. This project includes installing 3,111,754 square feet of high density mineral bond throughout 18 

the City. This effort is to extend the life of the existing asphalt will cover approximately 16 miles of roads throughout the City. 19 

Staff has pulled together to crack seal 3.1+ million square feet of asphalt in preparation for this project. Construction will begin as 20 

soon as contract documents are in place and be completed by August. 21 

7:57:42 PM  22 

COUNCILMEMBER LISONBEE MADE A MOTION TO AUTHORIZE ADMINISTRATION TO AWARD AND 23 

EXECUTE CONTRACT FOR 2015 PAVEMENT PRESERVATION PROJECT.  COUNCILMEMBER JOHNSON 24 

SECONDED THE MOTION; ALL VOTED AYE.  25 

 26 
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7:57:58 PM  1 

6. Authorize Administration to award and execute contract for 1000 West 2 

Road Improvement Project.  3 

A staff memo from the Public Works Director explained the project is one that was identified in our list presented to 4 

City Council as a high priority due to poor existing asphalt conditions and the need to upgrade utilities. This project will 5 

upsize existing culinary and secondary mains and repave 1000 West Street from Antelope Drive to 2075 South Street. The 6 

construction will begin as soon as contract documents are in place and be completed by July. 7 

7:58:07 PM  8 

COUNCILMEMBER DUNCAN MADE A MOTION TO AUTHORIZE ADMINISTRATION TO AWARD AND 9 

EXECUTE CONTRACT FOR 1000 WEST ROAD IMPROVEMENT PROJECT.  COUNCILMEMBER PETERSON 10 

SECONDED THE MOTION; ALL VOTED AYE.  11 

 12 

7:58:22 PM  13 

7. Authorize Mayor Palmer to execute agreement with Glen Eagle Golf 14 

Club for maintenance of storm drain channels.  15 

A staff memo from the Public Works Director explained upon approval of the Muirfield Subdivision, Phase 9, the 16 

City Council, on February 12, 2002, placed a condition that the City enter into an agreement with Glen Eagle Golf Course 17 

and Blackburn Jones to maintain the open channels throughout the golf course. The discussion indicates that Blackburn Jones 18 

would maintain the channels until all subdivision phases master-planned around the golf course are complete. Highlands at 19 

Glen Eagle Phase 10 is the last subdivision developed and began its warranty on July 22, 2014 with an anticipated end of 20 

warranty expected this July. Being that all subdivisions are developed, Blackburn Jones has completed their obligation of 21 

channel maintenance; leaving the City and golf course responsible for long term maintenance. The memo concluded staff 22 

recommends the City enter into a storm channel maintenance agreement with Glen Eagle Golf Course, LC in order to assist 23 

with maintenance of the storm water channels for a period of twenty years.  24 

7:58:30 PM  25 
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COUNCILMEMBER PETERSON MADE A MOTION TO AUTHORIZE MAYOR PALMER TO EXECUTE 1 

AGREEMENT WITH GLEN EAGLE GOLF CLUB FOR MAINTENANCE OF STORM DRAIN CHANNELS.  2 

COUNCILMEMBER JOHNSON SECONDED THE MOTION; ALL VOTED AYE.  3 

 4 

7:58:54 PM  5 

8. Authorize Mayor Palmer to execute addendum to Joint Use 6 

Agreement with Syracuse Arts Academy. 7 

A staff memo from the Community and Economic Development Department explained the proposed addendum is a 8 

request by the school to construct additional soccer field improvements on City property at Fremont Park, as well as 9 

additional parking. The City Administration wishes to clarify some of the issues related to use of the City property in 10 

conjunction to allowing the expansion. The memo offered the following summary of changes in the addendum to the 11 

agreement: 12 

 Allowance to construct additional soccer field and parking area 13 

 Provision that construction of field and sprinkling will be completed in a manner to accommodate future 14 

expansion of soccer facilities by City 15 

 Clarify maintenance of field and parking facilities 16 

 Clarify use by City leagues, the public, and third parties 17 

 Signage at the property 18 

 Procedures and notice for City assuming responsibility for maintenance and future possession of property 19 

in the event the City expands Fremont Park 20 

7:59:11 PM  21 

COUNCILMEMBER JOHNSON MADE A MOTION TO AUTHORIZE MAYOR PALMER TO EXECUTE 22 

ADDENDUM TO JOINT USE AGREEMENT WITH SYRACUSE ARTS ACADEMY.  COUNCILMEMBER LISONBEE 23 

SECONDED THE MOTION.  24 

7:59:21 PM  25 
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 City Manager Bovero reported he spoke to the Arts Council a few moments ago and they indicated they would be 1 

comfortable adding language to the contract indicating that the contract will only remain in effect so long as the Syracuse 2 

Arts Academy is on a traditional school year schedule.   3 

7:59:41 PM  4 

 COUNCILMEMBER JOHNSON AMENDED HIS MOTION TO ADD LANGUAGE TO THE CONTRACT 5 

INDICATING THAT THE CONTRACT IS ONLY IN EFFECT WHILE THE SYRACUSE ARTS ACADEMY IS ON A 6 

TRADITIONAL YEAR-ROUND SCHOOL TRACK.  COUNCILMEMBER LISONBEE SECONDED THE MOTION; 7 

ALL VOTED AYE. 8 

 9 

8:00:55 PM  10 

Council business 11 

The Council and Mayor provided brief reports regarding the activities they have participated in since the last City 12 

Council meeting.  13 

 14 

  15 

 At 8:05 P.M. COUNCILMEMBER DUNCAN MADE A MOTION TO ADJOURN.  COUNCILMEMBER 16 

PETERSON SECONDED THE MOTION; ALL VOTED IN FAVOR.  17 

 18 

 19 
 20 

______________________________   __________________________________ 21 
Terry Palmer      Cassie Z. Brown, CMC 22 
Mayor                                  City Recorder 23 
 24 
Date approved: _________________ 25 
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Agenda Item “5a” Recognition of Police Department Volunteers 

 

Factual Summation 
 Any question regarding this agenda item may be directed at Chief Atkin 

 Please see attached 

 

 

April 12-April 18, 2015, has been set aside as National Volunteer Week. This national week of 

recognition was first established by President Nixon in 1974; a new proclamation has been issued 

by the President each year since its inception. One purpose of National Volunteer Week is to 

recognize those who have given back to their community through their acts of service. 

 

In the spring of 2013, Syracuse Police Department partnered with the Syracuse Lion’s Club to 

build aVolunteers in Police Service (VIPS) program. The majority of volunteer efforts have 

centered on administering fingerprinting services for the public. Prior to the partnership, officers 

had to be called in from the field to perform this duty; volunteers have allowed the Department to 

continue this valuable community service, while keeping officers out patrolling the community. 

Volunteers have also helped with data entry and other administrative functions within the 

Department.  

In 2014, members of the Syracuse Lion’s Club donated over 240 hours to the Department. Based 

on a national estimate of what volunteer time is worth, the service of our volunteers has been a 

benefit in excess of $5,400.00 

It is with great pride and admiration that I present the members of our Volunteers in Police 

Services program to the Mayor and Council for recognition. 

Volunteers who donated between 50 and 100 hours Volunteers who donated up to50 hours 

Lynn John      Merl Thurgood 

Sandra John      Chris O'Shea 

Steven Anderson      

Eric Ellington 

COUNCIL AGENDA 
April 14, 2015 



  
 

Agenda Item #6 Authorize administration to write-off 

outstanding utility accounts due to bankruptcy, 

bad debt, or low income. 

 
 Factual Summation 

 Periodically it becomes necessary to write-off utility billings because amounts 

are no longer collectable due to bankruptcy. 

 Please see the attached spreadsheet of accounts with outstanding amounts. 

Any questions regarding this item can be directed at Finance Director Steve 

Marshall. 

 

 

 

 

 

 

Recommendation 

Authorize Administration to write-off outstanding utility billing amounts. 

 

COUNCIL AGENDA 
April 14, 2015 





 
Agenda Item #7 Final Subdivision Plan, Wilcox Meadows Phase 1, 1200 

S. 3000 W. 
Factual Summation:  

Zone:     R-2 Residential 

Applicant:     Castle Creek Homes  

Total Acreage    14.94  

Net Acreage:    11.95 

Allowed Lots (3.79 units/acre)  45  

Proposed Lots    38 

Public Meeting Outline: 

General Plan Amendment Approval  

 Planning Commission   May 6, 2014 

 City Council    May 13, 2014 

Rezone Approval 

 Planning Commission   June 3, 2014 

 City Council    June 10, 2014 

Sketch Plan Approval   June 17, 2014 

Preliminary Plan Approval   

Planning Commission   August 5, 2014 

Final Plan Approval  

 Planning Commission   April 7, 2015 

  

Background: 
This request is for final approval the first phase of the Wilcox Farms Subdivision.  This phase will 

complete 1200 South through to 3000 W.   There development consists of two phases.   

 

Attachments: 

 Aerial 

 Final Plan 

 Staff Reviews 

 

Planning Commission Recommendation 

The Planning Commission moved to recommend approval, to the City Council, of the Final 

Plan for Wilcox Meadows Phase 1. 

COUNCIL AGENDA 
April 14, 2015 
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Subdivision Final Plan Review  

 Subdivision:  Wilcox Farms Phase 1      Date: March 9, 2015                         

 Completed By:  Jenny Schow, City Planner     Updated: April 1, 2015 

8-6-010: Final Plat: Planning Staff Review: 
1. Proposed name of subdivision (to be approved by  

Planning Commission and County Recorder). 
Yes 

2. 
 

Accurate angular and linear dimensions for all lines, angles and curves used 
to describe boundaries, streets, easements, areas  
reserved for public use, etc. 

See Engineer Review 

3. Identification system for lots, blocks, and names of streets.  Lot lines show 
dimensions in feet and hundredths. 

Yes 

4. Street addresses shown for each lot as assigned by the City. Yes 

5. 
 

True angles and distances to nearest street lines or official monuments as 
accurately described and shown by appropriate symbol. 

See Engineer 

6. 
 

Radii, internal angles, points and curvatures, tangent bearings and the 
length of all arcs. 

See Engineer Review 

7. Accurate location of all monuments to be Installed, shown by appropriate 
symbol. 

Refer to City Engineer 

8. 
 

Dedication to City of all streets, highways and other public uses and 
easements included in the proposed subdivision. 

Yes 

9. Street monuments shown on Final Plat as approved by City Engineer. Refer to City Engineer 

10. Pipes or other iron markers shown on the plat. Refer to City Engineer 

11. 
 
 

Accurate outlines and dimensions of any areas to be dedicated or reserved 
for public use, with the purposes indicated thereon, and any areas to be 
reserved by deed or covenant for common use of all property owners.   

NA 

12. All boundary, lot and other geometrics (bearings, distances, curve data etc.) 
on Final Plat accurate to not less than one part in five thousand  (1/5000). 

Refer to City Engineer 

13. 
 

Location, function, ownership and manner of maintenance of common 
open space not reserved or dedicated for public use. 

Yes 

14. Legal boundary description of the subdivision and acreage included. Yes 

15. Current inset City map showing location of subdivision. Yes 

16. Standard signatures forms/boxes reflected on the Final Plat as designated 
by City Code  

Yes, but can reduce to one box to 
create space for the map. 
 

 

8-6-020: Final Plan and Profile See Engineer Review 
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Conditional Items of Final Plan Approval 
1. Fencing is required along the northern property line of lot 111 and lot 113 per City code 10.30.80 Any residential 

use abutting agriculture or farm industry must have a five-foot nonclimbable fence. 

 

Items Required Prior to Construction 

1. Construction Drawing Prints and PDF files 

2. Schedule a preconstruction meeting 

3. Bond estimate using the City template 

4. Final Inspection Fees as calculated in the approved bond estimate 

5. Offsite Improvement Agreement 

6. BMP Facilities Maintenance Agreement  (Parcel A) 

7. Streetlight Agreement  

8. SWPPP NOI  

9. SWPPP City Permit 

10. Fugitive Dust Control Plan 

 
 

Conditional Items of Final Plan Approval for Recording 

1. Escrow Agreement 

2. Water Shares  

3. Title Report - must be dated within 30 days or recording 

4. Recording fees: $37/page +$1/lot and any common space as well as $1/land-owner signatures over two 

 



   1 

 

Syracuse City Public Works Department 

 

 

 

 
Wilcox Meadows Subdivision Phase 1 

3000 West & 1200 South 
Engineer Final Plan Review 

Completed by Brian Bloemen on April 1, 2015 

Below are the engineering comments for the final plan review of the Wilcox Meadows Subdivision Phase 1. 

Plat: 
 

1. The street name is missing between Lots 113 and 114. 

Plans: 
 

1. The culinary water main shall be looped through 1150 South Street to 2700 West Street with Phase 1. 
2. All secondary stop and wastes shall be set in the park strip. 
3. The elevations where the land drain main ties into the storm drain will not work as drawn. 19+85.21 
4. Without a land drain lateral Lot 112 cannot have a basement. 
5. The existing irrigation box in 1200 South will need to be relocated out of the road.  A letter of 

acceptance from the farmer for the proposed modifications shall be submitted to the City. 
6. Consult with JUB with the on the storm drain elevations shown at 19+85.21 as the City will be installing 

this with their project. 
7. A detention basin maintenance agreement will be required.  
8. Ordinance does not permit the City’s secondary system to be used outside the boundary of the 

subdivision.  City Council will have to approve that use north of Lot 111 and if it is approved, water 
shares shall be granted to the City and an account will need to be set up.  In the event the Council does 
not approve this use, the existing ditch will need to be relocated to continue serving the property with 
irrigation water. 

 
If you have any further comments or questions please feel free to contact me at 801-614-9630. 
 
Sincerely, 
 
 
Brian Bloemen, P.E. 
City Engineer 
 



  
 
TO: Community Development, Attention:  Jenny Schow   

FROM: Jo Hamblin, Fire Marshal 

RE: Wilcox Farms Final 

DATE:   March 23, 2015  

 

I have reviewed the plan submitted for the above referenced project.  The Fire Prevention Division of 

this department has the following comments/concerns. 

 

 

1. Fire hydrants and access roads shall be installed prior to construction of any buildings.  

All hydrants shall be placed with the 4 ½” connection facing the point of access for Fire 

Department Apparatus.  The average spacing between hydrants with a fire flow 

requirement of 1,750 gpm or less is 500 feet.  

 

2. Prior to beginning construction of any buildings, a fire flow test of the new hydrants shall 

be conducted to verify the actual fire flow for this project. The Fire Prevention Division 

of this department shall witness this test and shall be notified a minimum of 48 hours 

prior to the test.  

 

 

These plans have been reviewed for Fire Department requirements only, at this time we have no 

concerns with the updated plans.  Other departments must review these plans and will have their 

requirements.  This review by the Fire Department must not be construed as final approval from 

Syracuse City. 

 

 
 



 

Wilcox Farms 

1183 S 3000 W 



 
Agenda Item #8    Final Subdivision Plan -Steeds Lakeview Farm Phase  

3000 W. 700 S. 
Factual Summation  

Zone:     R-2 & R-3 Residential 

Applicant:     Lakeview Farm I LLC  

Phase Acreage    10.442 

Phase 1 Requested Lots   30  

Total Acreage    47.2 acres  

Net Developable Acres:  R-2 with 31.10 net developable area 

      Density Allowed  31.10 @ 3.79 lots/acre=117 lots 

      Requested 92 lots 

     R-3 with 15.66 net developable area 

      Density Allowed 15.66 @ 5.44 lots/acre=85 lots 

      Requested 49 lots 

Public Meeting Outline 

General Plan Amendment Approval  

Planning Commission   May 6, 2014 

City Council    May 13, 2014 

Rezone Approval 

Planning Commission   June 3, 2014 

City Council    June 10, 2014 

Concept Plan Staff Meeting   January 14, 2015 

Preliminary Plan Approval   

Planning Commission   February 17, 2015 

City Council    March 10, 2015  

Final Plan Approval 

Planning Commission   April 7, 2015 

Background 
The Final Plan for the Steed Lakeview Farm includes two zones, R-2 and R-3.  The R-3 zone was 

approved by the Planning Commission and City Council as a buffer to the anticipated West Davis Corridor 

that may run adjacent to the westerly boundary.  The subdivision proposes to develop in 5 phases.  The 

developer has worked with the city engineer to coordinate the road improvements that will be made along 

both 3000 W and 700 S.  Please see staff reviews for further information.   

Attachments 

 Aerial 

 Preliminary Plan 

 Staff Reviews 

Planning Commission Recommendation 

The Planning Commission moved to recommend approval, to the City Council, of the Final 

Subdivision Plan for Steeds Lakeview Farm Phase 1. 

 

COUNCIL AGENDA 
April 14, 2015 
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Subdivision Final Plan Review  

 Subdivision:  Steeds Lakeview Farm          Date: February 12, 2015                                 

 Completed By:  Jenny Schow, City Planner 

8-6-010: Final Plat: Planning Staff Review: 
1. Proposed name of subdivision (to be approved by  

Planning Commission and County Recorder). 
Add Phase to the Title 

2. 
 

Accurate angular and linear dimensions for all lines, angles and curves used 
to describe boundaries, streets, easements, areas  
reserved for public use, etc. 

Yes 

3. Identification system for lots, blocks, and names of streets.  Lot lines show 
dimensions in feet and hundredths. 

Add street names with public 
street below when submitted by 
City Planner 

4. Street addresses shown for each lot as assigned by the City. Add as submitted by the City 
Planner 

5. 
 

True angles and distances to nearest street lines or official monuments as 
accurately described and shown by appropriate symbol. 

Yes 
 

6. 
 

Radii, internal angles, points and curvatures, tangent bearings and the 
length of all arcs. 

Yes 
 

7. Accurate location of all monuments to be Installed, shown by appropriate 
symbol. 

Yes 

8. 
 

Dedication to City of all streets, highways and other public uses and 
easements included in the proposed subdivision. 

Yes 
 

9. Street monuments shown on Final Plat as approved by City Engineer. Yes 

10. Pipes or other iron markers shown on the plat. Refer to City Engineer 

11. 
 
 

Accurate outlines and dimensions of any areas to be dedicated or reserved 
for public use, with the purposes indicated thereon, and any areas to be 
reserved by deed or covenant for common use of all property owners.   

Yes 

12. All boundary, lot and other geometrics (bearings, distances, curve data etc.) 
on Final Plat accurate to not less than one part in five thousand  (1/5000). 

Refer to City Engineer 

13. 
 

Location, function, ownership and manner of maintenance of common 
open space not reserved or dedicated for public use. 

N/A 

14. Legal boundary description of the subdivision and acreage included. Yes 

15. Current inset City map showing location of subdivision.  

16. Standard signatures forms/boxes reflected on the Final Plat as designated 
by City Code  

Yes 
 

 
 

8-6-020: Final Plan and Profile See Engineer Review 
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Other 

1. Street sign locations must be approved by the City Engineer prior to installation 

 
 

Conditional Items of Final Plan Approval for Preconstruction  
1. Construction Drawing Prints and PDF files 

2. Schedule a preconstruction meeting 

3. Bond estimate using the City template 

4. Final Inspection Fees as calculated in the approved bond estimate 

5. Offsite Improvement Agreement 

6. BMP Facilities Maintenance Agreement 

7. Streetlight Agreement  

8. SWPPP NOI  

9. SWPPP City Permit 

10. Fugitive Dust Control Plan 

 
 

Conditional Items of Final Plan Approval for Recording 

1. Escrow Agreement 

2. Water Shares  

3. Title Report - must be dated within 30 days or recording 

4. Recording fees: $37/page +$1/lot and any common space as well as $1/land-owner signatures over two 

 



                                                                                                                                                                                                               

 

 

 

 

TO:  Community Development, Attention:  Jenny Schow   

FROM: Jo Hamblin, Fire Marshal 

RE:  Steeds Lakeview Farms phase 1  

 

DATE:  March 19, 2015 

I have reviewed the Steeds Lakeview Farms preliminary plans. The Fire Prevention Division of 

this department has the following comments/concerns. 

1. Fire hydrants and access roads shall be installed prior to construction of any buildings.  

All hydrants shall be placed with the 4 ½” connection facing the point of access for Fire 

Department Apparatus.  Provide written assurance that this will be met.  

 We request that the hydrant between lot 9 and 10 be moved to a new location it is at the 

end of the street and creates the potential of being blocked during winter months due to 

snow removal. The suggested location is between lot 11 and 12, which would provide 

better coverage to the street. 

2. Prior to beginning construction of any buildings, a fire flow test of the new hydrants shall 

be conducted to verify the actual fire flow for this project. The Fire Prevention Division 

of this department shall witness this test and shall be notified a minimum of 48 hours 

prior to the test.  

These plans have been reviewed for Fire Department requirements only. The Fire Department 

has no concerns regarding fire protection or access, as long as the developer complies with the 

requirements listed above.  Other departments must review these plans and will have their 

requirements.  This review by the Fire Department must not be construed as final approval from 

Syracuse City. 

Sincerely, 

Jo Hamblin 

Deputy Chief/ Fire Marshal 

Syracuse City Fire Department 

 

1869 South 3000 West, Syracuse, Utah  84075 

801-614-9614 (Station)  801-776-1976 (Fax) 
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Syracuse City Public Works Department 

 

 

 

Steeds Lakeview Farms Subdivision 
3000 West & 700 South 

Engineer Final Plan Review 
Completed by Brian Bloemen on March 26, 2015 

Below are the engineering comments for the final plan review of the Steeds Lakeview Farms Subdivision. 

Plat: 
1. Update the owners dedication. 
2. Corner cuts are required at all intersections. 
3. Add right-of-way width dimensions. 
4. Add a signature block for the City Attorney 
5. Add street addresses and street names. 
6. Add “Public Street” after each street name. 
7. Label the utility easement outfall width. 

Plans: 
1. St Andrews drive is currently under moratorium and the High Density Mineral Bond Seal will need to be 

replaced. 
2. 700 South is currently under a moratorium.  The south half of 700 South Street at 3125 West Street 

shall be removed and replaced to accommodate the intersection.  High density mineral bond seal shall 
be installed as well. 

3. An easement will be required for the utility outfall. 
4. Tie the sewer outfall into the sewer in St Andrews Drive.   
5. Tie the land drain outfall into the downstream side of the control box. 
6. Add a 6” secondary drain into the catch basin between into SDMH #2. 
7. Per Davis County requirements the detention basin and orifice plate must be sized for a 0.15 cfs 

release rate.  
8. General note #5 should be DR-14 C-900. 
9. General note #6 sewer laterals shall be green, land drain laterals white and land drain manholes shall 

be marked “LAND DRAIN.” 
10. Cut in a culinary and secondary tee at 700 South and install a 12” butterfly valve on the east and west 

sides of the tee and an 8” gate valve on the south. 
11. Valley gutters are not permitted. 
12. Update the storm drain sizing as discussed. 
13. All valves shall be flanged on the tees. 
14. Move the culinary and secondary valves from the west side of 800 South & Steed Drive to the east 

side. 
15. Move the culinary and secondary valves from the north side of 800 South & 3175 West to the east side. 
16. Relocate the hydrant at 18+57.96 to the property line between Lots 11 and 12. 
17. Relocate the hydrant at 19+20.89 to 21+68.32. 
18. Remove the existing irrigation ditch and plug the pipe going under the church.  The irrigation box on the 

west side on the church shall also be removed. 
If you have any further comments or questions please feel free to contact me at 801-614-9630. 
 
Sincerely, 
 
Brian Bloemen, P.E. 
City Engineer 





Steeds Lakeview Farm 

3000 W 700 S 



  
 

Agenda Item  9 Introduce chapters 12 – 23 (excluding chapter 

18) of policy manual comprehensive edits for 

first reading. 

 

Factual Summation 

 Any questions about this agenda item may be directed at Finance Director 

Stephen Marshall.  See the attached policy manual PDF documents.  There 

is both a red line and a clean copy of the proposed edits for chapters 12 – 

23 (excluding chapter 18) of the policy manual.  We are still working 

through our edits and revisions of chapter 18 and will bring it to the council 

at a future date. 

 

 We have also included a summary list of changes to the forms in the 

appendix. 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

Recommendation 

Discuss the personnel policy and procedures edits and revisions and set a 

future date to approve the changes. 

COUNCIL AGENDA 
April 14, 2015 



 

RESOLUTION R15-12 
 

A RESOLUTION UPDATING AND APPROVING COMPREHENSIVE 

EDITS TO CHAPTERS 12-23 (EXCLUDING CHAPTER 18) OF THE 

SYRACUSE CITY PERSONNEL POLICIES AND PROCEDURES 

MANUAL. 

 

            WHEREAS, the City Council has determined that necessary changes to the Syracuse 

City Personnel Policies and Procedures Manual are needed; 

 

            WHEREAS, Syracuse City Staff has reviewed the Syracuse City Personnel Policies and 

Procedures Manual and has recommended various comprehensive edits throughout chapters 12-

23 (EXCLUDING CHAPTER 18) of the Manual; 

  

            WHEREAS, the City Council has determined that approval of the amendments to the 

Syracuse City Personnel Policies and Procedures Manual will help promote the orderly operation 

of the City; 

 

   

            NOW, THEREFORE, BE IT ENACTED AND ORDAINED BY THE CITY 

COUNCIL OF SYRACUSE DAVIS COUNTY, STATE OF UTAH, AS FOLLOWS: 

 

SECTION 1:  Amendments.  That the proposed amendments to the Syracuse City 

Personnel Policies and Procedures Manual, attached hereto as Exhibit A, are hereby adopted and 

considered amended.  

 

SECTION 2. Severability.  If any section, part or provision of this Resolution is held 

invalid or unenforceable, such invalidity or unenforceability shall not affect any other portion of 

this Resolution, and all sections, parts and provisions of this Resolution shall be severable. 

SECTION 3. Effective Date.  This Resolution shall become effective immediately upon 

its passage. 

PASSED AND ADOPTED BY THE CITY COUNCIL OF SYRACUSE CITY, 

STATE OF UTAH, THIS 14
th 

DAY OF APRIL, 2015. 
 

SYRACUSE CITY 
ATTEST: 

 

 

________________________________ By:____________________________________ 

Cassie Z. Brown, City Recorder       Terry Palmer, Mayor 

 

 

 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/201511/9/2010 
Personnel Policies and Procedures 

1 
 

 
CHAPTER 12 

DOT DRUG AND ALCOHOL TESTING POLICY 
 
12.010. Purpose. 
12.020. General Policy. 
12.030. Applicability. 
12.040. Definitions. 
12.050. Prohibitions. 
12.060. Zero Tolerance. 
12.070. Voluntary Self-Identification Program.   
12.080. Prescription and Over-the-Counter Drugs. 
12.090. Testing Required.  
12.100. Basis for Testing. 
12.110. Pre-Employment Testing. 
12.120. Post-Accident Testing. 
12.130. Random Testing. 
12.140. Reasonable Suspicion Testing. 
12.150. Return-to-Duty Testing. 
12.160. Follow-Up Testing. 
12.170. Testing Procedures. 
12.180. Results.  
12.190. DOT Required Action. 
12.200. Removal from Safety-Sensitive Functions. 
12.210. Additional Action. 
12.220. Records. 
12.230. Confidentiality. 
12.240. Notification of Conviction. 
12.250. Americans with Disabilities Act (ADA). 
12.260. Amendments. 
 
 
12.010. Purpose. 
 
 The purpose of this policy is to provide guidelines for the implementation and management of a 
drug and alcohol testing program for City employees and prospective employees who are subject to  the 
Commercial Drivers License (CDL) drug and alcohol testing requirements under the Federal Omnibus 
Transportation Employee Testing Act of 1991, as amended, and the Department of Transportation (DOT) 
Regulations promulgated thereunder.  The provisions of this policy are intended and shall be interpreted 
in accordance with the Federal Omnibus Transportation Employee Testing Act of 1991, as amended, and 
the DOT Regulations as defined herein.  This policy is not intended to create or alter any existing 
employment status or contract, written or verbal, between Syracuse City and its employees or prospective 
employees. 
 
12.020. General Policy.   
 

Alcohol or drug use can impair an employee's ability to safely and effectively perform the 
functions of the particular job, increase accidents, absenteeism, and sub-standard performance, create 
poor employee morale, and/or undermine public confidence in the City's work force.  It is the policy of the 
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City to employ a work force and create a workplace free from the adverse effects of alcohol and drug use 
to ensure the safety, personal health, and productivity of its employees, as well as the health and safety 
of those with whom Syracuse City employees come in contact.  In addition, Syracuse City is committed to 
reducing highway accidents that result from driver misuse of drugs and alcoholic substances, thereby 
reducing fatalities, injuries, and property damage.  To accomplish this, Syracuse City has developed a 
“zero-tolerance” substance abuse policy for all current and prospective CDL employees as more 
particularly set forth in this policy.  This policy shall be distributed to all CDL employees and made 
available for review by prospective CDL employees.  Employees may refer any questions regarding this 
policy or the materials referred to herein to the Human Resources SpecialistDirector. 

  
12.030. Applicability. 
 
 This policy applies to all employees in the service of Syracuse City for compensation, and 
prospective employees, who are required to hold and maintain a Commercial Drivers License as a 
condition of employment and/or who operate a commercial motor vehicle in commerce and who are 
subject to the Commercial Drivers License requirements of the Department of Transportation, including, 
but not limited to 49 CFR Part 383, as amended, referred to and defined herein as “CDL employees.”  All 
other employees shall comply with the Non-DOT Drug and Alcohol Policy set forth in Chapter 11, rather 
than the provisions set forth herein. All CDL employees shall be subject to the testing requirements of this 
policy and the Non-DOT Drug and Alcohol Policy subject to the following limitation. When the provisions 
of this policy are applicable to a certain situation, this policy shall be complied with and no other testing 
requirements may be imposed. However, when provisions of this policy do not apply to a situation which 
is otherwise covered by the Non-DOT Drug and Alcohol Policy, CDL employees shall be subject to testing 
under the Non-DOT Drug and Alcohol Policy. For instance, if a CDL employee is involved in an accident 
involving loss of life requiring testing under this policy, the employee would be subject to testing under 
this policy and not subject to testing under the Non-DOT Drug and Alcohol Testing Policy. However, if the 
employee is involved in an accident not requiring testing under this policy but requiring testing under the 
Non-DOT Drug and Alcohol Testing Policy, the CDL employee would be subject to testing under the Non-
DOT Drug and Alcohol Testing Policy. In any case, if there is any conflict between this policy and any 
other policy or regulation of the City, the requirements of this policy shall control and no other testing 
requirements  shall be imposed which would conflict or hinder compliance with this policy.  In accordance 
with DOT Regulations, testing under Chapter 11 cannot be combined with testing required under this 
Chapter 12. 
  
12.040. Definitions. 
 

Words not otherwise defined but used in this policy or in the materials referenced herein are 
defined in 49 CFR § 386.2, 49 CFR § 390.5 and 49 CFR § 40.3, as amended.  As used herein, the 
following words shall have the meanings set forth below:   

 
(a) Actual Knowledge.  “Actual Knowledge” means actual knowledge by an employer that a 

driver has used alcohol or controlled substances based on the employer's direct observation of the 
employee, information provided by the driver's previous employer(s), a traffic citation for driving a CMV 
while under the influence of alcohol or controlled substances or an employee's admission of alcohol or 
controlled substance use, except as provided in Section 12.070 regarding voluntary admission.  Direct 
observation as used in this definition means observation of alcohol or controlled substances use and 
does not include observation of employee behavior or physical characteristics sufficient to warrant 
reasonable suspicion testing as used herein. 
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(b) Alcohol.  “Alcohol” means the intoxicating agent in beverage alcohol, ethyl alcohol, or 
other low molecular weight alcohols including methyl and isopropyl alcohol. 
 

(c) Alcohol Concentration (or Content).  “Alcohol Concentration” or “Alcohol Content” means 
the alcohol in a volume of breath expressed in terms of grams of alcohol per 210 liters of breath as 
indicated by an evidential breath test. 
 

(d) Alcohol Use.  “Alcohol Use” means the drinking or swallowing of any beverage, liquid 
mixture, or preparation (including any medication) containing alcohol. 
 

(e) CDL Employee.  “CDL Employee” means any employee in the service of Syracuse City 
for compensation who is required to hold and maintain a Commercial Drivers License as s condition of 
employment and/or who is required as part of his or her job duties to operate a commercial motor vehicle 
in commerce and who is subject to the commercial driver’s license requirements of 49 CFR Part 383, as 
amended.  

 
 (f) Commerce.  “Commerce” means:  (1) any trade, traffic, or transportation within the 

jurisdiction of the United States between a place in a State and a place outside of such State, including a 
place outside of the United States; and (2) trade, traffic, and transportation in the United States which 
affects any trade, traffic, and transportation as described in Subsection (1). 
 

 (g) Commercial Motor Vehicle.  “Commercial Motor Vehicle” means a motor vehicle or 
combination of motor vehicles used in commerce to transport passengers or property if the vehicle:  
 

(1) Has a gross combination weight rating of 26,001 or more pounds inclusive of a 
towed unit with a gross vehicle weight rating more than 10,000 pounds; or 

 
(2) Has a gross vehicle weight rating of 26,001 pounds; or 

 
(3) Is designed to transport 16 or more passengers, including the driver; or 

 
(4)  Is of any size and is used in the transportation of material found to be hazardous 

for the purposes of the Hazardous Materials Transportation Act (49 USC § 5103(b)) and which 
require the motor vehicle to be placarded under the Hazardous Materials Regulations (49 CFR 
Part 172, subpart F). 

 
(h) Controlled Substances or Drugs.  “Controlled Substances” or “Drugs” means those 

substances identified in 49 CFR 40.85, as amended, consisting of the following:   
 

(1) Marijuana metabolites 
 

(2) Cocaine metabolites 
 

(3) Amphetamines 
 

(4) Opiate metabolites  
 

(5) Phencyclidine (PCP)  
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(i) Designated Employee Representative (DER).  “Designated Employee Representative” or 
“DER” means an individual identified by Syracuse City as able to receive communications and test results 
from service agents and who is authorized to take immediate actions to remove employees from safety-
sensitive duties and to make required decisions in the testing and evaluation processes.  The individual 
must be an employee of Syracuse City and cannot be a service agent.  The City’s DER is the Human 
Resources SpecialistDirector.   

 
 (j) DOT Regulations.  "DOT Regulations" means the rules and regulations promulgated by 

the U.S. Department of Transportation for alcohol and controlled substance testing requirements for 
employees subject to the Commercial Driver's License requirements pursuant to the Omnibus 
Transportation Act of 1991, including, but not limited to §§ 49 C.F.R. 40 and 49 C.F.R. 382, as amended. 

 
 (k) Driver.  “Driver” means any person who operates a commercial motor vehicle.  This 

includes, but is not limited to: full time, regularly employed drivers; casual, intermittent or occasional 
drivers; leased drivers and independent, owner-operator contractors.  For the purposes of pre-
employment/pre-duty testing only, the term driver includes a person applying to the City to drive a 
commercial motor vehicle. 

 
 (l) Medical Review Officer (MRO).  “Medical Review Officer” or “MRO” means a licensed 

physician who is responsible for receiving and reviewing laboratory results generated by the City’s drug 
testing program and evaluating medical explanations for certain drug test results.     
 

(m) Prospective CDL Employee.  “Prospective CDL Employee” means any person who has 
made a written or oral application to become an employee of Syracuse City in a position defined as a 
CDL employee.   
 

(n) Refuse to Submit.  “Refuse to Submit” means that a CDL employee: 
 

  (1)  Fails to appear for any test (except a pre-employment test) within a 
reasonable time, as determined by the City, consistent with applicable DOT agency regulations, 
after being directed to do so by the City. This includes the failure of an employee to appear for a 
test when called by the TPA (see, 49 CFR 40.61(a)); 

 
     (2)  Fails to remain at the testing site until the testing process is complete. 
Provided, that an employee who leaves the testing site before the testing process commences a 
pre-employment test is not deemed to have refused to test as provided in the DOT 
Regulations(see, 49 CFR 40.63(c)); 

 
     (3)  Fails to provide a urine specimen for any drug test required by this Policy 
or the DOT Regulations.  Provided, that an employee who does not provide a urine specimen 
because he or she has left the testing site before the testing process commences for a pre-
employment test is not deemed to have refused to test (see, 49 CFR 40.63(c)); 

 
     (4)  In the case of a directly observed or monitored collection in a drug test, 
fails to permit the observation or monitoring of the driver's provision of a specimen (see, 49 CFR 
40.67(l) and 40.69(g)); 

 
     (5)  Fails to provide a sufficient amount of urine when directed, and it has been 
determined, through a required medical evaluation, that there was no adequate medical 
explanation for the failure (see, 49 CFR 40.193(d)(2)); 
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     (6)  Fails or declines to take a second test the City, TPA or collector has 
directed the CDL employee to take; 

 
     (7)  Fails to undergo a medical examination or evaluation, as directed by the 
MRO as part of the verification process, or as directed by the DER under 49 CFR 40.193(d). In 
the case of a pre-employment drug test, the employee is deemed to have refused to test on this 
basis only if the pre-employment test is conducted following a contingent offer of employment; 

 
      (8)  Fails to cooperate with any part of the testing process (e.g., refuse to 
empty pockets when so directed by the collector, behave in a confrontational way that disrupts 
the collection process); or 

 
      (9)  Is reported by the MRO as having a verified adulterated or substituted test 

result. 
 

(o) Safety-Sensitive Functions.  “Safety-Sensitive Functions” means all time from the time a 
CDL employee begins to work or is required to be in readiness to work until the time he or she is relieved 
from work and all responsibility for performing work.  An employee is considered to be performing a 
safety-sensitive function during any period in which he or she is actually performing, ready to perform, or 
immediately available to perform any safety-sensitive functions and includes any of those on-duty 
functions defined in 49 CFR 395.2.  Safety-sensitive functions shall include all duties deemed safety-
sensitive under the DOT Regulations, including, but not limited to, the following: 
 
  (1)  All time at City facility, or other property, or on any public property, waiting to be 

dispatched, unless the driver has been relieved from duty by the City; 
 

     (2)  All time inspecting equipment as required by 49 CFR 392.7 and 392.8 or 
otherwise inspecting, servicing, or conditioning any commercial motor vehicle at any time; 

 
      (3)  All time spent at the driving controls of a commercial motor vehicle in 

operation; 
 
      (4)  All time, other than driving time, in or upon any commercial motor vehicle 

except time spent resting in a sleeper berth (a berth conforming to the requirements of 49 
CFR 393.76); 

 
      (5)  All time loading or unloading a vehicle, supervising, or assisting in the 

loading or unloading, attending a vehicle being loaded or unloaded, remaining in 
readiness to operate the vehicle, or in giving or receiving receipts for shipments loaded or 
unloaded; and 

 
      (6)  All time repairing, obtaining assistance, or remaining in attendance upon a 

disabled vehicle. 
 
 (p) Stand-Down.  “Stand-Down” means the practice of temporarily removing an 
employee from the performance of safety-sensitive functions based only on a report from a laboratory to 
the MRO of a confirmed positive test for a drug or drug metabolite, and adulterated test, or a substituted 
test, before the MRO has completed the verification of the test results.  The City is prohibited from 
standing down an employee, except consistent with a waiver from the FMCSA.   
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(q) Third Party Administrator (TPA).  “Third Party Administrator” or “TPA” means a service 

agent that provides or coordinates one or more drug and/or alcohol testing services to DOT-regulated 
employers.  TPA’s typically provide or coordinate the provision of a number of such services and perform 
administrative tasks concerning the operation of the employers’ drug and alcohol testing programs.   
 
12.050. Prohibitions. 
 

The following conduct is prohibited under this policy in accordance with the prohibitions set forth 
in 49 CFR 382, Subpart B:  
 
 (a) Alcohol Concentration.  No driver shall report for duty or remain on duty requiring the  
performance of safety-sensitive functions while having an alcohol concentration of 0.04 or greater. No 
employer having actual knowledge that a driver has an alcohol concentration of 0.04 or greater shall 
permit the driver to perform or continue to perform safety-sensitive functions. 
 
 (b) On-Duty Use.  No driver shall use alcohol while performing safety-sensitive  
functions. No employer having actual knowledge that a driver is using alcohol while performing safety-
sensitive functions shall permit the driver to perform or continue to perform safety-sensitive functions. 
 
 (c) Pre-Duty Use.  No driver shall perform safety-sensitive functions within four hours  
after using alcohol. No employer having actual knowledge that a driver has used alcohol within four hours 
shall permit a driver to perform or continue to perform safety-sensitive functions. 
 
 (d) Use Following an Accident.  No driver required to take a post-accident alcohol test 
under this policy and in accordance with 49 CFR 382.303 shall use alcohol for eight hours following the 
accident, or until he or she undergoes a post-accident alcohol test, whichever occurs first. 
 
 (e) Refusal to Submit to Required Test.  No driver shall refuse to submit to a post-
accident alcohol or controlled substances test required under this policy and in accordance with 49 CFR  
382.303, a random alcohol or controlled substances test required under this policy in accordance with 49 
CFR 382.305, a reasonable suspicion alcohol or controlled substances test required under this policy in 
accordance with 49 CFR 382.307, or a follow-up alcohol or controlled substances test required under this 
policy or 49 CFR 382.311.  No employer shall permit a driver who refuses to submit to such tests to 
perform or continue to perform safety-sensitive functions.  Refusal to submit to a required test shall be 
deemed a violation of this policy and shall result in disciplinary action, up to and including termination.  
 

 (f) Controlled Substances Use.  No driver shall report for duty or remain on duty 
requiring the performance of safety-sensitive functions when the driver uses any controlled substance, 
except when the use is pursuant to the instructions of a licensed medical practitioner who has advised the 
driver that the substance will not adversely affect the driver's ability to safely operate a commercial motor 
vehicle.  No employer having actual knowledge that a driver has used a controlled substance shall permit 
the driver to perform or continue to perform a safety-sensitive function.  The City may require a driver to 
inform the City of any therapeutic drug use as more particularly provided in this policy. 
 
 (g) Controlled Substances Testing.  No driver shall report for duty, remain on duty or 
perform a safety-sensitive function, if the driver tests positive or has adulterated or substituted a test 
specimen for controlled substances. No employer having actual knowledge that a driver has tested 
positive or has adulterated or substituted a test specimen for controlled substances shall permit the driver 
to perform or continue to perform safety-sensitive functions. 
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12.060. Zero-Tolerance. 
 
 If it is determined that a CDL employee violates any term, condition or provision of this policy, that 
employee shall be subject to disciplinary action, up to and including termination.  Any disciplinary action 
taken for violations of this policy shall comply with the disciplinary action procedures, as applicable, set 
forth in Chapter 22 of these Policies and Procedures.   
 
12.070. Voluntary Self-Identification Program.  
 
 (a) Self-Identification Program.  CDL employees of the City may voluntarily admit to alcohol 
misuse or controlled substances use (“admission”) in accordance with the provisions of this Section 
setting forth the City’s voluntary self-identification program.  The provisions of this program are intended 
to comply with the provisions and requirements of 49 CFR 382.121, as amended.  Voluntary admissions 
should be made to the employee’s supervisor or the Human Resources SpecialistDirector.  Employees 
having a drug or alcohol problem are strongly encouraged to seek help.   
 
 (b) Prior to Selection or Violation.  To qualify for the City’s voluntary self-identification 
program, the CDL employee must make the admission of alcohol misuse or controlled substances use 
prior to performing a safety-sensitive function (i.e., prior to reporting for duty) and prior to being selected 
for testing under this policy (i.e., the admission cannot be made in order to avoid testing under the 
requirements of this policy. 
 
 (c) No Adverse Action.  The City shall not take any adverse action against a CDL employee 
making a voluntary admission of alcohol misuse or controlled substances use in accordance with the 
conditions and provisions of this Section.   
 
 (d) Evaluation and Treatment.  A CDL employee who has made a voluntary admission of 
alcohol misuse or controlled substances use in accordance with the terms and conditions of this Section 
shall be given sufficient opportunity to seek evaluation, education or treatment to establish control over 
the employee’s drug or alcohol problem.   
 

(e) Costs and Leave.  The City will pay for the first visit to a drug and alcohol abuse 
evaluation expert.  All other costs of evaluation, treatment and rehabilitation shall be the employee’s 
responsibility. The City will allow employees who seek voluntary assistance for alcohol and drug problems 
under this program to first utilize their accrued sick leave and then their accrued annual leave for 
rehabilitation.  Leave without pay may be requested by the employee and will be considered on an 
individual case basis.  If the FMLA does not apply, an employee’s position may be held open for a 
reasonable period of time up to a maximum of thirty (30) days for voluntary rehabilitation upon approval 
by the City ManagerAdministrator.     
 
 (f) Successful Completion.  The CDL employee shall not perform any safety-sensitive 
functions until and unless the employee has successfully completed an educational or treatment program, 
as determined by a drug and alcohol abuse evaluation expert (i.e., an employee assistance professional, 
substance abuse professional, or qualified drug and alcohol counselor).  Employees returning to work 
after treatment must first provide the City with a certification from a reputable substance abuse program 
that the employee is sober and has successfully completed the treatment program.  A licensed 
professional medical practitioner that specializes in substance abuse must sign this certification.   
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 (g) Return to Duty Testing.  Prior to performing any safety-sensitive functions, the employee 
shall undergo a return to duty test with a result indicating an alcohol concentration of less than 0.02 
and/or a return to duty controlled substances test with a verified negative test result for controlled 
substances use.   
 

(h) Follow-Up Testing.  The employee must also, as a condition of returning to work, agree to 
follow-up rehabilitation drug and/or alcohol testing and sign a return to work agreement.  Follow-up 
rehabilitation testing will be required for a period of not less than six (6) months and not more than one (1) 
year after completion of the employee’s substance abuse treatment program.  The date and time of any 
required follow-up rehabilitation drug and/or alcohol testing will be unannounced and conducted on a 
random basis.  
 

(i) Disclaimer.  Voluntary notification and enrollment in a rehabilitation program shall only 
prevent disciplinary action for previous drug or alcohol use that was unknown to the City and shall not 
prevent the City from testing or taking disciplinary action against an employee who subsequently violates 
this policy.   
 
12.080. Prescription and Over-the-Counter Drugs. 
 
 Prescribed and over-the-counter drugs and the necessary instrumentalities of administration 
brought on City premises may only be used by the person for whom they are prescribed and taken as 
directed so long as the use of such drugs does not adversely affect the safety of the work environment or 
significantly impede performance of essential job functions.  There are various prescription and over-the-
counter drugs that may adversely affect the safety of the work environment.  Examples include, but are 
not limited to, pain relievers that contain opiates, and muscle relaxants.  It is the employee’s responsibility 
to be informed about the effects of prescription and over-the-counter drugs they are taking by reading the 
information that accompanies the drug, including any information provided by the pharmacist, by 
consulting with their physician, and by accessing and utilizing other sources of information available to the 
employee, and acting accordingly.  Any employee who chooses or is medically required to ingest 
prescribed or over-the-counter medications that may adversely affect the safety of the work environment, 
shall immediately notify his or her department head of the type of medication and time period over which 
said medications will be taken.  The department head will make a determination of any restrictions to be 
placed on the employee after appropriate confidential consultation with the Human Resources 
SpecialistDirector, the City Attorney’s Office, and/or medical professionals.  A written statement from the 
employee’s physician may be required regarding whether the physician is of the opinion that the 
employee can safely work or perform his or her job duties while taking the prescribed drug.  Any 
employee who chooses or is medically required to ingest a prescribed or over-the-counter medication 
outside of the workplace must ensure that the impairing effects have ended prior to reporting for work.  
For purposes of this policy, medications used as prescribed, which do not constitute a safety concern, 
shall not be considered a violation of this policy. 
 
12.090. Testing Required. 
 
 In accordance with the provisions of this policy, all prospective and current CDL employees shall 
be subject to controlled substances and alcohol testing as a condition of hiring and continued 
employment with the City.  Failure to comply with this policy may result in the City refusing to hire a 
prospective CDL employee or disciplinary action being taken against current CDL employees, up to and 
including termination.  Specimens collected under this policy may only be used to test for controlled 
substances and their metabolites as defined herein and shall not be used to conduct any other analysis or 
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test unless otherwise specifically authorized by DOT Regulations.  All testing shall be based on and under 
the circumstances set forth in Section 12.100 regarding basis for testing.   
 
12.100. Basis for Testing. 
 

Prospective and current CDL employees shall be subject to testing for the presence of drugs and 
alcohol by the City in accordance with the provisions of this policy as a condition of hiring and continued 
employment with the City for any of the reasons or under the circumstances as more particularly set forth 
herein:  pre-employment testing, post-accident testing, random testing, reasonable suspicion testing, 
return-to-duty testing, and follow-up testing.  CDL employees shall also be subject to controlled 
substances and alcohol testing when required by Federal law or regulations. 

 
12.110. Pre-Employment Testing.  
 

All prospective CDL employees shall undergo testing for controlled substances as a condition of 
employment and prior to performing any safety-sensitive duties for the City.  Pre-employment tests will be 
conducted on prospective employees on their own time, meaning that prospective employees will not be 
paid for the time they spend participating in pre-employment testing required by Syracuse City.  All pre-
employment drug testing will be conducted at the third-party administrator’s facility and prospective 
employees are responsible for their transportation to and from the collection facility.  Refusal to consent to 
a pre-employment drug test will terminate further action towards employment with the City.  No 
prospective CDL employee shall be permitted to perform safety-sensitive functions for the City until and 
unless the City has received a pre-employment controlled substances test result from the MRO or TPA 
indicating a verified negative test result for the employee.  A controlled substance test may not be 
required if the employee has participated in a drug testing program that meets the DOT Regulations 
within the previous thirty (30) days and all other exception requirements as set forth in the DOT 
Regulations are satisfied.  
 
12.120. Post-Accident Testing.  
 

(a) Alcohol Testing.   
 

(1) As soon as practicable following an occurrence involving a commercial motor 
vehicle operating on a public road in commerce, each surviving CDL employee shall be tested for 
alcohol under the following circumstances: 
 

(A) The CDL employee was performing safety-sensitive functions with 
respect to the vehicle and the accident involved the loss of human life; or 

 
(B)  The CDL employee received a citation within eight (8) hours of the 

occurrence under State or local law for a moving traffic violation arising from the accident 
and the accident involved bodily injury to any person who, as a result of the injury, 
immediately received medical treatment away from the scene of the accident, or one or 
more motor vehicles incurred disabling damage as a result of the accident, requiring the 
motor vehicle to be transported away from the scene by a tow truck or other motor 
vehicle.   

 
(2) If an alcohol test required by this Section is not administered within two (2) hours 

following the accident, the City shall prepare and maintain on file a record stating the reasons the 
test was not promptly administered.  If an alcohol test required by this Section is not administered 
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within eight (8) hours following the accident, the City shall cease attempts to administer the test 
and shall prepare and maintain on file a record stating the reasons the test was not promptly 
administered.  Such records shall be submitted to the FMCSA, upon request.   

 
(b) Controlled Substances Testing.   
 

(1) As soon as practicable following an occurrence involving a commercial motor 
vehicle operating on a public road in commerce, each surviving CDL employee shall be tested for 
controlled substances under the following circumstances: 
 

(A) The CDL employee was performing safety-sensitive functions with 
respect to the vehicle and the accident involved the loss of human life; or 

 
(B)  The CDL employee received a citation within thirty-two (32) hours of the 

occurrence under State or local law for a moving traffic violation arising from the accident 
and the accident involved bodily injury to any person who, as a result of the injury, 
immediately received medical treatment away from the scene of the accident, or one or 
more motor vehicles incurred disabling damage as a result of the accident, requiring the 
motor vehicle to be transported away from the scene by a tow truck or other motor 
vehicle.   

 
(2) If a controlled substances test required by this Section is not administered within 

thirty-two (32) hours following the accident, the City shall cease attempts to administer the test 
and shall prepare and maintain on file a record stating the reasons the test was not promptly 
administered.  Such records shall be submitted to the FMCSA, upon request. 

 
 (c) Testing.  An employee who is subject to post-accident testing shall remain readily 
available for such testing or may be deemed by the City to have refused to submit to the testing.  A driver 
who is seriously injured and cannot be tested at the time of the accident should provide the necessary 
authorization for obtaining hospital reports and other documents that would indicate whether there were 
any drugs and/or alcohol in their system.  Nothing in this Section shall be construed to require the delay 
of necessary medical attention for injured people following an accident or to prohibit a driver from leaving 
the scene of an accident for the period necessary to obtain assistance in responding to the accident, or to 
obtain necessary emergency medical care.   
 
 (d) Federal, State or Local Test Results.  The results of a breath or blood test for the use of 
alcohol or the results of a urine test for the use of controlled substances conducted by Federal, State, or 
local law enforcement officials having independent authority to conduct such test shall be considered to 
meet the requirements of this Section for post-accident testing, provided such tests conform to the 
applicable Federal, State, and local alcohol or controlled substances testing requirements, as applicable, 
and the results of such tests are obtained by the City.   
 
 (e) Exceptions.  Post-accident testing shall not apply to the following situations: 
 
  (1) An occurrence involving only boarding or alighting from a stationary motor 

vehicle; or 
 
  (2)  An occurrence involving only the loading or unloading of cargo; or 
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  (3)  An occurrence in the course of the operation of a passenger car or a multipurpose 
passenger vehicle by an employer unless the motor vehicle is transporting passengers for hire or 
hazardous materials of a type and quantity that require the motor vehicle to be marked or 
placarded in accordance with 49 CFR 177.823. 

 
(f) Summary.  The following table notes when a post-accident test is required to be 

conducted in accordance with this Section: 
 
 

Type of Accident Citation Issued to Driver? Must Test Be Performed? 
Human fatality YES YES 

NO YES 

 
Bodily injury with immediate 
medical treatment away from 
scene 

YES YES 
NO NO 

 
Disabling damage to any motor 
vehicle requiring tow away 

YES YES 
NO NO 

 
 
12.130. Random Testing. 
 

(a)  CDL Employees.  Every CDL employee shall be required to submit to random alcohol 
and controlled substances testing in accordance with the provisions of this Section.  CDL employees 
include, but are not limited to, the following positions:   

 
(1) (1) Deputy Fire ChiefPublic Works Director 

 
(2) Fire Captain 

  
 

(3) Fire Engineer 
 

(4) Fire Fighter 
  

 
(5) Public Works Director 

 
 

(2) Parks Superintendent 
 

(63) Streets Superintendent 
 

(74) Water Superintendent 
 
(8) Environmental Superintendent 
 

 
(5) Parks Maintenance Worker I, II and III 
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(69) Streets Maintenance Worker I, II and III 

 
(107) Water Maintenance Worker I, II and III 
 
(11) Environmental Maintenance Worker 

 
(b) Testing Percentage Rates.  According to current FMCSA standards, random controlled 

substances testing will be administered at a fifty (50) percent annualized rate and random alcohol testing 
will be conducted at a ten (10) percent annualized rate.  This means that the total number of controlled 
substances tests conducted during any twelve (12) month period will be equal to at least fifty (50) percent 
of the total Syracuse City DOT testing pool, and the total number of alcohol tests conducted during any 
twelve (12) month period will be equal to at least ten (10) percent of the total Syracuse City DOT testing 
pool.  These rates are set by FMCSA Administration and shall be subject to change based on any 
increase or decrease in the Federally required testing rate. 
 

(c) Random Selection.  Selection of CDL employees for random testing shall be made by a 
scientifically valid method, such as a random number table or a computer-based random number, 
generator that is matched with employee’s social security numbers, or other comparable identifying 
numbers.  Only covered CDL employees shall be included in the random testing pool.  City CDL 
employees may be part of a larger random testing pool of covered employees.  Each CDL employee 
selected for random testing under the selection process used shall have an equal chance of being testing 
each time selections are made.  Each CDL employee selected for random testing shall be tested during 
the selection period.  Selection for random testing will be done by the City’s third party administrator in 
order to ensure that selection is truly random and is uninfluenced by any personal characteristics, 
behavior, or any other attribute.    

 
(d) Unannounced.  Random testing conducted under this Section shall be unannounced.  

The dates for administering the random tests shall be spread reasonably throughout the calendar year.   
 
(e) Testing.  Each CDL employee notified of selection for random testing shall proceed to the 

test site immediately; provided, if the employee is performing a safety-sensitive function other than driving 
a motor vehicle, at the time of notification, the employee shall cease to perform safety-sensitive functions 
and proceed to the testing site as soon as possible.   

 
(f) Performing Functions.  A driver shall only be tested for alcohol while the driver is 

performing safety-sensitive functions, just before the driver is to perform safety-sensitive functions, or just 
after the driver has ceased performing such functions. 

 
12.140. Reasonable Suspicion Testing.   
 

(a) Reasonable Suspicion.  CDL employees shall be subject to alcohol and/or controlled 
substances testing when the City has reasonable suspicion to believe that the employee has violated the 
prohibitions of this policy.  A determination of reasonable suspicion shall be based on specific, 
contemporaneous, articulable observations concerning the appearance, behavior, speech or body odors 
of the employee.  Observation for reasonable suspicion may also include indications of the chronic and 
withdrawal effects of controlled substances.   

 
(b) Supervisor Training.  The required observations for reasonable suspicion testing shall be 

made by a supervisor or other City official who is trained in accordance with applicable DOT Regulations 
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regarding such testing.  In an effort to ensure that supervisors are knowledgeable about the symptoms of 
drug and/or alcohol use, training on symptom recognition will be held for all Syracuse City employees in 
supervisory positions and only those persons who have attended the training will be qualified to require a 
reasonable suspicion drug and/or alcohol test.  Records regarding training attendance will be kept for a 
minimum of three (3) years after the date of the training. 
 

(c) Documentation.  A written record shall be made of the observations leading to an alcohol 
and/or controlled substances reasonable suspicion test by the employee’s supervisor or the person 
requesting the reasonable suspicion testing using the City’s “Observed Behavior-Reasonable Cause 
Record”.  The form shall be signed by the supervisor or City official who made the observations.  The 
form shall be filled out and the record made within 24 hours of the observed behavior or before the results 
of the test are released, whichever is earlier.  The City strongly urges supervisors to complete the form 
before the employee is required to submit to testing in order to properly document the circumstances 
leading up to the testing referral. 

 
 (d) Timing of Observations.  Reasonable suspicion alcohol testing is authorized by this 

Section only if the observations required in Subsection (a) are made during, just preceding, or just after 
the period of the work day that the CDL employee is required to be in compliance with this policy.  A CDL 
employee may only be required to undergo reasonable suspicion testing while the employee is 
performing safety-sensitive functions, just before the employee is to perform safety-sensitive functions, or 
just after the employee has ceased performing such functions.  
 
 (e) Timing for Testing.  If an alcohol test required by this Section is not administered within 
two (2) hours following the determination under paragraph (a) of this Section, the supervisor shall prepare 
and maintain on file a record stating the reasons the alcohol test was not promptly administered. If an 
alcohol test required by this section is not administered within eight (8) hours following the determination 
under paragraph (a) of this Section, the supervisor shall cease attempts to administer an alcohol test and 
shall State in the record the reasons for not promptly administering the test. 

 
(f) Transportation.  In the event that reasonable suspicion drug and/or alcohol testing is 

warranted, it is the responsibility of an agent of Syracuse City to transport the employee being tested to 
and from the testing facility.  In most cases, either the DER or the employee ’s supervisor will be 
responsible for transporting the employee. 
 
 (g) Refusal to Submit.  If an employee refuses to submit to reasonable suspicion drug and/or 
alcohol test or attempt to leave any Syracuse City premises and is impaired, in the opinion of a trained 
supervisor, to the extent that he/she would present a danger to either him/herself or others, local law 
enforcement should be contacted immediately by the supervisor. 
 
 (h) Prohibition.  Notwithstanding the absence of a reasonable suspicion alcohol test under 
this section, no driver shall report for duty or remain on duty requiring the performance of safety-sensitive 
functions while the driver is under the influence of or impaired by alcohol, as shown by the behavioral, 
speech, and performance indicators of alcohol misuse, nor shall an employer permit the driver to perform 
or continue to perform safety-sensitive functions, until: 
 

  (1)  An alcohol test is administered and the driver's alcohol concentration 
measures less than 0.02; or 
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  (2)  Twenty four (24) hours have elapsed following the determination under 
Subsection (a) of this Section that there is reasonable suspicion to believe that the driver has 
violated the prohibitions in this part concerning the use of alcohol. 

 
 (i) Action.  Except as provided in Subsection (h) of this Section, the City shall not take 
any action under this part against a driver based solely on the driver's behavior and appearance, with 
respect to alcohol use, in the absence of an alcohol test. This does not prohibit the City with independent 
authority of this part from taking any action otherwise consistent with law. 
 
12.150. Return-to-Duty Testing. 
 
 Any Syracuse City CDL employee whose initial breath alcohol content is between 0.02 – 0.039 
grams per 210 liters of breath will be subject to return-to-duty breath alcohol testing before being 
permitted to return to work.  The return-to-duty test must be completed not less than the equivalent of one 
full shift and not more than twenty-four (24) hours after the initial breath alcohol test.  Return-to-duty 
breath alcohol testing will be conducted at the facility of the designated third party administrator.  Refusal 
to submit to return-to-duty breath alcohol testing will be considered a positive test result and will subject 
the employee to disciplinary action as set forth in this policy.  The requirements for return-to-duty testing 
shall comply with and be performed in accordance with 49 CFR 40, Subpart O. 
 
12.160. Follow-Up Testing. 
 
 The requirements for follow-up testing shall comply with and be performed in accordance with 49 
CFR 40, Subpart O. 
 
12.170. Testing Procedures. 
 

(a) Collection.  All sample collection for drugs and alcohol testing under this policy shall 
comply with the procedures set forth in the DOT Regulations, including, but not limited to, 49 CFR 40, as 
amended.  Sample collection, documentation, storage and transportation to the place of testing shall be 
performed in a manner that reasonably precludes the probability of sample misidentification, 
contamination or adulteration and which ensures the privacy of the individual being tested.  The 
instructions, custody and control forms, and collection kits, including bottles and seals used for sample 
collection shall be prepared by an independent laboratory trained and qualified to conduct DOT collection 
procedures. The Federal Drug Testing Custody and Control Form (CCF) shall be used to document every 
collection required by DOT Regulations.  Directly observed collection shall only be conducted in 
accordance with DOT Regulations, including, but not limited to, 49 CFR 40.67, as amended.  All 
controlled substances urine collection shall be split specimen collection.  Collection sites shall meet all 
applicable DOT Regulations.  Sample collection shall be conducted in accordance with the terms and 
conditions of this policy.   
 

(b) Samples.  Alcohol testing will typically be done with an evidentiary breath testing device.  
An initial screening alcohol test will be conducted.  If that result is greater than or equal to 0.04, a 
confirmation test will be conducted using an evidential testing device.  The confirmation test is the final 
result.  Any confirmed breath alcohol test result greater than 0.04 grams per 210 liters of breath will be 
considered a positive alcohol test result. 

 
(c) Inadequate Samples.  In the case of urine-based drug testing, an applicant and/or 

employee who fails to provide an adequate quantity of urine for testing will be instructed to drink not more 
than 24 ounces of fluid and, after a period of up to two hours, again attempt to provide a complete 
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sample. If an applicant fails to provide an adequate quantity of urine a second time, that applicant will no 
longer be considered for employment.  If an employee fails to provide an adequate quantity of urine a 
second time, the third party administrator will notify the MRO to determine pertinent information 
concerning whether or not the individual’s inability to provide a specimen is genuine or constitutes a 
refusal to test.  Upon completion of the examination, the MRO will report their conclusions to the 
Syracuse City DER in writing.  If the City or the collector has reasonable cause to believe that the donor 
of the sample has tampered with their sample, a new sample will be immediately collected.   
 

(d) Testing.  Sample drug testing shall conform to scientifically accepted analytical methods 
and procedures and shall be conducted in accordance with applicable DOT Regulations.  All drug tests 
will use a screening test (typically an immunoassay test) and confirmation test by gas 
chromatography/mass spectrometry if the screening test is positive.  Prospective and current DOT 
employees have the option of requesting a split-sample test.  The City has designated IHC as the City’s 
third party administrator to assist in setting up and administering the drug and alcohol testing program set 
forth herein.   

 
(e) Dilute Specimens.  Specimens which the laboratory reports as dilute, meaning specific 

gravity less than 1.003 and creatinine levels less than 20 mg/dL, may be considered invalid and the 
employee/applicant will be required to give a second specimen.  The second specimen will be considered 
the final result. 
 

(f) Invalid Specimens.  If Syracuse City receives a test result that is determined to be invalid, 
the employee will be immediately retested.  The employee will be given no notification of the need to 
retest.  No action will be taken regarding the first test result and the results of the second test will be 
considered final.  A second “invalid” test result will be treated as a positive test result. 
 

(g) Time.  Any drug or alcohol testing required by the City under this policy shall occur during 
or immediately after the regular work period for current employees and shall be deemed work time for 
purposes of compensation and benefits for current employees. 
 

(h) Costs.  Except as otherwise provided, the City shall pay all costs of sample collection and 
testing required herein, including the cost of transporting current employees to the testing site if the 
testing is conducted at a place other than the work site.  

 
(i) Disclaimer.  A physician/patient relationship is not created between a prospective or 

current employee and the City or any person performing the test, solely by this policy and the procedures 
set forth herein. 
 
12.180. Results.   
 
 (a) MRO.  According to Federal regulations, all drug test results, will be referred to an 
MRO to verify the test result.  In the case of a positive, adulterated, substituted, or invalid test result, the 
employee or prospective employee shall be so advised by the MRO by telephone on a confidential basis 
prior to the reporting of the results to the designated employer representative.  The employee shall have 
the right to discuss and explain the results, including the right to advise the MRO of any prescription or 
over-the-counter medication or other substance consumed which may have affected the results of the 
test.  The MRO shall also review the chain-of-custody documentation to ensure compliance with normal 
chain-of-custody procedures.  If the MRO can verify a legitimate explanation, the MRO would then 
reverse the test result to negative and report it as negative to the employer.  The MRO can report a non-
negative test to the employer, without interviewing the employee/applicant, if:  (1) an individual has 
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expressly declined the opportunity to discuss the test result with the MRO; (2) the employer has 
successfully made and documented a contact with the employee and instructed the employee to contact 
the MRO and more than 72 hours have passed since the time the employer contacted the employee; or 
(3) if neither the employer nor MRO, after making and documenting all reasonable efforts, has been able 
to contact the employee within ten (10) days of the date on which the MRO receives the confirmed test 
result from the laboratory.  No MRO review will be done on positive breath or blood alcohol tests.   
 
 (b) DER Contact.  If the MRO has been unable to contact an employee who has 
submitted a specimen under this policy, the DER shall make reasonable efforts to contact and request 
such employee, regardless of employment status, to contact and discuss the results of the controlled 
substances test with the MRO.  The DER shall immediately notify the MRO that the employee has been 
notified to contact the MRO within 72 hours. 
 

(c) Confirmation.  Before the results of any test required herein may be used as a basis for 
action by the City, the positive test result shall be verified or confirmed using an acceptable and reliable 
analytical method. 

 
(d) Contesting.  All verified non-negative samples will be kept in frozen storage at the 

laboratory for a minimum of one (1) year.  If an employee or applicant believes the laboratory analysis is 
in error, they will have 72 hours from when first notified of the test result to request the re-analysis of the 
original specimen that was verified as positive, adulterated, or substituted.  The urine sample must be 
independently re-analyzed by gas chromatography/mass spectrometry at a second SAMHSA-certified 
laboratory at the expense of the employee/applicant.  If the re-analysis is negative, an employee shall be 
allowed to return to work immediately, shall be compensated for time lost, and shall be reimbursed for the 
cost of split specimen testing.  Retesting will be on the original specimen and must be performed by a 
SAMHSA-certified laboratory. 

 
 (e) Notification.  The City shall notify prospective employees of the results of a pre-
employment controlled substances test conducted under this policy, if the prospective employee requests 
such results within 60 calendar days of being notified of the disposition of the employment application.  
The City shall notify an employee of the results of random, reasonable suspicion and post-accident tests 
for controlled substances conducted under this policy if the test results are verified positive. The City shall 
also inform the employee which controlled substance or substances were verified as positive. 
 
12.190. DOT Required Action. 
 

Pursuant to 49 CFR 40.23, the City is required to take the following action under the 
circumstances described: 

 
 (a)  As an employer who receives a verified positive drug test result, you must 
immediately remove the employee involved from performing safety-sensitive functions. You must take this 
action upon receiving the initial report of the verified positive test result. Do not wait to receive the written 
report or the result of a split specimen test. 
 
  (b)  As an employer who receives a verified adulterated or substituted drug test result, 
you must consider this a refusal to test and immediately remove the employee involved from performing 
safety-sensitive functions. You must take this action on receiving the initial report of the verified 
adulterated or substituted test result. Do not wait to receive the written report or the result of a split 
specimen test. 
 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/201511/9/2010 
Personnel Policies and Procedures 

17 
 

 (c)  As an employer who receives an alcohol test result of 0.04 or higher, you must 
immediately remove the employee involved from performing safety-sensitive functions. If you receive an 
alcohol test result of 0.02-0.039, you must temporarily remove the employee involved from performing 
safety-sensitive functions, as provided in applicable DOT agency regulations. Do not wait to receive the 
written report of the result of the test. 
 
 (d)  As an employer, when an employee has a verified positive, adulterated, or 
substituted test result, or has otherwise violated a DOT agency drug and alcohol regulation, you must not 
return the employee to the performance of safety-sensitive functions until or unless the employee 
successfully completes the return-to-duty process of Subpart O of this part. 
 
     (e)  As an employer who receives a drug test result indicating that the employee's 
specimen was dilute, take action as provided in Sec.  40.197. 
 
 (f)  As an employer who receives a drug test result indicating that the employee's 
specimen was invalid and that a second collection must take place under direct observation--     
 
  (1)  You must immediately direct the employee to provide a new specimen under direct 

observation. 
 
    (2)  You must not attach consequences to the finding that the test was invalid other than 

collecting a new specimen under direct observation. 
 
  (3)  You must not give any advance notice of this test requirement to the employee. 
 
  (4)  You must instruct the collector to note on the CCF the same reason (e.g. random 

test, post-accident test) as for the original collection. 
 
 (g)  As an employer who receives a cancelled test result when a negative result is 
required (e.g., pre-employment, return-to-duty, or follow-up test), you must direct the employee to provide 
another specimen immediately. 
 
 (h)  As an employer, you may also be required to take additional actions required by 
DOT agency regulations (e.g., FAA rules require some positive drug tests to be reported to the Federal 
Air Surgeon). 
 
 (i)  As an employer, you must not alter a drug or alcohol test result transmitted to you by 
an MRO, BAT, or C/TPA. 
 
12.200. Removal from Safety-Sensitive Functions. 
 
 (a) Removal from Safety-Sensitive Functions.  Except as provided in the DOT 
Regulations, no CDL employee shall perform safety-sensitive functions, including driving a commercial 
motor vehicle, if the employee has engaged in conduct prohibited by Section 12.050 or an alcohol or 
controlled substances rule set forth in the DOT Regulations. The City shall not permit any CDL employee 
to perform safety-sensitive functions, including driving a commercial motor vehicle, if the City has 
determined that the employee has violated this Section.  Employees found to have violated the provisions 
of Section 12.050 shall be removed immediately from safety-sensitive functions in accordance with this 
policy and the provisions of 49 CFR 40, Subpart O, as amended.  As provided in the DOT Regulations, 
the City may not remove an employee from the performance of safety-sensitive functions based solely on 
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a report from the laboratory of a confirmed positive test for controlled substances, an adulterated test, or 
a substituted test, before the MRO has completed verification of the test (also known as “standing down”). 
 
 (b) Required Evaluation and Testing.  No CDL employee who has engaged in conduct 
prohibited by Section 12.050 shall perform safety-sensitive functions, including driving a commercial 
motor vehicle, unless the employee has met the requirements of 49 CFR 40, Subpart O, regarding 
required evaluation and testing.  The City shall not permit any CDL employee who has engaged in 
conduct prohibited by Section 12.050 to perform safety-sensitive functions, including driving a commercial 
motor vehicle, unless the employee has met the requirements of 49 CFR 40, Subpart O, regarding 
required evaluation and testing.   
 
 (c) Alcohol-Related Conduct.  No CDL employee tested under the provisions of this 
policy who is found to have an alcohol concentration of 0.02 or greater but less than 0.04 shall perform or 
continue to perform safety-sensitive functions, including driving a commercial motor vehicle, nor shall the 
City permit the driver to perform or continue to perform safety-sensitive functions, until the start of the 
employee's next regularly scheduled duty period, but not less than 24 hours following administration of 
the test.  Except as provided herein, the City shall take any action under this part against an employee 
based solely on test results showing an alcohol concentration less than 0.04. This does not prohibit the 
City with authority independent of this Subsection from taking any action otherwise consistent with law. 
 
12.210. Additional Action.   
 

(a) Discipline.  In an effort to ensure a drug-free workplace, Syracuse City is committed to a 
zero-tolerance drug and/or alcohol policy for all DOT employees.  This means that refusal to test, an 
MRO-verified positive, adulterated, or substituted drug test, or a positive alcohol (greater than 0.04 grams 
per 210 liters of breath) test result, as reported by the third party administrator and/or MRO to the 
Syracuse City DER, for any of the drug and/or alcohol testing programs listed above will result in the 
disciplinary action against the employee, up to and including termination.  Additional grounds for 
disciplinary action may include failure to fully comply with collection procedures and reasonable collector 
requests.  All disciplinary action will be handled in accordance with the disciplinary procedures set forth in 
these Policies and Procedures, as applicable. 
 

(b) Refusal to Hire.  A prospective employee/applicant who has a positive or non-negative 
drug test result or refuses to submit to a drug test will not be further considered for employment.   
 

(c) Alcohol Content.  It is against Syracuse City policy for any DOT employee whose breath 
alcohol content is between 0.02 – 0.039 grams per 210 liters of breath to operate any vehicle.  An 
employee with a breath alcohol content of 0.02 – 0.039 will be removed from duty for one shift or 24 
hours, which ever is longer.  No adverse employment action will be taken on the basis of initial breath 
alcohol test results in the range of 0.02 – 0.039.  Upon return to work the employee must have a breath 
alcohol content less than 0.02 grams per 210 liters of breath.  Failure to meet these standards on a 
follow-up breath alcohol screen will result in disciplinary action up to and including termination. 
  

(d) Referral.  Any DOT employee who has a positive drug and/or alcohol test result will be 
immediately referred by the Syracuse City DER to the Employee Assistance Program (EAP), a licensed 
substance abuse counselor (LSAC), or substance abuse professional (SAP).  The expenses associated 
with a initial, evaluative consultation with the LSAC or SAP will be paid for by Syracuse City.  Additional 
services beyond an initial evaluation provided to the employee by the LSAC or SAP will be at the expense 
of the employee. 
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12.220. Records. 
 
 (a) Maintain.  The City shall maintain records regarding alcohol and controlled substances 
testing in accordance with DOT Regulations, including, but not limited to, 49 CFR 382.401, as amended.   
 
 (b) Controlled Access.  All alcohol and controlled substances testing records shall be 
maintained in a secure location with controlled access as more particularly set forth in Section 12.200.   
 
 (c) FMCSA Access.  All records required by this policy shall be maintained in accordance 
with 49 CFR 390.31 and must be made available for inspection at the City offices within 2 business days 
after a request have been made by an authorized representative of the Federal Motor Carrier Safety 
Administration. 
 
 (d) Employee Access.  A CDL employee is entitled, upon written request, to obtain 
copies of any records pertaining to the employee’s use of alcohol or controlled substances, including any 
records pertaining to his or her alcohol or controlled substances tests. The City shall promptly provide the 
records requested by the employee. Access to the employee’s own records shall not be contingent upon 
payment for records other than those specifically requested. 
 
 (e) Subsequent Employers.  Records shall be made available to a subsequent employer 
upon receipt of a written request from the employee. Disclosure by the subsequent employer is permitted 
only as expressly authorized by the terms of the employee's request. 
 
 (f) Identified Persons.  The City shall release information regarding an employee’s 
records as directed by the specific written consent of the employee authorizing release of the information 
to an identified person. Release of such information by the person receiving the information is permitted  
only in accordance with the terms of the employee's specific written consent as outlined in 49 CFR 
40.321(b), as amended. 
 
12.230. Confidentiality. 
 

The use and disposition of all drug and alcohol testing results and records shall be considered 
confidential and are subject to the limitations of the Utah Government Records Access and Management 
Act and the Americans with Disabilities Act.  In an effort to ensure that all drug and/or alcohol test results 
remain confidential, the TPA and/or MRO for the Syracuse City drug testing program are only authorized 
to release test results to the Syracuse City DER.  After being received by Syracuse City, all drug and 
alcohol test results will be stored in confidential employee files (established for all Syracuse City 
employees) and will remain confidential to the extent required or allowed by law.  The DER will determine 
which person(s) within the City have a need to know which test results.  Test and other records will be 
maintained in a secure manner so that disclosure of confidential and/or medical information to 
unauthorized persons does not occur.  Test results may be released in legal proceedings where the 
employee raises the issue of drug test (i.e. unemployment hearing, wrongful termination, etc.).   
 
12.240. Notification of Conviction 
 

Any investigation by law enforcement or conviction for controlled substance or alcohol activity 
may be cause for dismissal from employment.  Failure of an employee to report any conviction for illegal 
drug use or alcohol misuse to their supervisor and/or the Syracuse City DER within five (5) days of 
conviction may result in disciplinary action up to and including termination. 
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12.250. Americans with Disabilities Act (ADA). 
 

Alcoholism is considered a disability under the ADA.  Syracuse City will make reasonable 
accommodations for current employees who suffer from alcoholism, including encouraging an employee 
to participate in rehabilitation programs.  However, Syracuse City will hold an alcoholic employee to the 
same performance standards as other employees and will discipline an employee, up to an including 
termination, if the employee’s alcohol use adversely affects the employee’s job performance or is 
considered to be a safety hazard.  An employee or prospective employee whose controlled substance or 
alcohol (except as modified by the ADA) tests are confirmed and verified positive in accordance with the 
provisions of this program shall not, by reason of those results alone, be defined as a person with a 
“handicap” or “disability” for the purposes of Utah Code Annotated Chapter 35, Title 34 (Utah Anti -
Discriminatory Act) or the Federal Americans with Disabilities Act. 
 
12.260. Amendments. 

 
Syracuse City reserves the right to interpret, modify, and/or revise this policy in whole or in part.  

Nothing in this policy is to be construed as an employment contract nor does this alter an employee’s 
employment status with the City.  This policy will be amended from time to time to comply with changes in 
Federal and State laws.  This policy is a general summary of Syracuse City’s Department of 
Transportation (DOT) Drug-Free Workplace policy.  If there is any question or conflict between what is 
said in the policy and the language in the DOT regulations as codified in 49 CFR parts 40 and 382, the 
DOT regulations will prevail. 
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CHAPTER 13 
EMPLOYEE TESTING AND EVALUATION 

 
13.010. Background InvestigationsChecks. 
13.020. Medical Examinations. 
13.030. Driving Record Evaluations. 
 
 
13.010. Background ChecksInvestigations. 
 

(a) Purpose.  Utah law allows for criminal and sex offender history background 
investigationschecks for employees and volunteers who:  (1) provide services to children or vulnerable 
adults; (2) have fiduciary trust over money; (3) who care for, have custody of, or control of children; or (4) 
when necessary to safeguard national security.  Due to the various types of employment positions within 
Syracuse City and the numerous contacts employees have with our citizens and customers, which span 
the entire age spectrum and include various security issues, it is Syracuse City’s policy that all new 
employees will be subject to a background investigation prior to hiring.  Volunteers working in public 
safety and recreation departments will be subject to a background investigation as a condition of and prior 
to being authorized to perform volunteer services for the City.  In addition, employees and volunteers 
working in the public safety and recreation departments will be subject to annual criminal and sex 
offender investigations.  The purpose of the background investigation is to verify credentials, to ensure 
that each person hired by Syracuse City is an appropriate fit for both Syracuse City and the position being 
offered, and to ensure that Syracuse City continues to employ individuals who do not pose a threat to 
those with whom they work. 
 

(b) Scope.  This policy applies to all prospective employees and volunteers of Syracuse City 
who are over eighteen (18) years of age.  Successful completion of the background investigation process 
is a condition of employment for any position with the City and for volunteer service involving public safety 
and recreation departments as more particularly provided herein.  A prospective employee who fails to 
meet the standards outlined below will not be considered for employment or volunteer service.   
 

(c) Pre-Employment Checks.  Syracuse City will conduct a pre-employment background 
investigation on all prospective employees and applicable volunteers over the age of eighteen (18).  The 
information verified will depend on the type of position being offered.  All pre-employment background 
investigations maywill include a social security trace, basic employment and education verification, and a 
county criminal history search.   

 
(d) DOT Employees.  In the case of prospective DOT employees, employment verification 

will include information regarding DOT drug and/or alcohol tests conducted by previous employers in 
accordance with applicable DOT regulations.  A DOT background investigation will also include 
verification of the prospective employee’s driving record in accordance with applicable policies. 
 

(e) (e) Public Safety Employees.  Background investigations conducted on prospective 
public safety employees, including applicants for both the fire and police 
departments, will include an extended employment verification including information 
pertaining to the prospective employee’s previous job responsibilities, disciplinary 
actions, performance, awards and/or certifications.   
 

(f) Promotions.  Background investigations will be conducted on employees who are 
promoted to a position that will require more responsibility in finances and/or safety 
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sensitive duties.  
  

(g)  
 
(f) Annual Background InvestigationsChecks.  Employees and volunteers who are over the age of 
eighteen (18) and are working in the public safety and parks & recreation departments in positions listed 
in Subsection (k)below shall be subject to an annual background investigation to gather information 
pertaining to any criminal or sexually based convictionsoffenses that may have occurred since hire or 
since the date of the last annual background investigation.  Because criminal convictions can relate to the 
performance of job-related duties, the primary purpose of all annual background investigations conducted 
for employees and volunteers working in the public safety and recreation departments is to ensure that 
Syracuse City employees and volunteers who, in the course of their regular duties, may be required to 
enter citizen’s homes or work with minors are held to the highest legal standards.  If an annual 
background investigation conducted on a current Syracuse City employee or volunteer indicates that an 
employee or volunteer has been convicted ofinvolved in a criminal and/or sexual offense as listed in 
Subsection (h), that individual shallwill be subject to disciplinary action up to and including termination or 
ineligibility for volunteer service. 

 Fire Department: 
o Fire Chief 
o Deputy Fire Chief 
o Fire Captain 
o Senior Fire Fighter 
o Fire Engineer 
o Fire Fighter 
o Any Fire Department Volunteers 
 

 Police Department: 
o Police Chief 
o Police Lieutenant 
o Police Sergeant 
o Police Officer 
o Code Enforcement Officer 
o Bailiff 
o Crossing Guard 
o Any Police Department Volunteers 
 

 Parks & Recreation Department 
o Parks & Recreation Director 
o Assistant Parks & Recreation Director 
o Recreation Coordinator 
o Recreation Assistant 
o Parks Maintenance Worker 
o Any Recreation Department Volunteers 

 
 
 (g) Procedures.  In all cases, the individual being required to submit to a background 
investigation will be required to sign a waiver allowing the designated third party to obtain the requested 
information.  This waiver, along with personal information about the prospective applicant or volunteer or 
the current employee or volunteer and their previous education and employment (if applicable), will be 
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forwarded to the City’s designated third party administrator.  Background investigations required by 
Syracuse City will be paid for by Syracuse City and will be conducted in accordance with all Federal and 
State regulations relative to background investigations. 
 

(h) Results.  The primary purpose of all pre-employment and volunteer service background 
investigations is to verify the information provided by the applicant or volunteer, to ensure that each 
person hired by or authorized to provide volunteer services for the City is an appropriate fit for both 
Syracuse City and the position being offered, and to ensure that the City continues to employ or permit 
volunteer services by individuals who do not pose a threat to those with whom they work or provide 
services.   

 
(1) Any discrepancy between information provided by the applicant and information 

obtained through the pre-employment or volunteer service background investigation process will 
be considered falsification and may end an applicant’s consideration for employment.  

 
(2) If a pre-employment or volunteer service background investigation conducted on 

a prospective employee or volunteer has any of the following discrepancies or criminal history, 
that individual will not be considered for employment or volunteer service.  This list is meant to 
illustrate possible reasons for denial of employment or volunteer service related to the results of a 
pre-employment or volunteer service background investigation and should not be construed as an 
exhaustive list of possible reasons for denial of employment or volunteer service.  Any other 
information obtained from the background investigation process may result in the denial of 
employment or volunteer service.  

 
(A) Inability to verify and/or authenticate a provided social security number (if 

applicable); 
 

(B) Inability to verify that educational levels provided match the educational 
requirements of the position being offered (if applicable); 

 
(C) Any conviction for any crime against minors, seniors, or persons with a 

disability;  
 
(D) Any felony conviction involving violence;  
 
(E) Any sexual offense conviction;  
 

  (3) If a pre-employment or volunteer service background investigation conducted on 
a prospective employee or volunteer has any of the following discrepancies or criminal history, that 
individual may or may not be considered for employment or volunteer services and will be evaluated on a 
case by case basis. This list is meant to illustrate possible reasons for denial of employment or volunteer 
service. Any other information obtained from the background investigation process may result  in the 
denial of employment or volunteer service. 

 
(AF) A felony conviction for driving under the influence of alcohol/drugs (DUI) 

or other drug or alcohol related driving offense within the past ten (10) years; 
 
 (BG) Any criminal conviction within the last seven (7) years that is related to 

violence, drugs, and/or alcohol, or the commission of which, in the City’s opinion, is 
indicative of conduct or character inconsistent with that of those entrusted to perform 
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public service, or until such convictions are eligible for expungement, whichever is longer. 
 

 (i) Confidentiality.  In an effort to ensure that all background investigation results remain 
confidential, the third party administrator for the Syracuse City background investigation program is only 
authorized to release results to the Syracuse City Designated Employee Representative (DER).  The 
City’s DER is the Human Resources SpecialistDirector.  After being received by Syracuse City, all 
background investigation results will be stored in confidential employee files (established for all Syracuse 
City employees) or, in the case of applicants for whom employment was denied, with the prospective 
employee’s employment application.  All information obtained through the background investigation 
process will remain confidential to the extent required or allowed by law.  The DER will determine which 
person(s) within the City have a need to know the results of the background investigation process. 
 

(j) Maintenance and Release.  Background investigation results and other records will be 
maintained in a secure manner so that disclosure of confidential and/or medical information to 
unauthorized persons does not occur.  Background investigation results may be released in legal 
proceedings (i.e. unemployment hearing, wrongful termination, etc.).  Results can be released to persons 
representing Syracuse City (i.e. attorneys, workers compensation insurance adjuster, etc.).   Employees, 
former employees, and prospective employees, can request copies of their background investigation 
results by making a written request to the Syracuse City DER. 

 
(k) Annual Investigations.  Employees in the following positions will be subject to annual 

criminal and sex offense investigations: 
 

 Fire Department: 
o Fire Chief 
o Assistant Fire Chief 
o Fire Captain 
o Fire Lieutenant 
o Fire Engineer 
o Fire Fighter 
o Any Fire Department Volunteers 
 

 Police Department: 
o Police Chief 
o Police Lieutenant 
o Police Sergeant 
o Police Officer 
o Reserve Officer 
o Crossing Guard 
o Any Police Department Volunteers 
 

 Recreation Department 
o Recreation Director 
o Program Coordinator 
o Scorekeepers 
o Umpires 
o Referees 
o Any Recreation Department Volunteers 
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13.020. Medical Examinations. 
 

Applicants who have received a contingent offer of employment and current employees may be 
required, as legally appropriate and as permitted under the Americans with Disabilities Act, to submit to 
medical examinations.  An applicant who has received a contingent job offer may be required to undergo 
a medical examination to demonstrate ability to safely perform the essential functions of the position for 
which the employee is being hired.  Employment offers are contingent upon satisfactory completion of 
such examinations.  As a condition of continued employment, employees may be required to undergo 
periodic job-related medical examinations in accordance with applicable legal restrictions and 
requirements.  All medical examinations required by the City shall be paid for by the City in accordance 

with Utah Code Ann. ' 34-33-1, as amended.  All records regarding medical examinations of applicants 

and employees shall be maintained as classified in accordance with the Utah Government Records 

Access and Management Act, as set forth in Utah Code Ann. ' 63-2-101, et seq., as amended. 

 
13.030. Driving Record Evaluations. 
 
 (a) Prospective Employees.  Any prospective employee or volunteer who may be required to 
operate a City-owned vehicle or personal vehicle on City business shall be required to submit to a pre-
employment driving record evaluation.  Pre-employment driving record evaluations shall be conducted 
with the written consent of the prospective employee.  Failure to consent to a driving record evaluation, 
when required, will preclude employment with the City.  Driving record evaluations will be conducted 
using the information available through the Utah Driver’s License Division.  If the applicant does not 
currently have a Utah driver’s license, the driving record evaluation will be conducted using the 
information available through the City’s Background Investigation system.applicant will be required to 
provide the City with a certified copy of the applicant’s driving record from the State where the applicant’s 
current license was issued.  Any expenses associated with obtaining out-of-state driving records shall be 
the responsibility of the applicant.   
 
As part of the driver qualification process all drivers or potential drivers’ Motor Vehicle Record (MVR) will 
be screened and monitored on an ongoing basis to ensure the standard is met and maintained. Drivers 
will be qualified as “Acceptable” or “Borderline”. Drivers qualified as “Borderline” may be authorized to 
drive on a probationary basis as determined by the City Manager. Drivers or potential drivers whose 
record does not meet the driver qualification standard and is deemed “Unacceptable” will not be allowed 
to operate any City vehicle or personal vehicle while engaged in City business and may be subject to 
disciplinary action up to and including termination or may not be considered eligible for employment with 
the City.  
 
All drivers must possess a valid Driver License. Required endorsements, if applicable, must also be 
maintained. The driver qualification evaluation will be based on the driver’s MVR and may also take into 
account work related motor vehicle incidents, whether or not the incident has been recorded on the 
driver’s MVR. All violations recorded on the MVR, whether they occurred on the job or not, are included in 
the driver qualification evaluation. 
 
“Acceptable” or “Borderline” qualification will be determined using the following criteria. Any number of 
violations or accidents in excess of the “Borderline” criteria constitutes a failure to meet the driver 
qualification standard.  
 
ACCEPTABLE   

 Up to two (2) violations recorded on the MVR, or 
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 Up to one (1) at fault work related accident in the prior three (3) years, or  

 A combination of one (1) violation on the MVR and one (1) at fault work related accident in the 
last three (3) years 

 
Borderline 

 Three (3) to four (4) violations recorded on the MVR, or 

 Two (2) at fault work related accidents in the last three (3) years, or  

 DUI or DWI within the last two (2) to five (5) years, or  

 Any violation for Careless, Reckless or Distracted driving 
 

Moving 
Violations 

At-Fault Accidents 

0 1 2 3 

0 Acceptable Acceptable Borderline Unacceptable 

1 Acceptable Acceptable Borderline Unacceptable 

2 Acceptable Borderline Unacceptable Unacceptable 

3 Borderline Unacceptable Unacceptable Unacceptable 

4 Borderline Unacceptable Unacceptable Unacceptable 

 
A single major violation recorded on the MVR, or resulting from a work related incident, may be deemed 
“Unacceptable” will not be allowed to operate any City vehicle or personal vehicle while engaged in City 
business and may be subject to disciplinary action up to and including termination or may not be 
considered eligible for employment with the City. Major violations include, but are not limited to: 

 DUI or DWI in the previous twenty-four (24) months, or 

 Failure to stop and/or report an accident, or 

 Making a false accident report, or 

 Attempting to elude a law enforcement officer, or 

 Others as determined by the City Manager 
 
It is the duty of the employee to notify his or her supervisor immediately if his or her driver’s license has 
expired, has been suspended or revoked, or if the employee has committed driving under the influence 
(DUI) or other alcohol or drug related driving offense.   
Prospective employees must also agree to driving record evaluations to be performed on an annual basis 
as a condition of employment in accordance with the policies and procedures set forth in this Subsection 
(b).  If a pre-employment driving record evaluation for a required position indicates any of the following, 
the individual shall not be considered eligible for employment with the City:  (1) the driver’s license record 
shows the applicant’s driver’s license is expired, suspended, or revoked; or (2) the driver’s license record 
shows the applicant has committed a DUI or worse within the past 36 months (examples of “or worse” 
include vehicular homicide, vehicular manslaughter, etc.) or has engaged in a pattern of poor driving 
(offenses may include reckless driving, following too close, failure to yield, stoplight or stop sign 
violations, speeding tickets, etc.). 
 
 (b) Employees.  Current employees who are required to operate a City-owned vehicle or 
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personal vehicle while on City business shall be required to submit to annual driving record evaluation as 
a condition of continued employment.  The purpose of all annual driving record background checks of 
employees who are required to operate a City-owned vehicle or personal vehicle on City business is to 
ensure that City employees can operate such vehicles in a safe and responsible manner.  It is the duty of 
the employee to notify his or her supervisor immediately if his or her driver’s license has expired or has 
been suspended or revoked or if the employee has committed driving under the influence (DUI) or other 
alcohol or drug related driving offense.  Where a driving record evaluation shows that the employee’s 
driver’s license is expired, suspended or revoked, or that the employee has committed a  DUI or worse 
within the past 15 months (examples of “or worse” include vehicular homicide, vehicular manslaughter,  
etc.) or has engaged in a pattern of poor driving (offenses may include reckless driving, following too 
close, failure to yield, stoplight or stop sign violations, speeding tickets, etc.), the employee may be 
subject to disciplinary action, up to and including termination.  Any such disciplinary action shall be 
conducted in accordance with applicable procedures set forth in Chapter 22 regarding Disciplinary Action.  
Any disciplinary action taken shall be commensurate with a determination that the behavior is reasonably 
likely to impair the ability of the employee to undertake the employee’s essential job functions, creates a 
danger to the public, or creates liability for the City.  The Human Resources Department shall conduct all 
annual driver’s license evaluations in accordance with the provisions of this Section. 
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CHAPTER 14 
WORKPLACE SAFETY 

 
14.010. General Policy. 
14.020. Occupational Safety and Health Act. 
14.030. Safe Environment. 
14.040. Inspection of Workplace. 
14.050. Safety Rules. 
14.060. Use of Equipment and Tools. 
14.070. Confined Space Entry. 
14.080. Accident Reports. 
14.090. Work Related Injuries. 
14.100. Workers’ Compensation.   
14.110. Bringing Children to Work. 
 
 
14.010. General Policy.   
 

 Syracuse City strives to provide a healthy and safe working environment.  Safety is largely the 
use of good judgment and careful work habits.  If an employee is unsure how to perform a task safely, he 
or she should ask his or her supervisor or department head for the correct method or procedure.  Failure 
to follow City safety rules as set forth in this Chapter or any other unsafe conduct constitutes misconduct 
and shall be subject to disciplinary action, up to and including termination.     
 
14.020. Occupational Safety and Health Act. 
 
 (a) Compliance.  It is the intent of the City to comply with all applicable rules and regulations 
pertaining to the Occupational Safety and Health Act (“OSHA”) as established under Federal Law and 
Utah State Law.  No job is so important and no service so urgent that time cannot be taken to perform 
work safely.  Syracuse City will post all required OSHA notices in conspicuous places (such as employee 
bulletin boards or where similar notices are usually posted).  Additional information relative to OSHA 
requirements and safety standards can be obtained from the Human Resources SpecialistDirector or 
applicable State or Federal agency. 
 
 (b) Inspections.  If an OSHA inspector arrives on the job site, an employee should 
immediately notify the Human Resources SpecialistDirector and City ManagerAdministrator and refer the 
inspector to such personnel for any questions or inspections.  If the inspection was due to an employee 
complaint, the Human Resources SpecialistDirector should request a copy of the complaint.  This will help 
Syracuse City correct any safety problems.  Under no circumstances should the information received on 
an employee complaint be used for disciplinary action toward an employee as this type of action is 
prohibited by law. 
 
14.030.  Safe Environment. 
 
 It is the policy of Syracuse City to maintain a work environment which is free from any 
recognizable hazard that is likely to cause death or serious injury to any employee.  It is the City’s policy 
to maintain a safe work environment through planning, training and open communication with all 
employees regarding safety matters.  Each employee is required to comply with OSHA orders, rules, and 
regulations and all safety provisions of these Policies and Procedures.   
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It is the employee’s responsibility to become familiar with their department specific safety policy and 
procedures.  

 
14.040.   Inspection of Workplace. 
 
 In accordance with law, the City ManagerAdministrator and applicable Department Heads 
should inspect or designate a competent person or persons to inspect the workplace frequently for unsafe 
conditions and practices or defective equipment and materials.  Where such conditions are found, 
appropriate action should be taken to correct such conditions immediately.  The City 
ManagerAdministrator, or designee, shall enforce safety regulations and issue such rules as may be 
necessary to safeguard the health and lives of employees and the public. 
 
14.050. Safety Rules.  
 
  Each Department may prepare additional safety rules applicable to the specific nature of work 
in such Department; provided, such rules are not in conflict with the rules listed below.  Employees shall 
comply with all Department rules and regulations and the following general safety rules applicable to all 
Departments. 
 
 (a) Proper licensing, training and extreme caution are required by all employees operating 
any type of power equipment. 
 
 (b) Employees shall use all necessary personal and mechanical safety equipment 
appropriate to the job, such as safety glasses, gloves, toe guards, back supports, and hard hats, if 
required or appropriate for the work performed. 
 
 (c) Employees shall avoid wearing loose clothing and jewelry while working on or near 
equipment and machines.  Long hair shall be properly secured. 
 
 (d)  All accidents shall be reported immediately to the supervisor or department head in 
accordance with these Policies and Procedures.   
 
 (e) Employee’s shall immediately cease using and report any defective equipment to the 
employee’s department head or the Human Resources SpecialistDirector.   
 
 (f) Employees shall not operate equipment or use tools for which licensing and training has 
not been received. 
 
 (g) In all work situations, safeguards required by State and Federal Safety Orders shall be 
provided and utilized. 
 
 (h) Due to the potential risk of serious injury or death, employees are prohibited from 
entertaining or caring for guests or family members while on-duty or in or around the workplace.  
Employees should use extreme caution and care when working in inherently dangerous work areas 
including, but are not limited to: 
 
  (1) Road repair; 
 

(2) Construction areas; 
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(3) Vehicle maintenance areas; 
 

(4) Swimming pools; and  
 

(5) Animal control. 
 
14.060. Use of Equipment and Tools. 
 
 (a) The use of Syracuse City equipment or tools for private purposes is strictly prohibited 
unless otherwise specifically provided herein.   
 
 (b) Employees shall be required to attend training provided by the City, including an 
explanation of job hazards, safety procedures and training on all equipment, tools, etc., necessary for the 
accomplishment of the employee’s job.  Employees may attend additional training as approved by the 
City. 
 
 (c) A commercial driver’s license (CDL) is required for operators of commercial motor 
vehicles in accordance with applicable Federal laws and regulations.  No individual shall be allowed to 
operate such vehicles unless a current commercial driver’s license is in his or her possession in 
accordance with applicable Federal laws and regulations.  Employees must renew their commercial 
driver’s license as required by applicable Federal laws and regulations.  CDL employees shall also be 
subject to drug and alcohol testing and annualongoing driver’s license evaluations as more particularly 
provided in these Policies and Procedures. 
 
14.070.  Confined Space Entry.          
 
 Syracuse City shall prepare and adopt has a written confined space entry policy for situations 
and work conditions requiring confined space entry in accordance with applicable Federal laws and 
regulations. This is part of the  Syracuse City Safety Handbook. All employees who work or may 
potentially work in or near a confined space shall comply with the requirements stated in the Safety 
Handbook related with confined space.  
 
14.080. Hazardous Communication. 
 
 Syracuse City has a written Hazardous Communication policy in compliance with Utah’s Right- 
to-understand law as well as the Globally Harmonized System of classification and labeling of chemicals. 
All employees shall comply with the requirements stated in the Safety Handbook related with hazardous 
communication.  
 
14.090. Hazardous Energy Control (Lockout/Tagout). 
 
 Syracuse City has a written Hazardous Energy Control policy in compliance with the OSHA-
mandated requirements for controlling hazardous energy sources at Syracuse City during the servicing, 
testing, and/or maintenance of machines and energized equipment. This policy details the locking-out and 
tagging-out of hazardous energy sources in order to protect the safety and health of maintenance workers 
and employees. Workers and employees could be injured or killed in the event of the unexpected start -up 
of machines or equipment or during the release of stored energy. All employees shall comply with the 
requirements stated in the Safety Handbook related with hazardous energy control. 
 
14.100. Department Specific Safety. 
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 Other safety policies that are specific to duties performed in a department are also included in 
the Safety Handbook. These may include fall protection, forklift operation, etc. Additional safety measures 
may be in the form of Standard Operating Procedures (SOP) or Standard Operation Guidelines (SOG) for 
each department specifically. SOPs/SOGs are not considered a part of the Safety Handbook, but 
employees in that department are expected to know and understand all safety policies, practices, 
operations and  guidelines for the duties that they are required to perform.    
 
14.080110. Accidents/Incidents & Work Related Injuries.   
 
 (a) Initial Reporting.  To the extent circumstances permit, employees who are injured or 
involved in a post-accident/incident while on-duty, in connection with employment, or in connection with 
Syracuse City vehicles must immediately notify their supervisor or department head of the injury/incident.  
The supervisor or department head should ensure prompt and qualified medical attention is provided for 
the employee.  The supervisor or department head should notify the Human Resources Specialist as 
soon as possible of the reported injury/incident.   
 
 (b) Medical Attention.  To the extent circumstances permit, an employee who sustains a 
work-related injury shall be driven by the supervisor, another employee or emergency personnel to one of 
the following medical facilities for any necessary medical attention: 
 

 (1) Layton WorkMed (during business hours 8AM-5PM) and drug and alcohol 
screening must be done; or  
 
 (2) Syracuse InstaCare (after business hours 5PM-9PM) and supervisor shall call the 
after-hours WorkMed Phone (801-387-8378) for drug and alcohol screening to be done; or 
 
 (3) McKay Dee Hospital Emergency Room (after hours) and supervisor shall call the 
after-hours WorkMed Phone (801-387-8378) for drug and alcohol screening to be done; or 
 
 (3)  Nearest Emergency Room, if life threatening. 

 
 (c) Drug & Alcohol Screening. An employee who is involved in a work-related incident that 
involves driving of a Syracuse City vehicle (regardless of anticipated costs) or a work-related incident that 
is anticipated to exceed $1,000 is required to submit to post-accident/incident drug and alcohol testing as 
follows: 
 

 (1) Employee shall be driven by the supervisor or another employee to Layton 
WorkMed (during business hours 8AM-5PM) and drug and alcohol drug screening must be 
done; or  
 
 (2) if after business hours the supervisor shall call the after-hours WorkMed Phone 
(801-387-8378) for drug and alcohol screening to be done 
  

 (d) Claims.  Claims for work-related injuries, including doctor or hospital bills, should not be 
submitted to the employee’s regular health insurance plan.  The Human Resource Specialist will file a 
claim with Syracuse City’s worker’s compensation carrier. 
 
 (e) Documentation.  Documentation of all work related injuries shall be filled out and 
submitted as soon as reasonably practical following the injury.  It is essential that all injuries be reported 
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to the Human Resources Specialist in order to ensure that the proper documentation is filled out in a 
timely manner.  The following forms shall be filled out by the employee, to the extent practicable under 
the circumstances, or the Human Resources Specialist if the employee is unable to fill out the forms.    
 
  (1) Injury/Incident Report form must be filled out. A separate form must be filled out 

by the employee, any witnesses and the immediate supervisor. See form in Appendix N. 
 
  (2) Form 122.  Form 122 must be filled out by the HR Specialist and is submitted to 

the insurance carrier online while submitting the claim within seven (7) days of the date of injury.  
A copy of this document will be kept in the injury/illness file for each incident.   

 
  (3) OSHA First Report of Injury.  An OSHA First Report of Injury Form must be filled 

out by HR Specialist and filed within seven (7) days after first knowledge or notification of an 
injury or occupational disease resulting in medical treatment, loss of consciousness, loss of work, 
restriction of work, or transfer to another job if the illness and/or injury required more than minor 
first-aid.  The original reporting form will be kept in OSHA 300 Log file that will be created for each 
incident.   

 
 (f) The Human Resources Specialist shall investigate reported job related injuries to 
determine the cause of the injury and any remediation or safety measures that may be taken to avoid 
similar injuries. 
 
 (g) If an employee dies as a result of work related injury, the Human Resource Specialist 
shall file a report with OSHA within eight (8) hours of first knowledge or notification of the death. The 
Human Resource Specialist must file a report with OSHA within twenty-four (24) hours of first knowledge 
of an employee injury resulting in any inpatient hospitalization, any amputation or loss of an eye.  
 
 (h) Return to Service.  Before returning to work after a job related injury requiring medical 
care, the employee must submit a statement from the attending physician stating the employee is able to 
return to work and resume normal duties of the employee’s particular job position.  Failure to return to 
work when able to do so may result in disciplinary action, up to and including termination.   
 

(i) Checklist. See Appendix O for a checklist to help employees and supervisors remember 

steps.  

 
 
 Any work related accident shall be reported to the employee’s supervisor or department head.  
Accidents involving work related injuries shall be handled in accordance with Section 14.090.  For 
accidents not involving work related injuries, an Accident Report Form shall be immediately filled out by 
the employee and submitted to the employee’s supervisor or department head.  The supervisor or 
department head receiving an Accident Report Form shall submit the same to the Human Resources 
Director as soon as possible.  The Human Resources Director shall review all Accident Report Forms and 
determine any required follow up or investigation needed.  Any required post-accident drug and alcohol 
testing shall be conducted in accordance with applicable provisions of Chapter 11 and Chapter 12 
regarding Drug and Alcohol Testing.  All Accident Report Forms shall be maintained and classified in 
accordance with the Utah Government Records Access and Management Act, as set forth in Utah Code 
Ann. §§ 63-2-101, et seq., as amended. 
 
14.090.  Work Related Injuries.   
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 (a) Initial Reporting.  To the extent circumstances permit, employees who are injured while 
on-duty or in connection with employment must immediately notify their supervisor or department head of 
the injury.  The supervisor or department head should ensure prompt and qualified medical attention is 
provided for the employee.  The supervisor or department head should notify the Human Resources 
Director as soon as practical of the reported injury.   
 
 (b) Medical Attention.  To the extent circumstances permit, an employee who sustains a work-
related injury shall be sent to one of the following medical facilities for any necessary medical attention: 
 (1) Layton WorkMed (during business hours); or  
 
 (2) McKay Dee Hospital Emergency Room (after business hours). 
 
 (c) Claims.  Claims for work-related injuries, including doctor or hospital bills, should not be 
submitted to the employee’s regular health insurance plan.   
 
 (d) Documentation.  Documentation of all work related injuries shall be filled out and 
submitted as soon as reasonably practical following the injury.  It is essential that all injuries be reported 
to the Human Resources Director in order to ensure that the proper documentation is filled out in a timely 
manner.  The following forms shall be filled out by the employee, to the extent practicable under the 
circumstances, or the Human Resources Director if the employee is unable to fill out the forms.    
 
  (1) Form 122.  Form 122 must be filled out.   After Form 122 is filled out, a copy must 
be sent to the insurance carrier and a copy must be sent to the City’s workers compensation third party 
administrator (TPA) within seven (7) days of the date of injury.  A copy of this document will be kept in the 
injury/illness file for each incident.  The reporting form used by the City’s TPA may be used in lieu of the 
Form 122 if the TPA’s form includes all information required on the Form 122. 
 
  (2) OSHA First Report of Injury.  An OSHA First Report of Injury Form must be filled 
out and filed within seven (7) days after first knowledge or notification of an injury or occupational disease 
resulting in medical treatment, loss of consciousness, loss of work, restriction of work, or transfer to 
another job if the illness and/or injury required more than minor first-aid.  The original reporting form will 
be kept in the injury/illness file that will be created for each incident.  In addition, the employee will be 
given a copy of the reporting form. The reporting form used by the City’s TPA may be used in lieu of the 
OSHA First Report of Injury if the TPA’s form includes all information required on the OSHA First Report 
of Injury. 
 
 (e) The Human Resources Director shall investigate reported job related injuries to determine 
the cause of the injury and any remediation or safety measures that may be taken to avoid similar 
injuries. 
 
 (f) If an employee dies as a result of work related injury, Syracuse City shall file a report with 
OSHA within seven (7) days of first knowledge or notification of the death. 
 
 (g) Return to Service.  Before returning to work after a job related injury requiring medical 
care, the employee must submit a statement from the attending physician stating the employee is able to 
return to work and resume normal duties of the employee’s particular job position.  Failure to return to 
work when able to do so may result in disciplinary action, up to and including termination.   
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14.100. Workers’ Compensation. 
 

Eligible employees may be covered under the Workers’ Compensation Act as set forth in Utah 
Code Ann. §§ 34A-2-101, et seq., as amended, for any injury sustained during the performance of their 
job. Compensation may be provided to eligible employees through Workers’ Compensation Fund of Utah 
or third party administrator in accordance with the Workers’ Compensation Act. 
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14.110. Bringing Children to Work. 
 
 The City does not have a childcare program at this time.  Due to safety and productivity issues, 
employees are not permitted to bring their children to work with them.  This provision does not apply to 
City-approved organized programs intended to provide children an opportunity to observe the workplace 
or career opportunities or other educational fieldtrips and tours of the City offices.   Limited exception may 
be made on a case by case basis by the Department Head or City Manager. 
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CHAPTER 15 
DISASTER RESPONSE PLANNING 

 
15.010. General Policy. 
15.020. Employee Disaster Notification. 
15.030. Natural Disaster Response Plan. 
15.040. Man-Made Disaster Response Plan. 
15.050. Suspicious Person or Assailant Threats. 
15.060. Telephone Bomb Threats. 
15.070. Mail, Letter, and Package Bomb Threats. 
15.080. Suspicious Article Threats. 
 
 
15.010. General Policy. 
 
 Syracuse City has developed the following Disaster Response Plan using, in part, a Disaster 
Response Planning Guide.  All employees will be expected to adhere to this Disaster Response Plan to 
the maximum extent possible and practicable. 
 
15.020. Employee Disaster Notification. 
 
 Supervisors are responsible for notifying all City employees of the disaster response action to be 
taken in the event of a disaster or pending disaster to the extent possible. 
 
15.030.  Natural Disaster/Man-Made Disaster Response Plan. 
 
 Following a natural disaster, the following action shall be taken: 
 
 (a) Employees already at work will assess the disaster and take whatever evasive action is 
deemed necessary within the law to protect themselves, their fellow employees, and the public in general. 
As soon as practical the employee shall notify his/her supervisor of his/her status and whereabouts.  
  
 

(b)  (b) Employees will be allowed to contact and/or secure their 
families and homes as soon as practical to ensure their family status and 
security.  

(c) Employees will report to their immediate supervisor, or the next level supervisor, as soon 
as practical and await instructions as indicated in the Emergency Operation 
Plan.. 

 
(d)  (c) All Syracuse City vehicles, equipment, tools, and office 

items, including telephones and computers, will be used only as directed by an 
employee’s supervisor during an emergency situation. 

 
 (d) Employees will be allowed to contact their families as soon as their supervisor can allow 
this action to be taken. 
 
 (e) Employees not at work will contact the City ManagerAdministrator as soon as practical 
for further instructions. 
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15.040. Man-Made Disaster Response Plan. 
 
 Following a man-made disaster, the following action shall be taken: 
 
 (a) Employees already at work will assess the disaster and take whatever evasive action is 
deemed necessary within the law to protect themselves, their fellow employees, and the public in general.  
 
 (b) Employees will report to their immediate supervisor, or their next level supervisor, as 
soon as practical and await instructions.  
 
 (c) All Syracuse City vehicles, equipment, tools, and office items, including telephones and 
computers, will be used only as directed by an employee’s supervisor during an emergency situation. 
 
 (d) Employees will be allowed to contact their families as soon as their supervisor can allow 
this action to be taken. 
 
 (e) Employees not at work will contact the City Administrator as soon as practical for further 
instructions. 
 
15.050. Suspicious Person or Assailant Threats. 
 
 (a) Syracuse City has developed the following procedures to be followed in the event that a 
suspicious person or assailant is in the area: 
 
  (1) Employees will contact a supervisor and other co-workers through any means to 

alert them of a threatening situation. use the “Surname” of the Mayor or City Administrator they 
are addressing, repeated again, to alert the Mayor or City Administrator of a threatening situation.  
An example following this procedure would be: “Mr. (Last name of the Mayor), Mr. (Last name of 
the City Administrator), could you please come to the front desk”. 

 
  (2) Employees will physically signal to supervisors or employees that a threatening 

situation exists.  An example following this procedure would be: “An employee would momentarily 
rub both of their ears with both of their hands at the same time”. In the presence of an active 
assailant employees will take the following action: 

 Get Out! 

 Hide! 

 Fight! 

 Employee’s shall assist one another as practical  
 
 (b) Employees shall notify law enforcement as soon as possible.Syracuse City has 
developed a Suspicious Persons or Assailants Identification Checklist for employees to use.   Features 
and physical characteristics that employees can remember about suspicious persons or assailants will 
greatly help local law enforcement officials in the apprehension of suspects.  
 
15.060. Telephone Bomb Threats. 
 
 (a) An employee receiving a telephone bomb threat should be calm and courteous to the 
caller.  The employee should notify his or her supervisor, or any other employee in the area, using a 
prearranged signal while the caller is on the line.  An example following this procedure would be throwing 
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a pencil or other small item near the supervisor, followed by rapidly waving the arm to get their attention.  
While on the phone Tthe employee will communicate with the supervisor by using or passing notes, email 
and/or other means of communication.   
 
 (b) Employees shall notify law enforcement as soon as possible. Syracuse City has 
developed a Telephone Bomb Threat Checklist for employees to use.  Voice characteristics, background 
noises, and bomb threat details that employees can remember about suspicious persons or assailants 
will greatly help local law enforcement officials in the apprehension of suspects. See the checklist in 
Appendix P. 
 
15.070. Mail, Letter and Package Bomb Threats. 
 

 (a)   Employees receiving mail at work should visually assess the letter or package and 
inform his or her supervisor or the City ManagerAdministrator of anything unusual.  It is always better to 
be safe than sorry. 

 (b) Employees shall notify law enforcement as soon as possible. Syracuse City has 
developed a Mail Letters and Packages Bomb Recognition Checklist for employees to use.  Features and 
physical characteristics or other details that employees can remember about suspicious persons or 
assailants will greatly help local law enforcement officials in the apprehension of suspects.   
 
15.080. Suspicious Article Threats.   
 
 Employees should report all suspicious articles to his or her supervisor or the City 
ManagerAdministrator.  Do not touch, pick up, shake, or attempt to move, any articles of a suspicious 
nature. Employees shall notify law enforcement as soon as possible.  
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CHAPTER 16 
TUITION AID 

 
16.010. Purpose. 
16.020. Funds. 
16.030. Eligibility. 
16.040. Standards. 
16.050. Procedure. 
16.060. Limitations. 
16.070. Compliance. 
16.080. Records. 
 
 
16.010. Purpose. 
 
 It is the purpose of this Chapter to provide educational assistance in the form of Tuition Aid to 
eligible employees for course work taken at an accredited or approved institution, when funds are 
available, in order to enhance the abilities of the City work force.  It is the intent of this Chapter to benefit 
the individual and to benefit the City through the utilization of the employee's newly acquired skills and 
knowledge.  This Chapter and the Tuition Aid provided herein is not intended to train employees for 
opportunities with other employers or to provide reimbursement for seminars and professional training. 
 
16.020. Funds. 
 
 The City shall allocate in its annual budget funds deemed appropriate for Tuition Aid.  All 
Tuition Aid shall be contingent upon sufficient funds allocated by the City. 
 
16.030. Eligibility.   
 
 In order to be eligible for Tuition Aid, employees must be full-time employees of the City in 
good standing and must have completed their probationary period of employment with the City.  
 
16.040. Standards. 
 

(a) Job Related.  All classes, courses, or degrees must be pre-approved by the City and 
must be reasonably related to the employee's present job or determined by the City to be related to the 
employee's probable future work with the City.  In determining whether the course work is "job related," 
the City shall consider the knowledge, skills, and abilities required by the employee's current job 
description. 
 

(b) Accredited Institution.  Course work must be offered at a college, university, or accredited 
educational institution accredited by the State of Utah or other institution approved by the City 
CouncilManager. 
 

(c) Credit.  Course work must be taken for credit and completed.  No reimbursement shall be 
made for audits, incomplete, or withdrawals. 

 
(d) Time.  Course work must be taken on the employee's own unpaid time.  Exceptions may 

be approved by the City ManagerAdministrator based upon a written statement of the department head 
that unusual circumstances exist. 
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(e) Job Performance.  An employee's outside educational activities should not interfere with 

the employee's work and the employee's job performance must remain satisfactory.  Unsatisfactory job 
performance during enrollment may result in denial or forfeiture of education assistance in addition to 
disciplinary action. 
 

(f) Repayment.  Eligible employees must sign a Tuition Aid Repayment Agreement agreeing 
to repay the City in full for any Tuition Aid in the event the employee voluntarily leaves employment with 
the City or is terminated for reasons other than reduction in force or job elimination in accordance with the 
limitations set forth in Section 16.060.  Eligible employees shall also agree that the total refund required to 
be made to the City hereunder may be deducted from the employee's final paycheck from the City.  
 
16.050. Procedure. 
 

(a) Application.  Any eligible employee desiring to obtain Tuition Aid shall file a Tuition Aid 
Application with his or her department head.  The Tuition Aid Application shall be filed prior to the 
commencement of the course. See Appendix Q. 
 

(b) Review.  The employee's department head shall review the Tuition Aid Application based 
upon the standards set forth in this Chapter including review of the employee's eligibility for assistance.  
The department head shall thereafter recommend approval or denial of the Tuition Aid Application to the 
City ManagerAdministrator.  The City ManagerAdministrator shall review the Tuition Aid Application 
based upon the standards set forth herein, verify available funds for the request and approve or deny the 
Tuition Aid Application.  Tuition Aid requests by the City ManagerAdministrator shall be forwarded to the 
City Council for review and approval in accordance with the provisions of this Chapter.  In such instances 
of City Council review, any references herein to City ManagerAdministrator shall refer to the City Council.  
 

(c) Reimbursement.  Upon satisfactory completion of the approved course work, a portion of 
the employee's tuition expenses, fees and books may be reimbursed to the employee as follows: 
 

(1) 90% for an "A" grade (or "pass" if course is only offered as Pass/Fail) 
 
  (2) 75% for a "B" grade 
   
  (3) 60% for a "C" grade 
  
  (4) 0% for lower than a "C" grade 
 
 (d) Transcript and Receipt.  Prior to reimbursement, the employee must submit to the City 
ManagerAdministrator, a certified transcript of grade or certificate of completion of the course work and 
receipts for the actual tuition, fees and book expenses incurred. 
 
16.060. Limitations. 
 
 (a) Funds.  All Tuition Aid is contingent upon sufficient funds available in the City and/or 
department budget and shall be distributed on a first-come basis as determined by the date of final 
approval of the Tuition Aid Application by the City ManagerAdministrator. 
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 (b) Annual Maximum.  Eligible employees are limited to a maximum reimbursement of 
$1,500.00  $2,000.00 per employee during any calendar fiscal year (July 1

st
 to June 30

th
) for tuition, fees 

and books. 
 
 (c) Other Sources.  Reimbursement is limited by the amount of financial aid the employee 
receives from other sources such as grants or scholarships; i.e. the employee is only eligible for 
reimbursement from the City for the appropriate percentage of the employee's total out-of-pocket costs 
after the grant or scholarship has been deducted. 
 

(d) Repayment.  Employees who voluntarily leave employment with the City or are 
terminated for reasons other than reduction in force or job elimination shall be required to repay the City 
in full for any Tuition Aid received from the City within one (1) year prior to the date of termination.  
Employees who are terminated during enrollment because of a reduction in force or job elimination will be 
reimbursed for the amount of the approved costs incurred up to the effective date of termination.  
 
16.070. Compliance.   
 
 Failure to comply with this Chapter will result in disapproval of Tuition Aid Application and/or 
nonpayment of the reimbursement as determined appropriate in the sole discretion of the City 
ManagerAdministrator.  Failure to comply may also result in disciplinary action, up to and including 
termination. 
 
16.080. Records.   
 
 A copy of Tuition Aid records shall be retained by the City in accordance with the 
Government Records Access and Management Act, as set forth in Utah Code Ann. §§ 63-2-101, et seq., 
as amended. 
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CHAPTER 17 
TRAVEL, CREDIT CARD, AND REIMBURSABLE EXPENSES 

 
17.010. Travel Costs. 
17.020. Credit Card Expenses. 
17.030. Vacation/Sick Leave Cash Out for Emergency Preparedness. 
17.040.17.020. General Expenses. 
 
 
17.010. Travel Costs.   
 

(a) Purpose.  City employees may be permitted or required to attend seminars, meetings, 
conferences and workshops when it is anticipated that the training and information received by the officer 
or employee at such events will benefit the City.  It is the purpose of this policy to provide reasonable and 
systematic means by which attendance and travel to such events will be approved and the cost estimated 
and controlled for economic, budgetary, and auditing purposes.  It is the intent of this policy to provide 
adequate controls over travel expenditures and to maintain accountability for such expenditures while 
allowing for flexibility. 
 

(b) Budget.  The City shall allocate in its annual budget funds deemed appropriate for travel 
expenditures. Each department head shall be responsible for keeping travel expenditures within his or her 
respective approved department travel budget. 
 

(c) Eligibility.  For purposes of this policy, "travel" shall be considered any in-state or 
out-of-state trip taken by a City employee in the course of performing his or her duties, including trips to or 
attendance at seminars, meetings, conferences and workshops.  All travel expenditures must be 
pre-approved by the City as set forth herein.  All travel expenditures must be anticipated to serve a bona 
fide public purpose and confer a benefit upon the City. 
 
 (d) Procedures.   
  

(1) Application.  An employee desiring to obtain travel funds shall file a Travel 
Applicationrequest and receive written approval withfrom his or her department head, stating the 
purpose, details and estimated expenses of the travel at least two (2) weeks prior to the desired 
date of departure.  Applications for travel by department heads shall be submitted to the City 
ManagerAdministrator and shall note the name of the person to be in charge of the department 
during the department head's absence. 

 
(2) Review.  The employee's department head shall review the Ttravel request 

Application based upon the requirements set forth herein, including review of the department's 
approved travel budget.  If the Application does not require travel out-of-state, tThe department 
head may approve or deny the Ttravel requestApplication.  If the Travel Application requires 
travel out-of-state, the department head shall make a recommendation to the City Administrator 
regarding approval or denial of the Travel Application, and the City Administrator shall make the 
final determination for approval or denial. The City Manager may approve or deny the travel 
request of any department head. 

 
(3) Advancements.  Upon the request of the employee and timely submission of the 

Travel Application, approved travel expenses may be advanced. 
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(4) Receipts.  The traveling officer or employee shall document expenses of the trip 
and keep all original receipts and credit card receipts, provided that receipts for meals covered by 
the per diem compensation and fuel purchased with the City fuel card shall not be required. 

 
(5) Documents.  An expense report indicating the actual expenses of the trip 

together with all original required receipts shall be submitted to the City ManagerAdministrator 
within thirty (30) days after the event in order to receive any payment or refund.  Except for per 
diem advancements, if less money was spent than was advanced, a reimbursement check made 
payable to the City for the difference shall be attached.  Except for per diem advancements, if 
more money was spent than was advanced, a voucher request for the difference to be paid to the 
employee shall be attached. 

 
(6) Summary.  The City ManagerAdministrator, Mayor or Council may request a 

written summary or an oral report on all seminars, workshops, conferences or conventions 
attended by employees. 

 
(e) Mode of Transportation.  With the approval of his or her Department Head, Eemployees 

are responsible for arranging their own transportation.  The most economical form of transportation shall 
be used considering factors such as the cost of the transportation and the amount of time required. If any 
employee chooses a more costly form of transportation, the City will pay the lesser cost of the two forms, 
and the per diem rate shall be based upon the amount of time it would have taken under the less costly 
form of transportation.  If extra time is needed for the more costly form of transportation, the employee 
shall use vacation or compensatory time for the excess time needed to reach the destination. 
 
 (f) Costs.  Employees are encouraged to utilize the lowest cost travel arrangements 
possible.  Airline reservations should be made, whenever possible, at least thirty (30) days in advance.  If 
a reduced airfare is offered for a stay over a Saturday night, and the reduced rate more than 
compensates for additional lodging and per diem costs, the employee is encouraged to stay over the 
additional night.  The government or corporate rate should be requested at all hotels. 
 

(g) Permitted Expenses.  The following allowances and payments may be made for travel 
expenses. 
 

(1) Transportation.  The City may pay for the cost of the most economical form of 
transportation.  Employees traveling in a private vehicle will be reimbursed per mile and per 
vehicle at the current reimbursement rate permitted by the Internal Revenue Service.  Employees 
traveling in a City vehicle will be reimbursed for the actual cost of gasoline and any incidental and 
necessary costs incurred in connection with such vehicle.  Gasoline and other incidental and 
necessary cost receipts must be provided for reimbursement. 

 
(2) Meals.  The City may pay employees a per diem amount to cover the cost of 

meals during travel or training.  The maximum daily per diem allowance for Syracuse City 
employees engaged in travel in-state on the City’s behalf is thirty-nine dollars ($39.00) twenty-
eight dollars ($28.00). The maximum daily per diem allowance for Syracuse City employees 
engaged in travel out-of-state on the City’s behalf is forty-six dollars ($46.00).  Employees shall 
be provided the following standard per diem rate for meals when in-state travel requires less than 
a full day:  $10.00$6.00 for breakfast (when departing before 6:00 a.m.7:00 a.m.); $8.00 $13.00 
for lunch; and $14.00 $16.00 for dinner (when returning after 7:00 p.m.). Employees shall be 
provided the following standard per diem rate for meals when out-of-state travel requires less 
than a full day: $10.00 for breakfast (when departing before 6:00 a.m.); $14.00 for lunch; and 
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$22.00 for dinner (when returning after 7:00 p.m.). It is the policy of the city to comply with the 
provisions of Utah Code R25-7-6, regarding reimbursement for meals. 

 
(3) Fees.  The City may pay the actual and reasonable cost of registration and other 

fees for seminars, workshops, conferences, and conventions. 
 

(4) Ground Transportation.  The City may pay the reasonable and necessary costs 
for ground transportation, including airport shuttle, taxi cab, rental car, and parking lot fees. 

 
(5) Lodging.  If an employee is traveling outside of Weber, Davis and Salt Lake 

Counties for City business, the employee may stay overnight. The City may pay for the 
reasonable and necessary costs of lodging if an overnight stay is required. Traveling employees 
shall choose lodging based on pricing, location, and government rates. When possible, 
employees shall lodge at the conference sponsored hotel that offers a government rate. Traveling 
employees may elect to stay with friends, relatives, use their personal campers or trailer homes 
instead of staying in a motel/hotel. The City will compensate the employee fifty percent (50%) of 
the lowest total cost of the conference sponsored hotel price.  

 
(6) Miscellaneous.  The City may pay for other miscellaneous costs as deemed 

reasonable and necessary by the City ManagerAdministrator. 
 

(7) Personal Expenses.  Employees traveling on City business, including employees 
traveling with a spouse or other companion, shall strictly distinguish expenses incurred as part of 
City business from personal expenses.  The City will provide reimbursement only for those 
expenses which the employee would normally incur if traveling alone.  For example, the City will 
pay for the employee's lodging at the single room rate and the employee shall be required to pay 
for any additional double occupancy lodging charge or upgrade.  The City shall not pay for 
personal expenses such as telephone charges, personal transportation charges, room service 
charges, etc. 

 
 
17.020. Credit Card Expenses. 
 

(a) Purpose. In order to ensure the proper use and accountability of tax payer dollars, the 
following credit card policies are to be followed when using Syracuse City Credit Cards to 
expend City funds. Compliance with the policy is the obligation of each City employee. 
Failure to follow the policy may result in disciplinary action up to and including termination 
as described below. Questions regarding the policy are to be directed to the Finance 
Director. 
 

(b) Tax Exempt. Most City purchases are not subject to sales tax. For vendors requiring 
documentation of tax exempt status, a TC-721G Exemption Certificate for Governments 
and Schools may be obtained from the Finance Director. Lodging charges in Utah are 
subject to sales tax. It is the cardholder’s responsibility to ensure sales tax is only paid 
when required. 

  
 

(c) Cardholder Responsibilities. It is the responsibility of the cardholder to: 
 

(1) Read and understand the City Credit Card Policies and Procedures. 
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(2) Sign the Syracuse City Credit Card Acceptance Agreement. (See Appendix R) 
(3) Make only authorized purchases as prescribed by the City Purchasing Policy and 

approved departmental budget. 
 

(4) Retain receipts for all transactions. In the absence of a receipt, a Missing Receipt Form 
must be completed and signed by the cardholder and their Department Head. (See 
Appendix S). This form can also be found in the policy manual or on the City Intranet. 
 

(5) Reconcile the credit card statement upon its arrival. All reconciliations, statements, and 
receipts are due to Accounts Payable by the 10

th
 of the following month.  

 
(6) Keep the credit card and the corresponding account information secure. Immediately 

report any lost or stolen credit card and/or account information to the Finance Director.  
 

(7) Report fraudulent charges or any discrepancies in the credit card statement in a timely 
manner to the Finance Director.  

 
(d) Department Head or Supervisor Responsibilities. It is the responsibility of the Department 

Head or Supervisor to: 
 

(1) Request and oversee the issuance of new cards through the Finance Director. The 
credit limit will be determined at the discretion of the Finance Director.  
 

(2) Inform the Finance Director when changes and cancellations are needed because 
of personnel changes.  
 

(3) Make sure credit card reconciliations are completed by the 10
th
 of each month. 

 
(4) Review the cardholder’s reconciliation and transactions for completeness, 

accuracy, and compliance with Syracuse City policies and procedures.  
 

(5) Address the cardholder about questionable transactions and take disciplinary 
actions when necessary 
 

(6) Report any misuses of credit cards immediately to the Finance Director and/or the 
City Manager 
 

(7) Sign the reconciliation form for each cardholder after review 
 

(e) Prohibited Credit Card Purchases. The following purchases are strictly prohibited from 
being purchased by using a City credit card: 

 
(1) Purchase of items for personal use or consumption 

 
(2) Purchasing in violation of the City Purchasing Policy 

 
(3) Alcohol 

 
(4) Utah State Tax, except on lodging charges 
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(5) Fuel for fleet vehicles unless traveling outside of Utah. The state gas card should 

be used for fuel purchases. 
 

(6) Splitting a purchase to remain under purchasing policy limits  
 

(f) Disciplinary Action for Improper Use. Any employee found to be in violation of these 
policies may be subject to disciplinary action including but not limited to suspension of 
credit card, repayment of unauthorized charges, and/or termination of employment.   

  
17.030. Vacation/Sick Leave Cash Out for Emergency Preparedness. 
 
 Once per fiscal year, Full-Time employees may purchase pre-approved emergency 
preparedness items and be reimbursed up to two hundred and fifty dollars ($250.00) by cashing out 
Vacation or Sick Leave. The employee must have a remaining balance of one-hundred and sixty (160) 
hours of accrued sick leave after the cash out is complete. The employee must submit an Emergency 
Preparedness Cash-Out form along with original receipts to his or her Department Head for approval. 
(See Appendix T) The Department Head will submit the form to the Finance Director and Human 
Resources for processing. The determination as to whether or not the Cash Out will be approved will be 
based on the availability of funds and will be re-evaluated on an “as needed” basis. Pre-approved 
emergency preparedness items include: 

 
(a) Bottled Water 

 
(b) Non-Perishable Food 

  
(c) Water Storage 

  
(d) 72 Hour Kit 

  
(e) Generator 

  
(f) Portable Fuel & Cooking Equipment (BBQ Grill not included) 

 
(g) Battery-Powered Radio 

 
(h) Batteries 

 
(i) Flashlight 

 
(j) First Aid Kit 
 
(k) Whistle 

  
(l) Duct Tape 

 
(m) Can Opener 

 
(n) Fire Extinguisher 
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(o) Compass 
  

(p) Matches 
 

(q) Multi-Purpose Tool (e.g. Leatherman or Swiss Army Knife) 
 

(r) Emergency Blanket 
 

(s) Fire Escape Ladder 
 

(t) Two-Way Radios 
 

(u) Rain Gear 
 
(v) Dust Masks 

 
(w) Local Maps 

 
(x) Water Purification Systems/Devices 

  
(y) Disposable Hand/Foot Warmers 

  
(z) GPS Devices  

  
(aa)  Sleeping Bags 

  
(bb)  Tent 

  
(cc)  Backpacks/Duffel Bags 

  
(dd)  Toiletry/Personal Sanitation Supplies (e.g. toilet paper, personal wipes, transportable 

emergency toilet, etc.)  
  

(ee)  Emergency Heater/Portable Propane Heater 
  

 
 
17.020.17.040. General Expenses. 
 
 With prior approval for purchase, legitimate expenses will be reimbursed by Syracuse City to the 
employee.  Receipts are required to reimburse the employee.  Reimbursement may be in the form of 
petty cash, direct depositan addition to a paycheck, or a separate check.  Records must be kept reflecting 
the amount of reimbursement each employee has received. An expense for meals, beverages, snacks, 
etc. for meetings shall not be paid for with City funds and may not be reimbursed unless pre-approved by 
the City Manager. Examples of situations that may be approved include but are not limited to, a business 
lunch with an outside consultant who is providing information, advice or other business matters, a working 
lunch during an emergency or urgent project that requires staff to continue working, a training seminar.  
 
 
 

Formatted: Numbered + Level: 1 +
Numbering Style: a, b, c, … + Start at: 1 +
Alignment: Left + Aligned at:  0.95" + Indent
at:  1.2"

Formatted: List Paragraph,  No bullets or
numbering, Tab stops: Not at  0.63"

Formatted: Numbered + Level: 1 +
Numbering Style: a, b, c, … + Start at: 1 +
Alignment: Left + Aligned at:  0.95" + Indent
at:  1.2"

Formatted: Indent: Left:  1.2"

Formatted: Numbered + Level: 1 +
Numbering Style: a, b, c, … + Start at: 1 +
Alignment: Left + Aligned at:  0.95" + Indent
at:  1.2"

Formatted: Indent: Left:  1.2"

Formatted: Numbered + Level: 1 +
Numbering Style: a, b, c, … + Start at: 1 +
Alignment: Left + Aligned at:  0.95" + Indent
at:  1.2"

Formatted: Indent: Left:  1.2"

Formatted: Numbered + Level: 1 +
Numbering Style: a, b, c, … + Start at: 1 +
Alignment: Left + Aligned at:  0.95" + Indent
at:  1.2"

Formatted: Indent: Left:  1.2"

Formatted: Numbered + Level: 1 +
Numbering Style: a, b, c, … + Start at: 1 +
Alignment: Left + Aligned at:  0.95" + Indent
at:  1.2"

Formatted: Indent: Left:  1.2"

Formatted ...

Formatted: Indent: Left:  0.95"

Formatted ...

Formatted: Indent: Left:  1.2"

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted: Font: Not Bold



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/201511/9/2010 
Personnel Policies and Procedures 

48 
 

 
 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/201511/9/2010 
Personnel Policies and Procedures 

49 
 

Chapter 18 (Vehicle Use) is still being worked on. 
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CHAPTER 19 
COMPUTERS AND EQUIPMENT USE 

 
19.010. Equipment and Supplies. 
19.020. Removal of Equipment. 
19.030. Technology Resources. 
19.040. Computers, Email and Internet. 
19.050. Prohibited Computer Use. 
19.060. Postage Meters. 
19.070. FAX and Copy Machines. 
19.080. Land-Line Telephones. 
19.090. Cellular Phones. 
19.100. Termination. 
 
 
19.010.  Equipment and Supplies. 
 

All employees are charged with the responsibility of maintaining the City's property in the best 
possible condition and making the most economical use of supplies issued to them.  All employees are 
charged with using and operating City equipment and property according to established protocol, 
including operating equipment in a safe and courteous manner.   
 
19.020.  Removal of Equipment.   
 
 No City owned, leased, or licensed equipment may be removed from City premises without prior 
written approval from the employee’s department head. 
 
19.030.  Technology Resources.   
 
 To help maximize its employees’ efficiency in carrying out their responsibilities, Syracuse City 
provides various information and technology resources such as e-mail, computers, software/computer 
applications, networks, the internet, facsimile machines, cell phones, pagers, and other wireless 
communication devices and voice mail systems.  These tools and equipment are City property and must 
be used in accordance with these Policies and Procedures. 
 
19.040.  Computers, Email and Internet. 
 
 The City provides computer and internet access to designated employees for their use to transact 
City business.  The following rules and restriction shall govern any and all use of City computers, email 
and internet.   
 
 (a) Personal use of computers, internet and email is only allowed during non-working hours, 
such as breaks and lunch periods, and is subject to the restrictions and conditions of this Chapter.  
Employees shall keep personal email and other electronic correspondence to a minimum and in no event 
shall such personal use of computers, internet and email interfere with the employee’s work or 
productivity or disrupt other employees.   
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 (b) To prevent computer viruses and other network problems, employees are prohibited from 
any unauthorized downloading of any software.  Only software which has been purchased and approved 
by Syracuse City may be loaded or used on any of the City’s computers.   
 
 (c) Employees are prohibited from accessing or visiting any websites or receiving or sending 
any email information which would be considered offensive by community standards; including, but not 
limited to, pornographic or sexually explicit information.   
 
 (d) Employees shall not use City computers or equipment for personal gain, including, but 
not limited to, personal for-profit and not-for-profit business purposes, political activity, or any other activity 
that could be considered a violation of these policies and procedures. 
 
 (e) City computers are the sole property of the City and may be subject to monitoring at any 
time without notice.  Any information or messages created or retrieved over the internet or through email 
on City computers, and the contents of all City computers, is considered the property of the City.  The City 
retains the right to observe, record, access and review any transactions made on City computers, 
including, but not limited to email messages, websites, etc.  When using the email or voicemail systems, 
and other equipment including City computers, the employee knowingly and voluntarily consents to being 

monitored and acknowledges the City=’s right to conduct such monitoring.  The security of email and 

voicemail communications is not guaranteed.    
 
 (f) Certain electronic data may be considered a “record” subject to access pursuant to the 
Utah Governmental Records Access and Management Act, as set forth in Utah Code Ann. §§ 63-2-101, 
et seq., as amended, or discoverable in litigation under applicable Rules of Civil Procedure.   
 
 (g) Abuse of email, voicemail and computer systems shall subject the employee to 
disciplinary action, up to and including termination.   
 
19.050.  Prohibited Computer Use. 
 
 The City will not tolerate inappropriate or illegal use of electronic data, equipment or information 
and reserves the right to take appropriate disciplinary action as needed, up to and including termination of 
employment for any violations of this Chapter.  Such inappropriate or illegal use of these resources 
includes, but is not limited to, the following: 
  
 (a) hacking; 
 
 (b) pirating software and/or video files; 
 
 (c) soliciting; 
 
 (d) distributing literature for outside entities; 
 
 (e) sending or forwarding inappropriate emails; including, but not limited to, offensive, 
harassing, disparaging, vulgar, obscene, slanderous, defaming or threatening communications; 
 
 (f) accessing, viewing, or downloading inappropriate web sites, i.e., sites advocating hate or 
violence, displaying pornographic or sexually explicit material, or promoting illegal activity; 
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 (g) distributing confidential information to persons or entities that are not entitled to such 
information; 
 
 (h) storing or placing unlawful information on City computers or network; 
 
 (i) copying system files, programs or data without proper authorization; 
 
 (j) disseminating, printing or copying copyrighted materials including articles and software in 
violation of copyright laws; 
 
 (k) using abusive or otherwise objectionable language in either public or private messages; 
 
 (l) sending or forwarding messages that are likely to result in the loss of the recipient ’s work 
or system use; 
 
 (m) sending or forwarding “chain-letters,” jokes or lists or any other type of use that would 
cause congestion or disrupt the operation of the networks or otherwise interfere with the work of others;  
 
 (n) decryption of system or user passwords; or 
 
 (o) creating, distributing, viewing or soliciting sexually oriented messages, materials or 
images. 
 
19.060.  Postage Meters.   
 
 No employee shall be allowed to use Syracuse City owned postage metering machines at any 
time for posting and mailing of any material other than those associated with official business of Syracuse 
City. 
 
19.070.  FAX and Copy Machines.   
 
 Employees may use City fax and copy machines for limited personal use subject to supervisor 
approval.  Employees shall pay for such use at the employee rate which is in effect at the time of use. 
 
19.080.  Land-Line Telephones.   
 
 Telephones are to be used to conduct Syracuse City business.  Long distance or toll calls using 
City land lines of a personal nature are prohibited unless prior approval is received in writing from the City 
Administrator. Although occasional, limited local personal telephone calls are permitted, they should be 
kept to a minimum in time and frequency and should not interfere with work performance of the employee 
and his or her co-workers. 
 
19.090.  Cellular Telephones. 
 
 Only those employees authorized by their department head and/or the City ManagerAdministrator 
are authorized to have a City-issued cell phone.  The level of monthly service for such City-issued cell 
phone shall be commensurate with the amount of City business conducted and needed by the employee.  
The primary purpose of all City-issued cell phones shall be to facilitate City business.  The City will allow 
limited personal use of City-issued cell phones, though personal use of City cell phones shall not be 
excessive and shall not interfere with the performance of job duties. The City reserves the right to monitor 

Formatted: Space After:  7.5 pt, Pattern: Clear
(White), Tab stops: Not at  -0.75" +  0.5" +  1"
+  1.31" +  2.5" +  3" +  3.5" +  4" +  4.5" + 
5" +  5.5" +  6" +  6.5"



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/201511/9/2010 
Personnel Policies and Procedures 

53 
 

the billing and use of all City-issued cell phones.  By accepting the use of a City-issued cell phone, the 
employee agrees to promptly reimburse the City for all personal calls made which are deemed by the City 
to be excessive in frequency and duration.  By accepting the use of a City-issued cell phone, the 
employee also understands that excessive use of the cell phone that hindershiders job performance may 
result in disciplinary action.  Cellular transmissions can be overheard by others.  Discretion should be 
used in discussing confidential information on a cell phone.  Employees, who are authorized to use a 
City-issued cell phone shall agree to be readily available to take calls, respond to e-mails and text 
messages during working hours. Employees, who are authorized to use their personal phone for work 
purposes shall use best judgment when taking calls, responding to e-mails and text messages outside of 
his or her working hours to ensure that he or she is not working unreasonable or unapproved overtime. 
Employees may not use their personal phones for work purposes during periods of unpaid leave without 
authorization from his or her Department Head. Employees are responsible for taking reasonable 
precautions to prevent theft and/or vandalism of cellular equipment.  No employee shall use City-issued 
cell phone for personal texting or sending of personal photos or other digital information.  An employee 
who violates the conditions of these policies relating to cell phones and usage will be subject to having 
the use of his or her City-issued cell phone terminated.  In addition, employees may be subject to 
disciplinary action, up to and including termination, for any violation of these policies. 

 

19.100. Bring Your Own Phone (BYOP) Policy 

Employees that would otherwise be given a City cell phone/smart phone may elect to use a 
personal cell phone/smart phone for City business if authorized by his or her Department Head and the 
City Manager. Employees who have not received authorization in writing from his or her Department 
Head and the City Manager will not be permitted to use personal phones for work purposes. Failure to 
comply with this policy may result in disciplinary action, up to and including termination of employment.  

While at work, employees are expected to exercise the same discretion in using their personal phones as 
is expected for the use of City phones as defined in this chapter.  

Employees, who are authorized to use their personal phone for work purposes shall agree to be readily 
available to take calls, respond to e-mails and text messages during working hours. Employees, who are 
authorized to use their personal phone for work purposes shall use best judgment when taking calls, 
responding to e-mails and text messages outside of his or her working hours to ensure that he or she is 
not working unreasonable or unapproved overtime. Employees may not use their personal phones for 
work purposes during periods of unpaid leave without authorization from his or her Department Head.  

No employee using his or her personal phone should expect any privacy except that which is governed by 
law. The City has the right, at any time, to monitor and preserve any communications that use the City’s 
networks in any way; including data, voice mail, and email, to determine proper use. Management 
reserves the right to review or retain personal and company-related data on personal phones or to 
release the data to government agencies or third parties during an investigation or litigation 

(a) BYOP Stipend. Employees authorized to use personal phones under this policy will receive an 

agreed-on quarterly stipend as approved by the City Manager. If an employee obtains or currently 

has a plan that exceeds the monthly stipend, the employee shall be responsible for any and all 

remaining amounts and the City will not be liable for the cost difference. Under no circumstances 

shall the City be responsible for any late fees or like charges.  
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(b) Lost, Stolen, Hacked or Damaged Equipment. Employees are expected to protect personal 

phones used for work-related purposes from loss, damage or theft. Employees must immediately 

notify management in the event their personal phone is lost, stolen or damaged to ensure any 

City data is protected. If IT is unable to repair the phone, the employee will be responsible for the 

cost of replacement. 

 
(c) Termination of Employment. Upon resignation or termination of employment, or at any time on 

request, the employee may be asked to produce the personal phone for inspection. All company 

data on personal phones will be removed by IT upon termination of employment.   

 
19.100.19.110. Termination.  
 
 Employees will be required to return all City-issued equipment to the City Department Head or his 
or her designee upon termination of their employment. Failure to return City-issued equipment upon 
termination will be considered theft and may be subject to prosecution.  
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CHAPTER 20 
PERFORMANCE EVALUATIONS 

 
20.010. General Policy. 
20.020. Performance Evaluation Periods. 
20.030. Performance Evaluations. 
20.040. Records. 
20.050. Performance Tracking 

 
 
20.010. General Policy. 
 
 It is the policy of Syracuse City to evaluate City employees regarding their work performance in 
accordance with the City adopted performance evaluation system and the provisions of this Chapter.  
Performance evaluations are intended to improve the performance of employees by providing meaningful, 
constructive feedback on the adequacy of performance.   
 
20.020. Performance Evaluation Periods.   
 
 (a) Probationary Employees.  Probationary employees shall be evaluated at the next 
scheduled annual evaluation period following their one (1) year anniversary and may also be evaluated at 
any other time deemed necessary by the Supervisor and/or Department Head.  end of their probationary 
period and at any other time during the probationary period deemed necessary by the supervisor.  The 
performance evaluations for probationary employees may be used to provide information to both the 
employee and the City regarding the employee’s performance.  Performance evaluations and the results 
of such evaluations for probationary employees shall not obligate Syracuse City to a particular course of 
action relative to the probationary employees, nor shall it create any property or due process rights for 
such employees relative to their employment with the City.   
 
 (b) Employees.  All employees, other than temporary or seasonal employees, shall receive 
performance evaluations on an annual basis.  The evaluation period for these annual reviews will be the 
previous calendar year (January 1 to December 31).  The annual performance evaluations shall be 
conducted and completed by the employee’s direct supervisor.  Annual performance evaluations must be 
completed and submitted by the supervisors to the Human Resources SpecialistDirector on or before 
March 1 of each year.  Additional evaluations may be made at any time at the discretion of the supervisor 
or department head or when directed by the Human Resources SpecialistDirector.   
 
20.030. Performance Evaluations.   
 
 Employees shall be evaluated by his or her immediate supervisor in accordance with the City 
approved performance evaluation system and approved performance criteria.  Performance evaluations 
should consist of a written evaluation form as well as an in-person interview.  Performance evaluations 
may be used in decisions concerning advancement, future training needs, performance related salary 
adjustments and disciplinary actions.   
 
20.040. Records. 
 
 Performance evaluation records shall be maintained in the employee’s personnel file. Such 
records shall be maintained and accessed in accordance with the Utah Governmental Records Access 
and Management Act as set forth in Utah Code Ann. §§ 63-2-101, et seq., as amended. 
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20.050. Performance Tracking. 
 
 Department Heads and/or Supervisors shall from time to time enter Significant Incident Reports 
(SIRs), whether positive and/or negative, into the City’s evaluation system in order to track the 
employee’s performance throughout the year.  
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CHAPTER 21 
GRIEVANCES 

 
21.010. Grievances. 
21.020. Informal Grievance Procedures. 
21.030. Formal Grievance Procedures. 
21.040. Appeal. 
21.050. Retaliations.  
21.060. Records.   
 
 
21.010. Grievances. 
 

Employees may appeal a decision or disciplinary action by the City which affects his or her 
employment (other than suspension, demotion or dismissal which are governed by appeal provisions of 
Chapter 22) pursuant to the provisions set forth herein.  These guidelines should not be construed as 
preventing, limiting or delaying the City from taking disciplinary action, including immediate termination, in 
circumstances where the City deems such action appropriate.  Except as required by State or Federal 
law, the grievance procedures provided herein shall be exhausted prior to seeking alternative remedies.   
 
21.020.  Informal Grievance Procedures. 
 

Employees are encouraged to resolve their grievances at the lowest administrative level possible. 
An employee with a grievance may first attempt to settle the matter informally through discussion with his 
or her supervisor.  The supervisor should review the matter and conduct an investigation as deemed 
appropriate under the circumstances.  If the employee does not believe the problem has been 
satisfactorily resolved within ten (10) days after the circumstances are first discussed informally with the 
supervisor, or anytimeany time prior thereto, the employee may pursue formal grievance procedures as 
provided herein.   
 
21.030. Formal Grievance Procedures. 
 

(a) Complaint.  An aggrieved employee may file a formal written grievance with the Human 
Resources SpecialistDirector within ten (10) days from the date of the event giving rise to the grievance 
or within ten (10) days from the date the employee has knowledge, or should have knowledge, of the 
event giving rise to the grievance.  Grievances shall be filed using an Employee Grievance Form as 
provided by the City. (See Appendix T). The time for filing a formal written grievance shall be extended 
during the time for which informal grievance procedures are pursued; provided, such time shall not 
exceed thirty (30) days.  If the grievance involves the Human Resources SpecialistDirector, the grievance 
may be filed with the City ManagerAdministrator, in which case all references herein to Human Resources 
SpecialistDirector shall refer to City ManagerAdministrator. 
 

(b) Investigation and Recommendation.  Upon receipt of a grievance, the Human Resources 
SpecialistDirector shall review and investigate the matter as deemed appropriate under the 
circumstances.  Upon completion of review and investigation, the Human Resources SpecialistDirector 
shall prepare a written recommendation to the City ManagerAdministrator regarding the matter.     
 

(c) Decision. The City ManagerAdministrator should, within a reasonable time from receipt of 
the recommendation from the Human Resources SpecialistDirector, prepare and provide the employee 
written notice of his or her final decision in the matter.   
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21.040. Appeal. 

 
An employee aggrieved by a final decision of the City ManagerAdministrator regarding a formal 

grievance filed hereunder may appeal such decision to the City Council by filing a written appeal stating 
the grounds therefore with the City Recorder within ten (10) days from the date of the decision.  Only the 
issues presented in the original grievance may be considered on appeal.  The City Council shall conduct 

a review of the matter reviewing the City Manager’sAdministrator=s decision for correctness.  The City 

Council shall prepare and provide to the employee written notice of its final decision in the matter within a 
reasonable time from receipt of the appeal. 
 
21.050. Retaliations.  
 

Employees are entitled to bring good faith grievances hereunder without fear of retaliation.  The 
City shall not discriminate against an employee because that individual made a grievance complaint, or 
has testified, assisted, or participated in any manner in an investigation, proceeding, or hearing to enforce 
any provision herein.  No person shall coerce, intimidate, threaten, harass or interfere with any individual 
in the exercise or enjoyment of the exercise of any right granted or protected herein.  Employees are 
further protected under the provisions of the Utah Protection of Public Employees Act, more commonly 

known as the "Whistle Blower's Act," as set forth at Utah Code Ann. ' 67-21-1, et seq., as amended. 

 
21.060. Records.   
 

The City shall maintain records pertaining to employee grievances filed hereunder and records 
pertaining to an appeal of such grievances in accordance with the Utah Government Records Access and 
Management Act as set forth in Utah Code Ann. §§ 63-2-101, et seq., as amended.  No document relating 
to an employee grievance shall be placed in the employee’s personnel file.   
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CHAPTER 22 
DISCIPLINARY ACTION 

 
22.010. General Conduct. 
22.020 Responsibility for Discipline. 
22.030. Levels of Discipline.   
22.040. Investigation. 
22.050. Administrative Leave. 
22.060. Verbal Warning.  
22.070. Written Reprimand. 
22.080. Probation.   
22.090. Suspension.   
22.100. Demotion. 
22.110. Dismissal. 
22.120. Pre-Disciplinary Action Hearing. 
22.130. Disciplinary Action. 
22.140. Appeals. 
 
 
22.010. General Conduct. 
 

It is the responsibility of all employees of the City to conduct themselves in accordance with the 
City's policies, rules and regulations and to perform their work in a satisfactory manner.  Employees are 
expected to conduct themselves in a professional and competent manner and to be courteous and 
cooperative at all times with fellow employees, supervisors and the public.  Any action or conduct not in 
accordance with City policies or in violation of any City rule or regulation shall be subject to disciplinary 
action up to and including termination. 
 
22.020. Responsibility for Discipline. 
 

The basic responsibility for discipline lies with the employee’s=s supervisor under the direction of 

the City ManagerAdministrator, provided that any disciplinary action involving suspension, probation, 
demotion or dismissal shall require a pre-disciplinary action hearing and prior review and approval of the 
City ManagerAdministrator in accordance with the procedures set forth herein.  In addition, any dismissal 
of an employee shall comply with City Ordinances regarding Mayor and/or City Council approval, as more 
particularly set forth in Title 1 of the Syracuse Municipal Code.   
 
22.030. Levels of Discipline. 
 

When there are grounds for discipline, an employee shall be subject to appropriate disciplinary 
action, based upon the particular facts and circumstances of each case.  Disciplinary action may include 
one or more of the following:  verbal warning, written reprimand, suspension with or without pay, 
probation, demotion and dismissal.   
 
22.040. Investigation. 
 

Prior to any disciplinary action or recommendation of any disciplinary action, the alleged 
misconduct and related circumstances shall be investigated by the employee’s immediate supervisor 
and/or the Human Resources Specialist Director.  When deemed appropriate, any investigation may also 
be conducted by an outside investigator hired by the City.  The investigation shall be conducted to the 
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extent deemed necessary and appropriate under the circumstances.  Such investigation should provide 
the employee with an opportunity to respond verbally and/or in writing to the alleged claims.   
  
22.050. Administrative Leave. 
 

In the event of an emergency, or when otherwise deemed appropriate and necessary pending full 
investigation of alleged violations of an employee, the City ManagerAdministrator, or his or her designee, 
may temporarily relieve an employee from duty, with pay, or temporarily reassign the employee to another 
position at the same rate of pay.  Such temporary relief from duty with pay shall be considered 
administrative leave and shall not preclude subsequent disciplinary action against the employee.  The 
Department Head shall fill out the Administrative Leave Form (see Appendix U) and turn into the Human 
Resource Specialist. 
 
22.060. Verbal Warning. 
 

After investigation of the alleged misconduct in accordance with Section 22.040, whenever 
grounds for disciplinary action exist and the supervisor determines that more severe action is not 
required, the supervisor may verbally communicate to the employee the observed deficiency.  Written 
documentation of the warning shall be prepared by the supervisor using the City’s Disciplinary Action 
Form setting forth the date, time, circumstances and grounds for the discipline, and the date, time and 
circumstances of the verbal notice.  The Disciplinary Action Form, along with a Signification Incident 
Record (SIR)  shall be signed by the supervisor, the Human Resources SpecialistDirector and the 
employee.  If the employee refuses to sign the form, the supervisor shall note such refusal in writing on 

the form.  All disciplinary action documentation shall be filed and maintained with the employee’s=s 

personnel records and input into the evaluation system as a SIR..  Failure to remedy the deficiency 
described in a verbal warning may result in additional disciplinary action being taken.  
 
22.070. Written Reprimand. 
 

After investigation of the alleged misconduct in accordance with Section 22.040, whenever 
grounds for disciplinary action exist and the supervisor determines that more severe action is not 
required, the supervisor may reprimand an employee in writing.  Written reprimands shall be prepared by 
the supervisor using the City’s Disciplinary Action Form setting forth the date, time, circumstances and 
grounds for the discipline.  (See Appendix V). The Disciplinary Action Form , along with a Signification 
Incident Record (SIR) shall be signed by the supervisor, the Human Resources SpecialistDirector and the 
employee.  If the employee refuses to sign the form, the supervisor shall note such refusal in writing on 

the form.  All disciplinary action documentation shall be filed and maintained with the employee’s=s 

personnel records. and input into the evaluation system as a SIR, Failure to remedy the deficiency 
described in a written reprimand may result in additional disciplinary action being taken.  
 
22.080. Probation. 
 

Whenever grounds for disciplinary action exist and the supervisor determines that the 
circumstances of the conduct justify more severe disciplinary action, the supervisor may recommend to 
the City ManagerAdministrator an employee be placed on disciplinary probation for a period not to 
exceed six (6) months.  Written notice of such recommendation shall be prepared by the supervisor and 
submitted to the City ManagerAdministrator including a detailed statement of the date, time, 
circumstances and grounds for the recommended disciplinary action and the investigation conducted.  
The purpose of disciplinary probation is to provide a period during which the employee’s performance is 
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carefully monitored and evaluated.  Upon receipt of a supervisor’s recommendation for probation, the City 
ManagerAdministrator shall determine the appropriate disciplinary action to be taken, if any.  Probationary 
status shall not preclude any other disciplinary action being taken against the employee as deemed 
appropriate.  Any probationary period may be extended by the City ManagerAdministrator for a period of 
time not to exceed three (3) months upon written notice to the employee.   Any disciplinary action taken 
against an employee on probation, other than verbal or written reprimand, shall comply with the due 
process procedures set forth in Section 22.120 regarding pre-disciplinary action hearings and shall be 
subject to applicable appeal procedures set forth in Section 22.140.   

 
22.090. Suspension. 
 

After investigation of the alleged misconduct in accordance with Section 22.040, whenever 
grounds for disciplinary action exist and the supervisor determines that the circumstances of the conduct 
justify more severe disciplinary action, the supervisor may recommend to the City ManagerAdministrator 
an employee be suspended, with or without pay, for a period of time not to exceed fifteen (15) calendar 
days. Written notice of such recommendation shall be prepared by the supervisor and submitted to the 
City ManagerAdministrator and should include a detailed statement of the date, time, circumstances and 
grounds for the recommended disciplinary action and the investigation conducted.  Upon receipt of a 
supervisor’s recommendation for suspension, the City ManagerAdministrator shall follow the due process 
procedures set forth in Section 22.120 regarding pre-disciplinary action hearings and determine the 
appropriate disciplinary action to be taken, if any, in accordance with procedures set forth in Section 
22.130.  Any employee suspended with or without pay shall be responsible for making full employee 
contributions to his or her employee medical insurance benefits no later than the regularly scheduled pay 
day and must be available to work during all regular business hours if the suspension is with pay.  Any 
employee who is suspended without pay for more than two (2) days may appeal such suspension to the 
Employee Appeal Board in accordance with the appeal procedures set forth in Section 22.140. 
 
22.100. Demotion. 
 

Whenever grounds for disciplinary action exist and the supervisor determines that the 
circumstances of the conduct justify more severe disciplinary action, the supervisor may recommend to 
the City ManagerAdministrator an employee be demoted. Written notice of such recommendation shall be 
prepared by the supervisor and submitted to the City ManagerAdministrator and should include a detailed 
statement of the date, time, circumstances and grounds for the recommended disciplinary action and the 
investigation conducted. Upon receipt of a supervisor’s recommendation for demotion, the City 
ManagerAdministrator shall follow the due process procedures set forth in Section 22.120 regarding pre-
disciplinary action hearings and determine the appropriate disciplinary action to be taken, if any, in 
accordance with procedures set forth in Section 22.130.  Any employee who is demoted may appeal such 
demotion to the Employee Appeal Board in accordance with the appeal procedures set forth in Section 
22.140.      
  
22.110. Dismissal. 
 

Except as otherwise provided by Ordinance for appointed officers and department heads, 
whenever grounds for disciplinary action exist and the supervisor determines that the circumstances of 
the conduct justify more severe disciplinary action, the supervisor may recommend to the City Manager 
Administrator an employee be dismissed.  Written notice of such recommendation shall be prepared by 
the supervisor and submitted to the City ManagerAdministrator and should include a detailed statement of 
the date, time, circumstances and grounds for the recommended disciplinary action and the investigation 
conducted.  Upon receipt of a supervisor’s recommendation for dismissal, the City ManagerAdministrator 
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shall follow the due process procedures set forth in Section 22.120 regarding pre-disciplinary action 
hearings and determine the appropriate disciplinary action to be taken, if any, in accordance with 
procedures set forth in Section 22.130.  In addition, any dismissal of an employee shall comply with City 
Ordinances regarding Mayor and/or City Council approval, as more particularly set forth in Title 1 of the 
Syracuse Municipal Code.  Any employee who is dismissed may appeal such dismissal to the Employee 
Appeal Board in accordance with the appeal procedures set forth in Section 22.140.   
 
22.120. Pre-Disciplinary Action Hearing. 
 

Upon receipt of a supervisor=s recommendation of disciplinary action involving suspension, 

demotion or dismissal, the City ManagerAdministrator shall review and investigate the matter as deemed 
appropriate and shall hold a pre-disciplinary action hearing.  The purpose of the pre-disciplinary action 
hearing is to provide the employee with notice and an opportunity to respond to the alleged violations and 
proposed disciplinary action.  The City Manager Administrator shall provide the employee with written 
notice of the date and time of the pre-disciplinary action hearing and shall provide the employee with a 

copy of the supervisor=s letter recommending the proposed disciplinary action and stating the grounds 

therefore.  The employee shall receive timely notice of the pre-disciplinary action hearing, overview of 
allegations and the proposed disciplinary action.   
 
22.130. Disciplinary Action. 
 
 After the pre-disciplinary action hearing, the City ManagerAdministrator shall provide the 
employee with written notice of his or her final decision stating the disciplinary action to be taken, if any, 

the effective date of the disciplinary action, the grounds for the action, and the employee=s right to appeal 

the same.  In addition, the City ManagerAdministrator shall document the disciplinary action using the 
City’s Disciplinary Action Form.  The Disciplinary Action Form shall be signed by the City 
ManagerAdministrator, the Human Resources SpecialistDirector and the employee.  In instances of 
dismissal, the Disciplinary Action Form shall also be signed by the Mayor.  If the employee refuses to sign 
the Disciplinary Action Form, the City ManagerAdministrator shall note such refusal in writing on the form.  
In determining the type and severity of the disciplinary action, the City ManagerAdministrator may 
consider aggravating and mitigating circumstances, which include, but are not limited to:  the repeated 
nature of misconduct; prior disciplinary action imposed; the severity of the misconduct; the employee’s  
work record; the effect of the misconduct on City operations; and/or the potential of the misconduct to 
harm persons or property. 
 
22.140. Appeals. 
 

Except as otherwise provided herein, or other applicable law, all appointed officers and 
employees of the City shall hold their employment without limitation of time, being subject to suspension 

without pay for more than two (2) days, demotion, or dismissal only as provided in Utah Code Ann. ' 10-

3-1106, as amended.  As provided in Section 2-6-2 of the Syracuse Municipal Code, the following officers 
and employees are not covered by the provisions of this Section:  police chief, deputy police chief, fire 
chief, deputy or assistant fire chief, department heads, deputy of department head, superintendents, 
probationary employees, part-time employees, temporary or seasonal employees, or officers appointed 
by the Mayor or other person or body exercising executive power in the City.  All other appointed officers 
or employees (“covered employees”) who are suspended without pay for more than two (2) days, 
demoted, or dismissed shall have the right to appeal such suspension, demotion or dismissal to the City 
Appeals Board in accordance with Section 2-6-3 of the Syracuse Municipal Code and the provisions of 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/201511/9/2010 
Personnel Policies and Procedures 

63 
 

Utah Code Ann. ' 10-3-1106, as amended.  All other disciplinary actions may be appealed in accordance 

with the grievance procedures set forth in Chapter 21. 
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CHAPTER 23 
TERMINATION OF EMPLOYMENT 

 
23.010.  Types of Termination. 
23.020.  Voluntary Termination Procedures. 
23.030.  Involuntary Termination Procedures. 
23.040.  Resignation in Lieu of Involuntary Termination Procedures. 
23.050.  Reduction in Force Procedures. 
23.060.  Retirement Procedures. 
23.070.  Final Paychecks. 
23.080.  Return of City Property. 
23.090.  Exit Interview. 
23.100.  COBRA Coverage. 
 
 
23.010. Types of Termination. 
 
 The following generally describes various types of termination of employment with the City.  The 
following is provided for information purposes only and is not intended to be an exhaustive list or 
description of types of or grounds for termination of employment with the City. 
 
 (a) Voluntary Resignation.  Voluntary resignation occurs when an employee wishes to leave 
employment with Syracuse City voluntarily and not due to retirement, involuntary termination, or 
resignation in lieu of involuntary termination, as more particularly described herein.   
 
 (b) Involuntary Termination. Involuntary termination occurs when the employee is 
terminated for involuntary reasons, such as for cause, or with or without cause in the case of at-will 
employees.  Involuntary termination may include resignation in lieu of disciplinary action as more 
particularly described in Subsection (c). 
 
 (c) Resignation in Lieu of an Involuntary Termination.  Any employee who resigns pending 
involuntary termination for cause proceedings may be deemed to have resigned in lieu of involuntary 
termination.   
 
 (d) Reductions in Force (Layoff).  Reduction in force or layoff terminations may occur when 
it is deemed necessary by the City to reduce the number of employees due to lack of work, lack of funds, 
or other justified business reasons.  The City may attempt to minimize reductions in force by readjustment 
of personnel through reassignment of duties in other work areas. 
 
 (e) Retirement.  Retirement is voluntary termination at the end of an employee’s career.  
For purposes of these Policies and Procedures, retirement specifically means an employee who has 
become eligible, applies for, and is entitled to receive a retirement allowance under applicable provisions 
of the Utah State Retirement and Insurance Benefits Act, as set forth in Title 49 of the Utah Code 
Annotated, as amended. 
 
 (f) Medical. The American’s with Disabilities Act (ADA) prohibits illegal discrimination by an 
employer against an “otherwise qualified individual with a disability.”  An employee should not be 
terminated for medical reasons without prior consultation with legal counsel and compliance with the 
City’s ADA policies and procedures. 
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 (g) Death. If an employee of Syracuse City dies, his or her estate receives all pay due and 
any earned and payable benefits (such as payment for compensatory time, annual vacation leave, and 
sick leave, if applicable) as of the date of death in accordance with City policies and procedures and 
applicable State and Federal regulations. 
 
23.020. Voluntary Termination Procedures. 
 
 Employees who wish to voluntarily terminate their employment with Syracuse City shall notify the 
City at least two (2) weeks in advance of their voluntary termination.  Such notice should be given in 
writing to the employee’s department head or supervisor.  Employees must comply with the notice 
requirements set forth herein to be eligible for rehire.  A Notice of Voluntary Resignation Form (see 
Appendix X) shall be filled out by the employee and signed by the Human Resources Director and City 
Administrator prior to final voluntary termination.  
 
23.030.  Involuntary Termination Procedures. 
 
 Any involuntary terminations for cause shall comply with applicable procedures set forth in 
Chapter 22 regarding Disciplinary Action, including any applicable pre-disciplinary hearing and due 
process requirements set forth therein.  Such procedures shall not be required for involuntary termination 
of at-will or excluded employees as more particularly set forth in these Policies and Procedures or as 
provided by law. 
 
23.040.  Resignation in Lieu of Involuntary Termination Procedures. 
 
 If an employee chooses to resign pending any for cause termination proceedings, the resignation 
may be considered an involuntary termination pending final resolution of the termination proceedings.  
Alternatively, the City and the employee may negotiate and enter into a Resignation in Lieu of Involuntary 
Termination Agreement containing terms acceptable to the City, including, but not limited to hold 
harmless and indemnification provisions regarding the resignation in lieu of involuntary termination 
proceedings, and waiver of notice and due process requirements for involuntary termination.   
 
23.050.  Reduction in Force Procedures.   
 
 (a)   If Syracuse City is facing a possible reduction in labor force, the City should explain the 
situation to its employees, advising them of the possibility that reductions in force or layoffs may become 
an economic necessity for the City.   
 
 (b) In the selection of employees for reduction in force, the following guidelines should be 
considered: 
 
 (1) Emergency, tTemporary, and probationary employees should be laid off 
first. 
 
 (2) PermanentRegular employees should be the last to be laid off and based on the following 

factors: longetivity, previous performance evaluations and disciplinary actions., when possible, in 
inverse order of their length of service. 

 
 (c) Before any reduction in force, Syracuse City should determine whether it is subject to the 
requirements of the Worker Adjustment and Retraining Notification Act, 29 U.S.C. 2101, et seq., as 
amended, and shall comply with any applicable requirements. 
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 (d) Syracuse City should explain to any employee terminated through reduction in force the 
employee’s options (such as COBRA and Retirement Plan Options). 
 
 (e) Written reduction in force notices should be provided to employees terminated through 
reduction in force procedures.  Such notice should contain a statement that separation from employment 
is based on reduction in force and the effective date of the reduction in force termination.  
 
23.060. Retirement Procedures.  
 
 Employees who desire to retire from employment with the City should notify the City as soon as 
possible but no later than two (2) months three (3) months in advance of his or her final work day in order 
to provide sufficient time to review and plan for retirement benefits, applications and options.  Such notice 
should be in writing and provided  to the Human Resources Director and the employee’s dDepartment 
hHead or Supervisor. Employees must comply with the notice requirements set forth herein to be eligible 
for rehire. A Notice of Voluntary Resignation Form shall be filled out by the employee and submitted to 
the Human Resource Specialist prior to final voluntary termination. In addition, employees eligible for 
retirement benefits through Utah Retirement Systems (URS) shall work directly with URS to work out the 
details of such retirement and benefits.  The City should communicate the status of each employee’s 
retirement benefits upon receipt of a notice of retirement.  Upon request for retirement benefits, the 
Human Resources Director should notify the Retirement Plan Administrator of the City’s retirement 
program and the appropriate State and federal regulatory agencies.  The Human Resources Director 
should explain to the retiring employee what the employee’s options are (such as COBRA and Retirement 
Plan Options).  All retiring employees shall sign a release or declaration statement stating that he or she 
is electing retirement voluntarily of his or her own free will. 
 
23.070. Final Paychecks. 
 
 Upon termination of employment with the City, the City will arrange for distribution of any 
paychecks which may be due the employee, including pay for any hours worked but not paid, pay for 
unused, accrued vacation leave (if applicable), pay for any unused, accrued compensation time off (if 
applicable), and pay for unused, accrued sick leave (if applicable).  Final paychecks shall be distributed 
on the regularly scheduled pay day following the termination.in accordance with applicable provisions of 
Utah State law.   
 
23.080. Return of City Property. 
 
 Terminating employees shall return any and all keys, supplies or equipment, which are the 
property of Syracuse City to the City the Department Head or his or her designee at termination. Failure 
to return City-issued keys, supplies and/or equipment upon termination will be considered theft and may 
be subject to prosecution. Uniforms shall be retired according to the policy established by the department. 
 
23.090. Exit Interview. 
 
 In order to provide appropriate feedback to the City and conclusion of employment for the 
employee, terminating employees should complete an Exit Interview with the Human Resources 
SpecialistDirector.  When conducted, an Exit Interview Form should be signed by the employee and the 
Human Resources SpecialistDirector. 
 
23.100 COBRA Coverage. 
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 Any terminated employee shall be notified of his or her rights to continued insurance coverage 
and other protections and requirements of the Consolidated Omnibus Budget Reconciliation Act of 1985 
(“COBRA”) in accordance with applicable Federal regulations. 
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APPENDIX A: 
Policy Manual Acknowledgement of Receipt 
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APPENDIX B: 
Recruitment and Retention Policy 
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APPENDIX B (continued): 

Recruitment and Retention Policy 
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APPENDIX C: 
Volunteer Service Agreement 
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APPENDIX C (continued): 

Volunteer Service Agreement 
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APPENDIX C (continued): 

Volunteer Service Agreement 
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APPENDIX D: 

Compensation Plan 
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APPENDIX D (continued): 

Compensation Plan 
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APPENDIX D (continued): 
Compensation Plan 
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APPENDIX E: 

Employee Rights & Responsibilities  
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APPENDIX F: 
FMLA Notice of Eligibility and Rights & Responsibilities 
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APPENDIX F (continued): 
FMLA Notice of Eligibility and Rights & Responsibilities 
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Appendix G: 

Designation Notice 
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APPENDIX H: 
FMLA Certification Form – Employees Own Serious Health Condition 
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APPENDIX H (continued): 
FMLA Certification Form – Employees Own Serious Health Condition  

 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/201511/9/2010 
Personnel Policies and Procedures 

83 
 

APPENDIX H (continued): 
FMLA Certification Form – Employees Own Serious Health Condition 

 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/201511/9/2010 
Personnel Policies and Procedures 

84 
 

APPENDIX H (continued): 
FMLA Certification Form – Employees Own Serious Health Condition 
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APPENDIX I: 
FMLA Certification Form – Family Member’s Serious Health Condition 
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APPENDIX I (continued): 
FMLA Certification Form – Family Member’s Serious Health Condition 
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APPENDIX I (continued): 
FMLA Certification Form – Family Member’s Serious Health Condition 
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APPENDIX I (continued): 
FMLA Certification Form – Family Member’s Serious Health Condition 
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APPENDIX J: 
FMLA Certification Form – Certification of Qualifying Exigency for Military Family Leave 
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APPENDIX J (continued): 
FMLA Certification Form – Certification of Qualifying Exigency for Military Family Leave 
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APPENDIX J (continued): 
FMLA Certification Form – Certification of Qualifying Exigency for Military Family Leave 
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APPENDIX K: 
FMLA Certification Form – Certification for Serious Injury or Illness of Covered Service Member 

 

 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/201511/9/2010 
Personnel Policies and Procedures 

93 
 

APPENDIX K (continued): 
FMLA Certification Form – Certification for Serious Injury or Illness of Covered Service Member 
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APPENDIX K (continued): 
FMLA Certification Form – Certification for Serious Injury or Illness of Covered Service Member 
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APPENDIX K (continued): 
FMLA Certification Form – Certification for Serious Injury or Illness of Covered Service Member 
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APPENDIX L: 
FMLA Certification Form – Certification for Serious Injury or Illness of a Veteran for Military 

Caregiver Leave 
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APPENDIX L (continued): 
FMLA Certification Form – Certification for Serious Injury or Illness of a Veteran for Military 

Caregiver Leave 
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APPENDIX L (continued): 
FMLA Certification Form – Certification for Serious Injury or Illness of a Veteran for Military 

Caregiver Leave 
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APPENDIX L (continued): 

FMLA Certification Form – Certification for Serious Injury or Illness of a Veteran for Military 
Caregiver Leave 
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APPENDIX L (continued): 
FMLA Certification Form – Certification for Serious Injury or Illness of a Veteran for Military 

Caregiver Leave 
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APPENDIX M: 

Notice of Secondary Employment 
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APPENDIX N: 
Injury/Incident Report Form 
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APPENDIX N (continued): 
Injury/Incident Report Form 
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APPENDIX O: 

Injury/Incident Checklist 
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APPENDIX P: 

Bomb Threat Checklist 
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APPENDIX Q: 
Tuition Aid Application 
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APPENDIX Q (continued): 
Tuition Aid Application 
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APPENDIX R: 
Credit Card Agreement 
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APPENDIX S: 

Missing Receipt Form 
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APPENDIX T: 
Emergency Preparedness Cash Out Form 

 

 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/201511/9/2010 
Personnel Policies and Procedures 

111 
 

 
APPENDIX U: 

Employee Grievance Form 
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APPENDIX U (continued): 
Employee Grievance Form 
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APPENDIX V: 
Administrative Leave Form 
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APPENDIX W: 
Disciplinary Action Form 
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APPENDIX W (continued): 
Disciplinary Action Form 
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APPENDIX X: 
Voluntary Resignation Form 
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CHAPTER 12 

DOT DRUG AND ALCOHOL TESTING POLICY 
 
12.010. Purpose. 
12.020. General Policy. 
12.030. Applicability. 
12.040. Definitions. 
12.050. Prohibitions. 
12.060. Zero Tolerance. 
12.070. Voluntary Self-Identification Program.   
12.080. Prescription and Over-the-Counter Drugs. 
12.090. Testing Required.  
12.100. Basis for Testing. 
12.110. Pre-Employment Testing. 
12.120. Post-Accident Testing. 
12.130. Random Testing. 
12.140. Reasonable Suspicion Testing. 
12.150. Return-to-Duty Testing. 
12.160. Follow-Up Testing. 
12.170. Testing Procedures. 
12.180. Results.  
12.190. DOT Required Action. 
12.200. Removal from Safety-Sensitive Functions. 
12.210. Additional Action. 
12.220. Records. 
12.230. Confidentiality. 
12.240. Notification of Conviction. 
12.250. Americans with Disabilities Act (ADA). 
12.260. Amendments. 
 
 
12.010. Purpose. 
 
 The purpose of this policy is to provide guidelines for the implementation and management of a 
drug and alcohol testing program for City employees and prospective employees who are subject to the 
Commercial Drivers License (CDL) drug and alcohol testing requirements under the Federal Omnibus 
Transportation Employee Testing Act of 1991, as amended, and the Department of Transportation (DOT) 
Regulations promulgated thereunder.  The provisions of this policy are intended and shall be interpreted 
in accordance with the Federal Omnibus Transportation Employee Testing Act of 1991, as amended, and 
the DOT Regulations as defined herein.  This policy is not intended to create or alter any existing 
employment status or contract, written or verbal, between Syracuse City and its employees or prospective 
employees. 
 
12.020. General Policy.   
 

Alcohol or drug use can impair an employee's ability to safely and effectively perform the 
functions of the particular job, increase accidents, absenteeism, and sub-standard performance, create 
poor employee morale, and/or undermine public confidence in the City's work force.  It is the policy of the 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/2015 
Personnel Policies and Procedures 

2 
 

City to employ a work force and create a workplace free from the adverse effects of alcohol and drug use 
to ensure the safety, personal health, and productivity of its employees, as well as the health and safety 
of those with whom Syracuse City employees come in contact.  In addition, Syracuse City is committed to 
reducing highway accidents that result from driver misuse of drugs and alcoholic substances, thereby 
reducing fatalities, injuries, and property damage.  To accomplish this, Syracuse City has developed a 
“zero-tolerance” substance abuse policy for all current and prospective CDL employees as more 
particularly set forth in this policy.  This policy shall be distributed to all CDL employees and made 
available for review by prospective CDL employees.  Employees may refer any questions regarding this 
policy or the materials referred to herein to the Human Resources Specialist. 

  
12.030. Applicability. 
 
 This policy applies to all employees in the service of Syracuse City for compensation, and 
prospective employees, who are required to hold and maintain a Commercial Drivers License as a 
condition of employment and/or who operate a commercial motor vehicle in commerce and who are 
subject to the Commercial Drivers License requirements of the Department of Transportation, including, 
but not limited to 49 CFR Part 383, as amended, referred to and defined herein as “CDL employees.”  All 
other employees shall comply with the Non-DOT Drug and Alcohol Policy set forth in Chapter 11, rather 
than the provisions set forth herein. All CDL employees shall be subject to the testing requirements of this 
policy and the Non-DOT Drug and Alcohol Policy subject to the following limitation. When the provisions 
of this policy are applicable to a certain situation, this policy shall be complied with and no other testing 
requirements may be imposed. However, when provisions of this policy do not apply to a situation which 
is otherwise covered by the Non-DOT Drug and Alcohol Policy, CDL employees shall be subject to testing 
under the Non-DOT Drug and Alcohol Policy. For instance, if a CDL employee is involved in an accident 
involving loss of life requiring testing under this policy, the employee would be subject to testing under 
this policy and not subject to testing under the Non-DOT Drug and Alcohol Testing Policy. However, if the 
employee is involved in an accident not requiring testing under this policy but requiring testing under the 
Non-DOT Drug and Alcohol Testing Policy, the CDL employee would be subject to testing under the Non-
DOT Drug and Alcohol Testing Policy. In any case, if there is any conflict between this policy and any 
other policy or regulation of the City, the requirements of this policy shall control and no other testing 
requirements  shall be imposed which would conflict or hinder compliance with this policy.  In accordance 
with DOT Regulations, testing under Chapter 11 cannot be combined with testing required under this 
Chapter 12. 
  
12.040. Definitions. 
 

Words not otherwise defined but used in this policy or in the materials referenced herein are 
defined in 49 CFR § 386.2, 49 CFR § 390.5 and 49 CFR § 40.3, as amended.  As used herein, the 
following words shall have the meanings set forth below:   

 
(a) Actual Knowledge.  “Actual Knowledge” means actual knowledge by an employer that a 

driver has used alcohol or controlled substances based on the employer's direct observation of the 
employee, information provided by the driver's previous employer(s), a traffic citation for driving a CMV 
while under the influence of alcohol or controlled substances or an employee's admission of alcohol or 
controlled substance use, except as provided in Section 12.070 regarding voluntary admission.  Direct 
observation as used in this definition means observation of alcohol or controlled substances use and 
does not include observation of employee behavior or physical characteristics sufficient to warrant 
reasonable suspicion testing as used herein. 
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(b) Alcohol.  “Alcohol” means the intoxicating agent in beverage alcohol, ethyl alcohol, or 
other low molecular weight alcohols including methyl and isopropyl alcohol. 
 

(c) Alcohol Concentration (or Content).  “Alcohol Concentration” or “Alcohol Content” means 
the alcohol in a volume of breath expressed in terms of grams of alcohol per 210 liters of breath as 
indicated by an evidential breath test. 
 

(d) Alcohol Use.  “Alcohol Use” means the drinking or swallowing of any beverage, liquid 
mixture, or preparation (including any medication) containing alcohol. 
 

(e) CDL Employee.  “CDL Employee” means any employee in the service of Syracuse City 
for compensation who is required to hold and maintain a Commercial Drivers License as s condition of 
employment and/or who is required as part of his or her job duties to operate a commercial motor vehicle 
in commerce and who is subject to the commercial driver’s license requirements of 49 CFR Part 383, as 
amended.  

 
 (f) Commerce.  “Commerce” means:  (1) any trade, traffic, or transportation within the 

jurisdiction of the United States between a place in a State and a place outside of such State, including a 
place outside of the United States; and (2) trade, traffic, and transportation in the United States which 
affects any trade, traffic, and transportation as described in Subsection (1). 
 

 (g) Commercial Motor Vehicle.  “Commercial Motor Vehicle” means a motor vehicle or 
combination of motor vehicles used in commerce to transport passengers or property if the vehicle: 
 

(1) Has a gross combination weight rating of 26,001 or more pounds inclusive of a 
towed unit with a gross vehicle weight rating more than 10,000 pounds; or 

 
(2) Has a gross vehicle weight rating of 26,001 pounds; or 

 
(3) Is designed to transport 16 or more passengers, including the driver; or 

 
(4)  Is of any size and is used in the transportation of material found to be hazardous 

for the purposes of the Hazardous Materials Transportation Act (49 USC § 5103(b)) and which 
require the motor vehicle to be placarded under the Hazardous Materials Regulations (49 CFR 
Part 172, subpart F). 

 
(h) Controlled Substances or Drugs.  “Controlled Substances” or “Drugs” means those 

substances identified in 49 CFR 40.85, as amended, consisting of the following:   
 

(1) Marijuana metabolites 
 

(2) Cocaine metabolites 
 

(3) Amphetamines 
 

(4) Opiate metabolites  
 

(5) Phencyclidine (PCP)  
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(i) Designated Employee Representative (DER).  “Designated Employee Representative” or 
“DER” means an individual identified by Syracuse City as able to receive communications and test results 
from service agents and who is authorized to take immediate actions to remove employees from safety-
sensitive duties and to make required decisions in the testing and evaluation processes.  The individual 
must be an employee of Syracuse City and cannot be a service agent.  The City’s DER is the Human 
Resources Specialist.   

 
 (j) DOT Regulations.  "DOT Regulations" means the rules and regulations promulgated by 

the U.S. Department of Transportation for alcohol and controlled substance testing requirements for 
employees subject to the Commercial Driver's License requirements pursuant to the Omnibus 
Transportation Act of 1991, including, but not limited to §§ 49 C.F.R. 40 and 49 C.F.R. 382, as amended. 

 
 (k) Driver.  “Driver” means any person who operates a commercial motor vehicle.  This 

includes, but is not limited to: full time, regularly employed drivers; casual, intermittent or occasional 
drivers; leased drivers and independent, owner-operator contractors.  For the purposes of pre-
employment/pre-duty testing only, the term driver includes a person applying to the City to drive a 
commercial motor vehicle. 

 
 (l) Medical Review Officer (MRO).  “Medical Review Officer” or “MRO” means a licensed 

physician who is responsible for receiving and reviewing laboratory results generated by the City’s drug 
testing program and evaluating medical explanations for certain drug test results.     
 

(m) Prospective CDL Employee.  “Prospective CDL Employee” means any person who has 
made a written or oral application to become an employee of Syracuse City in a position defined as a 
CDL employee.   
 

(n) Refuse to Submit.  “Refuse to Submit” means that a CDL employee: 
 

  (1)  Fails to appear for any test (except a pre-employment test) within a 
reasonable time, as determined by the City, consistent with applicable DOT agency regulations, 
after being directed to do so by the City. This includes the failure of an employee to appear for a 
test when called by the TPA (see, 49 CFR 40.61(a)); 

 
     (2)  Fails to remain at the testing site until the testing process is complete. 
Provided, that an employee who leaves the testing site before the testing process commences a 
pre-employment test is not deemed to have refused to test as provided in the DOT 
Regulations(see, 49 CFR 40.63(c)); 

 
     (3)  Fails to provide a urine specimen for any drug test required by this Policy 
or the DOT Regulations.  Provided, that an employee who does not provide a urine specimen 
because he or she has left the testing site before the testing process commences for a pre-
employment test is not deemed to have refused to test (see, 49 CFR 40.63(c)); 

 
     (4)  In the case of a directly observed or monitored collection in a drug test, 
fails to permit the observation or monitoring of the driver's provision of a specimen (see, 49 CFR 
40.67(l) and 40.69(g)); 

 
     (5)  Fails to provide a sufficient amount of urine when directed, and it has been 
determined, through a required medical evaluation, that there was no adequate medical 
explanation for the failure (see, 49 CFR 40.193(d)(2)); 
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     (6)  Fails or declines to take a second test the City, TPA or collector has 
directed the CDL employee to take; 

 
     (7)  Fails to undergo a medical examination or evaluation, as directed by the 
MRO as part of the verification process, or as directed by the DER under 49 CFR 40.193(d). In 
the case of a pre-employment drug test, the employee is deemed to have refused to test on this 
basis only if the pre-employment test is conducted following a contingent offer of employment; 

 
      (8)  Fails to cooperate with any part of the testing process (e.g., refuse to 
empty pockets when so directed by the collector, behave in a confrontational way that disrupts 
the collection process); or 

 
      (9)  Is reported by the MRO as having a verified adulterated or substituted test 

result. 
 

(o) Safety-Sensitive Functions.  “Safety-Sensitive Functions” means all time from the time a 
CDL employee begins to work or is required to be in readiness to work until the time he or she is relieved 
from work and all responsibility for performing work.  An employee is considered to be performing a 
safety-sensitive function during any period in which he or she is actually performing, ready to perform, or 
immediately available to perform any safety-sensitive functions and includes any of those on-duty 
functions defined in 49 CFR 395.2.  Safety-sensitive functions shall include all duties deemed safety-
sensitive under the DOT Regulations, including, but not limited to, the following: 
 
      (1)   All time at City facility, or other property, or on any public 

property, waiting to be dispatched, unless the driver has been relieved from duty by the 
City; 

 
     (2)  All time inspecting equipment as required by 49 CFR 392.7 and 392.8 or 

otherwise inspecting, servicing, or conditioning any commercial motor vehicle at any time; 
 
      (3)  All time spent at the driving controls of a commercial motor vehicle in 

operation; 
 
      (4)  All time, other than driving time, in or upon any commercial motor vehicle 

except time spent resting in a sleeper berth (a berth conforming to the requirements of 49 
CFR 393.76); 

 
      (5)  All time loading or unloading a vehicle, supervising, or assisting in the 

loading or unloading, attending a vehicle being loaded or unloaded, remaining in 
readiness to operate the vehicle, or in giving or receiving receipts for shipments loaded or 
unloaded; and 

 
      (6)  All time repairing, obtaining assistance, or remaining in attendance upon a 

disabled vehicle. 
 
 (p) Stand-Down.  “Stand-Down” means the practice of temporarily removing an 
employee from the performance of safety-sensitive functions based only on a report from a laboratory to 
the MRO of a confirmed positive test for a drug or drug metabolite, and adulterated test, or a substituted 
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test, before the MRO has completed the verification of the test results.  The City is prohibited from 
standing down an employee, except consistent with a waiver from the FMCSA.   

 
(q) Third Party Administrator (TPA).  “Third Party Administrator” or “TPA” means a service 

agent that provides or coordinates one or more drug and/or alcohol testing services to DOT-regulated 
employers.  TPA’s typically provide or coordinate the provision of a number of such services and perform 
administrative tasks concerning the operation of the employers’ drug and alcohol testing programs.   
 
12.050. Prohibitions. 
 

The following conduct is prohibited under this policy in accordance with the prohibitions set forth 
in 49 CFR 382, Subpart B:  
 
 (a) Alcohol Concentration.  No driver shall report for duty or remain on duty requiring the  
performance of safety-sensitive functions while having an alcohol concentration of 0.04 or greater. No 
employer having actual knowledge that a driver has an alcohol concentration of 0.04 or greater shall 
permit the driver to perform or continue to perform safety-sensitive functions. 
 
 (b) On-Duty Use.  No driver shall use alcohol while performing safety-sensitive  
functions. No employer having actual knowledge that a driver is using alcohol while performing safety-
sensitive functions shall permit the driver to perform or continue to perform safety-sensitive functions. 
 
 (c) Pre-Duty Use.  No driver shall perform safety-sensitive functions within four hours  
after using alcohol. No employer having actual knowledge that a driver has used alcohol within four hours 
shall permit a driver to perform or continue to perform safety-sensitive functions. 
 
 (d) Use Following an Accident.  No driver required to take a post-accident alcohol test 
under this policy and in accordance with 49 CFR 382.303 shall use alcohol for eight hours following the 
accident, or until he or she undergoes a post-accident alcohol test, whichever occurs first. 
 
 (e) Refusal to Submit to Required Test.  No driver shall refuse to submit to a post-
accident alcohol or controlled substances test required under this policy and in accordance with 49 CFR  
382.303, a random alcohol or controlled substances test required under this policy in accordance with 49 
CFR 382.305, a reasonable suspicion alcohol or controlled substances test required under this policy in 
accordance with 49 CFR 382.307, or a follow-up alcohol or controlled substances test required under this 
policy or 49 CFR 382.311.  No employer shall permit a driver who refuses to submit to such tests to 
perform or continue to perform safety-sensitive functions.  Refusal to submit to a required test shall be 
deemed a violation of this policy and shall result in disciplinary action, up to and including termination. 
 

 (f) Controlled Substances Use.  No driver shall report for duty or remain on duty 
requiring the performance of safety-sensitive functions when the driver uses any controlled substance, 
except when the use is pursuant to the instructions of a licensed medical practitioner who has advised the 
driver that the substance will not adversely affect the driver's ability to safely operate a commercial motor 
vehicle.  No employer having actual knowledge that a driver has used a controlled substance shall permit 
the driver to perform or continue to perform a safety-sensitive function.  The City may require a driver to 
inform the City of any therapeutic drug use as more particularly provided in this policy. 
 
 (g) Controlled Substances Testing.  No driver shall report for duty, remain on duty or 
perform a safety-sensitive function, if the driver tests positive or has adulterated or substituted a test 
specimen for controlled substances. No employer having actual knowledge that a driver has tested 
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positive or has adulterated or substituted a test specimen for controlled substances shall permit the driver 
to perform or continue to perform safety-sensitive functions. 
 
12.060. Zero-Tolerance. 
 
 If it is determined that a CDL employee violates any term, condition or provision of this policy, that 
employee shall be subject to disciplinary action, up to and including termination.  Any disciplinary action 
taken for violations of this policy shall comply with the disciplinary action procedures, as applicable, set 
forth in Chapter 22 of these Policies and Procedures.   
 
12.070. Voluntary Self-Identification Program.  
 
 (a) Self-Identification Program.  CDL employees of the City may voluntarily admit to alcohol 
misuse or controlled substances use (“admission”) in accordance with the provisions of this Section 
setting forth the City’s voluntary self-identification program.  The provisions of this program are intended 
to comply with the provisions and requirements of 49 CFR 382.121, as amended.  Voluntary admissions 
should be made to the employee’s supervisor or the Human Resources Specialist.  Employees having a 
drug or alcohol problem are strongly encouraged to seek help.   
 
 (b) Prior to Selection or Violation.  To qualify for the City’s voluntary self-identification 
program, the CDL employee must make the admission of alcohol misuse or controlled substances use 
prior to performing a safety-sensitive function (i.e., prior to reporting for duty) and prior to being selected 
for testing under this policy (i.e., the admission cannot be made in order to avoid testing under the 
requirements of this policy. 
 
 (c) No Adverse Action.  The City shall not take any adverse action against a CDL employee 
making a voluntary admission of alcohol misuse or controlled substances use in accordance with the 
conditions and provisions of this Section.   
 
 (d) Evaluation and Treatment.  A CDL employee who has made a voluntary admission of 
alcohol misuse or controlled substances use in accordance with the terms and conditions of this Section 
shall be given sufficient opportunity to seek evaluation, education or treatment to establish control over 
the employee’s drug or alcohol problem.   
 

(e) Costs and Leave.  The City will pay for the first visit to a drug and alcohol abuse 
evaluation expert.  All other costs of evaluation, treatment and rehabilitation shall be the employee’s 
responsibility. The City will allow employees who seek voluntary assistance for alcohol and drug problems 
under this program to first utilize their accrued sick leave and then their accrued annual leave for 
rehabilitation.  Leave without pay may be requested by the employee and will be considered on an 
individual case basis.  If the FMLA does not apply, an employee’s position may be held open for a 
reasonable period of time up to a maximum of thirty (30) days for voluntary rehabilitation upon approval 
by the City Manager.     
 
 (f) Successful Completion.  The CDL employee shall not perform any safety-sensitive 
functions until and unless the employee has successfully completed an educational or treatment program, 
as determined by a drug and alcohol abuse evaluation expert (i.e., an employee assistance professional, 
substance abuse professional, or qualified drug and alcohol counselor).  Employees returning to work 
after treatment must first provide the City with a certification from a reputable substance abuse program 
that the employee is sober and has successfully completed the treatment program.  A licensed 
professional medical practitioner that specializes in substance abuse must sign this certification.   
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 (g) Return to Duty Testing.  Prior to performing any safety-sensitive functions, the employee 
shall undergo a return to duty test with a result indicating an alcohol concentration of less than 0.02 
and/or a return to duty controlled substances test with a verified negative test result for controlled 
substances use.   
 

(h) Follow-Up Testing.  The employee must also, as a condition of returning to work, agree to 
follow-up rehabilitation drug and/or alcohol testing and sign a return to work agreement.  Follow-up 
rehabilitation testing will be required for a period of not less than six (6) months and not more than one (1) 
year after completion of the employee’s substance abuse treatment program.  The date and time of any 
required follow-up rehabilitation drug and/or alcohol testing will be unannounced and conducted on a 
random basis.  
 

(i) Disclaimer.  Voluntary notification and enrollment in a rehabilitation program shall only 
prevent disciplinary action for previous drug or alcohol use that was unknown to the City and shall not 
prevent the City from testing or taking disciplinary action against an employee who subsequently violates 
this policy.   
 
12.080. Prescription and Over-the-Counter Drugs. 
 
 Prescribed and over-the-counter drugs and the necessary instrumentalities of administration 
brought on City premises may only be used by the person for whom they are prescribed and taken as 
directed so long as the use of such drugs does not adversely affect the safety of the work environment or 
significantly impede performance of essential job functions.  There are various prescription and over-the-
counter drugs that may adversely affect the safety of the work environment.  Examples include, but are 
not limited to, pain relievers that contain opiates, and muscle relaxants.  It is the employee’s responsibility 
to be informed about the effects of prescription and over-the-counter drugs they are taking by reading the 
information that accompanies the drug, including any information provided by the pharmacist, by 
consulting with their physician, and by accessing and utilizing other sources of information available to the 
employee, and acting accordingly.  Any employee who chooses or is medically required to ingest 
prescribed or over-the-counter medications that may adversely affect the safety of the work environment, 
shall immediately notify his or her department head of the type of medication and time period over which 
said medications will be taken.  The department head will make a determination of any restrictions to be 
placed on the employee after appropriate confidential consultation with the Human Resources Specialist, 
the City Attorney’s Office, and/or medical professionals.  A written statement from the employee’s 
physician may be required regarding whether the physician is of the opinion that the employee can safely 
work or perform his or her job duties while taking the prescribed drug.  Any employee who chooses or is 
medically required to ingest a prescribed or over-the-counter medication outside of the workplace must 
ensure that the impairing effects have ended prior to reporting for work.  For purposes of this policy, 
medications used as prescribed, which do not constitute a safety concern, shall not be considered a 
violation of this policy. 
 
12.090. Testing Required. 
 
 In accordance with the provisions of this policy, all prospective and current CDL employees shall 
be subject to controlled substances and alcohol testing as a condition of hiring and continued 
employment with the City.  Failure to comply with this policy may result in the City refusing to hire a 
prospective CDL employee or disciplinary action being taken against current CDL employees, up to and 
including termination.  Specimens collected under this policy may only be used to test for controlled 
substances and their metabolites as defined herein and shall not be used to conduct any other analysis or 
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test unless otherwise specifically authorized by DOT Regulations.  All testing shall be based on and under 
the circumstances set forth in Section 12.100 regarding basis for testing.   
 
12.100. Basis for Testing. 
 

Prospective and current CDL employees shall be subject to testing for the presence of drugs and 
alcohol by the City in accordance with the provisions of this policy as a condition of hiring and continued 
employment with the City for any of the reasons or under the circumstances as more particularly set forth 
herein:  pre-employment testing, post-accident testing, random testing, reasonable suspicion testing, 
return-to-duty testing, and follow-up testing.  CDL employees shall also be subject to controlled 
substances and alcohol testing when required by Federal law or regulations. 

 
12.110. Pre-Employment Testing.  
 

All prospective CDL employees shall undergo testing for controlled substances as a condition of 
employment and prior to performing any safety-sensitive duties for the City.  Pre-employment tests will be 
conducted on prospective employees on their own time, meaning that prospective employees will not be 
paid for the time they spend participating in pre-employment testing required by Syracuse City.  All pre-
employment drug testing will be conducted at the third-party administrator’s facility and prospective 
employees are responsible for their transportation to and from the collection facility.  Refusal to consent to 
a pre-employment drug test will terminate further action towards employment with the City.  No 
prospective CDL employee shall be permitted to perform safety-sensitive functions for the City until and 
unless the City has received a pre-employment controlled substances test result from the MRO or TPA 
indicating a verified negative test result for the employee.  A controlled substance test may not be 
required if the employee has participated in a drug testing program that meets the DOT Regulations 
within the previous thirty (30) days and all other exception requirements as set forth in the DOT 
Regulations are satisfied.  
 
12.120. Post-Accident Testing.  
 

(a) Alcohol Testing.   
 

(1) As soon as practicable following an occurrence involving a commercial motor 
vehicle operating on a public road in commerce, each surviving CDL employee shall be tested for 
alcohol under the following circumstances: 
 

(A) The CDL employee was performing safety-sensitive functions with 
respect to the vehicle and the accident involved the loss of human life; or 

 
(B)  The CDL employee received a citation within eight (8) hours of the 

occurrence under State or local law for a moving traffic violation arising from the accident 
and the accident involved bodily injury to any person who, as a result of the injury, 
immediately received medical treatment away from the scene of the accident, or one or 
more motor vehicles incurred disabling damage as a result of the accident, requiring the 
motor vehicle to be transported away from the scene by a tow truck or other motor 
vehicle.   

 
(2) If an alcohol test required by this Section is not administered within two (2) hours 

following the accident, the City shall prepare and maintain on file a record stating the reasons the 
test was not promptly administered.  If an alcohol test required by this Section is not administered 
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within eight (8) hours following the accident, the City shall cease attempts to administer the test 
and shall prepare and maintain on file a record stating the reasons the test was not promptly 
administered.  Such records shall be submitted to the FMCSA, upon request.   

 
(b) Controlled Substances Testing.   
 

(1) As soon as practicable following an occurrence involving a commercial motor 
vehicle operating on a public road in commerce, each surviving CDL employee shall be tested for 
controlled substances under the following circumstances: 
 

(A) The CDL employee was performing safety-sensitive functions with 
respect to the vehicle and the accident involved the loss of human life; or 

 
(B)  The CDL employee received a citation within thirty-two (32) hours of the 

occurrence under State or local law for a moving traffic violation arising from the accident 
and the accident involved bodily injury to any person who, as a result of the injury, 
immediately received medical treatment away from the scene of the accident, or one or 
more motor vehicles incurred disabling damage as a result of the accident, requiring the 
motor vehicle to be transported away from the scene by a tow truck or other motor 
vehicle.   

 
(2) If a controlled substances test required by this Section is not administered within 

thirty-two (32) hours following the accident, the City shall cease attempts to administer the test 
and shall prepare and maintain on file a record stating the reasons the test was not promptly 
administered.  Such records shall be submitted to the FMCSA, upon request. 

 
 (c) Testing.  An employee who is subject to post-accident testing shall remain readily 
available for such testing or may be deemed by the City to have refused to submit to the testing.  A driver 
who is seriously injured and cannot be tested at the time of the accident should provide the necessary 
authorization for obtaining hospital reports and other documents that would indicate whether there were 
any drugs and/or alcohol in their system.  Nothing in this Section shall be construed to require the delay 
of necessary medical attention for injured people following an accident or to prohibit a driver from leaving 
the scene of an accident for the period necessary to obtain assistance in responding to the accident, or to 
obtain necessary emergency medical care.   
 
 (d) Federal, State or Local Test Results.  The results of a breath or blood test for the use of 
alcohol or the results of a urine test for the use of controlled substances conducted by Federal, State, or 
local law enforcement officials having independent authority to conduct such test shall be considered to 
meet the requirements of this Section for post-accident testing, provided such tests conform to the 
applicable Federal, State, and local alcohol or controlled substances testing requirements, as applicable, 
and the results of such tests are obtained by the City.   
 
 (e) Exceptions.  Post-accident testing shall not apply to the following situations: 
 
  (1) An occurrence involving only boarding or alighting from a stationary motor 

vehicle; or 
 
  (2)  An occurrence involving only the loading or unloading of cargo; or 
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  (3)  An occurrence in the course of the operation of a passenger car or a multipurpose 
passenger vehicle by an employer unless the motor vehicle is transporting passengers for hire or 
hazardous materials of a type and quantity that require the motor vehicle to be marked or 
placarded in accordance with 49 CFR 177.823. 

 
(f) Summary.  The following table notes when a post-accident test is required to be 

conducted in accordance with this Section: 
 
 

Type of Accident Citation Issued to Driver? Must Test Be Performed? 
Human fatality YES YES 

NO YES 

 
Bodily injury with immediate 
medical treatment away from 
scene 

YES YES 
NO NO 

 
Disabling damage to any motor 
vehicle requiring tow away 

YES YES 
NO NO 

 
 
12.130. Random Testing. 
 

(a)  CDL Employees.  Every CDL employee shall be required to submit to random alcohol 
and controlled substances testing in accordance with the provisions of this Section.  CDL employees 
include, but are not limited to, the following positions:   

 
(1) Deputy Fire Chief 

 
(2) Fire Captain 

 
(3) Fire Engineer 

 
(4) Fire Fighter 

 
(5) Public Works Director 

 
(6) Streets Superintendent 

 
(7) Water Superintendent 
 
(8) Environmental Superintendent 

 
(9) Streets Maintenance Worker  

 
(10) Water Maintenance Worker  
 
(11) Environmental Maintenance Worker 
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(b) Testing Percentage Rates.  According to current FMCSA standards, random controlled 
substances testing will be administered at a fifty (50) percent annualized rate and random alcohol testing 
will be conducted at a ten (10) percent annualized rate.  This means that the total number of controlled 
substances tests conducted during any twelve (12) month period will be equal to at least fifty (50) percent 
of the total Syracuse City DOT testing pool, and the total number of alcohol tests conducted during any 
twelve (12) month period will be equal to at least ten (10) percent of the total Syracuse City DOT testing 
pool.  These rates are set by FMCSA Administration and shall be subject to change based on any 
increase or decrease in the federally required testing rate. 
 

(c) Random Selection.  Selection of CDL employees for random testing shall be made by a 
scientifically valid method, such as a random number table or a computer-based random number, 
generator that is matched with employee’s social security numbers, or other comparable identifying 
numbers.  Only covered CDL employees shall be included in the random testing pool.  City CDL 
employees may be part of a larger random testing pool of covered employees.  Each CDL employee 
selected for random testing under the selection process used shall have an equal chance of being testing 
each time selections are made.  Each CDL employee selected for random testing shall be tested during 
the selection period.  Selection for random testing will be done by the City’s third party administrator in 
order to ensure that selection is truly random and is uninfluenced by any personal characteristics, 
behavior, or any other attribute.    

 
(d) Unannounced.  Random testing conducted under this Section shall be unannounced.  

The dates for administering the random tests shall be spread reasonably throughout the calendar year.   
 
(e) Testing.  Each CDL employee notified of selection for random testing shall proceed to the 

test site immediately; provided, if the employee is performing a safety-sensitive function other than driving 
a motor vehicle, at the time of notification, the employee shall cease to perform safety-sensitive functions 
and proceed to the testing site as soon as possible.   

 
(f) Performing Functions.  A driver shall only be tested for alcohol while the driver is 

performing safety-sensitive functions, just before the driver is to perform safety-sensitive functions, or just 
after the driver has ceased performing such functions. 

 
12.140. Reasonable Suspicion Testing.   
 

(a) Reasonable Suspicion.  CDL employees shall be subject to alcohol and/or controlled 
substances testing when the City has reasonable suspicion to believe that the employee has violated the 
prohibitions of this policy.  A determination of reasonable suspicion shall be based on specific, 
contemporaneous, articulable observations concerning the appearance, behavior, speech or body odors 
of the employee.  Observation for reasonable suspicion may also include indications of the chronic and 
withdrawal effects of controlled substances.   

 
(b) Supervisor Training.  The required observations for reasonable suspicion testing shall be 

made by a supervisor or other City official who is trained in accordance with applicable DOT Regulations 
regarding such testing.  In an effort to ensure that supervisors are knowledgeable about the symptoms of 
drug and/or alcohol use, training on symptom recognition will be held for all Syracuse City employees in 
supervisory positions and only those persons who have attended the training will be qualified to require a 
reasonable suspicion drug and/or alcohol test.  Records regarding training attendance will be kept for a 
minimum of three (3) years after the date of the training. 
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(c) Documentation.  A written record shall be made of the observations leading to an alcohol 
and/or controlled substances reasonable suspicion test by the employee’s supervisor or the person 
requesting the reasonable suspicion testing using the City’s “Observed Behavior-Reasonable Cause 
Record”.  The form shall be signed by the supervisor or City official who made the observations.  The 
form shall be filled out and the record made within 24 hours of the observed behavior or before the results 
of the test are released, whichever is earlier.  The City strongly urges supervisors to complete the form 
before the employee is required to submit to testing in order to properly document the circumstances 
leading up to the testing referral. 

 
 (d) Timing of Observations.  Reasonable suspicion alcohol testing is authorized by this 

Section only if the observations required in Subsection (a) are made during, just preceding, or just after 
the period of the work day that the CDL employee is required to be in compliance with this policy.  A CDL 
employee may only be required to undergo reasonable suspicion testing while the employee is 
performing safety-sensitive functions, just before the employee is to perform safety-sensitive functions, or 
just after the employee has ceased performing such functions.  
 
 (e) Timing for Testing.  If an alcohol test required by this Section is not administered within 
two (2) hours following the determination under paragraph (a) of this Section, the supervisor shall prepare 
and maintain on file a record stating the reasons the alcohol test was not promptly administered. If an 
alcohol test required by this section is not administered within eight (8) hours following the determination 
under paragraph (a) of this Section, the supervisor shall cease attempts to administer an alcohol test and 
shall State in the record the reasons for not promptly administering the test. 

 
(f) Transportation.  In the event that reasonable suspicion drug and/or alcohol testing is 

warranted, it is the responsibility of an agent of Syracuse City to transport the employee being tested to 
and from the testing facility.  In most cases, either the DER or the employee’s supervisor will be 
responsible for transporting the employee. 
 
 (g) Refusal to Submit.  If an employee refuses to submit to reasonable suspicion drug and/or 
alcohol test or attempt to leave any Syracuse City premises and is impaired, in the opinion of a trained 
supervisor, to the extent that he/she would present a danger to either him/herself or others, local law 
enforcement should be contacted immediately by the supervisor. 
 
 (h) Prohibition.  Notwithstanding the absence of a reasonable suspicion alcohol test under 
this section, no driver shall report for duty or remain on duty requiring the performance of safety-sensitive 
functions while the driver is under the influence of or impaired by alcohol, as shown by the behavioral, 
speech, and performance indicators of alcohol misuse, nor shall an employer permit the driver to perform 
or continue to perform safety-sensitive functions, until: 
 

  (1)  An alcohol test is administered and the driver's alcohol concentration 
measures less than 0.02; or 

 
  (2)  Twenty four (24) hours have elapsed following the determination under 
Subsection (a) of this Section that there is reasonable suspicion to believe that the driver has 
violated the prohibitions in this part concerning the use of alcohol. 

 
 (i) Action.  Except as provided in Subsection (h) of this Section, the City shall not take 
any action under this part against a driver based solely on the driver's behavior and appearance, with 
respect to alcohol use, in the absence of an alcohol test. This does not prohibit the City with independent 
authority of this part from taking any action otherwise consistent with law. 
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12.150. Return-to-Duty Testing. 
 
 Any Syracuse City CDL employee whose initial breath alcohol content is between 0.02 – 0.039 
grams per 210 liters of breath will be subject to return-to-duty breath alcohol testing before being 
permitted to return to work.  The return-to-duty test must be completed not less than the equivalent of one 
full shift and not more than twenty-four (24) hours after the initial breath alcohol test.  Return-to-duty 
breath alcohol testing will be conducted at the facility of the designated third party administrator.  Refusal 
to submit to return-to-duty breath alcohol testing will be considered a positive test result and will subject 
the employee to disciplinary action as set forth in this policy.  The requirements for return-to-duty testing 
shall comply with and be performed in accordance with 49 CFR 40, Subpart O. 
 
12.160. Follow-Up Testing. 
 
 The requirements for follow-up testing shall comply with and be performed in accordance with 49 
CFR 40, Subpart O. 
 
12.170. Testing Procedures. 
 

(a) Collection.  All sample collection for drugs and alcohol testing under this policy shall 
comply with the procedures set forth in the DOT Regulations, including, but not limited to, 49 CFR 40, as 
amended.  Sample collection, documentation, storage and transportation to the place of testing shall be 
performed in a manner that reasonably precludes the probability of sample misidentification, 
contamination or adulteration and which ensures the privacy of the individual being tested.  The 
instructions, custody and control forms, and collection kits, including bottles and seals used for sample 
collection shall be prepared by an independent laboratory trained and qualified to conduct DOT collection 
procedures. The Federal Drug Testing Custody and Control Form (CCF) shall be used to document every 
collection required by DOT Regulations.  Directly observed collection shall only be conducted in 
accordance with DOT Regulations, including, but not limited to, 49 CFR 40.67, as amended.  All 
controlled substances urine collection shall be split specimen collection.  Collection sites shall meet all 
applicable DOT Regulations.  Sample collection shall be conducted in accordance with the terms and 
conditions of this policy.   
 

(b) Samples.  Alcohol testing will typically be done with an evidentiary breath testing device.  
An initial screening alcohol test will be conducted.  If that result is greater than or equal to 0.04, a 
confirmation test will be conducted using an evidential testing device.  The confirmation test is the final 
result.  Any confirmed breath alcohol test result greater than 0.04 grams per 210 liters of breath will be 
considered a positive alcohol test result. 

 
(c) Inadequate Samples.  In the case of urine-based drug testing, an applicant and/or 

employee who fails to provide an adequate quantity of urine for testing will be instructed to drink not more 
than 24 ounces of fluid and, after a period of up to two hours, again attempt to provide a complete 
sample. If an applicant fails to provide an adequate quantity of urine a second time, that applicant will no 
longer be considered for employment.  If an employee fails to provide an adequate quantity of urine a 
second time, the third party administrator will notify the MRO to determine pertinent information 
concerning whether or not the individual’s inability to provide a specimen is genuine or constitutes a 
refusal to test.  Upon completion of the examination, the MRO will report their conclusions to the 
Syracuse City DER in writing.  If the City or the collector has reasonable cause to believe that the donor 
of the sample has tampered with their sample, a new sample will be immediately collected.   
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(d) Testing.  Sample drug testing shall conform to scientifically accepted analytical methods 
and procedures and shall be conducted in accordance with applicable DOT Regulations.  All drug tests 
will use a screening test (typically an immunoassay test) and confirmation test by gas 
chromatography/mass spectrometry if the screening test is positive.  Prospective and current DOT 
employees have the option of requesting a split-sample test.  The City has designated IHC as the City’s 
third party administrator to assist in setting up and administering the drug and alcohol testing program set 
forth herein.   

 
(e) Dilute Specimens.  Specimens which the laboratory reports as dilute, meaning specific 

gravity less than 1.003 and creatinine levels less than 20 mg/dL, may be considered invalid and the 
employee/applicant will be required to give a second specimen.  The second specimen will be considered 
the final result. 
 

(f) Invalid Specimens.  If Syracuse City receives a test result that is determined to be invalid, 
the employee will be immediately retested.  The employee will be given no notification of the need to 
retest.  No action will be taken regarding the first test result and the results of the second test will be 
considered final.  A second “invalid” test result will be treated as a positive test result. 
 

(g) Time.  Any drug or alcohol testing required by the City under this policy shall occur during 
or immediately after the regular work period for current employees and shall be deemed work time for 
purposes of compensation and benefits for current employees. 
 

(h) Costs.  Except as otherwise provided, the City shall pay all costs of sample collection and 
testing required herein, including the cost of transporting current employees to the testing site if the 
testing is conducted at a place other than the work site.  

 
(i) Disclaimer.  A physician/patient relationship is not created between a prospective or 

current employee and the City or any person performing the test, solely by this policy and the procedures 
set forth herein. 
 
12.180. Results.   
 
 (a) MRO.  According to Federal regulations, all drug test results will be referred to an 
MRO to verify the test result.  In the case of a positive, adulterated, substituted, or invalid test result, the 
employee or prospective employee shall be so advised by the MRO by telephone on a confidential basis 
prior to the reporting of the results to the designated employer representative.  The employee shall have 
the right to discuss and explain the results, including the right to advise the MRO of any prescription or 
over-the-counter medication or other substance consumed which may have affected the results of the 
test.  The MRO shall also review the chain-of-custody documentation to ensure compliance with normal 
chain-of-custody procedures.  If the MRO can verify a legitimate explanation, the MRO would then 
reverse the test result to negative and report it as negative to the employer.  The MRO can report a non-
negative test to the employer, without interviewing the employee/applicant, if:  (1) an individual has 
expressly declined the opportunity to discuss the test result with the MRO; (2) the employer has 
successfully made and documented a contact with the employee and instructed the employee to contact 
the MRO and more than 72 hours have passed since the time the employer contacted the employee; or 
(3) if neither the employer nor MRO, after making and documenting all reasonable efforts, has been able 
to contact the employee within ten (10) days of the date on which the MRO receives the confirmed test 
result from the laboratory.  No MRO review will be done on positive breath or blood alcohol tests.   
 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/2015 
Personnel Policies and Procedures 

16 
 

 (b) DER Contact.  If the MRO has been unable to contact an employee who has 
submitted a specimen under this policy, the DER shall make reasonable efforts to contact and request 
such employee, regardless of employment status, to contact and discuss the results of the controlled 
substances test with the MRO.  The DER shall immediately notify the MRO that the employee has been 
notified to contact the MRO within 72 hours. 
 

(c) Confirmation.  Before the results of any test required herein may be used as a basis for 
action by the City, the positive test result shall be verified or confirmed using an acceptable and reliable 
analytical method. 

 
(d) Contesting.  All verified non-negative samples will be kept in frozen storage at the 

laboratory for a minimum of one (1) year.  If an employee or applicant believes the laboratory analysis is 
in error, they will have 72 hours from when first notified of the test result to request the re-analysis of the 
original specimen that was verified as positive, adulterated, or substituted.  The urine sample must be 
independently re-analyzed by gas chromatography/mass spectrometry at a second SAMHSA-certified 
laboratory at the expense of the employee/applicant.  If the re-analysis is negative, an employee shall be 
allowed to return to work immediately, shall be compensated for time lost, and shall be reimbursed for the 
cost of split specimen testing.  Retesting will be on the original specimen and must be performed by a 
SAMHSA-certified laboratory. 

 
 (e) Notification.  The City shall notify prospective employees of the results of a pre-
employment controlled substances test conducted under this policy, if the prospective employee requests 
such results within 60 calendar days of being notified of the disposition of the employment application.  
The City shall notify an employee of the results of random, reasonable suspicion and post-accident tests 
for controlled substances conducted under this policy if the test results are verified positive. The City shall 
also inform the employee which controlled substance or substances were verified as positive. 
 
12.190. DOT Required Action. 
 

Pursuant to 49 CFR 40.23, the City is required to take the following action under the 
circumstances described: 

 
 (a)  As an employer who receives a verified positive drug test result, you must 
immediately remove the employee involved from performing safety-sensitive functions. You must take this 
action upon receiving the initial report of the verified positive test result. Do not wait to receive the written 
report or the result of a split specimen test. 
 
  (b)  As an employer who receives a verified adulterated or substituted drug test result, 
you must consider this a refusal to test and immediately remove the employee involved from performing 
safety-sensitive functions. You must take this action on receiving the initial report of the verified 
adulterated or substituted test result. Do not wait to receive the written report or the result of a split 
specimen test. 
 
 (c)  As an employer who receives an alcohol test result of 0.04 or higher, you must 
immediately remove the employee involved from performing safety-sensitive functions. If you receive an 
alcohol test result of 0.02-0.039, you must temporarily remove the employee involved from performing 
safety-sensitive functions, as provided in applicable DOT agency regulations. Do not wait to receive the 
written report of the result of the test. 
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 (d)  As an employer, when an employee has a verified positive, adulterated, or 
substituted test result, or has otherwise violated a DOT agency drug and alcohol regulation, you must not 
return the employee to the performance of safety-sensitive functions until or unless the employee 
successfully completes the return-to-duty process of Subpart O of this part. 
 
     (e)  As an employer who receives a drug test result indicating that the employee's 
specimen was dilute, take action as provided in Sec.  40.197. 
 
 (f)  As an employer who receives a drug test result indicating that the employee's 
specimen was invalid and that a second collection must take place under direct observation--     
 
   (1)  You must immediately direct the employee to provide a new specimen 

under direct observation. 
 
     (2)  You must not attach consequences to the finding that the test was invalid 

other than collecting a new specimen under direct observation. 
 
   (3)  You must not give any advance notice of this test requirement to the 

employee. 
 
   (4)  You must instruct the collector to note on the CCF the same reason (e.g. 

random test, post-accident test) as for the original collection. 
 
 (g)  As an employer who receives a cancelled test result when a negative result is 
required (e.g., pre-employment, return-to-duty, or follow-up test), you must direct the employee to provide 
another specimen immediately. 
 
 (h)  As an employer, you may also be required to take additional actions required by 
DOT agency regulations (e.g., FAA rules require some positive drug tests to be reported to the Federal 
Air Surgeon). 
 
 (i)  As an employer, you must not alter a drug or alcohol test result transmitted to you by 
an MRO, BAT, or C/TPA. 
 
12.200. Removal from Safety-Sensitive Functions. 
 
 (a) Removal from Safety-Sensitive Functions.  Except as provided in the DOT 
Regulations, no CDL employee shall perform safety-sensitive functions, including driving a commercial 
motor vehicle, if the employee has engaged in conduct prohibited by Section 12.050 or an alcohol or 
controlled substances rule set forth in the DOT Regulations. The City shall not permit any CDL employee 
to perform safety-sensitive functions, including driving a commercial motor vehicle, if the City has 
determined that the employee has violated this Section.  Employees found to have violated the provisions 
of Section 12.050 shall be removed immediately from safety-sensitive functions in accordance with this 
policy and the provisions of 49 CFR 40, Subpart O, as amended.  As provided in the DOT Regulations, 
the City may not remove an employee from the performance of safety-sensitive functions based solely on 
a report from the laboratory of a confirmed positive test for controlled substances, an adulterated test, or 
a substituted test, before the MRO has completed verification of the test (also known as “standing down”). 
 
 (b) Required Evaluation and Testing.  No CDL employee who has engaged in conduct 
prohibited by Section 12.050 shall perform safety-sensitive functions, including driving a commercial 
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motor vehicle, unless the employee has met the requirements of 49 CFR 40, Subpart O, regarding 
required evaluation and testing.  The City shall not permit any CDL employee who has engaged in 
conduct prohibited by Section 12.050 to perform safety-sensitive functions, including driving a commercial 
motor vehicle, unless the employee has met the requirements of 49 CFR 40, Subpart O, regarding 
required evaluation and testing.   
 
 (c) Alcohol-Related Conduct.  No CDL employee tested under the provisions of this 
policy who is found to have an alcohol concentration of 0.02 or greater but less than 0.04 shall perform or 
continue to perform safety-sensitive functions, including driving a commercial motor vehicle, nor shall the 
City permit the driver to perform or continue to perform safety-sensitive functions, until the start of the 
employee's next regularly scheduled duty period, but not less than 24 hours following administration of 
the test.  Except as provided herein, the City shall take any action under this part against an employee 
based solely on test results showing an alcohol concentration less than 0.04. This does not prohibit the 
City with authority independent of this Subsection from taking any action otherwise consistent with law. 
 
12.210. Additional Action.   
 

(a) Discipline.  In an effort to ensure a drug-free workplace, Syracuse City is committed to a 
zero-tolerance drug and/or alcohol policy for all DOT employees.  This means that refusal to test, an 
MRO-verified positive, adulterated, or substituted drug test, or a positive alcohol (greater than 0.04 grams 
per 210 liters of breath) test result, as reported by the third party administrator and/or MRO to the 
Syracuse City DER, for any of the drug and/or alcohol testing programs listed above will result in the 
disciplinary action against the employee, up to and including termination.  Additional grounds for 
disciplinary action may include failure to fully comply with collection procedures and reasonable collector 
requests.  All disciplinary action will be handled in accordance with the disciplinary procedures set forth in 
these Policies and Procedures, as applicable. 
 

(b) Refusal to Hire.  A prospective employee/applicant who has a positive or non-negative 
drug test result or refuses to submit to a drug test will not be further considered for employment.   
 

(c) Alcohol Content.  It is against Syracuse City policy for any DOT employee whose breath 
alcohol content is between 0.02 – 0.039 grams per 210 liters of breath to operate any vehicle.  An 
employee with a breath alcohol content of 0.02 – 0.039 will be removed from duty for one shift or 24 
hours, whichever is longer.  No adverse employment action will be taken on the basis of initial breath 
alcohol test results in the range of 0.02 – 0.039.  Upon return to work the employee must have a breath 
alcohol content less than 0.02 grams per 210 liters of breath.  Failure to meet these standards on a 
follow-up breath alcohol screen will result in disciplinary action up to and including termination. 
  

(d) Referral.  Any DOT employee who has a positive drug and/or alcohol test result will be 
immediately referred by the Syracuse City DER to the Employee Assistance Program (EAP), a licensed 
substance abuse counselor (LSAC), or substance abuse professional (SAP).  The expenses associated 
with an initial, evaluative consultation with the LSAC or SAP will be paid for by Syracuse City.  Additional 
services beyond an initial evaluation provided to the employee by the LSAC or SAP will be at the expense 
of the employee. 
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12.220. Records. 
 
 (a) Maintain.  The City shall maintain records regarding alcohol and controlled substances 
testing in accordance with DOT Regulations, including, but not limited to, 49 CFR 382.401, as amended.   
 
 (b) Controlled Access.  All alcohol and controlled substances testing records shall be 
maintained in a secure location with controlled access as more particularly set forth in Section 12.200.   
 
 (c) FMCSA Access.  All records required by this policy shall be maintained in accordance 
with 49 CFR 390.31 and must be made available for inspection at the City offices within 2 business days 
after a request have been made by an authorized representative of the Federal Motor Carrier Safety 
Administration. 
 
 (d) Employee Access.  A CDL employee is entitled, upon written request, to obtain 
copies of any records pertaining to the employee’s use of alcohol or controlled substances, including any 
records pertaining to his or her alcohol or controlled substances tests. The City shall promptly provide the 
records requested by the employee. Access to the employee’s own records shall not be contingent upon 
payment for records other than those specifically requested. 
 
 (e) Subsequent Employers.  Records shall be made available to a subsequent employer 
upon receipt of a written request from the employee. Disclosure by the subsequent employer is permitted 
only as expressly authorized by the terms of the employee's request. 
 
 (f) Identified Persons.  The City shall release information regarding an employee’s 
records as directed by the specific written consent of the employee authorizing release of the information 
to an identified person. Release of such information by the person receiving the information is permitted  
only in accordance with the terms of the employee's specific written consent as outlined in 49 CFR 
40.321(b), as amended. 
 
12.230. Confidentiality. 
 

The use and disposition of all drug and alcohol testing results and records shall be considered 
confidential and are subject to the limitations of the Utah Government Records Access and Management 
Act and the Americans with Disabilities Act.  In an effort to ensure that all drug and/or alcohol test results 
remain confidential, the TPA and/or MRO for the Syracuse City drug testing program are only authorized 
to release test results to the Syracuse City DER.  After being received by Syracuse City, all drug and 
alcohol test results will be stored in confidential employee files (established for all Syracuse City 
employees) and will remain confidential to the extent required or allowed by law.  The DER will determine 
which person(s) within the City have a need to know which test results.  Test and other records will be 
maintained in a secure manner so that disclosure of confidential and/or medical information to 
unauthorized persons does not occur.  Test results may be released in legal proceedings where the 
employee raises the issue of drug test (i.e. unemployment hearing, wrongful termination, etc.).   
 
12.240. Notification of Conviction 
 

Any investigation by law enforcement or conviction for controlled substance or alcohol activity 
may be cause for dismissal from employment.  Failure of an employee to report any conviction for illegal 
drug use or alcohol misuse to their supervisor and/or the Syracuse City DER within five (5) days of 
conviction may result in disciplinary action up to and including termination. 
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12.250. Americans with Disabilities Act (ADA). 
 

Alcoholism is considered a disability under the ADA.  Syracuse City will make reasonable 
accommodations for current employees who suffer from alcoholism, including encouraging an employee 
to participate in rehabilitation programs.  However, Syracuse City will hold an alcoholic employee to the 
same performance standards as other employees and will discipline an employee, up to an including 
termination, if the employee’s alcohol use adversely affects the employee’s job performance or is 
considered to be a safety hazard.  An employee or prospective employee whose controlled substance or 
alcohol (except as modified by the ADA) tests are confirmed and verified positive in accordance with the 
provisions of this program shall not, by reason of those results alone, be defined as a person with a 
“handicap” or “disability” for the purposes of Utah Code Annotated Chapter 35, Title 34 (Utah Anti-
Discriminatory Act) or the Federal Americans with Disabilities Act. 
 
12.260. Amendments. 

 
Syracuse City reserves the right to interpret, modify, and/or revise this policy in whole or in part.  

Nothing in this policy is to be construed as an employment contract nor does this alter an employee’s 
employment status with the City.  This policy will be amended from time to time to comply with changes in 
Federal and State laws.  This policy is a general summary of Syracuse City’s Department of 
Transportation (DOT) Drug-Free Workplace policy.  If there is any question or conflict between what is 
said in the policy and the language in the DOT regulations as codified in 49 CFR parts 40 and 382, the 
DOT regulations will prevail. 
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CHAPTER 13 
EMPLOYEE TESTING AND EVALUATION 

 
13.010. Background Investigations. 
13.020. Medical Examinations. 
13.030. Driving Record Evaluations. 
 
 
13.010. Background Investigations. 
 

(a) Purpose.  Utah law allows for criminal and sex offender history background investigations 
for employees and volunteers who:  (1) provide services to children or vulnerable adults; (2) have 
fiduciary trust over money; (3) who care for, have custody of, or control of children; or (4) when necessary 
to safeguard national security.  Due to the various types of employment positions within Syracuse City 
and the numerous contacts employees have with our citizens and customers, which span the entire age 
spectrum and include various security issues, it is Syracuse City’s policy that all new employees will be 
subject to a background investigation prior to hiring.  Volunteers working in public safety and recreation 
departments will be subject to a background investigation as a condition of and prior to being authorized 
to perform volunteer services for the City.  In addition, employees and volunteers working in the public 
safety and recreation departments will be subject to annual criminal and sex offender investigations.  The 
purpose of the background investigation is to verify credentials, to ensure that each person hired by 
Syracuse City is an appropriate fit for both Syracuse City and the position being offered, and to ensure 
that Syracuse City continues to employ individuals who do not pose a threat to those with whom they 
work. 
 

(b) Scope.  This policy applies to all prospective employees and volunteers of Syracuse City 
who are over eighteen (18) years of age.  Successful completion of the background investigation process 
is a condition of employment for any position with the City and for volunteer service involving public safety 
and recreation departments as more particularly provided herein.  A prospective employee who fails to 
meet the standards outlined below will not be considered for employment or volunteer service.   
 

(c) Pre-Employment Checks.  Syracuse City will conduct a pre-employment background 
investigation on all prospective employees and applicable volunteers over the age of eighteen (18).  The 
information verified will depend on the type of position being offered.  All pre-employment background 
investigations may include a social security trace, basic employment and education verification, and a 
county criminal history search.   

 
(d) DOT Employees.  In the case of prospective DOT employees, employment verification 

will include information regarding DOT drug and/or alcohol tests conducted by previous employers in 
accordance with applicable DOT regulations.  A DOT background investigation will also include 
verification of the prospective employee’s driving record in accordance with applicable policies. 
 

(e) Public Safety Employees.  Background investigations conducted on prospective public safety 
employees, including applicants for both the fire and police departments, will include an 
extended employment verification including information pertaining to the prospective 
employee’s previous job responsibilities, disciplinary actions, performance, awards and/or 
certifications.   

 
(f) Promotions.  Background investigations will be conducted on employees who are promoted to 

a position that will require more responsibility in finances and/or safety sensitive duties.  
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(g) Annual Background Investigations.  Employees and volunteers who are over the age of 

eighteen (18) and are working in the public safety and parks & recreation departments in 
positions listed in below shall be subject to an annual background investigation to gather 
information pertaining to any criminal or sexually based convictions that may have occurred 
since hire or since the date of the last annual background investigation.  Because criminal 
convictions can relate to the performance of job-related duties, the primary purpose of all 
annual background investigations conducted for employees and volunteers working in the 
public safety and recreation departments is to ensure that Syracuse City employees and 
volunteers who, in the course of their regular duties, may be required to enter citizen’s homes 
or work with minors are held to the highest legal standards.  If an annual background 
investigation conducted on a current Syracuse City employee or volunteer indicates that an 
employee or volunteer has been convicted of a criminal and/or sexual offense as listed in 
Subsection (h), that individual shall be subject to disciplinary action up to and including 
termination or ineligibility for volunteer service. 

 Fire Department: 
o Fire Chief 
o Deputy Fire Chief 
o Fire Captain 
o Senior Fire Fighter 
o Fire Engineer 
o Fire Fighter 
o Any Fire Department Volunteers 

 

 Police Department: 
o Police Chief 
o Police Lieutenant 
o Police Sergeant 
o Police Officer 
o Code Enforcement Officer 
o Bailiff 
o Crossing Guard 
o Any Police Department Volunteers 

 

 Parks & Recreation Department 
o Parks & Recreation Director 
o Assistant Parks & Recreation Director 
o Recreation Coordinator 
o Recreation Assistant 
o Parks Maintenance Worker 
o Any Recreation Department Volunteers 

 
 

(h) Procedures.  In all cases, the individual being required to submit to a background 
investigation will be required to sign a waiver allowing the designated third party to obtain the 
requested information.  This waiver, along with personal information about the prospective 
applicant or volunteer or the current employee or volunteer and their previous education and 
employment (if applicable), will be forwarded to the City’s designated third party 
administrator.  Background investigations required by Syracuse City will be paid for by 
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Syracuse City and will be conducted in accordance with all Federal and State regulations 
relative to background investigations. 

 
(i) Results.  The primary purpose of all pre-employment and volunteer service background 

investigations is to verify the information provided by the applicant or volunteer, to ensure that 
each person hired by or authorized to provide volunteer services for the City is an appropriate 
fit for both Syracuse City and the position being offered, and to ensure that the City continues 
to employ or permit volunteer services by individuals who do not pose a threat to those with 
whom they work or provide services.   

 
(1) Any discrepancy between information provided by the applicant and information 

obtained through the pre-employment or volunteer service background investigation process will 
be considered falsification and may end an applicant’s consideration for employment. 

 
(2) If a pre-employment or volunteer service background investigation conducted on 

a prospective employee or volunteer has any of the following discrepancies or criminal history, 
that individual will not be considered for employment or volunteer service.  This list is meant to 
illustrate possible reasons for denial of employment or volunteer service related to the results of a 
pre-employment or volunteer service background investigation and should not be construed as an 
exhaustive list of possible reasons for denial of employment or volunteer service.  Any other 
information obtained from the background investigation process may result in the denial of 
employment or volunteer service.  

 
(A) Inability to verify and/or authenticate a provided social security number (if 

applicable); 
 

(B) Inability to verify that educational levels provided match the educational 
requirements of the position being offered (if applicable); 

 
(C) Any conviction for any crime against minors, seniors, or persons with a 

disability;  
 
(D) Any felony conviction involving violence;  
 
(E) Any sexual offense conviction;  
 

  (3) If a pre-employment or volunteer service background investigation conducted on 
a prospective employee or volunteer has any of the following discrepancies or criminal history, that 
individual may or may not be considered for employment or volunteer services and will be evaluated on a 
case by case basis. This list is meant to illustrate possible reasons for denial of employment or volunteer 
service. Any other information obtained from the background investigation process may result in the 
denial of employment or volunteer service. 

 
(A) A felony conviction for driving under the influence of alcohol/drugs (DUI) 

or other drug or alcohol related driving offense within the past ten (10) years; 
 
 (B) Any criminal conviction within the last seven (7) years that is related to 

drugs and/or alcohol, or the commission of which, in the City’s opinion, is indicative of 
conduct or character inconsistent with that of those entrusted to perform public service, or 
until such convictions are eligible for expungement, whichever is longer. 
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(j) Confidentiality.  In an effort to ensure that all background investigation results remain 

confidential, the third party administrator for the Syracuse City background investigation 
program is only authorized to release results to the Syracuse City Designated Employee 
Representative (DER).  The City’s DER is the Human Resources Specialist.  After being 
received by Syracuse City, all background investigation results will be stored in confidential 
employee files (established for all Syracuse City employees) or, in the case of applicants for 
whom employment was denied, with the prospective employee’s employment application.  All 
information obtained through the background investigation process will remain confidential to 
the extent required or allowed by law.  The DER will determine which person(s) within the 
City have a need to know the results of the background investigation process. 

 
(k) Maintenance and Release.  Background investigation results and other records will be 

maintained in a secure manner so that disclosure of confidential and/or medical information 
to unauthorized persons does not occur.  Background investigation results may be released 
in legal proceedings (i.e. unemployment hearing, wrongful termination, etc.).  Results can be 
released to persons representing Syracuse City (i.e. attorneys, workers compensation 
insurance adjuster, etc.).  Employees, former employees, and prospective employees, can 
request copies of their background investigation results by making a written request to the 
Syracuse City DER. 

 
 
 
13.020. Medical Examinations. 
 

Applicants who have received a contingent offer of employment and current employees may be 
required, as legally appropriate and as permitted under the Americans with Disabilities Act, to submit to 
medical examinations.  An applicant who has received a contingent job offer may be required to undergo 
a medical examination to demonstrate ability to safely perform the essential functions of the position for 
which the employee is being hired.  Employment offers are contingent upon satisfactory completion of 
such examinations.  As a condition of continued employment, employees may be required to undergo 
periodic job-related medical examinations in accordance with applicable legal restrictions and 
requirements.  All medical examinations required by the City shall be paid for by the City in accordance 

with Utah Code Ann. ' 34-33-1, as amended.  All records regarding medical examinations of applicants 

and employees shall be maintained as classified in accordance with the Utah Government Records 

Access and Management Act, as set forth in Utah Code Ann. ' 63-2-101, et seq., as amended. 

 
13.030. Driving Record Evaluations. 
 
 Any prospective employee or volunteer who may be required to operate a City-owned vehicle or 
personal vehicle on City business shall be required to submit to a pre-employment driving record 
evaluation.  Pre-employment driving record evaluations shall be conducted with the written consent of the 
prospective employee.  Failure to consent to a driving record evaluation, when required, will preclude 
employment with the City.  Driving record evaluations will be conducted using the information available 
through the Utah Driver’s License Division.  If the applicant does not currently have a Utah driver’s 
license, the driving record evaluation will be conducted using the information available through the City’s 
Background Investigation system.   
 
As part of the driver qualification process all drivers or potential drivers’ Motor Vehicle Record (MVR) will 
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be screened and monitored on an ongoing basis to ensure the standard is met and maintained. Drivers 
will be qualified as “Acceptable” or “Borderline”. Drivers qualified as “Borderline” may be authorized to 
drive on a probationary basis as determined by the City Manager. Drivers or potential drivers whose 
record does not meet the driver qualification standard and is deemed “Unacceptable” will not be allowed 
to operate any City vehicle or personal vehicle while engaged in City business and may be subject to 
disciplinary action up to and including termination or may not be considered eligible for employment with 
the City.  
 
All drivers must possess a valid Driver License. Required endorsements, if applicable, must also be 
maintained. The driver qualification evaluation will be based on the driver’s MVR and may also take into 
account work related motor vehicle incidents, whether or not the incident has been recorded on the 
driver’s MVR. All violations recorded on the MVR, whether they occurred on the job or not, are included in 
the driver qualification evaluation. 
 
“Acceptable” or “Borderline” qualification will be determined using the following criteria. Any number of 
violations or accidents in excess of the “Borderline” criteria constitutes a failure to meet the driver 
qualification standard.  
 
ACCEPTABLE   

 Up to two (2) violations recorded on the MVR, or 

 Up to one (1) at fault work related accident in the prior three (3) years, or  

 A combination of one (1) violation on the MVR and one (1) at fault work related accident in the 
last three (3) years 

 
Borderline 

 Three (3) to four (4) violations recorded on the MVR, or 

 Two (2) at fault work related accidents in the last three (3) years, or  

 DUI or DWI within the last two (2) to five (5) years, or  

 Any violation for Careless, Reckless or Distracted driving 
 

Moving 
Violations 

At-Fault Accidents 

0 1 2 3 

0 Acceptable Acceptable Borderline Unacceptable 

1 Acceptable Acceptable Borderline Unacceptable 

2 Acceptable Borderline Unacceptable Unacceptable 

3 Borderline Unacceptable Unacceptable Unacceptable 

4 Borderline Unacceptable Unacceptable Unacceptable 

 
A single major violation recorded on the MVR, or resulting from a work related incident, may be deemed 
“Unacceptable” will not be allowed to operate any City vehicle or personal vehicle while engaged in City 
business and may be subject to disciplinary action up to and including termination or may not be 
considered eligible for employment with the City. Major violations include, but are not limited to: 
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 DUI or DWI in the previous twenty-four (24) months, or 

 Failure to stop and/or report an accident, or 

 Making a false accident report, or 

 Attempting to elude a law enforcement officer, or 

 Others as determined by the City Manager 
 
It is the duty of the employee to notify his or her supervisor immediately if his or her driver’s license has 
expired, has been suspended or revoked, or if the employee has committed driving under the influence 
(DUI) or other alcohol or drug related driving offense.   
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CHAPTER 14 
WORKPLACE SAFETY 

 
14.010. General Policy. 
14.020. Occupational Safety and Health Act. 
14.030. Safe Environment. 
14.040. Inspection of Workplace. 
14.050. Safety Rules. 
14.060. Use of Equipment and Tools. 
14.070. Confined Space Entry. 
14.080. Accident Reports. 
14.090. Work Related Injuries. 
14.100. Workers’ Compensation.   
14.110. Bringing Children to Work. 
 
 
14.010. General Policy.   
 

 Syracuse City strives to provide a healthy and safe working environment.  Safety is largely the 
use of good judgment and careful work habits.  If an employee is unsure how to perform a task safely, he 
or she should ask his or her supervisor or department head for the correct method or procedure.  Failure 
to follow City safety rules as set forth in this Chapter or any other unsafe conduct constitutes misconduct 
and shall be subject to disciplinary action, up to and including termination.     
 
14.020. Occupational Safety and Health Act. 
 
 (a) Compliance.  It is the intent of the City to comply with all applicable rules and regulations 
pertaining to the Occupational Safety and Health Act (“OSHA”) as established under Federal Law and 
Utah State Law.  No job is so important and no service so urgent that time cannot be taken to perform 
work safely.  Syracuse City will post all required OSHA notices in conspicuous places (such as employee 
bulletin boards or where similar notices are usually posted).  Additional information relative to OSHA 
requirements and safety standards can be obtained from the Human Resources Specialist or applicable 
State or Federal agency. 
 
 (b) Inspections.  If an OSHA inspector arrives on the job site, an employee should 
immediately notify the Human Resources Specialist and City Manager and refer the inspector to such 
personnel for any questions or inspections.  If the inspection was due to an employee complaint, the 
Human Resources Specialist should request a copy of the complaint.  This will help Syracuse City correct 
any safety problems.  Under no circumstances should the information received on an employee complaint 
be used for disciplinary action toward an employee as this type of action is prohibited by law. 
 
14.030.  Safe Environment. 
 
 It is the policy of Syracuse City to maintain a work environment which is free from any 
recognizable hazard that is likely to cause death or serious injury to any employee.  It is the City’s policy 
to maintain a safe work environment through planning, training and open communication with all 
employees regarding safety matters.  Each employee is required to comply with OSHA orders, rules, and 
regulations and all safety provisions of these Policies and Procedures.   
 
It is the employee’s responsibility to become familiar with their department specific safety policy and 
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procedures.  
 

14.040.   Inspection of Workplace. 
 
 In accordance with law, the City Manager and applicable Department Heads should inspect or 
designate a competent person or persons to inspect the workplace frequently for unsafe conditions and 
practices or defective equipment and materials.  Where such conditions are found, appropriate action 
should be taken to correct such conditions immediately.  The City Manager, or designee, shall enforce 
safety regulations and issue such rules as may be necessary to safeguard the health and lives of 
employees and the public. 
 
14.050. Safety Rules.  
 
  Each Department may prepare additional safety rules applicable to the specific nature of work 
in such Department; provided, such rules are not in conflict with the rules listed below.  Employees shall 
comply with all Department rules and regulations and the following general safety rules applicable to all 
Departments. 
 
 (a) Proper licensing, training and extreme caution are required by all employees operating 
any type of power equipment. 
 
 (b) Employees shall use all necessary personal and mechanical safety equipment 
appropriate to the job, such as safety glasses, gloves, toe guards, back supports, and hard hats, if 
required or appropriate for the work performed. 
 
 (c) Employees shall avoid wearing loose clothing and jewelry while working on or near 
equipment and machines.  Long hair shall be properly secured. 
 
 (d)  All accidents shall be reported immediately to the supervisor or department head in 
accordance with these Policies and Procedures.   
 
 (e) Employee’s shall immediately cease using and report any defective equipment to the 
employee’s department head or the Human Resources Specialist.   
 
 (f) Employees shall not operate equipment or use tools for which licensing and training has 
not been received. 
 
 (g) In all work situations, safeguards required by State and Federal Safety Orders shall be 
provided and utilized. 
 
 (h) Due to the potential risk of serious injury or death, employees are prohibited from 
entertaining or caring for guests or family members while on-duty or in or around the workplace.  
Employees should use extreme caution and care when working in inherently dangerous work areas 
including, but are not limited to: 
 
  (1) Road repair; 
 

(2) Construction areas; 
 

(3) Vehicle maintenance areas; 
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(4) Swimming pools; and  

 
(5) Animal control. 

 
14.060. Use of Equipment and Tools. 
 
 (a) The use of Syracuse City equipment or tools for private purposes is strictly prohibited 
unless otherwise specifically provided herein.   
 
 (b) Employees shall be required to attend training provided by the City, including an 
explanation of job hazards, safety procedures and training on all equipment, tools, etc., necessary for the 
accomplishment of the employee’s job.  Employees may attend additional training as approved by the 
City. 
 
 (c) A commercial driver’s license (CDL) is required for operators of commercial motor 
vehicles in accordance with applicable Federal laws and regulations.  No individual shall be allowed to 
operate such vehicles unless a current commercial driver’s license is in his or her possession in 
accordance with applicable Federal laws and regulations.  Employees must renew their commercial 
driver’s license as required by applicable Federal laws and regulations.  CDL employees shall also be 
subject to drug and alcohol testing and ongoing driver’s license evaluations as more particularly provided 
in these Policies and Procedures. 
 
14.070.  Confined Space Entry.          
 
 Syracuse City has a written confined space entry policy for situations and work conditions 
requiring confined space entry in accordance with applicable Federal laws and regulations. This is part of 
the Syracuse City Safety Handbook. All employees who work or may potentially work in or near a 
confined space shall comply with the requirements stated in the Safety Handbook related with confined 
space.  
 
14.080. Hazardous Communication. 
 
 Syracuse City has a written Hazardous Communication policy in compliance with Utah’s Right- 
to-understand law as well as the Globally Harmonized System of classification and labeling of chemicals. 
All employees shall comply with the requirements stated in the Safety Handbook related with hazardous 
communication.  
 
14.090. Hazardous Energy Control (Lockout/Tagout). 
 
 Syracuse City has a written Hazardous Energy Control policy in compliance with the OSHA-
mandated requirements for controlling hazardous energy sources at Syracuse City during the servicing, 
testing, and/or maintenance of machines and energized equipment. This policy details the locking-out and 
tagging-out of hazardous energy sources in order to protect the safety and health of maintenance workers 
and employees. Workers and employees could be injured or killed in the event of the unexpected start-up 
of machines or equipment or during the release of stored energy. All employees shall comply with the 
requirements stated in the Safety Handbook related with hazardous energy control. 
 
14.100. Department Specific Safety. 
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 Other safety policies that are specific to duties performed in a department are also included in 
the Safety Handbook. These may include fall protection, forklift operation, etc. Additional safety measures 
may be in the form of Standard Operating Procedures (SOP) or Standard Operation Guidelines (SOG) for 
each department specifically. SOPs/SOGs are not considered a part of the Safety Handbook, but 
employees in that department are expected to know and understand all safety policies, practices, 
operations and guidelines for the duties that they are required to perform.  
 
14.110. Accidents/Incidents & Work Related Injuries.   
 
 (a) Initial Reporting.  To the extent circumstances permit, employees who are injured or 
involved in a post-accident/incident while on-duty, in connection with employment, or in connection with 
Syracuse City vehicles must immediately notify their supervisor or department head of the injury/incident.  
The supervisor or department head should ensure prompt and qualified medical attention is provided for 
the employee.  The supervisor or department head should notify the Human Resources Specialist as 
soon as possible of the reported injury/incident.   
 
 (b) Medical Attention.  To the extent circumstances permit, an employee who sustains a 
work-related injury shall be driven by the supervisor, another employee or emergency personnel to one of 
the following medical facilities for any necessary medical attention: 
 

 (1) Layton WorkMed (during business hours 8AM-5PM) and drug and alcohol 
screening must be done; or  
 
 (2) Syracuse InstaCare (after business hours 5PM-9PM) and supervisor shall call the 
after-hours WorkMed Phone (801-387-8378) for drug and alcohol screening to be done; or 
 
 (3) McKay Dee Hospital Emergency Room (after hours) and supervisor shall call the 
after-hours WorkMed Phone (801-387-8378) for drug and alcohol screening to be done; or 
 
 (4)  Nearest Emergency Room, if life threatening. 

 
 (c) Drug & Alcohol Screening. An employee who is involved in a work-related incident that 
involves driving of a Syracuse City vehicle (regardless of anticipated costs) or a work-related incident that 
is anticipated to exceed $1,000 is required to submit to post-accident/incident drug and alcohol testing as 
follows: 
 

 (1) Employee shall be driven by the supervisor or another employee to Layton 
WorkMed (during business hours 8AM-5PM) and drug and alcohol drug screening must be 
done; or  
 
 (2) if after business hours the supervisor shall call the after-hours WorkMed Phone 
(801-387-8378) for drug and alcohol screening to be done 
  

 (d) Claims.  Claims for work-related injuries, including doctor or hospital bills, should not be 
submitted to the employee’s regular health insurance plan.  The Human Resource Specialist will file a 
claim with Syracuse City’s worker’s compensation carrier. 
 
 (e) Documentation.  Documentation of all work related injuries shall be filled out and 
submitted as soon as reasonably practical following the injury.  It is essential that all injuries be reported 
to the Human Resources Specialist in order to ensure that the proper documentation is filled out in a 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/2015 
Personnel Policies and Procedures 

31 
 

timely manner.  The following forms shall be filled out by the employee, to the extent practicable under 
the circumstances, or the Human Resources Specialist if the employee is unable to fill out the forms.    
 
  (1) Injury/Incident Report form must be filled out. A separate form must be filled out 

by the employee, any witnesses and the immediate supervisor. See form in Appendix N. 
 
  (2) Form 122.  Form 122 must be filled out by the HR Specialist and is submitted to 

the insurance carrier online while submitting the claim within seven (7) days of the date of injury.  
A copy of this document will be kept in the injury/illness file for each incident.   

 
  (3) OSHA First Report of Injury.  An OSHA First Report of Injury Form must be filled 

out by HR Specialist and filed within seven (7) days after first knowledge or notification of an 
injury or occupational disease resulting in medical treatment, loss of consciousness, loss of work, 
restriction of work, or transfer to another job if the illness and/or injury required more than minor 
first-aid.  The original reporting form will be kept in OSHA 300 Log file that will be created for each 
incident.   

 
 (f) The Human Resources Specialist shall investigate reported job related injuries to 
determine the cause of the injury and any remediation or safety measures that may be taken to avoid 
similar injuries. 
 
 (g) If an employee dies as a result of work related injury, the Human Resource Specialist 
shall file a report with OSHA within eight (8) hours of first knowledge or notification of the death. The 
Human Resource Specialist must file a report with OSHA within twenty-four (24) hours of first knowledge 
of an employee injury resulting in any inpatient hospitalization, any amputation or loss of an eye.  
 
 (h) Return to Service.  Before returning to work after a job related injury requiring medical 
care, the employee must submit a statement from the attending physician stating the employee is able to 
return to work and resume normal duties of the employee’s particular job position.  Failure to return to 
work when able to do so may result in disciplinary action, up to and including termination.   
 

(i) Checklist. See Appendix O for a checklist to help employees and supervisors remember 

steps.  

 
14.100. Workers’ Compensation. 
 

Eligible employees may be covered under the Workers’ Compensation Act as set forth in Utah 
Code Ann. §§ 34A-2-101, et seq., as amended, for any injury sustained during the performance of their 
job. Compensation may be provided to eligible employees through Workers’ Compensation Fund of Utah 
or third party administrator in accordance with the Workers’ Compensation Act. 
 
14.110. Bringing Children to Work. 
 
 The City does not have a childcare program at this time.  Due to safety and productivity issues, 
employees are not permitted to bring their children to work with them.  This provision does not apply to 
City-approved organized programs intended to provide children an opportunity to observe the workplace 
or career opportunities or other educational fieldtrips and tours of the City offices.   Limited exception may 
be made on a case by case basis by the Department Head or City Manager. 
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CHAPTER 15 
DISASTER RESPONSE PLANNING 

 
15.010. General Policy. 
15.020. Employee Disaster Notification. 
15.030. Natural Disaster Response Plan. 
15.040. Man-Made Disaster Response Plan. 
15.050. Suspicious Person or Assailant Threats. 
15.060. Telephone Bomb Threats. 
15.070. Mail, Letter, and Package Bomb Threats. 
15.080. Suspicious Article Threats. 
 
 
15.010. General Policy. 
 
 Syracuse City has developed the following Disaster Response Plan using, in part, a Disaster 
Response Planning Guide.  All employees will be expected to adhere to this Disaster Response Plan to 
the maximum extent possible and practicable. 
 
15.020. Employee Disaster Notification. 
 
 Supervisors are responsible for notifying all City employees of the disaster response action to be 
taken in the event of a disaster or pending disaster to the extent possible. 
 
15.030.  Natural Disaster/Man-Made Disaster Response Plan. 
 
 Following a natural disaster, the following action shall be taken: 
 
 (a) Employees already at work will assess the disaster and take whatever evasive action is 
deemed necessary within the law to protect themselves, their fellow employees, and the public in general. 
As soon as practical the employee shall notify his/her supervisor of his/her status and whereabouts.  
 

(b) Employees will be allowed to contact and/or secure their families and homes as soon as 
practical to ensure their family status and security.  

(c) Employees will report to their immediate supervisor, or the next level supervisor, as soon 
as practical and await instructions as indicated in the Emergency Operation Plan. 

 
(d) All Syracuse City vehicles, equipment, tools, and office items, including telephones and 

computers, will be used only as directed by an employee’s supervisor during an 
emergency situation. 

 
 (e) Employees not at work will contact the City Manager as soon as practical for further 
instructions. 
 
 
15.050. Suspicious Person or Assailant Threats. 
 
 (a) Syracuse City has developed the following procedures to be followed in the event that a 
suspicious person or assailant is in the area: 
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  (1) Employees will contact a supervisor and other co-workers through any means to 
alert them of a threatening situation.  

 
  (2) In the presence of an active assailant employees will take the following action: 

 Get Out! 

 Hide! 

 Fight! 

 Employee’s shall assist one another as practical 
 
 (b) Employees shall notify law enforcement as soon as possible.  Features and physical 
characteristics that employees can remember about suspicious persons or assailants will greatly help 
local law enforcement officials in the apprehension of suspects.  
 
15.060. Telephone Bomb Threats. 
 
 (a) An employee receiving a telephone bomb threat should be calm and courteous to the 
caller.  The employee should notify his or her supervisor, or any other employee in the area, using a 
prearranged signal while the caller is on the line.  An example following this procedure would be throwing 
a pencil or other small item near the supervisor, followed by rapidly waving the arm to get their attention.  
While on the phone the employee will communicate with the supervisor by using or passing notes, email 
and/or other means of communication.   
 
 (b) Employees shall notify law enforcement as soon as possible. Syracuse City has 
developed a Bomb Threat Checklist for employees to use.  Voice characteristics, background noises, and 
bomb threat details that employees can remember about suspicious persons or assailants will greatly 
help local law enforcement officials in the apprehension of suspects. See the checklist in Appendix P. 
 
15.070. Mail, Letter and Package Bomb Threats. 
 

 (a)   Employees receiving mail at work should visually assess the letter or package and 
inform his or her supervisor or the City Manager of anything unusual.  It is always better to be safe than 
sorry. 

 (b) Employees shall notify law enforcement as soon as possible. Features and physical 
characteristics or other details that employees can remember about suspicious persons or assailants will 
greatly help local law enforcement officials in the apprehension of suspects.  
 
15.080. Suspicious Article Threats.   
 
 Employees should report all suspicious articles to his or her supervisor or the City Manager.  
Do not touch, pick up, shake, or attempt to move, any articles of a suspicious nature. Employees shall 
notify law enforcement as soon as possible.  



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/2015 
Personnel Policies and Procedures 

34 
 

CHAPTER 16 
TUITION AID 

 
16.010. Purpose. 
16.020. Funds. 
16.030. Eligibility. 
16.040. Standards. 
16.050. Procedure. 
16.060. Limitations. 
16.070. Compliance. 
16.080. Records. 
 
 
16.010. Purpose. 
 
 It is the purpose of this Chapter to provide educational assistance in the form of Tuition Aid to 
eligible employees for course work taken at an accredited or approved institution, when funds are 
available, in order to enhance the abilities of the City work force.  It is the intent of this Chapter to benefit 
the individual and to benefit the City through the utilization of the employee's newly acquired skills and 
knowledge.  This Chapter and the Tuition Aid provided herein is not intended to train employees for 
opportunities with other employers or to provide reimbursement for seminars and professional training. 
 
16.020. Funds. 
 
 The City shall allocate in its annual budget funds deemed appropriate for Tuition Aid.  All 
Tuition Aid shall be contingent upon sufficient funds allocated by the City. 
 
16.030. Eligibility.   
 
 In order to be eligible for Tuition Aid, employees must be full-time employees of the City in 
good standing and must have completed their probationary period of employment with the City. 
 
16.040. Standards. 
 

(a) Job Related.  All classes, courses, or degrees must be pre-approved by the City and 
must be reasonably related to the employee's present job or determined by the City to be related to the 
employee's probable future work with the City.  In determining whether the course work is "job related," 
the City shall consider the knowledge, skills, and abilities required by the employee's current job 
description. 
 

(b) Accredited Institution.  Course work must be offered at a college, university, or accredited 
educational institution or other institution approved by the City Manager. 
 

(c) Credit.  Course work must be taken for credit and completed.  No reimbursement shall be 
made for audits, incomplete, or withdrawals. 

 
(d) Time.  Course work must be taken on the employee's own unpaid time.  Exceptions may 

be approved by the City Manager based upon a written statement of the department head that unusual 
circumstances exist. 
 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/2015 
Personnel Policies and Procedures 

35 
 

(e) Job Performance.  An employee's outside educational activities should not interfere with 
the employee's work and the employee's job performance must remain satisfactory.  Unsatisfactory job 
performance during enrollment may result in denial or forfeiture of education assistance in addition to 
disciplinary action. 
 

(f) Repayment.  Eligible employees must sign a Tuition Aid Repayment Agreement agreeing 
to repay the City in full for any Tuition Aid in the event the employee voluntarily leaves employment with 
the City or is terminated for reasons other than reduction in force or job elimination in accordance with the 
limitations set forth in Section 16.060.  Eligible employees shall also agree that the total refund required to 
be made to the City hereunder may be deducted from the employee's final paycheck from the City. 
 
16.050. Procedure. 
 

(a) Application.  Any eligible employee desiring to obtain Tuition Aid shall file a Tuition Aid 
Application with his or her department head.  The Tuition Aid Application shall be filed prior to the 
commencement of the course. See Appendix Q. 
 

(b) Review.  The employee's department head shall review the Tuition Aid Application based 
upon the standards set forth in this Chapter including review of the employee's eligibility for assistance.  
The department head shall thereafter recommend approval or denial of the Tuition Aid Application to the 
City Manager.  The City Manager shall review the Tuition Aid Application based upon the standards set 
forth herein, verify available funds for the request and approve or deny the Tuition Aid Application.  
Tuition Aid requests by the City Manager shall be forwarded to the City Council for review and approval in 
accordance with the provisions of this Chapter.  In such instances of City Council review, any references 
herein to City Manager shall refer to the City Council.  
 

(c) Reimbursement.  Upon satisfactory completion of the approved course work, a portion of 
the employee's tuition expenses, fees and books may be reimbursed to the employee as follows: 
 

(1) 90% for an "A" grade (or "pass" if course is only offered as Pass/Fail) 
 
  (2) 75% for a "B" grade 
   
  (3) 60% for a "C" grade 
  
  (4) 0% for lower than a "C" grade 
 
 (d) Transcript and Receipt.  Prior to reimbursement, the employee must submit to the City 
Manager, a certified transcript of grade or certificate of completion of the course work and receipts for the 
actual tuition, fees and book expenses incurred. 
 
16.060. Limitations. 
 
 (a) Funds.  All Tuition Aid is contingent upon sufficient funds available in the City and/or 
department budget and shall be distributed on a first-come basis as determined by the date of final 
approval of the Tuition Aid Application by the City Manager. 
 
 (b) Annual Maximum.  Eligible employees are limited to a maximum reimbursement of 
$2,000.00 per employee during any fiscal year (July 1

st
 to June 30

th
) for tuition, fees and books. 
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 (c) Other Sources.  Reimbursement is limited by the amount of financial aid the employee 
receives from other sources such as grants or scholarships; i.e. the employee is only eligible for 
reimbursement from the City for the appropriate percentage of the employee's total out-of-pocket costs 
after the grant or scholarship has been deducted. 
 

(d) Repayment.  Employees who voluntarily leave employment with the City or are 
terminated for reasons other than reduction in force or job elimination shall be required to repay the City 
in full for any Tuition Aid received from the City within one (1) year prior to the date of termination.  
Employees who are terminated during enrollment because of a reduction in force or job elimination will be 
reimbursed for the amount of the approved costs incurred up to the effective date of termination. 
 
16.070. Compliance.   
 
 Failure to comply with this Chapter will result in disapproval of Tuition Aid Application and/or 
nonpayment of the reimbursement as determined appropriate in the sole discretion of the City Manager.  
Failure to comply may also result in disciplinary action, up to and including termination. 
 
16.080. Records.   
 
 A copy of Tuition Aid records shall be retained by the City in accordance with the 
Government Records Access and Management Act, as set forth in Utah Code Ann. §§ 63-2-101, et seq., 

as amended. 
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CHAPTER 17 
TRAVEL, CREDIT CARD, AND REIMBURSABLE EXPENSES 

 
17.010. Travel Costs. 
17.020. Credit Card Expenses. 
17.030. Vacation/Sick Leave Cash Out for Emergency Preparedness. 
17.040. General Expenses. 
 
 
17.010. Travel Costs.   
 

(a) Purpose.  City employees may be permitted or required to attend seminars, meetings, 
conferences and workshops when it is anticipated that the training and information received by the officer 
or employee at such events will benefit the City.  It is the purpose of this policy to provide reasonable and 
systematic means by which attendance and travel to such events will be approved and the cost estimated 
and controlled for economic, budgetary, and auditing purposes.  It is the intent of this policy to provide 
adequate controls over travel expenditures and to maintain accountability for such expenditures while 
allowing for flexibility. 
 

(b) Budget.  The City shall allocate in its annual budget funds deemed appropriate for travel 
expenditures. Each department head shall be responsible for keeping travel expenditures within his or her 
respective approved department travel budget. 
 

(c) Eligibility.  For purposes of this policy, "travel" shall be considered any in-state or 
out-of-state trip taken by a City employee in the course of performing his or her duties, including trips to or 
attendance at seminars, meetings, conferences and workshops.  All travel expenditures must be 
pre-approved by the City as set forth herein.  All travel expenditures must be anticipated to serve a bona 
fide public purpose and confer a benefit upon the City. 
 
 (d) Procedures.   
  

(1) Application.  An employee desiring to obtain travel funds shall request and 
receive written approval from his or her department head, stating the purpose, details and 
estimated expenses of the travel at least two (2) weeks prior to the desired date of departure.  
Applications for travel by department heads shall be submitted to the City Manager and shall note 
the name of the person to be in charge of the department during the department head's absence. 

 
(2) Review.  The employee's department head shall review the travel request based 

upon the requirements set forth herein, including review of the department's approved travel 
budget.  The department head may approve or deny the travel request.   The City Manager may 
approve or deny the travel request of any department head. 

 
(3) Advancements.  Upon the request of the employee and timely submission of the 

Travel Application, approved travel expenses may be advanced. 
 

(4) Receipts.  The traveling employee shall document expenses of the trip and keep 
all original receipts and credit card receipts, provided that receipts for meals covered by the per 
diem compensation and fuel purchased with the City fuel card shall not be required. 
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(5) Documents.  An expense report indicating the actual expenses of the trip 
together with all original required receipts shall be submitted to the City Manager within thirty (30) 
days after the event in order to receive any payment or refund.  Except for per diem 
advancements, if less money was spent than was advanced, a reimbursement check made 
payable to the City for the difference shall be attached.  Except for per diem advancements, if 
more money was spent than was advanced, a voucher request for the difference to be paid to the 
employee shall be attached. 

 
(6) Summary.  The City Manager, Mayor or Council may request a written summary 

or an oral report on all seminars, workshops, conferences or conventions attended by employees. 
 

(e) Mode of Transportation.  With the approval of his or her Department Head, employees 
are responsible for arranging their own transportation.  The most economical form of transportation shall 
be used considering factors such as the cost of the transportation and the amount of time required. If any 
employee chooses a more costly form of transportation, the City will pay the lesser cost of the two forms, 
and the per diem rate shall be based upon the amount of time it would have taken under the less costly 
form of transportation.  If extra time is needed for the more costly form of transportation, the employee 
shall use vacation or compensatory time for the excess time needed to reach the destination. 
 
 (f) Costs.  Employees are encouraged to utilize the lowest cost travel arrangements 
possible.  Airline reservations should be made, whenever possible, at least thirty (30) days in advance.  If 
a reduced airfare is offered for a stay over a Saturday night, and the reduced rate more than 
compensates for additional lodging and per diem costs, the employee is encouraged to stay over the 
additional night.  The government or corporate rate should be requested at all hotels. 
 

(g) Permitted Expenses.  The following allowances and payments may be made for travel 
expenses. 
 

(1) Transportation.  The City may pay for the cost of the most economical form of 
transportation.  Employees traveling in a private vehicle will be reimbursed per mile and per 
vehicle at the current reimbursement rate permitted by the Internal Revenue Service.  Employees 
traveling in a City vehicle will be reimbursed for the actual cost of gasoline and any incidental and 
necessary costs incurred in connection with such vehicle.  Gasoline and other incidental and 
necessary cost receipts must be provided for reimbursement. 

 
(2) Meals.  The City may pay employees a per diem amount to cover the cost of 

meals during travel or training.  The maximum daily per diem allowance for Syracuse City 
employees engaged in travel in-state on the City’s behalf is thirty-nine dollars ($39.00). The 
maximum daily per diem allowance for Syracuse City employees engaged in travel out-of-state 
on the City’s behalf is forty-six dollars ($46.00).  Employees shall be provided the following 
standard per diem rate for meals when in-state travel requires less than a full day:  $10.00for 
breakfast (when departing before 6:00 a.m.); $13.00 for lunch; and $16.00 for dinner (when 
returning after 7:00 p.m.). Employees shall be provided the following standard per diem rate for 
meals when out-of-state travel requires less than a full day: $10.00 for breakfast (when departing 
before 6:00 a.m.); $14.00 for lunch; and $22.00 for dinner (when returning after 7:00 p.m.). It is 
the policy of the city to comply with the provisions of Utah Code R25-7-6, regarding 
reimbursement for meals. 

 
(3) Fees.  The City may pay the actual and reasonable cost of registration and other 

fees for seminars, workshops, conferences, and conventions. 
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(4) Ground Transportation.  The City may pay the reasonable and necessary costs 

for ground transportation, including airport shuttle, taxi cab, rental car, and parking lot fees. 
 

(5) Lodging.  If an employee is traveling outside of Weber, Davis and Salt Lake 
Counties for City business, the employee may stay overnight. The City may pay for the 
reasonable and necessary costs of lodging if an overnight stay is required. Traveling employees 
shall choose lodging based on pricing, location, and government rates. When possible, 
employees shall lodge at the conference sponsored hotel that offers a government rate. Traveling 
employees may elect to stay with friends, relatives, use their personal campers or trailer homes 
instead of staying in a motel/hotel. The City will compensate the employee fifty percent (50%) of 
the lowest total cost of the conference sponsored hotel price.  

 
(6) Miscellaneous.  The City may pay for other miscellaneous costs as deemed 

reasonable and necessary by the City Manager. 
 

(7) Personal Expenses.  Employees traveling on City business, including employees 
traveling with a spouse or other companion, shall strictly distinguish expenses incurred as part of 
City business from personal expenses.  The City will provide reimbursement only for those 
expenses which the employee would normally incur if traveling alone.  For example, the City will 
pay for the employee's lodging at the single room rate and the employee shall be required to pay 
for any additional double occupancy lodging charge or upgrade.  The City shall not pay for 
personal expenses such as telephone charges, personal transportation charges, room service 
charges, etc. 

 
 
17.020. Credit Card Expenses. 
 

(a) Purpose. In order to ensure the proper use and accountability of tax payer dollars, the 
following credit card policies are to be followed when using Syracuse City Credit Cards to 
expend City funds. Compliance with the policy is the obligation of each City employee. 
Failure to follow the policy may result in disciplinary action up to and including termination 
as described below. Questions regarding the policy are to be directed to the Finance 
Director. 
 

(b) Tax Exempt. Most City purchases are not subject to sales tax. For vendors requiring 
documentation of tax exempt status, a TC-721G Exemption Certificate for Governments 
and Schools may be obtained from the Finance Director. Lodging charges in Utah are 
subject to sales tax. It is the cardholder’s responsibility to ensure sales tax is only paid 
when required. 

 
 

(c) Cardholder Responsibilities. It is the responsibility of the cardholder to: 
 

(1) Read and understand the City Credit Card Policies and Procedures. 
 

(2) Sign the Syracuse City Credit Card Acceptance Agreement. (See Appendix R) 
(3) Make only authorized purchases as prescribed by the City Purchasing Policy and 

approved departmental budget. 
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(4) Retain receipts for all transactions. In the absence of a receipt, a Missing Receipt Form 
must be completed and signed by the cardholder and their Department Head. (See 
Appendix S). This form can also be found in the policy manual or on the City Intranet. 
 

(5) Reconcile the credit card statement upon its arrival. All reconciliations, statements, and 
receipts are due to Accounts Payable by the 10

th
 of the following month.  

 
(6) Keep the credit card and the corresponding account information secure. Immediately 

report any lost or stolen credit card and/or account information to the Finance Director.  
 

(7) Report fraudulent charges or any discrepancies in the credit card statement in a timely 
manner to the Finance Director.  

 
(d) Department Head or Supervisor Responsibilities. It is the responsibility of the Department 

Head or Supervisor to: 
 

(1) Request and oversee the issuance of new cards through the Finance Director. The 
credit limit will be determined at the discretion of the Finance Director.  
 

(2) Inform the Finance Director when changes and cancellations are needed because 
of personnel changes.  
 

(3) Make sure credit card reconciliations are completed by the 10
th
 of each month. 

 
(4) Review the cardholder’s reconciliation and transactions for completeness, 

accuracy, and compliance with Syracuse City policies and procedures.  
 

(5) Address the cardholder about questionable transactions and take disciplinary 
actions when necessary 
 

(6) Report any misuses of credit cards immediately to the Finance Director and/or the 
City Manager 
 

(7) Sign the reconciliation form for each cardholder after review 
 

(e) Prohibited Credit Card Purchases. The following purchases are strictly prohibited from 
being purchased by using a City credit card: 

 
(1) Purchase of items for personal use or consumption 

 
(2) Purchasing in violation of the City Purchasing Policy 

 
(3) Alcohol 

 
(4) Utah State Tax, except on lodging charges 

 
(5) Fuel for fleet vehicles unless traveling outside of Utah. The state gas card should 

be used for fuel purchases. 
 

(6) Splitting a purchase to remain under purchasing policy limits  
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(f) Disciplinary Action for Improper Use. Any employee found to be in violation of these 

policies may be subject to disciplinary action including but not limited to suspension of 
credit card, repayment of unauthorized charges, and/or termination of employment.   

  
17.030. Vacation/Sick Leave Cash Out for Emergency Preparedness. 
 
 Once per fiscal year, Full-Time employees may purchase pre-approved emergency 
preparedness items and be reimbursed up to two hundred and fifty dollars ($250.00) by cashing out 
Vacation or Sick Leave. The employee must have a remaining balance of one-hundred and sixty (160) 
hours of accrued sick leave after the cash out is complete. The employee must submit an Emergency 
Preparedness Cash-Out form along with original receipts to his or her Department Head for approval. 
(See Appendix T) The Department Head will submit the form to the Finance Director and Human 
Resources for processing. The determination as to whether or not the Cash Out will be approved will be 
based on the availability of funds and will be re-evaluated on an “as needed” basis. Pre-approved 
emergency preparedness items include: 

 
(a) Bottled Water 

 
(b) Non-Perishable Food 

 
(c) Water Storage 

 
(d) 72 Hour Kit 

 
(e) Generator 

 
(f) Portable Fuel & Cooking Equipment (BBQ Grill not included) 

 
(g) Battery-Powered Radio 

 
(h) Batteries 

 
(i) Flashlight 

 
(j) First Aid Kit 
 
(k) Whistle 

 
(l) Duct Tape 

 
(m) Can Opener 

 
(n) Fire Extinguisher 

 
(o) Compass 

 
(p) Matches 

 
(q) Multi-Purpose Tool (e.g. Leatherman or Swiss Army Knife) 
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(r) Emergency Blanket 

 
(s) Fire Escape Ladder 

 
(t) Two-Way Radios 

 
(u) Rain Gear 
 
(v) Dust Masks 

 
(w) Local Maps 

 
(x) Water Purification Systems/Devices 

 
(y) Disposable Hand/Foot Warmers 

 
(z) GPS Devices  

 
(aa)  Sleeping Bags 

 
(bb)  Tent 

 
(cc)  Backpacks/Duffel Bags 

 
(dd)  Toiletry/Personal Sanitation Supplies (e.g. toilet paper, personal wipes, transportable 

emergency toilet, etc.)  
 

(ee)  Emergency Heater/Portable Propane Heater 
 

 
 
17.040. General Expenses. 
 
 With prior approval for purchase, legitimate expenses will be reimbursed by Syracuse City to the 
employee.  Receipts are required to reimburse the employee.  Reimbursement may be in the form of 
petty cash, direct deposit, or a separate check.  Records must be kept reflecting the amount of 
reimbursement each employee has received. An expense for meals, beverages, snacks, etc. for meetings 
shall not be paid for with City funds and may not be reimbursed unless pre-approved by the City 
Manager. Examples of situations that may be approved include but are not limited to, a business lunch 
with an outside consultant who is providing information, advice or other business matters, a working lunch 
during an emergency or urgent project that requires staff to continue working, a training seminar.  
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Chapter 18 (Vehicle Use) is still being worked on. 
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CHAPTER 19 
COMPUTERS AND EQUIPMENT USE 

 
19.010. Equipment and Supplies. 
19.020. Removal of Equipment. 
19.030. Technology Resources. 
19.040. Computers, Email and Internet. 
19.050. Prohibited Computer Use. 
19.060. Postage Meters. 
19.070. FAX and Copy Machines. 
19.080. Land-Line Telephones. 
19.090. Cellular Phones. 
19.100. Termination. 
 
 
19.010.  Equipment and Supplies. 
 

All employees are charged with the responsibility of maintaining the City's property in the best 
possible condition and making the most economical use of supplies issued to them.  All employees are 
charged with using and operating City equipment and property according to established protocol, 
including operating equipment in a safe and courteous manner.   
 
19.020.  Removal of Equipment.   
 
 No City owned, leased, or licensed equipment may be removed from City premises without prior 
approval from the employee’s department head. 
 
19.030.  Technology Resources.   
 
 To help maximize its employees’ efficiency in carrying out their responsibilities, Syracuse City 
provides various information and technology resources such as e-mail, computers, software/computer 
applications, networks, the internet, facsimile machines, cell phones, pagers, and other wireless 
communication devices and voice mail systems.  These tools and equipment are City property and must 
be used in accordance with these Policies and Procedures. 
 
19.040.  Computers, Email and Internet. 
 
 The City provides computer and internet access to designated employees for their use to transact 
City business.  The following rules and restriction shall govern any and all use of City computers, email 
and internet.   
 
 (a) Personal use of computers, internet and email is only allowed during non-working hours, 
such as breaks and lunch periods, and is subject to the restrictions and conditions of this Chapter.  
Employees shall keep personal email and other electronic correspondence to a minimum and in no event 
shall such personal use of computers, internet and email interfere with the employee’s work or 
productivity or disrupt other employees.   
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 (b) To prevent computer viruses and other network problems, employees are prohibited from 
any unauthorized downloading of any software.  Only software which has been purchased and approved 
by Syracuse City may be loaded or used on any of the City’s computers.   
 
 (c) Employees are prohibited from accessing or visiting any websites or receiving or sending 
any email information which would be considered offensive by community standards; including, but not 
limited to, pornographic or sexually explicit information.   
 
 (d) Employees shall not use City computers or equipment for personal gain, including, but 
not limited to, personal for-profit and not-for-profit business purposes, political activity, or any other activity 
that could be considered a violation of these policies and procedures. 
 
 (e) City computers are the sole property of the City and may be subject to monitoring at any 
time without notice.  Any information or messages created or retrieved over the internet or through email 
on City computers, and the contents of all City computers, is considered the property of the City.  The City 
retains the right to observe, record, access and review any transactions made on City computers, 
including, but not limited to email messages, websites, etc.  When using the email or voicemail systems, 
and other equipment including City computers, the employee knowingly and voluntarily consents to being 
monitored and acknowledges the City’s right to conduct such monitoring.  The security of email and 
voicemail communications is not guaranteed.    
 
 (f) Certain electronic data may be considered a “record” subject to access pursuant to the 
Utah Governmental Records Access and Management Act, as set forth in Utah Code Ann. §§ 63-2-101, 
et seq., as amended, or discoverable in litigation under applicable Rules of Civil Procedure.   
 
 (g) Abuse of email, voicemail and computer systems shall subject the employee to 
disciplinary action, up to and including termination.   
 
19.050.  Prohibited Computer Use. 
 
 The City will not tolerate inappropriate or illegal use of electronic data, equipment or information 
and reserves the right to take appropriate disciplinary action as needed, up to and including termination of 
employment for any violations of this Chapter.  Such inappropriate or illegal use of these resources 
includes, but is not limited to, the following: 
  
 (a) hacking; 
 
 (b) pirating software and/or video files; 
 
 (c) soliciting; 
 
 (d) distributing literature for outside entities; 
 
 (e) sending or forwarding inappropriate emails; including, but not limited to, offensive, 
harassing, disparaging, vulgar, obscene, slanderous, defaming or threatening communications; 
 
 (f) accessing, viewing, or downloading inappropriate web sites, i.e., sites advocating hate or 
violence, displaying pornographic or sexually explicit material, or promoting illegal activity; 
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 (g) distributing confidential information to persons or entities that are not entitled to such 
information; 
 
 (h) storing or placing unlawful information on City computers or network; 
 
 (i) copying system files, programs or data without proper authorization; 
 
 (j) disseminating, printing or copying copyrighted materials including articles and software in 
violation of copyright laws; 
 
 (k) using abusive or otherwise objectionable language in either public or private messages; 
 
 (l) sending or forwarding messages that are likely to result in the loss of the recipient’s work 
or system use; 
 
 (m) sending or forwarding “chain-letters,” jokes or lists or any other type of use that would 
cause congestion or disrupt the operation of the networks or otherwise interfere with the work of others;  
 
 (n) decryption of system or user passwords; or 
 
 (o) creating, distributing, viewing or soliciting sexually oriented messages, materials or 
images. 
 
19.060.  Postage Meters.   
 
 No employee shall be allowed to use Syracuse City owned postage metering machines at any 
time for posting and mailing of any material other than those associated with official business of Syracuse 
City. 
 
19.070.  FAX and Copy Machines.   
 
 Employees may use City fax and copy machines for limited personal use subject to supervisor 
approval.  Employees shall pay for such use at the employee rate which is in effect at the time of use. 
 
19.080.  Land-Line Telephones.   
 
 Telephones are to be used to conduct Syracuse City business.  Long distance or toll calls using 
City land lines of a personal nature are prohibited. Although occasional, limited local personal telephone 
calls are permitted, they should be kept to a minimum in time and frequency and should not interfere with 
work performance of the employee and his or her co-workers. 
 
19.090.  Cellular Telephones. 
 
 Only those employees authorized by their department head and/or the City Manager are 
authorized to have a City-issued cell phone.  The level of monthly service for such City-issued cell phone 
shall be commensurate with the amount of City business conducted and needed by the employee.  The 
primary purpose of all City-issued cell phones shall be to facilitate City business.  The City will allow 
limited personal use of City-issued cell phones, though personal use of City cell phones shall not be 
excessive and shall not interfere with the performance of job duties. The City reserves the right to monitor 
the billing and use of all City-issued cell phones.    By accepting the use of a City-issued cell phone, the 
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employee also understands that excessive use of the cell phone that hinders job performance may result 
in disciplinary action.  Cellular transmissions can be overheard by others.  Discretion should be used in 
discussing confidential information on a cell phone.  Employees, who are authorized to use a City-issued 
cell phone, shall agree to be readily available to take calls, respond to e-mails and text messages during 
working hours. Employees, who are authorized to use their personal phone for work purposes shall use 
best judgment when taking calls, responding to e-mails and text messages outside of his or her working 
hours to ensure that he or she is not working unreasonable or unapproved overtime. Employees may not 
use their personal phones for work purposes during periods of unpaid leave without authorization from his 
or her Department Head. Employees are responsible for taking reasonable precautions to prevent theft 
and/or vandalism of cellular equipment.    An employee who violates the conditions of these policies 
relating to cell phones and usage will be subject to having the use of his or her City-issued cell phone 
terminated.  In addition, employees may be subject to disciplinary action, up to and including termination, 
for any violation of these policies. 

 

19.100. Bring Your Own Phone (BYOP) Policy 

Employees that would otherwise be given a City cell phone/smart phone may elect to use a 
personal cell phone/smart phone for City business if authorized by his or her Department Head and the 
City Manager. Employees who have not received authorization in writing from his or her Department 
Head and the City Manager will not be permitted to use personal phones for work purposes. Failure to 
comply with this policy may result in disciplinary action, up to and including termination of employment. 

While at work, employees are expected to exercise the same discretion in using their personal phones as 
is expected for the use of City phones as defined in this chapter.  

Employees, who are authorized to use their personal phone for work purposes shall agree to be readily 
available to take calls, respond to e-mails and text messages during working hours. Employees, who are 
authorized to use their personal phone for work purposes shall use best judgment when taking calls, 
responding to e-mails and text messages outside of his or her working hours to ensure that he or she is 
not working unreasonable or unapproved overtime. Employees may not use their personal phones for 
work purposes during periods of unpaid leave without authorization from his or her Department Head.  

No employee using his or her personal phone should expect any privacy except that which is governed by 
law. The City has the right, at any time, to monitor and preserve any communications that use the City’s 
networks in any way; including data, voice mail, and email, to determine proper use. Management 
reserves the right to review or retain personal and company-related data on personal phones or to 
release the data to government agencies or third parties during an investigation or litigation 

(a) BYOP Stipend. Employees authorized to use personal phones under this policy will receive an 

agreed-on quarterly stipend as approved by the City Manager. If an employee obtains or currently 

has a plan that exceeds the monthly stipend, the employee shall be responsible for any and all 

remaining amounts and the City will not be liable for the cost difference. Under no circumstances 

shall the City be responsible for any late fees or like charges.  

 
(b) Lost, Stolen, Hacked or Damaged Equipment. Employees are expected to protect personal 

phones used for work-related purposes from loss, damage or theft. Employees must immediately 

notify management in the event their personal phone is lost, stolen or damaged to ensure any 

City data is protected. If IT is unable to repair the phone, the employee will be responsible for the 

cost of replacement. 
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(c) Termination of Employment. Upon resignation or termination of employment, or at any time on 

request, the employee may be asked to produce the personal phone for inspection. All company 

data on personal phones will be removed by IT upon termination of employment.   

 
19.110. Termination.  
 
 Employees will be required to return all City-issued equipment to the Department Head or his or 
her designee upon termination of their employment. Failure to return City-issued equipment upon 
termination will be considered theft and may be subject to prosecution.  
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CHAPTER 20 
PERFORMANCE EVALUATIONS 

 
20.010. General Policy. 
20.020. Performance Evaluation Periods. 
20.030. Performance Evaluations. 
20.040. Records. 
20.050. Performance Tracking 

 
 
20.010. General Policy. 
 
 It is the policy of Syracuse City to evaluate City employees regarding their work performance in 
accordance with the City adopted performance evaluation system and the provisions of this Chapter.  
Performance evaluations are intended to improve the performance of employees by providing meaningful, 
constructive feedback on the adequacy of performance.   
 
20.020. Performance Evaluation Periods.   
 
 (a) Probationary Employees.  Probationary employees shall be evaluated at the next 
scheduled annual evaluation period following their one (1) year anniversary and may also be evaluated at 
any other time deemed necessary by the Supervisor and/or Department Head.   The performance 
evaluations for probationary employees may be used to provide information to both the employee and the 
City regarding the employee’s performance.  Performance evaluations and the results of such evaluations 
for probationary employees shall not obligate Syracuse City to a particular course of action relative to the 
probationary employees, nor shall it create any property or due process rights for such employees relative 
to their employment with the City.   
 
 (b) Employees.  All employees, other than temporary or seasonal employees, shall receive 
performance evaluations on an annual basis.  The evaluation period for these annual reviews will be the 
previous calendar year (January 1 to December 31).  The annual performance evaluations shall be 
conducted and completed by the employee’s direct supervisor.  Annual performance evaluations must be 
completed and submitted by the supervisors to the Human Resources Specialist on or before March 1 of 
each year.  Additional evaluations may be made at any time at the discretion of the supervisor or 
department head or when directed by the Human Resources Specialist.   
 
20.030. Performance Evaluations.   
 
 Employees shall be evaluated by his or her immediate supervisor in accordance with the City 
approved performance evaluation system and approved performance criteria.  Performance evaluations 
should consist of a written evaluation form as well as an in-person interview.  Performance evaluations 
may be used in decisions concerning advancement, future training needs, performance related salary 
adjustments and disciplinary actions.   
 
20.040. Records. 
 
 Performance evaluation records shall be maintained in the employee’s personnel file. Such 
records shall be maintained and accessed in accordance with the Utah Governmental Records Access 
and Management Act as set forth in Utah Code Ann. §§ 63-2-101, et seq., as amended. 
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20.050. Performance Tracking. 
 
 Department Heads and/or Supervisors shall from time to time enter Significant Incident Reports 
(SIRs), whether positive and/or negative, into the City’s evaluation system in order to track the 
employee’s performance throughout the year.  
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CHAPTER 21 
GRIEVANCES 

 
21.010. Grievances. 
21.020. Informal Grievance Procedures. 
21.030. Formal Grievance Procedures. 
21.040. Appeal. 
21.050. Retaliations.  
21.060. Records.   
 
 
21.010. Grievances. 
 

Employees may appeal a decision or disciplinary action by the City which affects his or her 
employment (other than suspension, demotion or dismissal which are governed by appeal provisions of 
Chapter 22) pursuant to the provisions set forth herein.  These guidelines should not be construed as 
preventing, limiting or delaying the City from taking disciplinary action, including immediate termination, in 
circumstances where the City deems such action appropriate.  Except as required by State or Federal 
law, the grievance procedures provided herein shall be exhausted prior to seeking alternative remedies.   
 
21.020.  Informal Grievance Procedures. 
 

Employees are encouraged to resolve their grievances at the lowest administrative level possible. 
An employee with a grievance may first attempt to settle the matter informally through discussion with his 
or her supervisor.  The supervisor should review the matter and conduct an investigation as deemed 
appropriate under the circumstances.  If the employee does not believe the problem has been 
satisfactorily resolved within ten (10) days after the circumstances are first discussed informally with the 
supervisor, or any time prior thereto, the employee may pursue formal grievance procedures as provided 
herein.   
 
21.030. Formal Grievance Procedures. 
 

(a) Complaint.  An aggrieved employee may file a formal written grievance with the Human 
Resources Specialist within ten (10) days from the date of the event giving rise to the grievance or within 
ten (10) days from the date the employee has knowledge, or should have knowledge, of the event giving 
rise to the grievance.  Grievances shall be filed using an Employee Grievance Form as provided by the 
City (See Appendix T). The time for filing a formal written grievance shall be extended during the time for 
which informal grievance procedures are pursued; provided, such time shall not exceed thirty (30) days.  
If the grievance involves the Human Resources Specialist, the grievance may be filed with the City 
Manager, in which case all references herein to Human Resources Specialist shall refer to City Manager. 
 

(b) Investigation and Recommendation.  Upon receipt of a grievance, the Human Resources 
Specialist shall review and investigate the matter as deemed appropriate under the circumstances.  Upon 
completion of review and investigation, the Human Resources Specialist shall prepare a written 
recommendation to the City Manager regarding the matter.     
 

(c) Decision. The City Manager should, within a reasonable time from receipt of the 
recommendation from the Human Resources Specialist, prepare and provide the employee written notice 
of his or her final decision in the matter.   
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21.040. Appeal. 
 
An employee aggrieved by a final decision of the City Manager regarding a formal grievance filed 

hereunder may appeal such decision to the City Council by filing a written appeal stating the grounds 
therefore with the City Recorder within ten (10) days from the date of the decision.  Only the issues 
presented in the original grievance may be considered on appeal.  The City Council shall conduct a 
review of the matter reviewing the City Manager’s decision for correctness.  The City Council shall 
prepare and provide to the employee written notice of its final decision in the matter within a reasonable 
time from receipt of the appeal. 
 
21.050. Retaliations.  
 

Employees are entitled to bring good faith grievances hereunder without fear of retaliation.  The 
City shall not discriminate against an employee because that individual made a grievance complaint, or 
has testified, assisted, or participated in any manner in an investigation, proceeding, or hearing to enforce 
any provision herein.  No person shall coerce, intimidate, threaten, harass or interfere with any individual 
in the exercise or enjoyment of the exercise of any right granted or protected herein.  Employees are 
further protected under the provisions of the Utah Protection of Public Employees Act, more commonly 

known as the "Whistle Blower's Act," as set forth at Utah Code Ann. ' 67-21-1, et seq., as amended. 

 
21.060. Records.   
 

The City shall maintain records pertaining to employee grievances filed hereunder and records 
pertaining to an appeal of such grievances in accordance with the Utah Government Records Access and 
Management Act as set forth in Utah Code Ann. §§ 63-2-101, et seq., as amended.  No document relating 
to an employee grievance shall be placed in the employee’s personnel file.   
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CHAPTER 22 
DISCIPLINARY ACTION 

 
22.010. General Conduct. 
22.020 Responsibility for Discipline. 
22.030. Levels of Discipline.   
22.040. Investigation. 
22.050. Administrative Leave. 
22.060. Verbal Warning.  
22.070. Written Reprimand. 
22.080. Probation.   
22.090. Suspension.   
22.100. Demotion. 
22.110. Dismissal. 
22.120. Pre-Disciplinary Action Hearing. 
22.130. Disciplinary Action. 
22.140. Appeals. 
 
 
22.010. General Conduct. 
 

It is the responsibility of all employees of the City to conduct themselves in accordance with the 
City's policies, rules and regulations and to perform their work in a satisfactory manner.  Employees are 
expected to conduct themselves in a professional and competent manner and to be courteous and 
cooperative at all times with fellow employees, supervisors and the public.  Any action or conduct not in 
accordance with City policies or in violation of any City rule or regulation shall be subject to disciplinary 
action up to and including termination. 
 
22.020. Responsibility for Discipline. 
 

The basic responsibility for discipline lies with the employee’s supervisor under the direction of 
the City Manager, provided that any disciplinary action involving suspension, probation, demotion or 
dismissal shall require a pre-disciplinary action hearing and prior review and approval of the City Manager 
in accordance with the procedures set forth herein.  In addition, any dismissal of an employee shall 
comply with City Ordinances regarding Mayor and/or City Council approval, as more particularly set forth 
in Title 1 of the Syracuse Municipal Code.   
 
22.030. Levels of Discipline. 
 

When there are grounds for discipline, an employee shall be subject to appropriate disciplinary 
action, based upon the particular facts and circumstances of each case.  Disciplinary action may include 
one or more of the following:  verbal warning, written reprimand, suspension with or without pay, 
probation, demotion and dismissal.   
 
22.040. Investigation. 
 

Prior to any disciplinary action or recommendation of any disciplinary action, the alleged 
misconduct and related circumstances shall be investigated by the employee’s immediate supervisor 
and/or the Human Resources Specialist.  When deemed appropriate, any investigation may also be 
conducted by an outside investigator hired by the City.  The investigation shall be conducted to the extent 
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deemed necessary and appropriate under the circumstances.  Such investigation should provide the 
employee with an opportunity to respond verbally and/or in writing to the alleged claims.   
  
22.050. Administrative Leave. 
 

In the event of an emergency, or when otherwise deemed appropriate and necessary pending full 
investigation of alleged violations of an employee, the City Manager, or his or her designee, may 
temporarily relieve an employee from duty, with pay, or temporarily reassign the employee to another 
position at the same rate of pay.  Such temporary relief from duty with pay shall be considered 
administrative leave and shall not preclude subsequent disciplinary action against the employee.  The 
Department Head shall fill out the Administrative Leave Form (see Appendix U) and turn into the Human 
Resource Specialist. 
 
22.060. Verbal Warning. 
 

After investigation of the alleged misconduct in accordance with Section 22.040, whenever 
grounds for disciplinary action exist and the supervisor determines that more severe action is not 
required, the supervisor may verbally communicate to the employee the observed deficiency.  Written 
documentation of the warning shall be prepared by the supervisor using the City’s Disciplinary Action 
Form setting forth the date, time, circumstances and grounds for the discipline, and the date, time and 
circumstances of the verbal notice.  The Disciplinary Action Form, along with a Signification Incident 
Record (SIR) shall be signed by the supervisor, the Human Resources Specialist and the employee.  If 
the employee refuses to sign the form, the supervisor shall note such refusal in writing on the form.  All 
disciplinary action documentation shall be filed and maintained with the employee’s personnel records 
and input into the evaluation system as a SIR.  Failure to remedy the deficiency described in a verbal 
warning may result in additional disciplinary action being taken.  
 
22.070. Written Reprimand. 
 

After investigation of the alleged misconduct in accordance with Section 22.040, whenever 
grounds for disciplinary action exist and the supervisor determines that more severe action is not 
required, the supervisor may reprimand an employee in writing.  Written reprimands shall be prepared by 
the supervisor using the City’s Disciplinary Action Form setting forth the date, time, circumstances and 
grounds for the discipline (See Appendix V). The Disciplinary Action Form, along with a Signification 
Incident Record (SIR) shall be signed by the supervisor, the Human Resources Specialist and the 
employee.  If the employee refuses to sign the form, the supervisor shall note such refusal in writing on 
the form.  All disciplinary action documentation shall be filed and maintained with the employee’s 
personnel records and input into the evaluation system as a SIR, Failure to remedy the deficiency 
described in a written reprimand may result in additional disciplinary action being taken.  
 
22.080. Probation. 
 

Whenever grounds for disciplinary action exist and the supervisor determines that the 
circumstances of the conduct justify more severe disciplinary action, the supervisor may recommend to 
the City Manager an employee be placed on disciplinary probation for a period not to exceed six (6) 
months.  Written notice of such recommendation shall be prepared by the supervisor and submitted to the 
City Manager including a detailed statement of the date, time, circumstances and grounds for the 
recommended disciplinary action and the investigation conducted.  The purpose of disciplinary probation 
is to provide a period during which the employee’s performance is carefully monitored and evaluated.  
Upon receipt of a supervisor’s recommendation for probation, the City Manager shall determine the 
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appropriate disciplinary action to be taken, if any.  Probationary status shall not preclude any other 
disciplinary action being taken against the employee as deemed appropriate.  Any probationary period 
may be extended by the City Manager for a period of time not to exceed three (3) months upon written 
notice to the employee.   Any disciplinary action taken against an employee on probation, other than 
verbal or written reprimand, shall comply with the due process procedures set forth in Section 22.120 
regarding pre-disciplinary action hearings and shall be subject to applicable appeal procedures set forth 
in Section 22.140.   

 
22.090. Suspension. 
 

After investigation of the alleged misconduct in accordance with Section 22.040, whenever 
grounds for disciplinary action exist and the supervisor determines that the circumstances of the conduct 
justify more severe disciplinary action, the supervisor may recommend to the City Manager an employee 
be suspended, with or without pay, for a period of time not to exceed fifteen (15) calendar days. Written 
notice of such recommendation shall be prepared by the supervisor and submitted to the City Manager 
and should include a detailed statement of the date, time, circumstances and grounds for the 
recommended disciplinary action and the investigation conducted.  Upon receipt of a supervisor’s 
recommendation for suspension, the City Manager shall follow the due process procedures set forth in 
Section 22.120 regarding pre-disciplinary action hearings and determine the appropriate disciplinary 
action to be taken, if any, in accordance with procedures set forth in Section 22.130.  Any employee 
suspended with or without pay shall be responsible for making full employee contributions to his or her 
employee medical insurance benefits no later than the regularly scheduled pay day and must be available 
to work during all regular business hours if the suspension is with pay.  Any employee who is suspended 
without pay for more than two (2) days may appeal such suspension to the Employee Appeal Board in 
accordance with the appeal procedures set forth in Section 22.140. 
 
22.100. Demotion. 
 

Whenever grounds for disciplinary action exist and the supervisor determines that the 
circumstances of the conduct justify more severe disciplinary action, the supervisor may recommend to 
the City Manager an employee be demoted. Written notice of such recommendation shall be prepared by 
the supervisor and submitted to the City Manager and should include a detailed statement of the date, 
time, circumstances and grounds for the recommended disciplinary action and the investigation 
conducted. Upon receipt of a supervisor’s recommendation for demotion, the City Manager shall follow 
the due process procedures set forth in Section 22.120 regarding pre-disciplinary action hearings and 
determine the appropriate disciplinary action to be taken, if any, in accordance with procedures set forth 
in Section 22.130.  Any employee who is demoted may appeal such demotion to the Employee Appeal 
Board in accordance with the appeal procedures set forth in Section 22.140.      
  
22.110. Dismissal. 
 

Except as otherwise provided by Ordinance for appointed officers and department heads, 
whenever grounds for disciplinary action exist and the supervisor determines that the circumstances of 
the conduct justify more severe disciplinary action, the supervisor may recommend to the City Manager 
an employee be dismissed.  Written notice of such recommendation shall be prepared by the supervisor 
and submitted to the City Manager and should include a detailed statement of the date, time, 
circumstances and grounds for the recommended disciplinary action and the investigation conducted.  
Upon receipt of a supervisor’s recommendation for dismissal, the City Manager shall follow the due 
process procedures set forth in Section 22.120 regarding pre-disciplinary action hearings and determine 
the appropriate disciplinary action to be taken, if any, in accordance with procedures set forth in Section 
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22.130.  In addition, any dismissal of an employee shall comply with City Ordinances regarding Mayor 
and/or City Council approval, as more particularly set forth in Title 1 of the Syracuse Municipal Code.  Any 
employee who is dismissed may appeal such dismissal to the Employee Appeal Board in accordance 
with the appeal procedures set forth in Section 22.140.   
 
22.120. Pre-Disciplinary Action Hearing. 
 

Upon receipt of a supervisor’s recommendation of disciplinary action involving suspension, 
demotion or dismissal, the City Manager shall review and investigate the matter as deemed appropriate 
and shall hold a pre-disciplinary action hearing.  The purpose of the pre-disciplinary action hearing is to 
provide the employee with notice and an opportunity to respond to the alleged violations and proposed 
disciplinary action.  The City Manager shall provide the employee with written notice of the date and time 

of the pre-disciplinary action hearing and shall provide the employee with a copy of the supervisor=s letter 

recommending the proposed disciplinary action and stating the grounds therefore.  The employee shall 
receive timely notice of the pre-disciplinary action hearing, overview of allegations and the proposed 
disciplinary action.   
 
22.130. Disciplinary Action. 
 
 After the pre-disciplinary action hearing, the City Manager shall provide the employee with written 
notice of his or her final decision stating the disciplinary action to be taken, if any, the effective date of the 

disciplinary action, the grounds for the action, and the employee=s right to appeal the same.  In addition, 

the City Manager shall document the disciplinary action using the City’s Disciplinary Action Form.  The 
Disciplinary Action Form shall be signed by the City Manager, the Human Resources Specialist and the 
employee.  In instances of dismissal, the Disciplinary Action Form shall also be signed by the Mayor.  If 
the employee refuses to sign the Disciplinary Action Form, the City Manager shall note such refusal in 
writing on the form.  In determining the type and severity of the disciplinary action, the City Manager may 
consider aggravating and mitigating circumstances, which include, but are not limited to:  the repeated 
nature of misconduct; prior disciplinary action imposed; the severity of the misconduct; the employee’s 
work record; the effect of the misconduct on City operations; and/or the potential of the misconduct to 
harm persons or property. 
 
22.140. Appeals. 
 

Except as otherwise provided herein, or other applicable law, all appointed officers and 
employees of the City shall hold their employment without limitation of time, being subject to suspension 

without pay for more than two (2) days, demotion, or dismissal only as provided in Utah Code Ann. ' 10-

3-1106, as amended.  As provided in Section 2-6-2 of the Syracuse Municipal Code, the following officers 
and employees are not covered by the provisions of this Section:  police chief, deputy police chief, fire 
chief, deputy or assistant fire chief, department heads, deputy of department head, superintendents, 
probationary employees, part-time employees, temporary or seasonal employees, or officers appointed 
by the Mayor or other person or body exercising executive power in the City.  All other appointed officers 
or employees (“covered employees”) who are suspended without pay for more than two (2) days, 
demoted, or dismissed shall have the right to appeal such suspension, demotion or dismissal to the City 
Appeals Board in accordance with Section 2-6-3 of the Syracuse Municipal Code and the provisions of 

Utah Code Ann. ' 10-3-1106, as amended.  All other disciplinary actions may be appealed in accordance 

with the grievance procedures set forth in Chapter 21. 

 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/2015 
Personnel Policies and Procedures 

57 
 

CHAPTER 23 
TERMINATION OF EMPLOYMENT 

 
23.010.  Types of Termination. 
23.020.  Voluntary Termination Procedures. 
23.030.  Involuntary Termination Procedures. 
23.040.  Resignation in Lieu of Involuntary Termination Procedures. 
23.050.  Reduction in Force Procedures. 
23.060.  Retirement Procedures. 
23.070.  Final Paychecks. 
23.080.  Return of City Property. 
23.090.  Exit Interview. 
23.100.  COBRA Coverage. 
 
 
23.010. Types of Termination. 
 
 The following generally describes various types of termination of employment with the City.  The 
following is provided for information purposes only and is not intended to be an exhaustive list or 
description of types of or grounds for termination of employment with the City. 
 
 (a) Voluntary Resignation.  Voluntary resignation occurs when an employee wishes to leave 
employment with Syracuse City voluntarily and not due to retirement, involuntary termination, or 
resignation in lieu of involuntary termination, as more particularly described herein.   
 
 (b) Involuntary Termination. Involuntary termination occurs when the employee is 
terminated for involuntary reasons, such as for cause, or with or without cause in the case of at-will 
employees.  Involuntary termination may include resignation in lieu of disciplinary action as more 
particularly described in Subsection (c). 
 
 (c) Resignation in Lieu of an Involuntary Termination.  Any employee who resigns pending 
involuntary termination for cause proceedings may be deemed to have resigned in lieu of involuntary 
termination.   
 
 (d) Reductions in Force (Layoff).  Reduction in force or layoff terminations may occur when 
it is deemed necessary by the City to reduce the number of employees due to lack of work, lack of funds, 
or other justified business reasons.  The City may attempt to minimize reductions in force by readjustment 
of personnel through reassignment of duties in other work areas. 
 
 (e) Retirement.  Retirement is voluntary termination at the end of an employee’s career.  
For purposes of these Policies and Procedures, retirement specifically means an employee who has 
become eligible, applies for, and is entitled to receive a retirement allowance under applicable provisions 
of the Utah State Retirement and Insurance Benefits Act, as set forth in Title 49 of the Utah Code 
Annotated, as amended. 
 
 (f) Medical. The American’s with Disabilities Act (ADA) prohibits illegal discrimination by an 
employer against an “otherwise qualified individual with a disability.”  An employee should not be 
terminated for medical reasons without prior consultation with legal counsel and compliance with the 
City’s ADA policies and procedures. 
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 (g) Death. If an employee of Syracuse City dies, his or her estate receives all pay due and 
any earned and payable benefits (such as payment for compensatory time, annual vacation leave, and 
sick leave, if applicable) as of the date of death in accordance with City policies and procedures and 
applicable State and Federal regulations. 
 
23.020. Voluntary Termination Procedures. 
 
 Employees who wish to voluntarily terminate their employment with Syracuse City shall notify the 
City at least two (2) weeks in advance of their voluntary termination.  Such notice should be given in 
writing to the employee’s department head or supervisor.  Employees must comply with the notice 
requirements set forth herein to be eligible for rehire.  A Notice of Voluntary Resignation Form (see 
Appendix X) shall be filled out by the employee and signed prior to final voluntary termination.  
 
23.030.  Involuntary Termination Procedures. 
 
 Any involuntary terminations for cause shall comply with applicable procedures set forth in 
Chapter 22 regarding Disciplinary Action, including any applicable pre-disciplinary hearing and due 
process requirements set forth therein.  Such procedures shall not be required for involuntary termination 
of at-will or excluded employees as more particularly set forth in these Policies and Procedures or as 
provided by law. 
 
23.040.  Resignation in Lieu of Involuntary Termination Procedures. 
 
 If an employee chooses to resign pending any for cause termination proceedings, the resignation 
may be considered an involuntary termination pending final resolution of the termination proceedings.  
Alternatively, the City and the employee may negotiate and enter into a Resignation in Lieu of Involuntary 
Termination Agreement containing terms acceptable to the City, including, but not limited to hold 
harmless and indemnification provisions regarding the resignation in lieu of involuntary termination 
proceedings, and waiver of notice and due process requirements for involuntary termination.   
 
23.050.  Reduction in Force Procedures.   
 
 (a)   If Syracuse City is facing a possible reduction in labor force, the City should explain the 
situation to its employees, advising them of the possibility that reductions in force or layoffs may become 
an economic necessity for the City.   
 
 (b) In the selection of employees for reduction in force, the following guidelines should be 
considered: 
 
 (1) Temporary and probationary employees should be laid off first. 
 
  (2) Regular employees should be the last to be laid off and based on the 

following factors: longevity, previous performance evaluations and disciplinary actions. 
 
 (c) Before any reduction in force, Syracuse City should determine whether it is subject to the 
requirements of the Worker Adjustment and Retraining Notification Act, 29 U.S.C. 2101, et seq., as 
amended, and shall comply with any applicable requirements. 
 
 (d) Syracuse City should explain to any employee terminated through reduction in force the 
employee’s options (such as COBRA and Retirement Plan Options). 
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 (e) Written reduction in force notices should be provided to employees terminated through 
reduction in force procedures.  Such notice should contain a statement that separation from employment 
is based on reduction in force and the effective date of the reduction in force termination. 
 
23.060. Retirement Procedures.  
 
 Employees who desire to retire from employment with the City should notify the City as soon as 
possible but no later than two (2) months in advance of his or her final work day.  Such notice should be 
in writing to the employee’s Department Head or Supervisor. Employees must comply with the notice 
requirements set forth herein to be eligible for rehire. A Notice of Voluntary Resignation Form shall be 
filled out by the employee and submitted to the Human Resource Specialist prior to final voluntary 
termination. In addition, employees eligible for retirement benefits through Utah Retirement Systems 
(URS) shall work directly with URS to work out the details of such retirement and benefits.   
 
23.070. Final Pay. 
 
 Upon termination of employment with the City, the City will arrange for distribution of any pay 
which may be due the employee, including pay for any hours worked but not paid, pay for unused, 
accrued vacation leave (if applicable), pay for any unused, accrued compensation time off (if applicable), 
and pay for unused, accrued sick leave (if applicable).  Final pay shall be distributed on the regularly 
scheduled pay day following the termination.   
 
23.080. Return of City Property. 
 
 Terminating employees shall return any and all keys, supplies or equipment, which are the 
property of Syracuse City to the Department Head or his or her designee at termination. Failure to return 
City-issued keys, supplies and/or equipment upon termination will be considered theft and may be subject 
to prosecution. Uniforms shall be retired according to the policy established by the department. 
 
23.090. Exit Interview. 
 
 In order to provide appropriate feedback to the City and conclusion of employment for the 
employee, terminating employees should complete an Exit Interview with the Human Resources 
Specialist.  When conducted, an Exit Interview Form should be signed by the employee and the Human 
Resources Specialist. 
 
23.100 COBRA Coverage. 
  
 Any terminated employee shall be notified of his or her rights to continued insurance coverage 
and other protections and requirements of the Consolidated Omnibus Budget Reconciliation Act of 1985 
(“COBRA”) in accordance with applicable Federal regulations. 
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APPENDIX A: 
Policy Manual Acknowledgement of Receipt 
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APPENDIX B: 
Recruitment and Retention Policy 
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APPENDIX B (continued): 

Recruitment and Retention Policy 
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APPENDIX C: 
Volunteer Service Agreement 
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APPENDIX C (continued): 

Volunteer Service Agreement 
 

 
 
 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/2015 
Personnel Policies and Procedures 

65 
 

 
APPENDIX C (continued): 

Volunteer Service Agreement 
 

 
 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/2015 
Personnel Policies and Procedures 

66 
 

 
APPENDIX D: 

Compensation Plan 
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APPENDIX D (continued): 

Compensation Plan 
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APPENDIX D (continued): 
Compensation Plan 
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APPENDIX E: 

Employee Rights & Responsibilities  
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APPENDIX F: 
FMLA Notice of Eligibility and Rights & Responsibilities 
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APPENDIX F (continued): 
FMLA Notice of Eligibility and Rights & Responsibilities 
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Appendix G: 

Designation Notice 
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APPENDIX H: 
FMLA Certification Form – Employees Own Serious Health Condition 
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APPENDIX H (continued): 
FMLA Certification Form – Employees Own Serious Health Condition  
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APPENDIX H (continued): 
FMLA Certification Form – Employees Own Serious Health Condition 
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APPENDIX H (continued): 
FMLA Certification Form – Employees Own Serious Health Condition 
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APPENDIX I: 
FMLA Certification Form – Family Member’s Serious Health Condition 
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APPENDIX I (continued): 
FMLA Certification Form – Family Member’s Serious Health Condition 
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APPENDIX I (continued): 
FMLA Certification Form – Family Member’s Serious Health Condition 
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APPENDIX I (continued): 
FMLA Certification Form – Family Member’s Serious Health Condition 
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APPENDIX J: 
FMLA Certification Form – Certification of Qualifying Exigency for Military Family Leave 
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APPENDIX J (continued): 
FMLA Certification Form – Certification of Qualifying Exigency for Military Family Leave 
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APPENDIX J (continued): 
FMLA Certification Form – Certification of Qualifying Exigency for Military Family Leave 
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APPENDIX K: 
FMLA Certification Form – Certification for Serious Injury or Illness of Covered Service Member 
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APPENDIX K (continued): 
FMLA Certification Form – Certification for Serious Injury or Illness of Covered Service Member 
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APPENDIX K (continued): 
FMLA Certification Form – Certification for Serious Injury or Illness of Covered Service Member 
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APPENDIX K (continued): 
FMLA Certification Form – Certification for Serious Injury or Illness of Covered Service Member 

 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/2015 
Personnel Policies and Procedures 

88 
 

APPENDIX L: 
FMLA Certification Form – Certification for Serious Injury or Illness of a Veteran for Military 

Caregiver Leave 

 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/2015 
Personnel Policies and Procedures 

89 
 

 
 

APPENDIX L (continued): 
FMLA Certification Form – Certification for Serious Injury or Illness of a Veteran for Military 

Caregiver Leave 
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APPENDIX L (continued): 
FMLA Certification Form – Certification for Serious Injury or Illness of a Veteran for Military 

Caregiver Leave 
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APPENDIX L (continued): 

FMLA Certification Form – Certification for Serious Injury or Illness of a Veteran for Military 
Caregiver Leave 
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APPENDIX L (continued): 
FMLA Certification Form – Certification for Serious Injury or Illness of a Veteran for Military 

Caregiver Leave 
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APPENDIX M: 

Notice of Secondary Employment 
 



SYRACUSE CITY 
PERSONNEL POLICIES AND PROCEDURES 

  
 
 

 
Syracuse City                                                                                                                                                                            
Amended 2/2015 
Personnel Policies and Procedures 

94 
 

APPENDIX N: 
Injury/Incident Report Form 
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APPENDIX N (continued): 
Injury/Incident Report Form 
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APPENDIX O: 

Injury/Incident Checklist 
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APPENDIX P: 

Bomb Threat Checklist 
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APPENDIX Q: 
Tuition Aid Application 
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APPENDIX Q (continued): 
Tuition Aid Application 
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APPENDIX R: 
Credit Card Agreement 
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APPENDIX S: 

Missing Receipt Form 
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APPENDIX T: 
Emergency Preparedness Cash Out Form 
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APPENDIX U: 

Employee Grievance Form 
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APPENDIX U (continued): 
Employee Grievance Form 
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APPENDIX V: 
Administrative Leave Form 
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APPENDIX W: 
Disciplinary Action Form 
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APPENDIX W (continued): 
Disciplinary Action Form 
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APPENDIX X: 
Voluntary Resignation Form 

 
 

 



Forms 

Appendix A- inserted updated form 

Appendix B- deleted employment reference release form (no longer use). Inserted Recruitment and 

Retention Policy 

Appendix C- deleted new hire requisition form (no longer use). Inserted Volunteer Service Agreement 

Appendix D- deleted Personnel Action Form (only HR uses). Inserted Compensation Plan 

Appendix E- deleted Volunteer Service Agreement (moved to C). Inserted FMLA Employee’s Rights and 

Responsibilities Poster 

Appendix F- deleted Compensation Time Agreement (no longer use). Inserted FMLA Notice of Eligibility 

and Rights and Responsibilities 

Appendix G- deleted Bi-Weekly Compensation Time Election Form (no longer use). Inserted FMLA 

Designation Notice 

Appendix H- deleted Leave Request Form (no longer use). Inserted FMLA Employee’s Own Serious 

Health Condition Certification Form 

Appendix I- deleted FMLA Employees Rights and Responsibilities Poster (moved to E). Inserted FMLA 

Family Member’s Serious Health Condition Certification Form 

Appendix J- deleted FMLA Notice of Eligibility and Rights and Responsibilities form (moved to F). 

Inserted FMLA Certification of Qualifying Exigency for Military Family Leave form. 

Appendix K- deleted FMLA Designation Notice (moved to G). Inserted FMLA Certification for Serious 

Injury or Illness of Covered Service Member. 

Appendix L- deleted FMLA Employee’s Own Serious Health Condition Certification Form (moved to H). 

Inserted FMLA Certification for Serious Injury or Illness of a Veteran for Military Caregiver Leave Form. 

Appendix M- deleted FMLA Family Member’s Serious Health Condition Certification Form (moved to I). 

Inserted Secondary Employment Form. 

Appendix N- deleted FMLA Certification of Qualifying Exigency for Military Family Leave Form (moved to 

J). Inserted Injury/Incident Report Form. 

Appendix O- deleted FMLA Certification for Serious Injury or Illness of Covered Service Member form 

(moved to K). Inserted Injury/Incident Checklist form. 

Appendix P- deleted Notice of Secondary Employment form (moved to M). Inserted Bomb Threat 

Checklist. 



Appendix Q- deleted Drug Test Release Form for Minors (no longer use). Inserted Tuition Aid 

Application.  

Appendix R- deleted Background Investigation Release Form (only hr and new hires use). Inserted Credit 

Card Agreement Form.   

 Appendix S- deleted Background Investigation Release Form B (no longer use. Inserted Missing Credit 

Card Receipt Form 

Appendix T- deleted Accident Report Form (only HR uses). Inserted Emergency Preparedness Cash Out 

Form 

Appendix U- deleted Bomb Threat Checklist (moved to P). Inserted Formal Grievance Form. 

Appendix V- deleted Tuition Aid Application (moved to Q). Inserted Administrative Leave Form. 

Appendix W- deleted Travel Application (no longer use). Inserted Disciplinary Action Form. 

Appendix X- deleted Vehicle Use Agreement Form (only hr and new hires use). Inserted Voluntary 

Termination Form. 

Appendix Y- deleted Formal Grievance Form (moved to U).  

 

 



  
 

Agenda Item “10” Community Center backup generator 

 

Factual Summation 
 Any question regarding this agenda item may be directed at TJ Peace, IT Director. 

 Please see attached documentation. 

 

Summary 
This contract represents a purchase and installation agreement for a backup generator at 

the Community Center. This would provide power to the entire building in the event of 

an emergency and can be used as a shelter. It would also protect against damage from 

freezing and heat to the interior infrastructure.  

 

We received 4 bids which are as follows, 

Hawk Electric - $92,000.00. 

CR Lighting& Electric Inc. - $85,266.00. 

Neuwave Electric -$95,450.00. 

Sorensen Companies Inc.-$83,912.00. 

 

After reviewing all bids that were submitted, we would recommend the council select CR 

Lighting& Electric based upon their recent project history that closely matches the size 

and scope of the generator that Syracuse City has requested. 

 

The lowest bid was rejected due to their project history not being comparable in size. 

 

The action by the Council at the April 14
th

, meeting is vote on whether to authorize the 

City Manager to execute the contract with CR Lighting & Electric Inc. 

 

 

COUNCIL AGENDA 
April 14, 2015 
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