
PAYSON CITY CORPORATION

This Personnel Policy and Procedures Manual represents the policies and procedures adopted by the Ctiy Council in relation to employee compensation, benefits, expectations, and disciplinary action. This reference manual has been prepared to ensure fair and orderly administration of the personnel system for the City of Payson. Nothing in this manual implies or is a part of an employment contract.
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Chapter 1 – General Provisions
SECTION 1.1 NATURE OF EMPLOYMENTtc " 100  Nature of Employment"

The policies set forth in this Policies and Procedures Manual will be enforced under the direction of the City Manager, but are subject to amendment or abandonment at the sole discretion of the City Council. Although it is a goal to create employment relationships with Payson City that are long-term, supervisors, managers, or representatives of Payson City, other than the City  Manager under the direction of the Governing Body, do not have the authority to enter into any agreement with employees for employment or commitments contrary to the foregoing. Furthermore, any employment agreement entered into by the City Manager and/or the Governing Body shall not be enforceable unless the contract is in writing, signed by the employee and the Mayor of Payson City, and expressly states the intent of the parties to create a binding contract.  (6-15-05)

These provisions supersede all existing policies and practices and may only be amended by a majority vote of the City Council.  Amendment of these policies shall only occur at a regularly scheduled meeting of the City Council or a special meeting of the City Council which has been properly noticed. (6-15-05)
SECTION 1.2 EMPLOYEE RELATIONS
 XE "Employee Relations

tc " 102  Employee Relations"
It is the intention of the Payson City Council to offer work conditions, wages, and benefits to employees that are competitive with those offered by other employers in this area and in this industry. If employees have concerns about work conditions or compensation, they are strongly encouraged to voice these concerns openly and directly to their supervisors. All Officers and employees shall have the right to review any matter related to their employment with their administrative superiors, including matters that cannot be investigated by the Appeal Board. It is the policy of the city to encourage the free exercise of this right. Experience has shown that when employees deal openly and directly with supervisors, the work environment can be excellent, communications can be clear, and attitudes can be positive.  The City Council finds that Payson City amply demonstrates its commitment to employees by responding effectively to employee concerns. (6-15-05)

In relation to the termination of an employee, it is the policy of Payson City to follow the standards set forth in the Utah Code Annotated §10-3-1105 and §10-3-1106. The following policies have been established by Payson City to guide personnel actions including recruitment, selection, appointment, compensation, training, promotion, retention, discipline and termination. While it is the policy of Payson City to establish reasonable rules of employment conduct and to ensure compliance with these rules through a program consistent with the best interest of the City and its employees, THIS MANUAL IS NOT AND SHALL NOT BE CONSTRUED AS AN EXPLICIT OR IMPLIED CONTRACT. 
SECTION 1.3 EQUAL EMPLOYMENT XE "Equal Employment"  OPPORTUNITY
tc "103  Equal Employment Opportunity"
In order to provide equal employment and advancement opportunities to all individuals, employment decisions at Payson City will be based on merit, qualifications, and abilities. This policy shall not be interpreted to require the hiring or promotion of a less qualified person over a more qualified person nor does it contemplate the use of “quotas” in hiring or promotion. Payson City does not discriminate in employment opportunities or practices on the basis of race, color, religion, gender, national origin, age, disability, or any other characteristic protected by law. This policy applies to all terms and conditions of employment, including, but not limited to, hiring, placement, promotion, termination, layoff, recall, transfer, leave of absence, compensation, and training. Payson City complies with the Fair Labor Standards Act Provisions regarding child labor XE "Child Labor" , as amended. In accordance with these provisions, Payson City will not employ children under the age of sixteen (16), unless under the provision school system sponsored job-training programs such as JTPA. When children under the age of sixteen (16) are employed in such programs, child labor provisions will be strictly enforced. Children between sixteen (16) and eighteen (18) will be required to supply documents verifying age and/or birth date.

Payson City complies with the Age Discrimination XE "Age Discrimination"  in Employment Act of 1967 as amended when prohibiting discrimination XE "Discrimination:Harassment"  on the basis of age. Payson City complies with the requirement of the American's With Disabilities XE "ADA"  Act (ADA) effective July 26, 1992. Briefly, the specifications include: "No qualified handicapped person shall, on the basis of handicap, as defined in Utah Code Annotated §34-35-2, be subjected to discrimination XE "Discrimination:Harassment"  in employment under any program of activity sponsored by Payson City." Under the ADA, HIV/AIDS XE "AIDS"  is defined as a disability contained within the purview of the ADA Law. Payson City will make reasonable accommodations for qualified individuals with known disabilities unless doing so would result in an undue hardship. This policy governs all aspects of employment, including selection, job assignment, compensation, discipline, termination, and access to benefits and training.

Honorably discharged veterans XE "Veterans"  who have served in the armed forces of the United States during a period of conflict, war, or other national emergencies as defined by Congress, and any unremarried surviving spouse of such honorably discharged veterans shall receive preference points when being considered for employment, either directly or by contract, if they possess qualifications for that employment and if they are residences of the State of Utah as recorded in Utah Code Annotated §34-30-11 and §34-30-12.

Employees with questions or concerns about any type of discrimination XE "Discrimination:Harassment"  in the workplace are encouraged to bring these issues to the attention of their immediate supervisor, the City Manager, or the Mayor and Council.  Employees may raise concerns and make reports without fear of reprisal.  Any employee, officer, manager, or supervisor found to be engaging in any type of unlawful discrimination XE "Discrimination:Harassment"  will be subject to disciplinary action, up to and including termination of employment.
SECTION 1.4 HIRING OF RELATIVES
 XE "Nepotism" 

tc "105  Hiring of Relatives"
Payson City will comply with the Anti-Nepotism Clause as stated in the Utah Code Annotated 1953, as amended, Volume 5B: Title 52-3-1, Chapter 3.

SECTION 1.5 EMPLOYEE MEDICAL EXAMINATIONS
tc "106  Employee Medical Examinations  XE "medical examinations" 
After an offer has been made to an applicant entering a designated job category, a medical interview or examination may be required by Payson City or by the insurance carrier of Payson City. The Department Superintendent or the City Manager must authorize this examination. A health professional of Payson City’s choice would perform medical examination at Payson City’s expense.  The offer of employment and assignment to duties is contingent upon satisfactory completion of the exam.

Current employees may be required to take medical examinations to determine fitness for duty.  Such examinations will be scheduled at reasonable times and intervals and performed at Payson City's expense, after regularly supplied medical insurance benefits have been billed for any applicable portion.

Information on an employee's medical condition or history will be kept separate from other employee information and maintained confidentially.  Access to this information will be limited to those who have a legitimate need to know.

SECTION 1.6 IMMIGRATION LAW XE "Immigration Law"  COMPLIANCE
tc "107  Immigration Law Compliance


Payson City is committed to employing only United States citizens and aliens who are authorized to work in the United States and does not unlawfully discriminate on the basis of citizenship or national origin. In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition of employment, must complete the Employment Eligibility Verification Form I-9 XE "I-9 Form"  and present documentation establishing identity and employment eligibility.  Former employees who are rehired must also complete the form if they have not completed an I-9 with Payson City within the past three years, or if their previous I-9 is no longer retained or valid.

Employees with questions or seeking more information on immigration law issues are encouraged to contact the Personnel Office.  Employees may raise questions or complaints about immigration law compliance without fear of reprisal.

SECTION 1.7 CONFLICTS OF INTEREST tc “108 Conflicts of Interest” 

 xe “Conflict of Interest” 

Employees have an obligation to conduct business within guidelines that prohibit actual or potential conflicts of interest.  Employees are expected to comply with the provisions of Utah Code Annotated, Section 10-3-1301 et. seq., entitled The Municipal Officers & Employees Ethics Act.

Definitions.

As used in this part: 

(1) "Appointed officer" means any person appointed to any statutory office or position or any other person appointed to any position of employment with a city. Appointed officers include, but are not limited to, persons serving on special, regular, or full-time committees, agencies, or boards whether or not such persons are compensated for their services. The use of the word "officer" in this part is not intended to make appointed persons or employees "officers" of the municipality. 
(2) "Assist" means to act, or offer or agree to act, in such a way as to help, represent, aid, advise, furnish information to, or otherwise provide assistance to a person or business entity, believing that such action is of help, aid, advice, or assistance to such person or business entity and with the intent to assist such person or business entity. 

(3) "Business entity" means a sole proprietorship, partnership, association, joint venture, corporation, firm, trust, foundation, or other organization or entity used in carrying on a business. 

(4) "Compensation" means anything of economic value, however designated, which is paid, loaned, granted, given, donated, or transferred to any person or business entity by anyone other than the governmental employer for or in consideration of personal services, materials, property, or any other thing whatsoever. 

(5) "Elected officer" means any person elected or appointed to the office of mayor, commissioner, or council member. 

(6) "Improper disclosure" means disclosure of private, controlled, or protected information to any person who does not have both the right and the need to receive the information. 

(7) "Municipal employee" means a person who is not an elected or appointed officer who is employed on a full or part-time basis by a municipality. 

(8) "Private, controlled, or protected information" means information classified as private, controlled, or protected under Title 63, Chapter 2, Government Records Access and Management Act or other applicable provision of law. 

(9) "Substantial interest" means the ownership, either legally or equitably, by an individual, his spouse, or his minor children, of at least 10% of the outstanding shares of a corporation or 10% interest in any other business entity. 

Use of office for personal benefit prohibited.

(1) As used in this section, "economic benefit tantamount to a gift" includes: 

(a) a loan at an interest rate that is substantially lower than the commercial rate then currently prevalent for similar loans; and 

(b) compensation received for private services rendered at a rate substantially exceeding the fair market value of the services. 

(2) It is an offense for an elected or appointed officer or municipal employee, under circumstances not amounting to a violation of Section 63-56-72 or 76-8-105, to: 

(a) Disclose or improperly use private, controlled, or protected information acquired by reason of his official position or in the course of official duties in order to further substantially the officer's or employee's personal economic interest or to secure special privileges or exemptions for himself or others; 

(b) use or attempt to use his official position to: 

(i) further substantially the officer's or employee's personal economic interest; or 

(ii) secure special privileges for himself or others; or 

(c) knowingly receive, accept, take, seek, or solicit, directly or indirectly, for himself or another a gift of substantial value or a substantial economic benefit tantamount to a gift that: 

(i) would tend improperly to influence a reasonable person in the person's position to depart from the faithful and impartial discharge of the person's public duties; or 

(ii) the person knows or that a reasonable person in that position should know under the circumstances is primarily for the purpose of rewarding the person for official action taken. 

(3)  Subsection (2)(c) does not apply to: 

(a) an occasional nonpecuniary gift having a value of less than $50; 

(b) an award publicly presented in recognition of public services; 

(c) any bona fide loan made in the ordinary course of business; or 

(d) a political campaign contribution. 

Compensation for assistance in transaction involving municipality - Public disclosure and filing required.

(1)  As used in this section, "municipal body" means any public board, commission, committee, or other public group organized to make public policy decisions or to advise persons who make public policy decisions. 

(2)  It is an offense for an elected officer, or appointed officer, who is a member of a public body, under circumstances not amounting to a violation of Section 63-56-72 or 76-8-105, to receive or agree to receive compensation for assisting any person or business entity in any transaction involving the municipality in which he is an officer unless he: 

(a) files with the mayor a sworn statement giving the information required by this section; and 

(b) discloses the information required by Subsection (5) in an open meeting to the members of the body of which he is a member immediately before the discussion. 

(3) It is an offense for an appointed officer who is not a member of a public body or a municipal employee to receive or agree to receive compensation for assisting any person or business entity in any transaction involving the municipality by which he is employed unless the officer or employee: 

(a) files with the mayor a sworn statement giving the information required by this section; and 

(b) discloses the information required by Subsection (5) to: 

(i) his immediate supervisor; and 

(ii) any other municipal officer or employee who may rely upon the employee's representations in evaluating or approving the transaction. 

(4)The officer or employee shall file the statement required to be filed by this section ten days before the date of any agreement between the elected or appointed officer or municipal employee and the person or business entity being assisted or ten days before the receipt of compensation by the officer or employee, whichever is earlier. The statement is public information and shall be available for examination by the public. 

(5) The statement and disclosure shall contain: 

(a) the name and address of the officer or municipal employee; 

(b) the name and address of the person or business entity being or to be assisted or in which the appointed or elected official or municipal employee has a substantial interest; and 

(c) a brief description of the transaction as to which service is rendered or is to be rendered and of the nature of the service performed or to be performed. 

Interest in business entity regulated by municipality - Disclosure statement required.

(1) Every appointed or elected officer or municipal employee who is an officer, director, agent, or employee or the owner of a substantial interest in any business entity which is subject to the regulation of the municipality in which he is an elected or appointed officer or municipal employee shall disclose the position held and the nature and value of his interest upon first becoming appointed, elected, or employed by the municipality, and again at any time thereafter if the elected or appointed officer's or municipal employee's position in the business entity has changed significantly or if the value of his interest in the entity has increased significantly since the last disclosure. 

(2) The disclosure shall be made in a sworn statement filed with the mayor. The mayor shall report the substance of all such disclosure statements to the members of the governing body, or may provide to the members of the governing body copies of the disclosure statement within 30 days after the statement is received by him. 

(3) This section does not apply to instances where the value of the interest does not exceed $2,000. Life insurance policies and annuities shall not be considered in determining the value of any such interest. 

Interest in business entity doing business with municipality - Disclosure.

(1) Every appointed or elected officer or municipal employee who is an officer, director, agent, employee, or owner of a substantial interest in any business entity which does or anticipates doing business with the municipality in which he is an appointed or elected officer or municipal employee, shall publicly disclose to the members of the body of which he is a member or by which he is employed immediately prior to any discussion by such body concerning matters relating to such business entity, the nature of his interest in that business entity. 

(2) The disclosure statement shall be entered in the minutes of the meeting. 

(3) Disclosure by a municipal employee under this section is satisfied if the employee makes the disclosure in the manner required by Sections 10-3-1305 and 10-3-1306. 

Investment creating conflict of interest with duties - Disclosure.

Any personal interest or investment by a municipal employee or by any elected or appointed official of a municipality which creates a conflict between the employee's or official's personal interests and his public duties shall be disclosed in open meeting to the members of the body in the manner required by Section 10-3-1306. 

Inducing officer or employee to violate part prohibited.

It is a class A misdemeanor for any person to induce or seek to induce any appointed or elected officer or municipal employee to violate any of the provisions of this part. 

Penalties for violation - Dismissal from employment or removal from office.

In addition to any penalty contained in any other provision of law, any person who knowingly and intentionally violates this part, with the exception of Sections 10-3-1306, 10-3-1307, 10-3-1308, and 10-3-1309, shall be dismissed from employment or removed from office and is guilty of: 

(1) a felony of the second degree if the total value of the compensation, conflict of interest, or assistance exceeds $1,000.
(2) a felony of the third degree if: 

(a) the total value of the compensation, conflict of interest, or assistance is more than $250 but not more than $1,000; or 

(b) the elected or appointed officer or municipal employee has been twice before convicted of violation of this chapter and the value of the conflict of interest, compensation, or assistance was $250 or less; 

(3) a class A misdemeanor if the value of the compensation or assistance was more than $100 but does not exceed $250; or 

(4) a class B misdemeanor if the value of the compensation or assistance was $100 or less. 

Complaints charging violations - Procedure.

(1) Any complaint against a person, who is under the merit system, charging that person with a violation of this part, shall be filed and processed in accordance with the provisions of the merit system. 

(2) If the person charged with the violation is not under any merit system, then the complaint shall be filed with the mayor or city manager. The mayor or city manager shall investigate the complaint and shall give the person an opportunity to be heard. A written report of the findings and the recommendation of the mayor or city manager shall be filed with the governing body. If the governing body finds that the person has violated this part, it may dismiss, suspend, or take such other appropriate action with respect to the person. 

Violation of disclosure requirements - Penalties - Rescission of prohibited transaction.

If any transaction is entered into in connection with a violation of Section 10-3-1305, 10-3-1306, 10-3-1307, or 10-3-1308, the municipality: 

(1) shall dismiss or remove the appointed or elected officer or municipal employee who knowingly and intentionally violates this part from employment or office; and 

(2) may rescind or void any contract or subcontract entered into pursuant to that transaction without returning any part of the consideration received by the municipality. 

SECTION 1.8 OUTSIDE EMPLOYMENT XE "Outside Employment" 

tc "108  Outside Employment"
Employment with Payson City Corporation shall be the employee’s primary employment.  Payson City Employees are permitted to engage in secondary or outside employment under the following guidelines.  Outside employment must not be of a type that would reasonably give rise to criticism or suspicion of conflicting interests or duties.  Employees are required to provide written notification to their supervisor of any outside secondary employment.  This written notification shall include the following information:

(1) The employer’s name, business name, and address:

(2) A general overview of the type of business engaged in by the secondary employer;

(3) The specific duties engaged in by the employee in his secondary employment.

The supervisor shall review the information contained in the written notification and determine whether the employee’s secondary employment is approved or denied.  The supervisor, among other considerations, shall determine whether the secondary employment conflicts with the Municipal Officers & Employees Ethics Act.  This decision shall be communicated in writing to the employee.  The employee may appeal the decision of the supervisor to the City Manager, whose decision shall be final. Employees who violate this policy may be subject to disciplinary action up to and including termination.

 
 XE "Outside Employment" 

tc "110  Outside Employment"SECTION 1.9  NON-DISCLOSURE
 XE "Confidentiality" 

tc "112  Non-Disclosure
The protection of confidential XE "Confidential"  business information is vital to the interests and the success of Payson City. Such confidential XE "Confidential"  information includes, but is not limited to, the following examples:

· Compensation data (to protect the privacy of individual employees, requests for this type of information should be referred to the Personnel Office)

· Customer lists

· Financial information

· Customer addresses or account information

Any employee who improperly uses or discloses confidential XE "Confidential"  business information will be subject to disciplinary action, up to and including termination of employment, even if he or she does not actually benefit from the disclosed information.

Chapter 2 – Employment Categories, Files, References, and Other Issues
SECTION 2.1 EMPLOYMENT CATEGORIES
 XE "Employment Categories" "Categories" \b 

tc "201  Employment Categories"
It is the intent of Payson City to clarify the definitions of employment classifications so those employees understand their employment status and benefit eligibility.

Each employee is designated as either NONEXEMPT or EXEMPT from federal and state wage and hour laws.  NONEXEMPT employees are entitled to overtime pay under the specific provisions of federal and state laws.  EXEMPT employees are excluded from specific provisions of federal and state wage and hour laws.

Nonexempt Employees: Employees who are required to be paid overtime at the rate of time and one half (i.e. one and one-half times) their regular rate of pay for all hours worked beyond forty hours in a workweek, in accordance with applicable federal wage and hour laws. XE "Exempt Employees" 

 XE "Nonexempt Employees" 
Exempt Employees: Employees who are not required to be paid overtime, in accordance with applicable federal wage and hour laws, for work performed beyond forty hours in a workweek. Executives, professional employees, and certain employees in administrative positions are typically exempt.

Employees will be informed of initial employee classification and of status as an exempt or nonexempt employee during orientation session. If changes occur in positions during employment as a result of promotion, transfer, or otherwise, the Personnel Officer will report the change in exemption in writing to the employee. Please direct any questions regarding your employment classification or exemption status to the Personnel Office.

In addition to the above categories, each employee will belong to one other employment category:

STAFF: regular full-time employees who are not in a temporary or introductory status and who are regularly scheduled to work Payson City's full-time schedule. Generally, they are eligible for Payson City's benefit package, subject to the terms, conditions, and limitations of each benefit program. This category is non-exempt.

PART-TIME STAFF: employees who are not assigned to a temporary status and who are regularly scheduled to work 20 hours or less per week and are not generally eligible for benefits.  This category is non-exempt.

PROFESSIONAL STAFF: employees who are regularly scheduled to work 40 or more hours each week, who may or may not have supervisory responsibilities, and may or may not be exempt based on other criteria regarding exempt status. Generally, they are eligible for Payson City's benefit package, subject to the terms, conditions, and limitations of each benefit program.

PART-TIME PROFESSIONAL STAFF: employees who are regularly scheduled to work more than 20 hours per week, but less than 40, and who receive benefits on a pro-rated basis. This status is exempt from overtime, and occasionally requires supervisory responsibilities for part-time or temporary employees.

ADMINISTRATIVE STAFF: employees who are regularly scheduled to work forty (40) or more hours per week, and who hold supervisory positions. These positions are exempt from overtime and are eligible for Payson's City benefit package, subject to the terms, conditions, and limitations of each benefit program.

INTRODUCTORY: employees whose performance is being evaluated to determine whether further employment in a specific position or with Payson City is appropriate.  Employees who satisfactorily complete the introductory period will be notified of their new employment classification. Introductory employees are eligible for Payson City's benefit package, subject to the terms, conditions, and limitation of each benefit program and pending completion of the introductory period. The non-exempt or exempt status of Introductory employees is determined by the position they have been selected to fill. ( If the position which they have been hired to fill is normally exempt, then their Introductory period is exempt from over time.  If the position they have been hired to fill would normally be non-exempt, then the Introductory period will also be non-exempt.)

TEMPORARY: employees are those who are hired as interim replacements, to temporarily supplement the work force, or to assist in the completion of a specific project.  Employment assignments in this category are of a limited duration. Employment beyond any initially stated period does not in any way imply a change in employment status.  Temporary employees retain that status unless and until notified of a change.  While temporary employees receive all legally mandated benefits (such as workers' compensation insurance and Social Security), they are ineligible for all of Payson City's other benefit programs. These employees are generally non-exempt. 

CONTRACTUAL EMPLOYEE: employees hired for a position in which the essential job functions require specialized or extraordinary skills (golf pros, greens keepers, attorneys) not normally acquired in government or in the administration of government services. Negotiated agreements between the Mayor and Council and such employees require a category set apart, which specify salary, benefit accrual, length of contract, and other individual requirements of employment.  Contractual Employees shall not be part of the annual salary scale adjustment or be listed on the published salary scale.  These contractual agreements must be kept in the appropriate personnel file. These positions are exempt from overtime accrual.

CASUAL: employees are those who have established an employment relationship with Payson City but who are assigned to work on an intermittent and/or unpredictable basis.  While they receive all legally mandated benefits (such as Social Security), they are ineligible for all of Payson City's other benefit programs. Employees in this category are non-exempt. 

Volunteers: A volunteer is considered an employee of Payson City for the purposes of:

· Workers compensation benefits for compensable injuries sustained by the volunteer while performing assigned services or;

· Operating Payson City owned vehicles or equipment when the volunteer is properly licensed to do so. 

· Volunteers may receive a nominal amount for their work, plus reimbursement of expenses and other specified benefits without forgoing his or her  FLSA status as a volunteer. However, volunteers XE "Volunteers"  are not exempt from IRS requirements for FICA payments or from W-2 or 1099 wage reports for taxation purposes. 

· Compliance with Federally mandated or Payson City safety sensitive drug testing policies is a condition of volunteer work on behalf of Payson City. 

SECTION 2.2 ACCESS TO PERSONNEL FILES
 XE "Personnel Files" 

tc "202  Access to Personnel Files"
Payson City maintains a personnel file on each employee. The personnel file includes such information as the employee's job application, resume, records of training, documentation of performance appraisals and salary increases, benefit records, payroll deduction data, physician verification and return to work authorization, pre-employment investigations, disciplinary actions and supporting documents, documentation required by law, such as I-9 forms, drivers license, social security information, W-4 forms, and other employment records.

Personnel files are the property of Payson City, and access to the information they contain is restricted. Generally, only supervisors and management personnel of Payson City who have a legitimate reason to review information in a file are allowed to do so.

Employees who wish to review their own file should contact the Personnel Office. Employees may review their own personnel file in Payson City's offices and in the presence of an individual appointed by Payson City to maintain the files. Information of a derogatory nature shall not be placed in the personnel record unless the employee has been provided a copy thereof. Unless the employee provides written permission, or disclosure is required by law, no information shall be disclosed from the personnel file of a current or former employee other than the employee's job title and date of employment.

Personnel records shall be retained in accordance with applicable provision of Federal and State guidelines and City policy (see Utah Records Management Manual: Utah Municipal General Records Retention Schedule 1990 sections 8-1, 9-1.) No personnel records shall be destroyed without specific approval of the Personnel Officer.  Upon request, the Personnel Officer will provide a copy of any document placed in the personnel file to the applicable employee. 

SECTION 2.3 EMPLOYMENT REFERENCE CHECKS
 XE "Reference Checks" 

tc "203  Employment Reference Checks"
To ensure that individuals who join Payson City are well qualified and have a strong potential to be productive and successful, it is the policy of Payson City to check the employment references of all applicants.

Potential employees of Payson City will be required to sign a waiver permitting Payson City to inquire regarding previous employment, personal references, or any other pertinent information submitted by application or resume.

The Personnel Office will respond to reference check inquiries. Responses to such inquiries will be limited to factual information that can be substantiated by Payson City's records. No unfavorable employment data will be released without a written authorization and release signed by the individual who is the subject of the inquiry unless such unfavorable data is substantiated by Payson City records.

SECTION 2.4 PERSONNEL DATA CHANGES
 XE "Personnel Data Changes" 

tc "204  Personnel Data Changes"
It is the responsibility of each employee to promptly notify Payson City of any changes in personnel data. Notification of continuing benefit provisions, such as COBRA are affected negatively when the employee does not provide current information to the Personnel Department. Personal mailing addresses, telephone numbers, number and names of dependents, beneficiary data, payroll deduction, insurance changes and individuals to be contacted in the event of an emergency, educational accomplishments, and other such status reports should be accurate and current at all times.  If any personnel data has changed notify the Personnel Office, where appropriate forms are available for submitting changes.

SECTION 2.5 INTRODUCTORY PERIOD
 XE "Introductory Periods:"Introductory" \b 

tc "205  Introductory Period"
The introductory period is intended to give new employees the opportunity to demonstrate their ability to achieve a satisfactory level of performance and to determine whether the new position meets their expectations.  Payson City uses this period to evaluate employee capabilities, work habits, and overall performance. This introductory period is also used to insure that necessary training has been completed. Employment may be terminated at any time during the introductory period for unsatisfactory performance, poor attitude, incompatibility or inability.

Introductory Period for Newly Hired Employees

All new employees work on an introductory basis for the first 180 calendar days after their date of hire. Temporary employment does not qualify as introductory time. Reserve Officers in the Police Department may, upon approval of the Police Chief and the City Manager, be allowed to waive any portion of the Introductory Period because of intensive field training during service as a Reserve Officer.  Any significant absence will automatically extend an introductory period by the length of the absence.

If Payson City determines that the designated introductory period does not allow sufficient time to thoroughly evaluate the employee's performance, the introductory period may be extended for a period not to exceed 180 calendar days. Upon extenuation of the introductory period, the Department Superintendent shall be responsible for notifying the employee and the Personnel Officer in writing:

· That the introductory period has been extended and the date for formal review.

· The reasons for the extension.

· The specific improvements in performance that are required.

If it is determined that an Introductory employee's work is not satisfactory, the Department Superintendent shall, prior to the expiration of the Introductory period:

· Discuss the specific problems with the employee and give him/her an opportunity to meet expectations.

· Devise a written plan of improvement and submit signed copies to be retained by the Personnel Officer and the employee. If improvement is not forthcoming within the written specification of time, the superintendent shall reject the employee by:

Notifying the Personnel Officer of the rejection prior to the action being taken.

1. Notifying the employee and the Personnel Officer in writing of the rejection and the reasons for the action.

2. Discussing with the employee the reasons for the rejection.

The Introductory Period shall not be completed until the submission of written notification from the employee's Superintendent to the Personnel Office. Written notification of satisfactory completion of the introductory period shall reside in the personnel file.

Upon satisfactory completion of the introductory period, employees enter one of the "regular" employment classifications. During the introductory period, new employees are eligible for those benefits that are required by law, such as workers' compensation insurance and Social Security.  They may also be eligible for other Payson City provided benefits, subject to the terms and conditions of each benefits program.  Employees should read the information for each specific benefits program for the details on eligibility requirements.

Supplemental Introductory Periods for Current Employees

Promotions and transfers to classifications with significant differences in job responsibility shall be subject to an introductory period of not to exceed 180 days. Employees voluntarily transferring to another position in his/her current department or in a different department may not automatically return to their previous position if the introductory period in the new position is not successful.

If, during the course of employment a full or part time employee performs below an acceptable level, the employee may be subject to a supplemental introductory status, with no reduction in pay; the supplemental period not to exceed 180 calendar days. An employee may also be subject to the supplemental introductory status for any of the causes for discipline or dismissal listed in Section 701 of this document. 

If an employee is subject to supplemental introductory status, the Superintendent shall be responsible for notifying the employee and the Personnel Officer in writing:

· That the employee has been returned to introductory status and the date for formal review.

· The reasons for the action; and

· Specific improvements in performance expected.

If the supplemental introductory period has not originally been set for a total of 180 days, additional periods of probation may be granted until a total of 180 days has accrued.  This extension must be documented in the same manner as the original supplemental introductory period.

A former employee applying for reinstatement shall be subject to a 90 day supplemental introductory period if being reinstated into the same department and to the same classification previously held; or a 180 day supplemental period if reinstated to a different department or a different classification with the previous department assigned.

If it is determined that a supplemental period employee's work is not satisfactory, the Department Superintendent shall, prior to the expiration of the supplemental period:

· Discuss the specific problems with the employee and give him/her an opportunity to meet expectations.

· Devise a written plan of improvement and submit signed copies to be retained by the Personnel Officer and the employee. If improvement is not forthcoming within the written specification of time, the superintendent shall reject the employee by:

(1)  Notifying the Personnel Officer of the rejection prior to the action being taken.

(2)  Notifying the employee and the Personnel Officer in writing of the rejection and the reasons for the action.

(3)  Discussing with the employee the reasons for the rejection.

Employees placed on supplemental introductory periods may be demoted to the position from which the employee was promoted, if vacant, or to a comparable position, if vacant. However, if the cause of rejection during the supplemental period was sufficient grounds for dismissal from both positions, the employee may be dismissed in accordance with the formal disciplinary procedures.

Supplemental Introductory Periods shall not be completed until submission of written notification by the employee's Superintendent.  Notification of successful completion of Supplemental Introductory Periods shall reside in the Personnel File.

SECTION 2.6 EMPLOYMENT APPLICATIONS
 XE "Employment Applications" 

tc "208  Employment Applications"
When a vacancy opens or a new full time benefited, a part-time benefited, or a part-time year round position is deemed necessary by the Department Head, the City Manager shall be notified. Prior to any job postings, the Human Resource Department will supply a job description defining the essential functions and other pertinent data. This description shall be approved by the Department Head and, if deemed necessary, by the City Manager. A salary scale will also be submitted for approval at this time. The Human Resource Officer, under the direction of the City Manager, shall prepare and post pertinent information concerning the position including where applications can be obtained, where and to whom the application should be returned, and the filing deadline, if any.  

Each Department Head shall receive a written notice of the position announcement in his/her office mailbox.  The announcement shall be posted in the main office and will also be placed in appropriate media with pertinent information such as title of position, minimum qualifications, and opening and closing dates for application.  It is the responsibility of current employees to remain alert to job announcements. 

Temporary/seasonal positions, once approved, need not be submitted by job requisition each year; new temporary/seasonal positions, in addition to the total positions already approved, should follow the procedure outlined above. 

Temporary or seasonal rehires need not be interviewed, but the Human Resource Department should be notified prior to rehire of the names of previous employees who will be invited to return to work. Applicants for Temporary/Seasonal positions may be interviewed by the department head or immediate supervisor without the assistance of additional personnel.

Application forms shall require information covering training, experience, and other pertinent information, and may be accompanied by resumes and references.  Applications may require fingerprinting.  All applications must be signed by the person applying, and received by the Human Resource Officer. Upon receipt each application shall be placed in the job-opening file for further review. The applicant shall provide a copy of required certified educational transcripts either with the application or upon hire, at the Human Resource Officer’s request. 
All applications shall be reviewed to eliminate those not meeting the essential job functions of the position. An application may be rejected if:

· The applicant is not capable of performing the essential job functions within the bounds of reasonable accommodation provided in the ADA;

· The applicant has been convicted of a crime related to the job functions;

· The applicant has made false statement of any material fact;

· The applicant has practiced any deception or fraud in the application;

· Has failed to file the application in a timely manner;

· Has an unsatisfactory employment record or work references;

· Has failed to attain a passing score, if an examination if required. 

Payson City does not retain applications for employment, nor file applications and resumes for future reference.  Applications not selected for interview shall be kept for the period of time required by law and discarded. Applications reserved for interview shall be contacted if not hired, and these applications shall be discarded after the time requirement has expired. Applications received by the Human Resource Officer during periods of time when specific positions are not being advertised shall be discarded or returned to the appropriate individual explaining the City policy.

Payson City relies upon the accuracy of information contained in the employment application, as well as the accuracy of other data presented throughout the hiring process and employment.  Any misrepresentations, falsifications, or material omissions in any of this information or data may result in Payson City's exclusion of the individual from further consideration for employment or, if the person has been hired, termination of employment

All qualifying applicants are referred to the Department Superintendent for consideration for interview and/or position selection. The Interview panel shall include the Department Head and other personnel as requested by the Department Head. Council members may be invited to attend, but are not required to be in attendance. 

Applications from candidates interviewed but not hired may be retained for reconsideration for a period of six months.  If, during that time, another position becomes available for which the candidate is qualified, and if that candidate accepts the offer of employment, additional interviews are not necessary.  Additional reference checks for these potential hires may be conducted at the option of the City Manager. 

In addition to personal interviews, examinations may be required during the hiring process. The selection techniques used in the examination process shall be impartial and shall relate to those subjects, which, in the opinion of the Human Resource Officer and the Department Head, fairly measure the relative capacities of the applicants to execute the duties and responsibilities of the position. Examinations may include, but are not limited to, in-basket exercises, achievement and aptitude tests, other written tests, personal interviews, performance tests, physical agility tests, evaluation of daily work performance, work samples, or any combination of these tests.  Examinations shall be administered under the direction of the hiring Department Head, with the assistance of the Human Resource Officer.

The Human Resource Officer or the administrator of the examination will notify each candidate taking an examination of the results. Failure in one portion of the exam may be grounds for declaring an applicant disqualified for the position.

For full-time, part-time benefited positions, and part-time year round positions, after all approvals are given, the Human Resource Department shall notify the successful applicant of his/her selection through a written “Job Offer”. The written job offer shall clearly state the job description and salary conditions of employment. The written job offer shall clearly state that the offer is not final until the candidate signs the written offer letter. Written job offers should also include the following: (1) starting salary stated in an hourly or in a bi-weekly amount; (2) any salary addendums concerning probationary or interim increases agreed to as a condition of hire; (3) Job Title; (4) Supervisor’s name; (5) Relocation or arrival requirements; (6) Starting Date; (7) Information regarding benefits orientation; (8) Statement regarding the “Introductory Period” (9) Notice that employment is contingent upon passing necessary drug tests or medical/ physical examinations.

The Payson City Manager shall have the power to appoint, remove, promote and demote any and all officers and employees of the city, subject to all applicable Payson City personnel ordinances, rules and regulations.

In the event of a vacancy of the position of the City Manager, the position shall be advertised, interviewed for and filled as instructed in Section 2.6 of the Payson City Ordinance. 

SECTION 2.7 PERFORMANCE EVALUATION
 XE "Performance Evaluation" 

tc "209  Performance Evaluation"
Supervisors and employees are strongly encouraged to discuss job performance and goals on an informal, day-to-day basis.  A formal written performance evaluation will be conducted at the end of an employee's initial period of hire, known as the Introductory Period.

Performance interviews may be conducted during the course of employment due to specific problems related to performance of duties held.  The Superintendent should make a request for a performance review at other than the required intervals to the Personnel Officer so that necessary forms can be made available.

Performance evaluations shall be completed for all introductory and full or part time employees at regular intervals on forms prescribed by the Personnel Officer for the purpose of recording current job performance, reviewing the job description, setting goals and objectives, recognizing accomplishments, and noting particular strengths and/or deficiencies. Performance evaluations shall also serve to assist the employee in improving performance as necessary and to aid the supervisor in counseling the employee regarding performance and progress.

Performance reviews for temporary/seasonal employees shall be completed annually, during their working period. Any wage increase in addition to the normal increase given because of previous work history with Payson City must be preceded by a regular, documented, performance evaluation.

Performance reviews shall be required semi-annually during the months of June through July and December through January with the exception of introductory and supplemental introductory employees. Performance reviews for introductory and supplemental period employees shall be required every 90 days until the introductory period is satisfied.

The employee’s Superintendent, the City Manager, and the employee shall sign performance evaluations.  Each evaluation shall be discussed with the employee and the employee shall be given opportunity to make written comments. Employees shall acknowledge receipt of the evaluation by signing the evaluation form, or the Superintendent shall note refusal to sign.

The responsibility for the completion of the evaluation and development process shall rest with the immediate Superintendent. Completed performance evaluations shall be returned to the City Manager or the Personnel Officer at the above specified time periods.

All evaluations shall be retained in the employee file. The employee, upon request, shall be given a copy of any evaluation record in his/her file.

Payson City awards merit-based pay adjustments in an effort to recognize truly superior employee performance.  The decision to award such an adjustment is dependent upon numerous factors, including, but not limited to, the information documented by this formal performance evaluation process.

Employees who meet job expectations shall receive the City Council approved range adjustment. Employees who meet and exceed job expectations shall be eligible for additional pay adjustments appropriate to the salary range approved for specific positions. 

Employees are eligible for salary adjustments XE "Salary Adjustments"  on the first regular date of pay in February, annually, or as approved by the City Manager, providing the employee was actively employed for the majority of the previous twelve-month period.

Employees who have reached the maximum compensation allowed in the salary range for their position will be ineligible for salary adjustments XE "Salary Adjustments" . Employees reaching the maximum compensation allowed in the salary range for their position will remain eligible for increases occurring in the annual revision of the scale. 

The City Manager and Personnel Officer shall annually monitor and review the effectiveness of the performance evaluation system and provide appropriate training, information and recommendations, as needed, to all applicable management and to the Mayor and City Council.

Chapter 3 – Employee Benefits
SECTION 3.1 EMPLOYEE BENEFITS
 XE "Employee Benefits" 

tc "301  Employee Benefits"
Eligible employees at Payson City are provided a wide range of benefits.  A number of the programs (such as Social Security, workers' compensation, and unemployment insurance) cover all employees in the manner prescribed by law.

Benefits eligibility is dependent upon a variety of factors, including employee classification.  Your supervisor or the Personnel Officer can identify the programs for which you are eligible.  Details of many of these programs can be found elsewhere in this manual.
The Mayor and City Council are eligible for the benefit programs offered below pursuant to the same criteria as an eligible full time city employee.  However, if a city council member chooses to take advantage of Payson City’s medical insurance, the council member shall pay 50% of the premium Payson City is charged for the council member’s medical insurance.

The following benefit programs are available to eligible employees:

1.  Auto Insurance

2.  Auto Mileage

3.  Benefit Conversion at Termination XE "Termination" 
4.  Bereavement Leave

5.  Cafeteria Plan Benefits

6.  Credit Union

7.  Dental Insurance
8.  Early Retirement (6-15-05)
9.  Educational Financial Assistance

10.  Electronic Deposit of Compensation

11.  Employee Assistance Program

12.  Employee Discounts provided by commercial businesses

13.  Employee Discounts provided for use of public facilities

14.  Employee Gift  and Remembrance Fund

15.  Employee Wellness Program

16.  Family Leave

17.  Holidays

18.  Jury Duty Leave

19.  Licensure Assistance

20.  Life Insurance

21.  Literacy Program

22.  Long-Term Disability

23.  Major Medical Insurance

24.  Medical Insurance

25.  Membership Dues

26.  Military Leave

27.  Parking

28.  Pension Plan

29.  Personal Leave

30.  Recreational Activities

31.  Sick Leave Benefits (Short-Term Disability)

32.  Tool and Equipment Assistance

33.  Travel Allowances

34.  Uniform and Uniform Maintenance (Public Safety Dept employees and volunteers XE "Volunteers" )

35.  Vacation Benefits

36.  Vision Care Insurance

37.  Witness Duty Leave

Some benefit programs require contributions from the employee.
SECTION 3.2 VACATION XE "Vacation"  BENEFITS
tc "303  Vacation Benefits"
Vacation time off with pay is available to eligible employees to provide opportunities for rest, relaxation, and personal pursuits.  Employees in the following employment

classification(s) are eligible to earn and use vacation time as described in this policy:

· Introductory

· Staff

· Professional Staff

· Part-time Professional Staff

· Administrative Staff

· Contractual Employees

The amounts of paid vacation time employees receive each year increases with the length of their employment as shown in the following schedule.

                    VACATION XE "Vacation"  EARNING SCHEDULE

	Category of Eligible Service
	Vacation Hours 

Biweekly
	Vacation Days

Each Year

	Introductory/Staff
	3.08 hours
	10 days 

	Professional Staff
	4.62 hours
	15 days

	Part-time Professional Staff
	1.84 hours
	6 Days

	Administrative Staff
	5.54  hours
	18 Days

	Contractual Employees
	Negotiate
	


LONGEVITY EARNING SCHEDULE

	Eligible Service Category
	Years of Service
	Hours Accrued

Biweekly
	Days Accrued

Annually

	Staff
	After 5 years
After 10 years
After        15         years
	4.61 hours
5.24 hours
6.15                      hours
	15 Days
17 Days
20                          Days

	Professional Staff
	After 5 years
After 10 years
After        15         years
	5.24 hours
6.15 hours
6.47                      hours
	17 Days
20 Days
21                          Days

	Administrative Staff
	After 5 years
After 10 years
After        15         years
	6.15                      hours

6.77 hours
7.70                      hours
	20 Days
22 Days
25                          Days


Any employee serving more than 20 years with Payson City will be awarded the maximum number of vacation days per year, to be effective on the first day of his/her 21st year. 

The length of eligible service is calculated on the basis of a "benefit year."  This is the 12-month period that begins when the employee begins to earn vacation time.  An employee's benefit year may be extended for any significant leave of absence except military leave of absence.  Military leave has no effect on this calculation.  (See individual leave of absence policies for more information.)

Once employees enter an eligible employment classification, they begin to earn paid vacation time according to the schedule. 

Paid vacation time can be used in minimum increments of one-half hour.  To take vacation, employees should request advance approval from their supervisors. Employees shall only be allowed to use vacation leave earned. Taking vacation leave beyond or in advance of earned time shall not be allowed. Every reasonable effort will be made to secure the vacation time requested by each employee.

Vacation time off is paid at the employee's base pay rate at the time of vacation.  It does not include overtime or any special forms of compensation such as incentives, commissions, bonuses, or shift differentials. A paid holiday which occurs during a vacation leave will not be charged as vacation time.

As stated above, employees are encouraged to use available paid vacation time for rest, relaxation, and personal pursuits.  In the event that available vacation is not used by the end of the benefit year, employees may carry unused time forward to the next benefit year.  If the total amount of unused vacation time reaches a "cap" equal to two times the annual vacation allowed, further vacation accrual will stop.  When the employee uses paid vacation time and brings the available amount below the cap, vacation accrual will begin again.

In the event that circumstances prevent accumulated vacation time from being used prior to the "cap", the City Manager may approve the temporary removal of the accrual "cap", allowing the additional accrual of not more than one-half the normal accrual allowed for the specified category.  The employee will not be allowed a removal of the accrual "cap" in two consecutive benefit years.

Upon termination of employment, employees will be paid for unused vacation time that has been earned through the last day of work.

SECTION 3.3 USE OF PUBLIC FACILITIES
 tc “304  Use of Public Facilities 

 XE "Public Facilities" 
Payson City provides discounts to full-time and part-time year round employees scheduling the use of public facilities available for reservation by the general public. These facilities include the public pool, banquet hall and kitchen, and Gladstan Golf Course.  These discounts apply only to the employee, except in the case of the family pool pass and the spouse golf pass packages. The purchase of a family pass or spouse pass allows the family or spouse to participate in the discount while using the pass. (5-3-06)

Full time employees receive a fifty (50) percent discount on the reservation and/or use fee associated with the use of the public pool, banquet hall and kitchen, and Gladstan Golf Course.  Discounts provided to part time and seasonal employees shall be at the discretion of the Department Head.  However, any discounts provided by a Department Head to a part time or seasonal employee shall be approved by the City Manager and the cost associated with the benefit shall be transferred to the appropriate department and be approved in the municipal budget. For example, if a Department Head chooses to provide the benefit of a family pool pass to part time or seasonal employees, the Department Head will submit payment to the swimming pool revenue account to cover the cost of the benefit.  Cleaning deposits will not be required when scheduling the use of facilities. Cleaning requirements will be the same as for other scheduled users. (5-3-06) 
SECTION 3.4 HOLIDAYS
 XE "Holidays" 

tc "305  Holidays"
Payson City will grant holiday time off to all employees on the holidays listed below.

· New Year's Day (January 1)

· Human Rights Day (third Monday in January)

· Presidents' Day (third Monday in February)

· Memorial Day (last Monday in May)

· Independence Day (July 4)

· Pioneer Day (24th of July)

· Thanksgiving (fourth Thursday in November)

· Day after Thanksgiving

· Christmas (December 25)

Payson City will grant paid holiday time off to all eligible employees immediately upon assignment to an eligible employment classification.  Holiday pay will be calculated based on the employee's straight-time pay rate (as of the date of the holiday) times eight hours per holiday.  Eligible employee classification(s):

· Staff

· Professional Staff

· Supervisory Staff

· Administrative Staff

· Contractual Staff

A recognized holiday that falls on a Saturday will be observed on the preceding Friday.  A recognized holiday that falls on a Sunday will be observed on the following Monday.  A recognized holiday which falls on a Friday, or is observed on a Friday may be flexed during the four working days prior or the work week after the recognized holiday for employees working a 4-10 work schedule.

If a recognized holiday falls during an eligible employee's paid absence (e.g., vacation, sick leave), holiday pay will be provided instead of vacation or sick-leave that would otherwise have applied.

If an eligible nonexempt employee works on a recognized holiday, he/she will receive regular pay plus wages at one and one-half times his/her straight-time rate for the hours worked on the holiday, or regular pay, plus compensatory time at one and one-half times the hours worked on the holiday. 

In addition to the recognized holidays previously listed, eligible employees will receive two Personal Leave Days in each calendar year. Personal Leave Days will be accrued in January of each year. Personal Leave Days must be used prior to December 31st of each calendar year and may not be carried over.  To be eligible, employees must complete 180 calendar days of service in an eligible employment classification.  Personal Leave Days must be scheduled with the prior approval of the employee's supervisor.xe "Personal Leave Day"
The State and National Holiday of Labor Dayxe "Labor Day", on the first Monday in September, is not a paid holiday for Payson City Employees.  This date and the weekend preceding are set aside as the Payson City Onion Days Celebration.  All employee categories are expected to assist with these activities.

 Non-exempt employees will be paid their regularly scheduled rate of pay for working the regular forty hour consecutive seven day period, and overtime or comp time at one and one-half times their regularly scheduled rate of pay for hours worked over forty hours during the consecutive seven day period.  Paid leave must be used as normal for days absent from work during the regularly scheduled work week.  

Non-exempt employees selected to operate the Miss Payson Float during parade celebrations will receive comp time at one and one-half times hours worked if they have completed a regular forty hour work week.  Non-exempt employees required to work the Salmon Supper or other official City Celebrations will receive regular or overtime pay as appropriately approved by the department head.
SECTION 3.5  WORKERS' COMPENSATION INSURANCE
 XE "Worker's Compensation Insurance " 

tc "306  Worker's Compensation Insurance"
Payson City provides comprehensive workers' compensation insurance program at no cost to employees.  This program covers any injury or illness sustained in the course of employment that requires medical, surgical, or hospital treatment.  Subject to applicable legal requirements, workers' compensation insurance provides benefits after a short waiting period or, if the employee is hospitalized, immediately.

In the event that any employee is injured on the job, the employee may be paid at full salary for a maximum of three (3) workdays without sick leave benefits being used.  Doctor’s verification and release will be required. The employee will remit any payment from the Workers Compensation Insurance fund to Payson City. Payback to the City would be at the rate the insurance pays the employee.  In the event that the employee is absent from work longer than three days, the City will continue to pay the full salary of the employee, accept the workers compensation remitted by the insurance, and deduct only the portion of time not compensated to the City by the insurance from the employees sick leave benefits. The injured employee may choose to accept the worker’s compensation reimbursement check in lieu of using sick leave during the required recuperation period.  Employees injured on the job, experiencing the medical requirement of leave beyond the sick leave available, even after compensation by the insurance, may request that vacation and personal leave be used to continue payment of full salary. Up to twelve weeks of unpaid medical leave may also be used at this time to retain the right to return to work. (Please refer to section 601: Medical Leave for further information regarding unpaid medical leave.) Payson City will continue providing the employers portion of dental benefits premium for one year from the last day worked, or until the employee negates the benefit by non-payment of the employee portion. Medical Benefits are provided by Payson City’s Long Term Disability Insurance Carrier. Annual leave, sick leave and holiday leave benefits will cease to accrue after ninety (90) days of absence from job duties, regardless of the long-term Disability benefit.

Payson City reserves the right to determine if the position vacated is an essential function of the work force, and if so to fill the position in order to assure the continued effective operation of city services.  Employees in an approved leave status who return to work within one year may be entitled to reinstatement to their previous position, or to a position with similar pay to the one previously held. After one year reinstatement of the employee to the original position will not be automatic, but shall be governed by the requirements of the Americans with Disabilities Act, and the availability of a suitable position with the City.

Long-Term disability benefits become available to the employee following ninety (90) days absence from work.  If the employee is absent from work for thirty (30) days, the LTD forms should be requested from the Personnel Office and completed in preparation for this benefit. 

Employees who sustain work-related injuries or illnesses should inform their supervisor immediately.  No matter how minor an on-the-job injury may appear, it is important that it be reported immediately.  This will enable an eligible employee to qualify for coverage as quickly as possible. Any injury requiring modification of essential functions or time off will require a medical release from the attending physician prior to returning to work.

Neither Payson City nor the insurance carrier will be liable for the payment of workers' compensation benefits for injuries that occur during an employee's voluntary participation in any off-duty recreational, social, or athletic activity sponsored by Payson City.
Payson City Return To Work Program

Policy:  Payson City is committed to providing a safe work environment to our employees.  But if an employee becomes injured on the job, we will do everything we can to help the employee heal and return to work as quickly as possible.  When employees are able to work and be a contributing team member, the injured employee heals faster, we are more productive, and the morale of our entire organization is lifted.

Workers Compensation Coordinator:  Dora Edvalson is our Workers Compensation Coordinator (WCC).  Dora Edvalson’s phone number is 801-465-5202, dorae@payson.org.  The Workers Compensation Coordinator will help injured employees and their supervisors achieve the goal of helping injured employees get healthy and back to being a contributing team member.

Medical Providers:  If a life-threatening injury occurs, 911 should be called to access normal emergency care.  Employees with routine, non-life-threatening injuries should be taken by their supervisor to:    

· Intermountain Payson InstaCare, 854 Turf Farm Road, Suite 1 Payson, UT 84651, 801-465-6200.

· If the Network Provider is not available (after hours, etc.), call the WCC to arrange medical care.  

· Employees must seek care from the provider designated by the WCC.  Failure to do so may affect their workers compensation claim.

Injury Reporting:  All injuries, no matter how minor, must be reported immediately to the employee’s supervisor.  Supervisors report these injuries to the Workers Compensation Coordinator, who begins a workers compensation claim and helps to arrange medical care.  All injuries must be reported the day they occur.  Failure to report injuries could jeopardize coverage of the injury.

Post Injury Procedures:  After receiving medical treatment, these steps must be taken:

· Employee and his/her supervisor deliver all paper work from the medical provider to the Workers Compensation Coordinator. 

· WCC and the injured employee’s supervisor review any restrictions given by medical provider with the injured employee’s job description and determine if the employee’s normal job meets the restrictions.  If not, a Restricted/Light/Transitional Duty job will be assigned to accommodate the restrictions.  (Sample light duty jobs are attached.)

· Injured employees must comply with the restrictions they are given.  Failure to do so could slow their recovery or cause further injury.

Restricted/Light/Transitional Duty:  Payson City will accommodate restricted duty jobs for workers injured on the job.  The WCC will work with the supervisor to design a work strategy that meets the injured employee’s restrictions and accomplishes Payson City’s goals.

Follow Up:  Injured employee’s supervisor and the Workers Compensation Coordinator will regularly follow up with the employee and medical providers to make sure the employee is getting the care required, attending their medical appointments, complying with their restrictions, and that any restricted duty assignments are helping the employee move closer to their regular job duties.

Interaction With Adjusters:  One of the best ways to help an employee get healthy and return to work quickly is to communicate with adjusters who manage the workers compensation injury claim.  Adjusters have access to resources and have a vast knowledge in how to help injured employees get better.  Utah Local Governments Trust has partnered with Constitution State Services (CSS) to adjust claims.  They can be reached at 800-243-2490.

SECTION 3.6 SICK LEAVE XE "Sick Leave"  BENEFITS
tc "307  Sick Leave Benefits"
Payson City provides paid sick leave benefits to all eligible employees for periods of temporary absence due to illnesses or injuries.  Eligible employee classification(s):

· Part-time year round staff (staff following the fifth year of service)
· Staff/Introductory

· Professional Staff

· Part-time Professional Staff

· Administrative Staff

· Contractual Employees

Paid sick leave will accrue according to the following table:

SICK LEAVE ACCRUAL

	Categories of Eligible Service
	Sick Leave Hours

Biweekly
	Sick Leave Days

Each Year

	Part-time Staff
	2.15 hours
	7 Days

	Introductory Staff
	3.69 hours
	12 Days

	Staff
	3.69 hours
	12 Days

	Professional Staff
	3.69 hours
	12 Days

	Part-time Professional Staff
	2.15 hours
	7 Days

	Administrative Staff
	3.69 hours
	12 Days

	Contractual Staff
	Negotiated
	


Paid sick leave can be used in minimum increments of one-half hour.  Eligible employees may use sick leave benefits for an absence due to their own illness or injury or that of a family member who resides in the employee's household.

Employees who are unable to report to work due to illness or injury should notify their direct supervisor before the scheduled start of their workday if possible.  The direct supervisor must also be contacted on each additional day of absence. If required by the Superintendent, Personnel Officer, or Administrator, and following three (3) consecutive days utilizing sick leave, the employee will present a doctor's certification for sick leave taken.

Before returning to work from a sick leave absence of 30 calendar days or more, an employee must provide a physician's verification that he or she may safely return to work.

Sick leave benefits will be calculated based on the employee's base pay rate at the time of absence and will not include any special forms of compensation, such as incentives, commissions, bonuses, or shift differentials.

As an additional condition of eligibility for sick leave benefits, an employee on an extended absence must apply for any other available compensation and benefits, such as workers' compensation.  Sick leave benefits will be used to supplement any payments that an employee is eligible to receive from state disability insurance, workers' compensation or Payson City-provided disability insurance programs.

Unused sick leave benefits will be allowed to accumulate until the employee has accrued a total of 120 ( 960 hours) eight-hour days worth of sick leave benefits.  If the employee's benefits reach this maximum, further accrual of sick leave benefits will be suspended until the employee has reduced the balance below the limit.

Sick Leave Incentive Policy
It is recognized by Payson City Mayor and Council that there is a direct benefit to Payson City when employees are able to minimize the use of sick leave. It is the desire of the Mayor and Council to encourage the appropriate use of sick leave benefits and reward employees who minimize the use of this benefit. Pursuant to that desire, all employees accruing sick leave benefits shall be eligible for an incentive of up to twenty four (24) hours paid  annually on or before the twentieth day of December. The employee must request the incentive in writing and be willing to exchange, at a two for one (2:1) ratio, accrued sick leave hours. In other words, if an employee requests twenty four (24) hours of sick leave incentive, the employee’s sick leave accrual shall be reduced by forty eight (48) hours. The remaining sick leave accrued in that year, if any, shall be added to the previous year's accumulated total. (6-15-05)
Employees leaving the city's service at their own request shall be compensated by payment of a sum equal to twenty-five percent (25%) of their accrued sick leave at their then current rate of pay to date of termination, except in the case of early retirement in accordance with the policies herein.  If an employee dies while in the city's service, the beneficiaries shall be entitled to this benefit. Any employee retiring from city service shall be paid for twenty-five percent (25%) of sick leave that has been accrued and not used.  Employees discharged for cause from the city service shall not be eligible for sick leave incentive benefits. (5-3-06)
Sick leave benefits are intended solely to provide income protection in the event of illness or injury. This benefit may be used in addition to vacation or personal leave in the event of the death of an immediate family member up to the maximum of three days.  No other use is permitted in addition to illness or injury of the employee or a member of the employee’s family living in the same household.

In the event that a coworker is unable to return to work because of an illness or injury, and in the event that sufficient paid leave time has not accrued, or has been used during the illness of injury, a sick leave bank, in which employees voluntarily contribute vacation, sick leave or comp time benefit already accrued to their benefit account, may be drawn upon in order to assure that the ill or injured coworker receives paid leave.  This sick leave bank will be created upon the perception of necessity by the Department Superintendent and with the approval of the Personnel Officer and shall not be a regularly scheduled benefit. XE "Sick Leave Bank" 
SECTION 3.7 BEREAVEMENT LEAVE
 XE "Bereavement Leave" 

tc "309  Bereavement Leave"
If an employee wishes to take time off due to the death of an immediate family member, the employee should notify his or her supervisor immediately.

Up to three days of paid bereavement leave will be provided to eligible employees in the following classification(s):

· Part-time Staff (if sick leave has been accrued)

· Staff

· Introductory Staff

· Professional Staff

· Part-time Professional Staff

· Administrative Staff

· Contractual Employees

Bereavement pay is calculated based on the base pay rate at the time of absence and will not include any special forms of compensation, such as incentives, commissions, bonuses, or shift differentials.

Approval of bereavement leave will occur in the absence of unusual operating requirements. Bereavement leave will be charged to sick leave accrual.  The accrual of sick leave must have occurred prior to the use of bereavement time.  Any employee may, with the supervisor's approval, use any available paid leave (with the exception of additional sick leave) for additional time off as necessary.

Payson City defines "immediate family" as the employee's spouse, parent, child, ward, sibling; the employee's spouse's parent, child, or sibling; the employee's child's spouse; grandparents or grandchildren, legal guardian, or a deceased who has lived in an immediate family relationship with the family. 

SECTION 3.8 JURY DUTY
 XE "Jury Duty 

tc "311  Jury Duty"
Payson City encourages employees to fulfill their civic responsibilities by serving jury duty when required. Payson City also encourages employees with second language skills to be available as court appointed interpreters when requested.  Employees serving in these capacities will be compensated for a full day of work on the condition that he/she submits any reimbursement received from the court to the Personnel Office for wages.  Mileage paid by the court remains the property of the employee.

Jury duty pay will be calculated on the employee's base pay rate times the number of hours the employee would otherwise have worked on the day of absence.  Employee classifications that qualify for paid jury duty leave are:

· Staff

· Part-time Year Round Staff

· Introductory Staff

· Professional Staff

· Part-time Professional Staff

· Administrative Staff

· Contractual Employees

Employees must show the jury duty summons to their supervisor as soon as possible so that the supervisor may make arrangements to accommodate their absence. Employees are expected to report for work whenever the court schedule permits.

Either Payson City or the employee may request an excuse from jury duty if, in Payson City's judgment, the employee's absence would create serious operational difficulties.

Payson City will continue to provide health insurance benefits for the full term of the jury duty absence to those employee categories eligible for these benefits.

Vacation, sick leave, and holiday benefits, will continue to accrue during jury duty leave.

This policy is not effective when an employee appears in court on his/her own behalf.

SECTION 3.9 WITNESS DUTY
 XE "Witness Duty" 

tc "312  Witness Duty"
Payson City encourages employees to appear in court for witness duty when subpoenaed to do so.

If employees have been subpoenaed or otherwise requested to testify as witnesses by Payson City, they will receive paid time off for the entire period of witness duty.

With the exception of Police Officers who are required to appear as witnesses and perform other duties of office, employees will be granted unpaid time off to appear in court as a witness when requested by a party other than Payson City. Police Officers, in the performance of job related duties, are to be compensated according to the Safety Department Personnel Manual. Other employees are free to use available paid leave benefit (with the exception of sick leave) to receive compensation for the period of this absence.

The subpoena should be shown to the employee's supervisor immediately after it is received so that operating requirements can be adjusted, where necessary, to accommodate the employee's absence.  The employee is expected to report for work whenever the court schedule permits. 

SECTION 3.10 BENEFITS CONTINUATION XE "Benefits Continuation:COBRA" \b  (COBRA)
tc "313  Benefits Continuation"
The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their qualified beneficiaries the opportunity to continue health insurance coverage under Payson City's health plan when a "qualifying event" would normally result in the loss of eligibility.  Some common qualifying events are resignation, termination of employment, or death of an employee; a reduction in an employee's hours or a leave of absence; an employee's divorce or legal separation; and a dependent child no longer meeting eligibility requirements.

The employee is responsible for alerting the Personnel Department to qualifying events that may affect benefits continuation. Information supplied to the Personnel Department regarding divorce, separation, or the status of dependent children will be held in confidence, but is required under the COBRA notification act. 

Under COBRA, the employee or beneficiary pays the full cost of coverage at Payson City's group rates plus an administration fee.

Payson City provides each eligible employee with a written notice describing rights granted under COBRA when the employee becomes eligible for coverage under Payson City's health insurance plan. The notice contains important information about the employee's rights and obligations. 

SECTION 3.11 EDUCATIONAL ASSISTANCE
 XE "Educational Assistance" 

tc "314  Educational Assistance"
Payson City recognizes that the skills and knowledge of its employees are critical to the success of the organization.  The educational assistance program encourages personal development through formal education so that employees can maintain and improve job-related skills or enhance their ability to compete for reasonably attainable jobs within Payson City.

Payson City will provide educational assistance to all eligible employees immediately upon assignment to an eligible employment classification.  To maintain eligibility employees must remain on the active payroll and be performing their job satisfactorily through completion of each course.  Employees in the following employee classification(s) are eligible for educational assistance:

· Staff

· Professional Staff

· Part-time Professional Staff

· Administrative Staff

· Contractual Employees

When it is determined that training is required to assure the proper performance of a job function, Payson City shall pay for the employee's training costs (books, tuition, fees). If an employee fails to complete the required courses for reasons other than illness or injury, or fails to pass the course, with a grade of "C" or better, or a certification of completion, he/she shall reimburse the City for all training costs.

Individual courses or courses that are part of a degree, licensing, or certification program must be related to the employee's current job duties or a foreseeable-future position in the organization in order to be eligible for educational assistance. Payson City shall reimburse the employee 25% of the costs of such applicable training upon satisfactory completion of the course (grade "C" or better, or certificate of completion) and upon prior approval by the City Manager. Payson City has the sole discretion to determine whether a course relates to an employee's current job duties or a foreseeable-future position.  Employees should contact the Personnel Office for more information or questions about educational assistance.

While educational assistance is expected to enhance employees’ performance and professional abilities, Payson City cannot guarantee that participation in formal education will entitle the employee to automatic advancement, a different job assignment, or pay increases.

Where approved by the Superintendent, Payson City shall pay for necessary costs for attendance at conferences and seminars. Necessary costs are defined as travel, fees, lodging, and meals. (See Section 512 BUSINESS TRAVEL EXPENSES XE "Travel Expenses" )
The use of a city vehicle to attend conferences and seminars may be approved by the City Manager. If such approval is given, it must be with the written understanding that the vehicle is to carry only those individuals authorized to attend the conference or seminar by the City. Family members as passengers in city vehicles must be approved by the City Manager in advance. Use of a city vehicle will be restricted to the necessary travel to and from the conference or seminar, to the motel or hotel accommodations authorized by the City, and to the community surrounding the conference location. Travel outside the fifty-mile radius of the designated conference site is prohibited, once having arrived at the location of the conference. 

SECTION 3.12 EMPLOYEE GIFT AND REMEMBRANCE FUND
 XE "Employee Gift and Remembrance Fund" 

tc "315 Employee Gift and Remembrance Fund"
Payson City approves and encourages the good-will created among coworkers by the giving of gifts at times of family celebration such as weddings, births, and religious celebrations.  Payson City also approves and encourages the expression of sympathy at times of bereavement among co-workers.  To enhance this practice, the creation of an Employee Gift and Remembrance XE "Employee Gift and Remembrance Fund"  Fund as a voluntary deduction from compensation has been approved.  The expenditure of funds collected in this manner are to be approved by a majority vote of those participating in such fund, and are to follow an approved schedule of amounts to be spent at each occasion. Publication of approved categories and expenditures should be in the employee newsletter or by memo issued by the Payroll Department.  Two employees, not associated with the Payroll Department, but selected from among the membership of the fund, shall be selected to distribute the funds as approved by the membership.  An annual meeting, in June of each year, of the membership of this fund shall determine the categories and amounts approved for each category.  Such meeting is not to be held on city work time, but to be at the convenience of the majority members of said fund. 

SECTION 3.13 EARLY RETIREMENT

Because early retirement can be of benefit to both an employee and the City, the City Council has created an early retirement program. The early retirement program consists of the payment of medical benefits for the retiring employee and spouse until the retiring employee is eligible for retirement medical programs such as, but not limited to, Medicare or Medicaid. However, in no case will the benefit extend beyond the age of sixty five (65) of the retiring employee, a period of five (5) years, or the sunset provisions of this Section whichever is less. In order to be eligible for the early retirement program, an employee must satisfy the following criteria:
1. The retiring employee must:

a. Be sixty (60) years of age or older within the calendar year of the retirement date and must have worked for the Payson City Municipal Corportation for more than fifteen (15) years; or,
b. Be an employee that has been employed by Payson City for thirty (30) years or more.
2. The retiring employee must be in good standing in relation to the Personnel Policies and Procedures established by the City Council.

3. The retiring employee must be willing to forfeit the payment of twenty five (25) percent of accrued sick leave normally provided to retiring employees.

4. It must be anticipated that the position vacated by the retiring employee will be filled and that the retirement is not a reduction in the employment force of the City.

5. All other employee benefits of the retiring employee are severed. (5-3-06) 
The sunset provisions of this Section shall be as follows:

a. An employee that retires prior to December 31, 2010 shall be eligible to receive health benefits for a period of five (5) years or until the retiring employee is eligible for retirement medical programs such as, but not limited to, Medicare or Medicaid.

b.  An employee that retires prior to December 31, 2011 shall be eligible to receive health benefits for a period of four (4) years or until the retiring employee is eligible for retirement medical programs such as, but not limited to, Medicare or Medicaid.

c. An employee that retires prior to December 31, 2012 shall be eligible to receive health benefits for a period of three (3) years or until the retiring employee is eligible for retirement medical programs such as, but not limited to, Medicare or Medicaid.

d. An employee that retires prior to December 31, 2013 shall be eligible to receive health benefits for a period of two (2) years or until the retiring employee is eligible for retirement medical programs such as, but not limited to, Medicare or Medicaid.

e. An employee that retires prior to December 31, 2014 shall be eligible to receive health benefits for a period of one (1) year or until the retiring employee is eligible for retirement medical programs such as, but not limited to, Medicare or Medicaid.

f. The early retirement provisions of this Section shall sunset or expire on January 1, 2015.
SECTION 3.14 NON-DISCRIMINATION STANDARDS FOR RETIREMENT SERVICE PURCHASE

Purchase of service credit in the Utah State Retirement System

Purchase of service credit in the Utah State Retirement System pursuant to Utah Code Annotated Section 49-13-408 and 49-12-409. 
Payson City does not discriminate against any eligible employee regarding participation in the purchase of service credit in the Utah State Retirement System whether or not Payson City participates in said purchase.
3.15 
Retirement Systems – Tier 1 and Tier 2 Employee Retirement Systems

Payson City is a member of the Utah State Retirement System. Eligible City employees participate in the Public Employees Retirement System, as appropriate, subject to the rules and regulations of the respective systems.  Utah State Retirement System Non-Contributory and Contributory Plans are available depending on position and enrollment date. 


A.  Membership Eligibility Requirements- Employees qualify for membership and must 
                   be certified eligible, if they meet one of the following:


a.  Their employment, contemplated to continue during a fiscal year or calendar 
                                year, normally requires an average of 20 hours or more per week and they 
                                receive at least one of the following benefits



i.  Leave Benefits


            ii.  Employer contributions to a retirement, savings plan, health savings or 
                                            reimbursement account
                                     iii.  Insurance premiums given to the employee or paid by the employer on
                                           the employer’s behalf (excluding) payments mandated by state or
                                           federal law).
            B.  Tier 1 Employees are employees who begin employment prior to July 1, 2011.

            C.  Tier 2 Employees are employees who begin employment on or after July 1, 2011.

            D.  Elected Officials 
                 
a.  The City classifies all elected officials as part-time.  Eligibility for retirement                              
                                coverage under the Utah Retirement Systems shall be administered in  
                                accordance with the statutory rules governing Utah Retirement Systems. Tier 
                                2 Elected Officials are part-time and are not eligible for retirement coverage 
                                under the Utah Retirement Systems.  Tier1 Elected Officials eligibility for 
                                retirement coverage under the Utah State Retirement System will be based 
                                on the minimum earnings requirement for elected officials.   

E. Appointed Officials      


a.  Board Appointed Officials:  For purposes of the Utah State Retirement (URS) coverage, the City classifies  all part-time board appointees who serve for a predetermined term of appointment as volunteers.  Part-time board appointees are unpaid volunteers who do not qualify for any Payson City Benefits, including Utah State Retirement paid for by Payson City. Eligibility for retirement coverage under the Utah Retirement Systems shall be administered in accordance with the statutory rules governing Utah Retirement Systems. 

                        b.  Appointed Position:   The following are paid appointed positions:


    

                
    -
City Attorney
                             -      City Engineer
                             -      City Manager
                             -      City Recorder 
                             -      City Treasurer
                             -      Fire Chief
                             -      Justice Court Judge
                             -
Police Chief
                             -      Power and Light Director

 For purposes of the Utah State Retirement  (URS) Coverage, the above appointed positions will be administered in accordance with the statutory rules governing Utah Retirement Systems.  Tier 1 Appointed Officials eligibility for retirement coverage will be based on the minimum earnings requirement for appointed officials.  Tier 2 Appointed Officials who work 40 hours or more per week will be eligible for retirement coverage in accordance with their appropriate classification and the City will make the appropriate contribution on behalf of the appointed official.  Tier 2 Appointed Officials who work 20 hours or more per week may be eligible for retirement coverage on a pro-rated basis.   

          F.  Ineligibility Status
                           a.  Certifying Ineligible employee status provides documentation that may protect the City from liability on claims for benefits made by member in the future.  The following positions are considered “ineligible” status, with no statutory contributions, with regards to participation in the Tier 2 Utah Retirement System. 
                         i.   A temporary or seasonal employee
                         ii.   An employee without benefits normally provided
                         iii.   An employee whose hours are below an average of 20 hours per week
                         iv.   A Tier appointed/elected official designating as working part-time                               
Chapter 4 – Administrative Procedures
SECTION 4.1 TIME KEEPING
 XE "Time Keeping" 

tc "401  Time Keeping"
Accurately recording time worked is the responsibility of every employee.  Federal and state laws require Payson City to keep an accurate record of time worked in order to calculate employee pay and benefits.  Time worked is all the time actually spent on the job performing assigned duties.

Employees should accurately record the time they begin and end their work, as well as the beginning and ending time of each meal period.  They should also record the beginning and ending time of any split shift or departure from work for personal reasons.  Overtime work must always be approved before it is performed.

Altering, falsifying, tampering with time records, or recording time on another employee's time record may result in disciplinary action, up to and including termination of employment.

Nonexempt employees should report to work no more than 15 minutes prior to their scheduled starting time nor stay more than 15 minutes after their scheduled stop time without express prior authorization from their supervisor.

It is the employee's responsibility to sign his or her time record to certify the accuracy of all time recorded.  The Superintendent will review and then initial the time record before submitting it for payroll processing.  In addition, if corrections or modifications are made to the time record, both the employee and the Superintendent must verify the accuracy of the changes by initialing the time record.  Submitted time sheets become the property of Payson City and shall be filed and retained for three years. The employee or the Superintendent under the supervision of the Personnel Officer may request examination of individual time sheets. Examination by other individuals must be authorized by the City Manager.

SECTION 4.2 ADMINISTRATIVE OVERLOAD COMPENSATION
 XE "Overload Compensation" 

 TC “402  Overload Compensation: 
Payson City employees, especially department superintendents, are requested or required from time to time to participate in activities normally outside of the parameters of specified job duties. Administrative overload compensation equal to the calculated hourly rate of the individual employee will be allowed during intense activity schedules to compensate for service that cannot be reasonably covered through flexible schedules. Approval by the City Manager will be required in advance of the service rendered.

SECTION 4.3 PAYDAYS
 XE "Paydays " 

tc "403  Paydays"

 XE "Electronic Deposit" All employees are paid biweekly on every other Friday.  Each paycheck will include earnings for all work performed through the end of the previous payroll period.

In the event that a regularly scheduled payday falls on a day off such as a weekend or holiday, employees participating in the electronic (ACH) deposit program will receive pay stubs on the last business day before the regularly scheduled payday. Actual deposit of compensation will not occur until the regularly scheduled payday. Employees hired prior to July 1, 1992 who elect not to participate in the electronic deposit payroll will receive checks after 12:00 noon on the designated payday. In the event that a regularly scheduled payday falls on a day off such as a weekend or a holiday, employees electing not to participate in the electronic (ACH) deposit program will receive checks after 4:00 PM on the last business day before the regularly scheduled payday. Receiving manual checks early because of vacations, seminars, etc. will not be allowed.

Employees hired or re-hired after July 1, 1992 will be required to participate in the electronic (ACH) deposit payroll unless a written request is submitted to and approved by the Personnel Coordinator.  All employees are encouraged to have pay directly deposited into their bank accounts by providing advance written authorization to Payson City.  Employees will receive an itemized statement of wages when Payson City makes direct deposits. 

SECTION 4.4 ON CALL XE "On Call"  WORK
 tc “404  On Call”
Department Superintendents may request that an “On Call” policy be initiated to provide services for emergency call outs or other required service provided by department personnel.  The City Manager must approve requests for on call policies and funding must be budgeted and approved by Council prior to policy initiation. 

Employees required or volunteering to carry a pager during non-scheduled work hours shall sign an On Call Agreement prepared by the Personnel Officer. This agreement shall be countersigned by the Department Superintendent and retained in the personnel file. The agreement shall include whether participation is voluntary or required by job description, the length of time the pager or mobile phone shall be carried, and the required arrival time on the job site in the case of call out. Compensation for On Call hours shall be approved by Council as part of the annual budgetary consideration. 
SECTION 4.5 EMPLOYMENT TERMINATION
tc "405  Employment Termination"
Termination XE "Termination"  of employment is part of personnel activity within any organization, and many of the reasons for termination are routine. When notification is given of termination, a separation interview will be scheduled and the employee requested to attend.  Below are examples of some of the most common circumstances under which employment is terminated:

RESIGNATION XE "Resignation"  - voluntary employment termination initiated by an employee. An employee wishing to resign in good standing shall provide to the Department Superintendent, at least two weeks before leaving, a written or verbal resignation stating the effective date and reasons for resignation. The written resignation shall be forwarded to the Personnel Office. If resignation is given verbally, a memo documenting day, time, and circumstance of the resignation shall be provided and signed by the management employee accepting the resignation, and a copy shall be placed in the employee file. Failure to give (2) weeks notice without prior approval of the City Manager shall be noted on the service record of the employee and may be cause for denying future employment with the city.

Once an employee resigns either verbally or in writing, the resignation may be rescinded under the following conditions:

· The employee requests in writing that it be withdrawn within three (3) working days or its submission; and

· The Department Superintendent and Personnel Officer concur with the request for withdrawal.

Abandonment of position shall constitute a resignation unless the Department Superintendent determines that the abandonment was totally beyond the control of the employee. (See Appendix B)
DISMISSAL XE "Dismissal"  - involuntary employment termination initiated by the organization.  Examples of situations in which dismissal may result are violations by an employee of the Municipal Code or Payson City Personnel Policies and Procedures; violation of the statutory ethical and disclosure requirements, malfeasance, nonfeasance, neglect of duty, insubordination, misconduct, inefficiency or inability to satisfactorily perform assigned duties, or acts contrary to public service. This listing is not meant to be inclusive of all circumstances or meant to indicate that these are mandatory dismissal cases. Any employee who has been dismissed shall be entitled to receive a written statement of the reasons for such actions. If dismissal is the result of failure to satisfactorily complete an introductory period due to attitude, incompatibility or inability to perform, it shall be carried out in compliance with the rejection procedure set forth in these policies and procedures.  Employees, as defined in Utah Code Section 10-3-1105,  shall have appeal rights pursuant to Utah Code Annotated Section 10-3-1105 and 1106.

Failure to abide by the residency requirements or response time outlined in these policies and procedures or in individual job descriptions for specified positions shall constitute a cause for discipline.

LAYOFF XE "Layoff"  - involuntary employment termination initiated by the organization for non-disciplinary reasons. Payson City Mayor and Council may direct/and or authorize the lay-off of any employee because of organizational changes, material changes in duties, abolition of position, or lack of work or funds. Written notification to said employee shall be given at least ten working days prior to effective day of layoff, listing the reasons for the intended action, and certifying whether or not the employee has served satisfactorily. Written notification is excepted in the case of temporary, seasonal, training, or casual employees. If certification of satisfactory service is given, the name of the employee shall be placed on the appropriate re-employment list. At the discretion of the city, the employee may be laid off without prior notice if two-week severance pay is given.      Whenever a layoff situation occurs, seniority will be the consideration only when performance and all other critical elements are equal. Before any consideration to seniority is given, the approval of the City Manager is necessary.

RETIREMENT XE "Retirement"  - voluntary employment termination initiated by the employee meeting age, length of service, and any other criteria for retirement from the organization.

Payson City will generally schedule exit interviews at the time of employment termination.  The exit interview will afford an opportunity to discuss such issues as employee benefits, conversion privileges, repayment of outstanding debts to Payson City, or return of Payson City-owned property.  Suggestions, complaints, and questions can also be voiced.

Employees will receive their final pay in accordance with applicable state law.

Employee benefits will be affected by employment termination in the following manner.  All accrued, vested benefits that are due and payable at termination will be paid.  Some benefits may be continued at the employee's expense if the employee so chooses. The employee will be notified in writing of the benefits that may be continued and of the terms, conditions, and limitations of such continuance.

SECTION 4.6 SEVERANCE PAY
 XE "Severance Pay" 

tc "407  Severance Pay"
Payson City provides severance pay to eligible employees whose employment is terminated for reasons that are not prejudicial to Payson City, as determined by Payson City in its sole discretion. Severance pay will be provided to the following eligible employee classifications:

· Administrative Staff Employees

· Contractual Employees

· Professional Staff Employees

Documents supporting a severance pay agreement existing between Payson City Council and an employee in a specific position will be kept in the employees’ personnel file.

SECTION 4.7 PAY ADVANCES
 XE "Pay Advances" 

tc "408  Pay Advances"
Payson City does not provide pay advances on unearned wages to employees.

SECTION 4.8 ADMINISTRATIVE PAY CORRECTIONS
 XE "Administrative Pay Corrections" 

tc "409  Administrative Pay Corrections"
Payson City takes all reasonable steps to ensure that employees receive the correct amount of pay in each paycheck and that employees are paid promptly on the scheduled payday.

In the event that there is an error in the amount of pay, the employee should promptly bring the discrepancy to the attention of the Personnel Office so that corrections can be made as quickly as possible.

SECTION 4.9  PAY DEDUCTIONS XE "Pay Deductions"  AND SETOFFS
tc "410  Pay Deductions and Setoffs"
The law requires that Payson City make certain deductions from every employee's compensation.  Among these are applicable federal, state, and local income taxes.  Payson City also must deduct Social Security taxes on each employee's earnings up to a specified limit that is called the Social Security "wage base." Payson City matches the amount of Social Security taxes paid by each employee.

Payson City offers programs and benefits beyond those required by law. Eligible employees may voluntarily authorize deductions from their paychecks to cover the costs of participation in these programs.

Pay setoffs are pay deductions taken by Payson City, usually to help pay off a debt or obligation to Payson City or others.

If you have questions concerning why deductions were made from your paycheck or how they were calculated, contact the personnel office for assistance.

Chapter 5 – Supplemental Policies and Procedures 
SECTION 5.1 SAFETY
 XE "Safety:OSHA" 

tc "501  Safety"
To assist in providing a safe and healthful work environment for employees, customers, and visitors, Payson City has established a workplace safety program.  This program is a top priority for Payson City. The goals of this safety program are to promote the use of common sense and safe practice among the employees, to strive to identify safety hazards, develop and practice safe procedures, promote safety training, accident investigation reviews, and incentives.  The Public Safety Director in coordination with employees designated as safety officers, or committees appointed to the purpose of safety has responsibility for implementing, administering, monitoring, and evaluating the safety program.  Its success depends on the alertness and personal commitment of all.

Payson City provides information to employees about workplace safety and health issues through regular internal communication channels such as supervisor-employee meetings, bulletin board postings, memos, or other written communications. No employee is required to do work that he or she feels is not safe or is in violation of Federal, State, County, City, or Department regulations. 

Employees and Superintendents receive periodic workplace safety training.  The training covers potential safety and health hazards and safe work practices and procedures to eliminate or minimize hazards.

Some of the best safety improvement ideas come from employees. Those with ideas, concerns, or suggestions for improved safety in the workplace are encouraged to raise them with their Superintendent, or with another supervisor or manager, or bring them to the attention of the Personnel Office.  Reports and concerns about workplace safety issues may be made anonymously if the employee wishes. Anonymous or named suggestions may also be written and deposited in a suggestion box. Employees may be rewarded from time to time for this and other timely suggestions. All reports can be made without fear of reprisal.

 Payson City is committed to on-going safe operation and will make every effort to be in compliance with OSHA, EPA, FEMA, FLSA, and any other regulatory requirements of public agencies. Each employee is expected to obey safety rules and to exercise caution in 

all work activities.  Employees must immediately report any unsafe condition to the appropriate supervisor. Employees who violate safety standards, who cause hazardous or dangerous situations, or who fail to report or, where appropriate, remedy such situations, may be subject to disciplinary action, up to and including termination of employment.

In the case of accidents that result in injury, regardless of how insignificant the injury may appear, employees should immediately notify the Personnel Office and/or the appropriate Superintendent. Such reports are necessary to comply with laws and initiate insurance and workers' compensation benefits procedures. 

SECTION 5.2 WORK SCHEDULES
 XE "Work Schedules" 

tc "502  Work Schedules"
Work schedules for employees vary throughout our organization. Superintendents will advise employees of their individual work schedules.  Staffing needs and operational demands may necessitate variations in starting and ending times, as well as variations in the total hours that may be scheduled each day and week.

SECTION 5.3 USE OF  PHONE,  MAIL AND INFORMATION  SYSTEMS
 XE "Phone, Fax, Mail, Computer Technologies" \b 

tc "504  Use of Phone and Mail Systems"
Personal use of telephones for long-distance, fax machine use, and toll calls is permitted if the number called and the date the call was made is reported in writing to the City Recorder so that reimbursement by the employee may be properly recorded. The use of the postage meter is permitted if reimbursement for postage used is remitted to the Treasurer.   Employees should practice discretion in using company telephones when making local personal calls and may be required to reimburse Payson City for any charges resulting from their personal use of the telephone.
Occasional personal use of computer equipment may be approved by the Department Superintendent, if the employee is not compensated for the work performed, the work is on the employee’s own time, and if floppy disks, paper for printing, etc. are supplied by the employee. 

Technologies such as e-mail, the internet, networks and intranets supplied by Payson City Corporation to assist employees in accomplishing job tasks remain the property of Payson City whether being used for work related activities or for personal use. The use of these technologies for invasion of privacy, harassment, or other unethical or illegal actions is strictly prohibited and will be cause for disciplinary action up to and including termination. Payson City reserves the right to monitor the use of any and all technologies supplied for the use of employees.  The use of these technologies during working hours or during the employees’ off-hour time indicates consent to monitoring by Payson City. 

To assure effective telephone communications, employees should always use the approved greeting and speak in a courteous and professional manner.  Please confirm information received from the caller and hang up only after the caller has done so. 

SECTION 5.4 SMOKING
 XE "Smoking" \b 

 tc "505  Smoking"
Payson City, a public entity, strictly adheres to Utah Code Annotated Section  76-10-101 through 112 (1953) as Amended regarding smoking in public buildings.
Special emphasis should be placed on Section 76-10-105 regarding the possession or use of tobacco products by persons under the age of 19.

In keeping with Payson City's intent to provide a safe and healthful work environment, smoking is prohibited throughout the workplace, including the interior of city vehicles and motorized transportation and equipment. The success of this policy is dependent upon the thoughtfulness, consideration, and cooperation of smokers and nonsmokers working for or visiting Payson City. However, employees failing to comply with this policy will be subject to discipline up to and including termination. 

This policy applies equally to all employees, customers, and visitors. 

SECTON 5.5 REST AND MEAL PERIODS
 XE "Rest and Meal Periods:Breaks" \b 

 tc "506  Rest and Meal Periods"
Each workday, full-time nonexempt employees are provided with two rest periods.  Superintendents will advise employees of the regular rest period length and schedule.  To the extent possible, rest periods will be provided in the middle of work periods.  Since this time is counted and paid as time worked, employees must not be absent from their work stations beyond the allotted rest period time.

All full-time nonexempt employees are provided with one meal period of 60 minutes in length each workday.  Supervisors will schedule meal periods to accommodate operating requirements.  Employees will be relieved of all active responsibilities and restrictions during meal periods and will not be compensated for that time.

SECTION 5.6 OVERTIME
 XE "Overtime " 

tc "507  Overtime"

 XE "Compensatory Time" 
When operating requirements or other needs cannot be met during regular working hours, employees may be scheduled to work overtime hours.  When possible, advance notification of these mandatory assignments will be provided.  All overtime work must receive the Superintendents prior authorization.  Overtime assignments will be distributed as equitably as practical to all employees qualified to perform the required work.

Employees employed for seasonal departments receive only straight time for worked hours over 40 per week. (See Sec 13 (a) (3): 29 USC 213 (a) (3). "employees of amusement or recreation establishments, organized camps, and religious or nonprofit education conference centers are exempt from the FLSA's minimum wage, overtime, and equal pay requirements.")

At the option of the Department Superintendent, compensatory time rather than paid overtime, is paid to all nonexempt employees at the rate of one and one-half hours for each hour of work beyond the fortieth hour of any given work week. Non-exempt employees will be paid one and one-half hours compensatory time for all hours worked on an observed holiday in addition to the regular holiday pay. Payson City reserves to right to pay for overtime hours worked rather than allow employees to accrue compensatory time.  
Payson City reserves the right to require employees to schedule time off to reduce their comp time bank to an acceptable limit to be determined by department requirements. Any employee having a bank of more than 140 hours of comp time will be required to use at least 50% comp time in combination with any other paid leave with the exception of sick leave until the limit of 140 hours is reached.  Sick leave is reserved for illness of employees or immediate family members, as defined in the Family Medical Leave Act. 

In the event of a catastrophic or unplanned emergency such as earthquake, tornado, hurricane, or terrorist attack affecting the city of Payson or the immediate vicinity  of Payson City and that event having been declared a state of emergency by the Payson City Mayor and Council, comp time will be suspended and only cash overtime will be paid at one and one-half times the regularly scheduled hourly rate for every eight hours of regular worked time during the emergency and for periods of work on projects of restoration and repair in consequence of the emergency.  This emergency measure would be extended to exempt salaried employees in addition to regular hourly employees.

Employees hired prior to July 15, 1992 have the option each January of accepting or rejecting the overtime rule. Those who reject the ruling elect to be paid only the hourly rate of one and one-half their regular rate of each hour of overtime worked. A signed agreement for those employees who elect not to participate in the compensatory program will be kept in the employees’ file. Employees hired after July 15, 1992 are no longer allowed to exercise the comp time option, and will receive comp time accrual as specified in resolution #7-15-92. An agreement may be signed as a condition of hire.

The calculations of over-time or comp time hours is to be made on "worked" time only. In accordance with FSLA law, “worked” time shall not include paid leave benefits such as vacation, sick leave, personal leave, comp time, and holidays. Compensation for worked time on paid holidays shall be treated as addressed in section 305 Holidays of this document.  Comp time, vacation, sick leave, personal leave, and holidays shall be included in “worked” time calculations, in cases of emergency call out.  Emergency call out calculations must be noted and approved on the timesheet by the Department Superintendent.

"Paid over-time" in either the regular budgeted category or the emergency situation is to be approved and stipulated on a paycheck week basis by the department superintendents.

Payson City participates in "buy-back" agreements of earned comp time or vacation hours only when approved by the City Manager.

Employees who work overtime without receiving prior authorization from the supervisor may be subject to disciplinary action, up to and including possible termination of employment. 

 XE "Use of Equipment" 

 XE "Vehicles" 

 TC “508  Use of Equipment and Vehicles”SECTION 5.7 USE OF EQUIPMENT AND VEHICLES

 XE "Use of Equipment" 

 XE "Vehicles" 

 TC “508  Use of Equipment and Vehicles”
Equipment and vehicles essential in accomplishing job duties are expensive and may be difficult to replace.  When using city owned property, employees are expected to exercise care, perform required maintenance, and follow all operating instructions, safety standards, and guidelines.

Employees are required to notify the Superintendent of machines, tools, or vehicles that appear to be damaged, defective, or in need of repair.  Prompt reporting of damages, defects, and the need for repairs could prevent deterioration of equipment and possible injury to employees or others.  The Superintendent will answer any questions about an employee's responsibility for maintenance and care of equipment or vehicles used on the job.

Because of the nature of insurance coverage for municipal vehicles and employees, it will be necessary for Payson City to take a firm stand on the issue of an employee's driving record. Positions requiring the operation of a city vehicle as an essential function will also require that the applicants driving record be assessed as part of the hiring qualifications. If it is found that the driving record is inadequate, the applicant may be rejected. If, after hire, the city's insurer determines that based on violations, citation, or accidents that an employee will no longer be covered for the operation of a city vehicle, the employee shall be subject to disciplinary action, up to and including termination of employment.  Payson City will follow the Driver Qualification Program as outlined below:

Payson City Driver Qualification Program
All employees or volunteers operating Payson City owned vehicles, or who may operate any vehicle while conducting business for or on behalf of Payson City must be authorized drivers.  The authorization process requires an analysis by the Fleet Manager of the employee’s driving record to ensure compliance with the driver qualification standard as identified in this policy.  Larry King, 801-465-5276, larryk@payson.org, is the Fleet Manager.

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,” “Unacceptable,” or “Borderline.”  Drivers qualified as “Borderline” may be authorized to drive on a probationary basis as determined by the Fleet Manager.  Drivers whose record does not meet the driver qualification standard will not be allowed to operate any vehicle while engaged in our business. 

All drivers must possess a valid Driver’s License.  Required endorsements 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 accident in excess of the “Borderline” criteria constitutes a failure to meet the driver qualification standard resulting in revocation of driver authorization.  (Note – DUI and DWI are not evaluated as a standard violation.)

Acceptable

· Up to two violations recorded on the MVR, or

· Up to one at-fault, work-related accident in the prior three years, or

· A combination of one violation on the MVR and one at-fault, work-related accident in the last three years 

Borderline

· Three violations recorded on the MVR or,

· Two at-fault, work-related accidents in the last three years, or

· DUI or DWI with in the last five years, or 

· Any violation for Careless, Reckless, or Distracted driving

Unacceptable

· No valid driver license,

· Recent DUI conviction,

· Four violations recorded on the MVR

A single major violation recorded on the MVR, or resulting from a work-related incident, may result in revocation of the drivers’ qualification and driver authorization.  Major violations include, but are not limited to:

· DUI or DWI in the previous 24 months

· Failure to stop/report an accident

· Making a false accident report

· Attempting to elude a law enforcement

· Others as determined by the Fleet Manager

Vehicle Allowance

 XE "Vehicle Allowance" 
The Payson City Mayor and Council recognize the necessity of specific employees having the availability of a city authorized vehicle at all times. To provide for this necessity, the City Manager may authorize, according to the following policy, the reimbursement (on a monthly or annual basis) for purchase and maintenance of a personal vehicle to be used for city business. These reimbursements shall be appropriated through the electronic deposit program. The amount paid as a car allowance shall be taxed to the employee.  However, the employee may track mileage used for city business and apply for a tax credit on the employee’s personal taxes.  The following policy will provide for the administration of such vehicles.

· The Vehicle allowance rate shall be authorized by the City Manager and by the Mayor and Council in accordance with the budget approved by the city council.

· An employee that accepts a vehicle allowance also accepts the financial responsibility for all damage incurred to the vehicle while on city business.  The employee must have a valid Utah Driver’s License and maintain a good driving record.
· As a condition of participation in this program, the specific employee shall carry a minimum of $100,000.00 liability automobile insurance policy on the vehicle to be driven on city business. Proof of insurance in the form of copies of the insurance policy will be required by the city at least annually.

· Personal vehicles driven on city business by employees receiving a vehicle allowance should provide a positive and professional image of the city and the employee. Personal vehicles used by employees receiving a vehicle allowance must be approved by the city manager. Vehicles should be maintained in good condition and should be washed regularly. 

· Damage to vehicles should be repaired on a timely basis.

· Employees should report any change of the vehicle which they use for city business to the City Manager

· Employees receiving a vehicle allowance may not receive further reimbursement for city business travel unless approved by the City Manager. 

· Failure to comply with these policies and procedures may result in loss of vehicle allowance and/or reimbursement of costs to the city.

· The improper, careless, negligent, destructive, or unsafe use or operation of equipment can result in disciplinary action, up to and including termination of employment.

· Employees who take leave for longer than a month may be taken off the vehicle allowance for the duration of their leave.  XE "Use of Equipment and Vehicles:Driving Record" 
SECTION 5.8 EMERGENCY XE "Emergencies"  CLOSINGS

tc "510  Emergency Closings"
At times, emergencies such as severe weather, fires, power failures, or earthquakes, can disrupt company operations.  In extreme cases, these circumstances may require the closing of a work facility.

When operations are officially closed due to emergency conditions, the time off from scheduled work will be unpaid. However, with supervisory approval, employees may use available paid leave time, such as unused vacation benefits.  Employees in essential operations may be asked to work on a day when operations are officially closed.  In these circumstances, employees who work will receive regular pay. 

SECTION 5.9 TRAINING AND TRAVEL
A.  XE "Travel Expenses" 

tc "512  Business Travel Expenses"
B. POLICY PURPOSE STATEMENT

Training and associated travel is a necessary part of the operation of City government.  Attendance by staff and elected officials at conferences, training seminars, and programs is a beneficial use of taxpayer dollars and is vital to helping provide the public with safe, quality services.  It is Payson City’s Policy to pay for and/or reimburse reasonable expenditures incurred by employees on authorized travel consistent with this Section and applicable government regulations. 

The purposes of the Policy are to:

1. Establish responsibilities and guidelines governing travel by employees. 


2. Provide adequate controls over travel expenditures and maintain accountability while allowing for flexibility. 

3. Provide an efficient process for approval of travel. 

4. Inform departments of the general responsibilities and guidelines governing travel by employees. 

C. AUTHORIZATION

Department directors are responsible for meeting and serving the education and training needs of their department.  Funds for education, training and associated travel should be adequately budgeted by the department director.  Justification for the budget request shall be the responsibility of the department director during the budget process, and each department director shall allocate the funds so designated in a conscientious manner.  


D. POLICY GUIDELINES

1. Each department shall consider budgetary implications of all travel plans and allocate 
    resources as necessary to provide the greatest benefit possible to the department and the 
    City.  Travel shall be done in as cost conscious and efficient manner as possible.  Government 
    rates shall be used whenever possible. 

2. Personal expenses will not be reimbursed.   Alcohol, tobacco, entertainment (when
    not part of the conference or convention package as pre-approved); loss or damage to 
    personal property, fines, fees, forfeitures;; and personal grooming are all considered personal
    expenses.  Unauthorized personal expenses will require reimbursement to the City. 

3.  When traveling in a City vehicle, in a personal vehicle on City business, or an authorized  
     rental vehicle, seatbelts will be worn at all times by all occupants and all vehicle laws shall be     
     observed, including speed limits.  A valid driver’s license shall be in the driver’s possession.  
     The City assumes no responsibility or liability for use of a private vehicle. 


4.  Travel authorization forms are required for all travel, except local travel.  Local travel is 
     defined as being less than fifty (50) miles one way with no overnight stay required.  
     MapQuest will be used in determining mileage (www.mapquest.com).  The Finance 
     Department will determine the fuel allowance based upon distance and the current GSA
     fuel reimbursement rates. 

E. POLICY PROCEDURES

It is the policy of Payson City to reimburse for actual and necessary expenses associated with travel in an official capacity.  This policy is used by City employees and elected official who travel on City business.  All City employees are required to follow these procedures for any training and travel. 


1. All travel, including the means of transportation to and from a destination, must be approved by the appropriate department director before any trip is made.  The use of a travel authorization form is required for all travel.  The form must be submitted to the Finance Director for approval and processing before any travel is made. The department director must sign the form approving the request or it will be returned by the Finance Director.  

a.  A written travel authorization should be submitted at least two (2) weeks in advance of any travel plans.  For out-of-state travel, a brief statement of the justification for the travel and any attempts to find comparable training in-state or locally, shall be included in the request. 

b. Conference agendas shall be included with all travel requests. 

c. Cash advances may be requested to compensate employees traveling for City business.  A travel authorization form must be used, and the request must be justified with reasonable requests for meals, registration, lodging, public transportation and other expenses.  Unused funds, an itemized account of all expenses, and any required receipts must be returned to the Finance Department within one week of travel completion.

d. All transportation shall be the most economical means-taking into consideration the direct cost of the carrier, the cost of the employee’s time away from the office, and expenses incurred for additional nights lodging and meals.  Mileage shall be calculated from the Payson City Offices.  

2. Airlines:  All commercial air travel shall be the least expensive service available, generally coach rates.  An employee may be asked for documentation justifying the means of transportation and/or cost savings.  Advance planning should be used to take advantage of various special airline rates.  The employee’s travel itinerary and other supporting cost documentation must be submitted. 

If a substantially reduced airfare is available with a Saturday night stay over, the City will 
cover the additional hotel and meal expenses provided these expenses do not exceed the airfare savings.  To be covered for the additional day’s expenses, the traveler must attach a copy of the airfare quotation to the expense report. 

        Companion airfare must be billed directly to the individual or paid by the personal 
         credit card. 

3.   Ground Transportation: Airport parking shall be at the short term lot only for periods 
       of up to 24 hours.  Longer times should be at the long-term lot.  As an alternative to 
       airport parking, a shared-ride shuttle service may be used and will be reimbursed at 
       the rate from the work site.  

       Taxi fares and shuttles at the destination are reimbursable only if required for 
       business purposes.  

        Car rental at the destination must be approved in advance by the Department      
        Director and submitted to the Finance Director for review and approval.  Car rental will be 
        for a mid-sized car or smaller unless there are more than two employees traveling together.  

4.    Lodging:  The City will reimburse only for single occupancy rate.  The employee is 
        responsible for the difference and any room charges not pre-approved.  Room 
        service shall fall under per diem guidelines.  Lodging accommodations should be 
        made prior to travel but will be reimbursed with appropriate receipts.  Generally, 
        lodging cost for travel occurring within fifty miles will not be reimbursed.  The City 
        Manager must approve all exceptions.  Documentation must be submitted to show 
        the justification for the type and length of lodging accommodations and how it 
        coincides with the time of the conference and associated travel.  

                        a. Overnight Lodging Pre-and Post-Training 

                             Lodging for the night prior to commencement of the training or meeting may be
                             be provided where same day travel cannot accommodate timely arrival and
                             safe arrival to the scheduled start of the training or meeting.  If reasonable
                             departure time from Payson will allow the employee adequate time to travel 
                             the same day as training or meeting, then overnight lodging the preceding night
                             will not be provided or reimbursed. 

                             Lodging for the night for which the training or meeting ends may be provided where 
                             same day travel cannot accommodate the employee’s timely departure and safe return 
                             to Payson.  If a reasonable departure from the training or meeting will allow the
                             employee adequate time to return to Payson on the same say, then overnight lodging 
                             will not be provided or reimbursed. 





For example, when a conference held in St. George, Utah ends by 5:00 p.m., expenses 
                             for an overnight stay will not be authorized.  

5. Mileage:  Mileage will be reimbursed at the current IRS allowable rate.  Positions that are
allocated a monthly car allowance shall be reimbursed mileage at the GSA “Government             owned vehicle available rate.  (www.gsa.gov)

6. Vehicles:  Whenever possible, employees should use City vehicles and travel together 
when traveling on City business.  The City recognizes that circumstances may arise where it is not in the best interest of Payson City for employees to travel or limited vehicle space is available  If City vehicles are not available or group travel is impractical, the Department Director may authorize alternate arrangements.  

 a. Personal Vehicle Use Required
        
       When a City vehicle is not available and the employee is required to use his/her 
       personal vehicle for City business, the employee may be reimbursed for mileage at            
        the current IRS allowable rate.  Positions that are allocated a monthly car allowance 
        shall be reimbursed mileage at the GSA “Government owned vehicle available rate.  
        (www.gsa.gov)

b. Personal Vehicle Use by Choice
        
     If an employee does not want to travel with a group or in a City vehicle (i.e. their  
     family wants to go on vacation after or they prefer not to ride with a specific co-
     worker), the Department Director may consider such request and give consideration  
     to the totality of the circumstances including costs.  If approved, the employee may             
     be reimbursed for mileage at 50% of the established mileage reimbursement rate  
     (i.e. if the established rat is 55 cents per mile, the employee may be reimbursed at 
     27.5 cents per mile.

7. Meals: The City will not reimburse employees for meals not associated with overnight stay.   The Internal Revenue Service rulings consider reimbursement of meals to employees when not associated with travel (including an overnight stay) taxable income to the employee.

a. Meals are only reimbursed when the event requires an overnight stay and when the meal is scheduled during a normal mealtime and is not included in the registration.

b. If an employee goes to a seminar, meeting, conference or event in a location which 
does not require and overnight stay, the cost of any “on your own” meal purchased that
day will not be reimbursed to the employee.  This does not apply in cases where a meal is included in the registration to the event.  
c. Meals will be on a per diem basis only.  Any expenses over the per diem rate are the responsibility of the employee.  
d. The established per diem rates can be found on www.gsa.gov.  They include 15%
gratuity.
  
e. Employees may not claim per diem for a meal if it is included in the registration cost of
the training/conference.  
8. Reimbursement for business related telephone calls, conference registration, tuition and necessary conference or training materials will be allowed with the appropriate receipts or proof of attendance.  Whenever possible, registration, tuition and material costs should be pre-paid through the City or billed to the City. 

9. Gratuities/Tips:  Reasonable baggage fees and tips, taxi fares and tips, parking fees, etc. are eligible for reimbursement.  Tips in connection with meals are considered part of the meal per diem. 


















SECTION 5.10 VISITORS XE "Visitors"  IN THE WORKPLACE
tc "514  Visitors in the Workplace"
To provide for the safety and security of employees and the facilities at Payson City, only authorized visitors are allowed in the workplace.  Restricting unauthorized visitors helps maintain safety standards, protects against theft, ensures security of equipment, protects confidential XE "Confidential"  information, safeguards employee welfare, and avoids potential distractions and disturbances.

Employees shall not allow family members or friends to visit the workplace when the employee is not present at work.  Family members and friends may be welcomed to enter the workplace when the employee is present to represent them. 

If an unauthorized individual is observed on Payson City's premises, employees should immediately notify their supervisor or, if necessary, direct the individual to the Department Superintendent or attendant at the front desk. 

Chapter 6 – Employee Leave
601
Family and Medical Leave Act

GENERAL PURPOSE:  Payson City Corporation is covered by the federal Family and Medical Leave Act (“FMLA”).  This policy explains the circumstances under which eligible employees may take up to 12 weeks of unpaid, job-protected leave per 12 month period for certain family and medical reasons and qualifying exigency leave and up to 26 workweeks of unpaid military caregiver leave.

1.
THE FAMILY AND MEDICAL LEAVE ACT (“FMLA”) IS A FEDERAL LAW WHICH:


A.
Entitles eligible employees to job protected, unpaid leave for up to 12 weeks per qualifying 12 month period for certain qualifying events and health conditions; 


B.        Provides military family leave entitlements;


C.
Provides for continuation of group health plan benefits during FMLA leave;


D.
Restores the employee to the same or an equivalent job upon return to work; and,


E.
Protects the employee from discrimination as a result of taking FMLA leave.

2.
QUALIFYING EVENTS FOR WHICH FMLA CAN BE TAKEN


A.
The birth and care of a newborn child of the employee;


B.
Placement with the employee of a child through adoption or foster care;


C.
A serious health condition of the employee;


D.
The care for a spouse, child or parent with a serious health condition;


E.
For qualifying exigencies arising out of the fact that the employee’s spouse, child or parent is on active duty or called to active duty status as a member of the National Guard or Reserves in support of a contingency operation.  Qualifying exigencies are:



i.
Short-notice deployment;



ii.
Military events and related activities;



iii.
Child care and school activities;



iv.
Financial and legal arrangements;



v.
Counseling;



vi.
Rest and recuperation;



vii.
Post deployment activities; and

         

viii.
Additional activities not encompassed in the other categories, but 


agreed to by the employer and the employee.


F.
For military caregiver leave for an employee who is the spouse, child, parent or next of kin of a covered service member who is a current member of the Armed Forces, including the National Guard or Reserves, and who is undergoing medical treatment, recuperation, therapy, or outpatient treatment, or is otherwise on the temporary disability retired list, for a serious injury or illness incurred in the line of duty on active duty that may render the service member medically unfit to perform the duties of his or her office, grade, rank, or rating. 

3.
FMLA LEAVE WHEN HUSBAND AND WIFE BOTH WORK FOR THE CITY



A.
A husband and wife who are eligible for FMLA leave and are both employed by the City are limited to a combined total of 12 weeks of leave during the 12 month period if the leave is taken:



i.   for the birth and care of a newborn child of the employee;



ii.   for the placement of a child with the employee through adoption or foster care; or



iii.   to care for the employee’s parent with a serious health condition. 


B.
If husband and wife are both employed by the City they are limited to a combined total of 26 workweeks in a “single 12-month period” if the leave is to care for a covered service member with a qualifying serious injury or illness.

4.
EMPLOYEE ELIGIBILITY

To be eligible for FMLA leave, the employee must be:                                            


A.
employed by the City for at total of at least 12 months and


B.
have worked at least 1,250 hours over the previous 12 months.

5.
12 MONTH PERIOD DURING WHICH FMLA LEAVE CAN BE TAKEN


A.
The 12 month period during which the 12 weeks of FMLA leave can be taken for events set forth in 1(A – E) is measured forward from the date the employee’s first FMLA leave begins.


B.
The “single 12 month period” during which the 26 workweeks of qualified military caregiver leave can be taken begins on the first date of covered military caregiver leave and ends 12 months later, regardless of the date used to determine the employee’s 12 weeks of leave entitlement for other FMLA qualifying reasons.


C.
An eligible employee is limited to a combined total of 26 weeks of leave for any FMLA qualifying reason during the “single 12 month period.”

6.
EMPLOYEE RESPONSIBILITIES

An employee will:


A.
Provide notice to his/her supervisor of the need for leave:



i.
for leave that is foreseeable – at least 30 days in advance;



ii.
for leave that is unforeseeable – as soon as is practicable.


B.
Advise his/her supervisor if the leave is to be taken intermittently or on a reduced leave schedule basis.


C.
Provide the information required by the City as set forth in the City’s FMLA forms.  Failure to provide the required information may result in the denial of FMLA leave, a delay in the start of FMLA leave, a delay in the restoration of the employee to his/her position, or unprotected leave status.   


D.
Comply with arrangements to pay the employee-paid portion of the group health plan benefit premiums (See Section 11).


E.
Periodically advise his/her supervisor, at least every 30 days, of his/her condition, or the condition of his/her spouse, child or parent, and the intent to return to work at the conclusion of leave.


F.
Notify his/her supervisor of any changes in the circumstances for which leave is being taken.


G.
Provide a fitness for duty certification if required by the City prior to the employee’s return to work.

7.
THE CITY’S RESPONSIBILITIES


As the employer, the City, through its designees, will:


A.
Maintain coverage of group health plan benefits at the level and under the conditions coverage would have been provided if the employee had continued in employment without utilizing FMLA leave.


B.
Determine and notify the employee whether the leave will be counted against the employee’s FMLA leave entitlement.


C.
Provide the employee appropriate forms to document the employee’s qualification for FMLA leave.


D.
Notify the employee of the requirement to substitute paid leave for the FMLA leave.


E.
Notify the employee of the requirements for making the employee-paid portion of group health plan benefit premium payments and the consequences for failing to make timely payments.


F.
Notify the employee of the requirements to submit a fitness for duty certificate to be restored to employment.


G.
Notify the employee of his/her status as a “key employee,” if applicable (See Section 12(D).


H.
Notify the employee of his/her right to return to his/her position or an equivalent position when leave is completed.


I.
Notify the employee of his/her potential liability to reimburse the City for the employer-paid group health plan benefit premium payments made while the employee is on unpaid FMLA leave, if the employee fails to return to work after the FMLA leave.

8.
MEDICAL AND MILITARY CERTIFICATION



A.
The City will require medical certification of any serious health condition of the employee or of the serious health condition of the employee’s spouse, parent or child.


B.
The employee shall provide certification to support leave for qualifying exigencies or to care for a covered service member. 


C.
If the FMLA leave is foreseeable, the employee shall provide the medical certification prior to taking the leave.


D.
If the FMLA leave is not foreseeable, the employee shall provide medical certification within 15 days after being requested to do so by the City.


E.
The City reserves its right to require, at its own expense, second and third medical opinions, as allowed by the FMLA.

9.
USE OF PAID LEAVE IS REQUIRED BEFORE TAKING UNPAID FMLA LEAVE


A.
The City requires all employees utilizing FMLA leave to exhaust their paid leave allotments prior to taking FMLA leave unpaid.  


B.
Compensatory time may be used for an FMLA reason but any period of leave paid from the employee’s accrued compensatory time account will not be counted against the employee’s FMLA leave entitlement.


C.
Leave taken for a serious health condition covered under Workers’ Compensation will be counted towards an employee’s FMLA entitlement. Accrued paid leave may be used at the same time the employee is collecting a Workers’ Compensation benefit only to the extent that it allows the employee to collect 100% of his/her net salary.


D.
When on unpaid FMLA leave the employee will not be eligible to receive paid City holidays.

10.
INTERMITTENT LEAVE


A.
Leave may be taken intermittently or on a reduced leave schedule when medically necessary for medical treatment of a serious health condition, for recovery from such treatment or from the serious health condition, or when the serious health condition of a spouse, parent or child of the employee requires intermittent treatment and requires the employee’s care and/or involvement in the treatment and/or the care of the parent, child, or spouse.  Leave may also be taken intermittently or on a reduced leave schedule when medically necessary to care for a covered service member and for a qualifying exigency.


B.
When the need for intermittent or reduced schedule FMLA leave is foreseeable, the employee must make reasonable attempts to arrange the schedule of the leave so as not to unduly disrupt the City’s operations.


C.
The employee taking intermittent leave under the FMLA may be required to transfer temporarily to an available alternative position for which the employee is qualified.  The alternative position must have equivalent pay and benefits and better accommodate recurring periods of leave than the employee’s regular position.  


D.
FMLA leave taken for the birth or adoption of a child or for the placement of a foster child in the employee’s home may be taken on an intermittent or reduced leave schedule.

11.
BENEFITS WHILE ON FMLA LEAVE


A.
For the duration of FMLA leave, the City will pay the City-paid portion of the premiums for group health plan benefit coverage, which includes medical & dental insurance coverage, Basic Employee Term Life Insurance, and Short Term Disability Insurance, subject to Section 11(A)(iii).  



i.
While on FMLA leave utilizing paid leave, the employee-paid portion of the group health plan benefit premiums are deducted from employee’s check as usual.



ii.
When FMLA leave is unpaid, the employee must contact the City Human Resources (801-465-5202) to make arrangements to pay the employee portion of the insurance premiums.  The employee and the City will agree in writing as to the way the employee-paid portion of the group health benefit plan premium payments will be paid, under the four allowable options: 




a.
Payment would be due at the same time as it would be made if by payroll deduction;




b.
Payment would be due on the same schedule as payments are made under COBRA;




c.   Payment would be prepaid pursuant to a cafeteria plan at the employee’s option; or




d.   Prepayment of the employee-paid portion of the group benefit plan premiums through increased payroll deductions before the leave is taken, when the need for unpaid FMLA leave is foreseeable, or payment of the employee-paid portion of the group benefit plan premiums through increased deductions after the employee returns to work following unpaid FMLA leave when the need for unpaid FMLA leave is not foreseeable.



iii.
If the employee-paid portion of the group health plan benefit premium is more than 30 days late, the City’s obligation to maintain group health plan insurance coverage will cease.




a.
The City, through its designee, will provide written notice at least 15 days prior to the date coverage will be cancelled that payment has not been received.




b.
The employee will have 15 days after the date of notification, or 30 days from the date the premium was due, whichever is greater, to make the required premium payment(s).




c.
If the employee fails to pay his/her portion of the group health plan benefit premium(s), the employee will lose his/her group health plan benefit coverage.


B.
The City is not responsible for maintaining non-health care related benefits paid directly by the employee through voluntary deductions (dental, supplemental and dependent life insurance, accident insurance plans, or LTD).  It is the employee’s responsibility to make arrangements through the City (801-465-5202) for the payment of those benefit premiums when on unpaid FMLA leave.


C.
If an employee fails to return to work after unpaid FMLA leave has ended, the employee shall reimburse the City all City-paid group health plan benefit premiums it paid on behalf of the employee unless the failure to return from leave is due to:



i.
the continuation, recurrence, or onset of a serious health condition of the employee or the employee’s family member which would otherwise entitle the employee to leave under FMLA;



ii.
other circumstances beyond the employee’s control.


D.
An employee is considered to have returned to work following FMLA leave if he/she returns for at least 30 calendar days.


E.
An employee’s seniority will not be interrupted if the employee utilizes paid leave while on FMLA leave.  Once paid leave is exhausted, no seniority or pension credit will be accumulated for the unpaid FMLA leave time.  Upon return from unpaid leave the employee’s seniority will continue where the accumulation left off.

12.
RETURN TO WORK AFTER FMLA LEAVE


A.
Upon return to work following FMLA leave, the employee must provide a medical certification of the employee’s fitness to return to work if the FMLA leave was taken for the employee’s own serious health condition.


B.
If the employee fails to provide a fitness certificate after being notified by the City of the need for the certificate, the City, through its designee, may delay the employee’s return to work until the fitness certificate is provided.


C.
An employee will be returned to his/her job or an equivalent job with equivalent pay, benefits, and working conditions, if the original job is not available.


D.
Key employees that earn salaries in the top ten percent of Payson City Corporation’s workforce and whose return would cause “substantial and grievous economic injury” or hardship to the City’s operations may not be reinstated. 


E.
The City may take any personnel action/decision that would have happened if the employee had continued to work while the employee is on FMLA leave.

SECTION 6.3 MILITARY LEAVE
 XE "Military Leave" 

tc "605  Military Leave"
A military leave of absence will be granted to employees, except those occupying temporary positions, to attend scheduled drills or training or if called to active duty with the U.S. armed services.  The leave will be unpaid.  However, employees may use any available paid time off for the absence.

Subject to the terms, conditions and limitations of the applicable plans for which the employee is otherwise eligible, Payson City will provide health insurance benefits for the full term of the military leave of absence.

Employees on two-week active duty training assignments or inactive duty training drills are required to return to work for the first regularly scheduled shift after the end of training, allowing reasonable travel time. Payson City will act in accordance with all applicable state and federal laws.

Every reasonable effort will be made to return eligible employees to their previous position or a comparable one.  They will be treated as though they were continuously employed for purposes of determining benefits based on length of service, such as the rate of vacation accrual and job seniority rights.

SECTION 6.4  PREGNANCY-RELATED ABSENCES
 XE "Pregnancy:Family Leave:" 

tc "607  Pregnancy-Related Absences"
Payson City does not discriminate against any employee who requests an excused absence for medical disabilities associated with a pregnancy.  Such leave requests will be made and evaluated in accordance with the medical leave policy provisions outlined in this manual and in accordance with all applicable federal and state laws.

Requests for time off associated with pregnancy and/or childbirth (apart from medical disabilities associated with these conditions) will be considered in the same manner as any other request for an unpaid personal or family leave. 

Chapter 7 – Employee Conduct and Grievance
SECTION 7.1  EMPLOYEE CONDUCT AND WORK RULES
 XE "Employee Conduct"

tc "701  Employee Conduct and Work Rules"
As an employee of Payson City, you are expected to accept certain responsibilities, and adhere to acceptable business principles in matters of personal conduct and integrity.  This not only involves a sincere respect for the rights and feelings of others, but also demands that both in your business and in your personal life you refrain from any behavior that might be harmful to your coworkers, and/or Payson City. Whether you are on or off duty, your conduct reflects on Payson City and its residents. You are encouraged to observe the highest standard of professionalism at all times.

Types of behavior and conduct that Payson City considers inappropriate include, but are not limited to, the following. The violation of these rules, regulations, and policies of these provisions shall be grounds for rejection, reprimand, suspension, demotion, discipline, or dismissal according to the procedures set forth in this document.

· Theft or inappropriate removal or possession of city property

· Deception in securing appointment

· Falsification of time keeping or personnel records, or fraudulent alteration of public records.

· Soliciting or accepting gratuities from customers.

· Fighting or threatening violence in the workplace

· Boisterous or disruptive activity in the workplace

· Negligence or improper conduct leading to damage of employer-owned or customer-owned property

· Insubordination, display of poor attitude, or other disrespectful conduct, or gross neglect of duty

· Violation of safety or health rules

· Intoxication by alcohol or drugs while at work

· Engaging in the unlawful manufacture, distribution, possession, or use of a controlled substance in the workplace

· Possession of dangerous or unauthorized materials, such as explosives or firearms, in the workplace

· Excessive absenteeism or any absence without notice

· Unauthorized absence from work station during the workday

· Unauthorized use of telephones, mail system, or other employer-owned equipment

· Distributing and/or discussing with unauthorized persons any confidential XE "confidential"  information obtained through employment.

· Abusive treatment of the public or other employees

· Inducing, or attempting to induce, any employee to commit an unlawful act or to violate professional ethics.

· Violation of personnel policies

· Unsatisfactory performance or conduct

· Conviction of a felony, or conviction of a misdemeanor which negatively affects the employees ability to perform the essential functions of the job. A plea of guilty, a plea in abeyance, or a no contest plea are deemed to be a conviction within the meaning of this section. 

· Improper political activity as defined by Utah State Law.

· Gambling or engaging in a lottery at any city work area.

· Any other conduct which would indicate an employee’s unwillingness or inability to perform or which at the sole discretion of management is detrimental to the best interests of Payson City.
SECTION 7.2 DRUG AND ALCOHOL USE

(Please refer to Appendix B “Definition of Terms”)
 XE "Drug and Alcohol Use" 

tc "702  Drug and Alcohol Use"

 XE "Drug Free Workplace" 

 XE "Employee Assistance Program" 
The intent and spirit of the Drug-Free Workplace Act of 1988 and Local Governmental Entity Drug-free Workplace Policies Utah Code Annotated Section 34-41-101 through  107 (1953) as amended are viewed by Payson City Mayor and Council as consistent with the goals of our community. Payson City requires that employees adhere to the policy that the unlawful manufacture, distribution, dispensing, possession or use of a controlled substance, or controlled substance paraphernalia, is prohibited in, on, or around Payson City premises. Any employee convicted of criminal violation of drug statutes, or having knowledge of such a conviction of a fellow employee, must notify Payson City Personnel Officer within five calendar days after such conviction.

While on Payson City premises and while conducting business-related activities off Payson City premises, no employee may use, possess, distribute, sell, or be under the influence of alcohol or illegal drugs. Golf Course restaurant employees are excepted from the prohibition of selling alcoholic beverages as long as the State Issued Permit is in force and valid and those merchandising activities are conducted in the process of restaurant business and with persons of legal drinking age. The use or influence of alcoholic beverages by restaurant or golf course employees while on duty is expressly prohibited. 

In an effort to clarify and implement the foregoing, (Section 702), a drug-free awareness program has been established, effective Fiscal Year 1994-95. The purpose of this program is to

· Inform the employees of the dangers of drug abuse in the workplace.

· Publish Payson City's Policy regarding drug abuse and the penalties imposed upon employees found violating this policy.

· Make information regarding drug counseling, rehabilitation, and insurance assistance programs available to employees and their family members.

It is Payson City's desire to provide a drug-free, healthful, and safe workplace.  To promote this goal, employees are required to report to work in appropriate mental and physical condition to perform their jobs in a satisfactory manner. Employees whose off-duty abuse of alcohol or illegal, or prescription drugs result in excessive absenteeism or tardiness or is the cause of accidents or poor work will be subject to discipline, including termination. 

The legal use of prescribed drugs, by the person for whom the prescription was intended, is permitted on the job only if it does not impair an employee's ability to perform the essential functions of the job effectively and in a safe manner that does not endanger other individuals in the workplace.

Acceptance of employment at Payson City requires a signed statement indicating that the prospective employee is aware of the drug-free workplace policy and agrees to abide by the terms of the policy.  Action which may be taken should an employee of Payson City be found violating this policy may include the following:

· Referral for counseling with an Employee Assistance Program provided by Payson City.

1. If notification of need of assistance is given, or counseling sought, Payson City may require the employee to participate satisfactorily in a drug abuse assistance or rehabilitation program approved for such purposes by a State Health Agency.

2. Payson City reserves the right to terminate on first offense (See Section 780 Grievance Procedure) 

Employees with questions or concerns about substance dependency or abuse are encouraged to discuss these matters with their Superintendent or the Personnel Office. If appropriate, employees or their dependents may be referred to a Payson City provided Employee Assistance Program (EAP) or other appropriate resources in the community. 

Employees who are not currently being disciplined for actions involving the illegal use of drugs or alcohol may be granted unpaid leave to participate in a rehabilitation or treatment program as outlined in Section 601 “Medical Leave”. The employee will be required to first use any accrued comp time, vacation, sick leave. Each incident will be reviewed individually, but consideration will be given to prior history. 

If the rehabilitation falls within the purview of the Americans with Disabilities Act, provisions regarding benefits and/or the return to the workforce will be subject to the terms, conditions, and limitations of Section 601 “Medical Leave”. Each incident will be reviewed individually, but consideration will be given to prior history. 

Employees occupying a safety sensitive position who have violated this policy and continue to work for the city shall be subject to follow up drug/alcohol testing for a period of not less than one year and not to exceed sixty (60) months. 

· Employees subject to follow up testing will be tested a minimum of six (6) times in the first twelve (12) months following their return to duty. 

· Follow-up testing beyond one year shall be based on a need assessment provided by a substance abuse professional. 

Employees with questions on this policy or issues related to drug or alcohol use in the workplace should raise their concerns with their supervisor or the Personnel Office without fear of reprisal.

SECTION 7.3 FEDERALLY MANDATED DRUG TESTING

(Please refer to Appendix B “Definition of Terms”)
 TC “702A Federally Mandated Drug Testing: 

 XE "CDL Licensed Employees" 

 XE "Drug Testing" 

Payson City complies with the Omnibus Transportation Employees Act of 1991, as amended, establishing mandatory drug and alcohol testing of employees working in positions subject to commercial drivers license requirements.

It is the policy of Payson City that the unlawful manufacture, distribution, dispensation, possession or use of a controlled substance and or alcoholic beverage in the workplace is expressly prohibited. All employees in or applicants for positions required to comply with Commercial Drivers License qualifications shall be required to participate in alcohol and controlled substances testing:

· When an applicant has been extended a conditional offer of employment but before beginning work;

· When there is a reasonable suspicion to believe that the employee is in an impaired state;

· When the employee has been involved in an on duty accident resulting in the death of another individual or the issuance of a traffic citation, 

· On a random basis,

· When returning to duty, and,

· As a follow-up to employment related drug or alcohol violations.

Payson City requires that a final applicant selected for the a position requiring a CDL license undergo an alcohol and drug screen test to detect the presence of alcohol and illegal drugs in the body. Refusal to take such a test shall be grounds for denial of employment.  An applicant who tests positive for controlled substances or whose test detects a Blood Alcohol Content of .04 or higher may be denied employment with the City. Employees shall not use, be under the influence of (.02 BAC), or be in possession of alcohol or controlled substances while on duty, on City premises or while in City vehicles. Employees shall not be found to be in such a condition as to test positive for alcohol or controlled substances while on duty, on City premises or while in City vehicles. City premises includes buildings, parking lots, grounds and vehicles owned by the City or personal vehicles being used for City business

Employees using, possessing or being at the workplace under the influence of alcohol or illegal or illegally obtained substances shall be subject to questioning and disciplinary action. Any employee violating this policy may be subject to immediate termination. 

When a designated supervisor makes a determination that there is reasonable suspicion to believe that an employee performing or assigned to positions requiring CDL qualifications is using, is under the influence of, or is in possession of alcohol or controlled substances, the employee may be subject to drug/alcohol testing.

Payson City maintains the right to utilize detection methods necessary for the enforcement of this policy including blood, urine, or other tests, and the use of electronic detection equipment and trained animals. 

Payson City retains the right to designate the type of sample to be used in the testing program. All costs of collection, transportation and analysis are to be born by Payson City. Prior to testing, employees and prospective employees may be required to provide identification.

Drug screen collections, medical review officer review, and laboratory testing of urine drug specimens shall be in compliance with Federal Regulations 49 CFR part 40- procedures for transportation workplace drug and alcohol testing programs, subpart B-Drug Testing. as recorded in the Federal Register. 

Collection of the sample will be done by trained employees of a substance abuse consulting agency before, during or immediately after performance of a safety sensitive function. The sample shall be taken in a reasonable and sanitary location with due regard for the privacy of the individual, and in such a manner as to preclude the probability of erroneous identification of the sample. Transportation of the sample the testing facility will be accomplished in a manner such as to prevent the contamination or adulteration of the sample. Testing of the sample will be done by scientifically accepted analytical methods.  “Positive” tests will be confirmed or verified by gas chromatography-mass spectroscopy or other comparable and reliable methods. Testing time shall be recorded as work time for purpose of compensation and benefits. 

Required Blood Alcohol testing,post accident, will be performed within two (2) hours of the accident.  If not performed within two (2) hours, it shall be performed within eight (8) hours and a written report submitted documenting the reason for the late test.  If not performed within eight (8) hours, all testing shall cease, and written documentation shall be prepared explaining the reasons for not performing the tests

Required Drug testing,  post accident will be performed within thirty-two (32) hours of the accident.  If not performed within thirty-two (32) hours, written documentation shall be submitted explaining the reasons for not performing the tests. 

Failure to cooperate with these detection methods or inspections is grounds for disciplinary action up to and including termination of employment. 

Upon required testing due to an accident or upon reasonable cause, the employee tested shall not engage in the operation of any City equipment or engage in any employment related duties, which his supervisor deems dangerous to himself or others until the results of the tests are received and the employee is released back to work by the City Council. 

If any alcohol test result shows a blood alcohol content of 0.04 or greater, the employee shall be removed from, and cannot return to, a safety sensitive function until, at a minimum:

· The employee undergoes evaluation by a substance abuse professional, and where necessary, rehabilitation.

· If rehabilitation is required, the substance abuse professional determines that the employee has successfully complied with any required rehabilitation; and,

· The employee undergoes a return-to-duty test with a result of less than 0.02 BAC.

If an employee tests BAC greater than 0.02 but less than 0.04, the employee shall not be permitted to perform any safety sensitive functions for at least twenty-four (24) hours.

If  a drug test result shows that the employee has misused a controlled substance, the employee shall be removed from, and cannot return to, a safety sensitive function until, at a minimum:

· The employee undergoes evaluation by a substance abuse professional, and where necessary, rehabilitation.

· If rehabilitation is required, the substance abuse professional determines that the employee has successfully complied with any required rehabilitation; and,

· The employee undergoes a return-to-duty test with a verified negative test result for controlled substances. 

If results of drug/alcohol tests indicate that an employee has violated this policy, the employee shall not engage in any safety sensitive functions until, at a minimum:

· The employee undergoes evaluation by a substance abuse professional, and where necessary, rehabilitation.

· If rehabilitation is required, the substance abuse professional determines that the employee has successfully complied with any required rehabilitation; and,

· The employee undergoes a return-to-duty test with a verified negative test result for controlled substances. 

Payson City will pay for an initial substance abuse evaluation for CDL qualified employees. 

Employees with questions on this policy or issues related to drug or alcohol use in the workplace should raise their concerns with their supervisor or the Personnel Officer without fear of reprisal.

If on his/her own initiative, an employee seeks rehabilitation treatment, the policy set forth in Section 702 Drug and Alcohol Use, shall be effective.

SECTION 7.4 SAFETY XE "Safety:OSHA"  SENSITIVE DRUG AND ALCOHOL TESTING 

(Please refer to Appendix B “Definition of Terms”)
 TC “702B  Safety Sensitive Drug Testing: 
It is the policy of Payson City that the unlawful manufacture, distribution, dispensation, possession or use of a controlled substance and or alcoholic beverage in the workplace is expressly prohibited. Employees in and applicants for safety sensitive positions (Safety Sensitive Positions are defined as those positions occupying a high level of public safety which include Police, Fire, or Ambulance) shall be required to participate in alcohol and controlled substances testing:

· When an applicant has been extended a conditional offer of employment but before beginning work;

· When there is a reasonable suspicion to believe that the employee is in an impaired state;

· When the employee has been involved in an on duty accident.

· When it is determined by the Chief of Police or the Public Safety Director that a Departmental “Blanket Test” of all safety sensitive personnel, including supervisors and superintendents, will be required.

· On a random basis,

· When returning to duty, and,

· As a follow-up to employment related drug or alcohol violations.

Payson City requires that a final applicant selected for the named positions undergo an alcohol and drug screen test to detect the presence of alcohol and illegal drugs in the body. Refusal to take such a test shall be grounds for denial of employment.  An applicant who tests positive for controlled substances or whose test detects a Blood Alcohol Content of .04 or higher may be denied employment with the City.

Employees shall not use, be under the influence of (.02 BAC), or be in possession of alcohol or controlled substances while on duty, on City premises or while in City vehicles. Employees shall not found to be in such a condition as to test positive for alcohol or controlled substances while on duty, on City premises or while in City vehicles. City premises includes buildings, parking lots, grounds and vehicles owned by the City or personal vehicles being used for City business

Employees using, possessing or being at the workplace under the influence of alcohol or illegal or illegally obtained substances shall be subject to questioning and disciplinary action. Any employee violating this policy may be subject discipline including immediate termination. 

When a designated supervisor makes a determination that there is reasonable suspicion to believe that an employee performing or assigned to safety sensitive positions is using, is under the influence of, or is in possession of alcohol or controlled substances, the employee may be subject to drug/alcohol testing.

Employees assigned to, or performing, safety sensitive duties may be subject to random drug/alcohol tests.

Payson City maintains the right to utilize detection methods necessary for the enforcement of this policy including blood, urine, or other tests, and the use of electronic detection equipment and trained animals. 

Payson City retains the right to designate the type of sample to be used in the testing program. All costs of collection, transportation and analysis are to be born by Payson City. Prior to testing, employees and prospective employees may be required to provide identification.

Drug screen collections, medical review officer review, and laboratory testing of urine drug specimens shall be in compliance with Federal Regulations 49 CFR part 40- procedures for transportation workplace drug and alcohol testing programs, subpart B-Drug Testing. as recorded in the Federal Register. 

Required Blood Alcohol testing, post accident, will be performed within two (2) hours of the accident.  If not performed within two (2) hours, it shall be performed within eight (8) hours and a written report submitted documenting the reason for the late test.  If not performed within eight (8) hours, all testing shall cease, and written documentation shall be prepared explaining the reasons for not performing the tests

Required Drug testing, post accident will be performed within thirty-two (32) hours of the accident.  If not performed within thirty-two (32) hours, written documentation shall be submitted explaining the reasons for not performing the tests. 

Collection of the sample will be done by trained employees of a substance abuse consulting agency before, during or immediately after performance of safety sensitive functions. The sample shall be taken in a reasonable and sanitary location with due regard for the privacy of the individual, and in such a manner as to preclude the probability of erroneous identification of the sample. Transportation of the sample the testing facility will be accomplished in a manner such as to prevent the contamination or adulteration of the sample. Testing of the sample will be done by scientifically accepted analytical methods.  “Positive” tests will be confirmed or verified by gas chromatography-mass spectroscopy or other comparable and reliable methods. Testing time shall be recorded as work time for purpose of compensation and benefits. 

Failure to cooperate with these detection methods or inspections is grounds for disciplinary action up to and including termination of employment. 

Upon required testing due to an accident or reasonable cause, the employee tested shall not engage in the operation of any City equipment or engage in any employment related duties, which his supervisor deems dangerous to himself or others until the results of the tests are received and the employee is released back to work by the City Council. 

If any alcohol test result shows a blood alcohol content of 0.04 or greater, the employee shall be removed from, and cannot return to, a safety sensitive function until, at a minimum:

· The employee undergoes evaluation by a substance abuse professional, and where necessary, rehabilitation.

· The substance abuse professional determines that the employee has successfully complied with any required rehabilitation; and, 

· The employee undergoes a return-to-duty test with a result of less than 0.02 BAC.

If an employee tests BAC greater than 0.02 but less than 0.04, the employee shall not be permitted to perform any safety sensitive functions for at least twenty-four (24) hours.

If drug test result shows that the employee has misused a controlled substance, the employee shall be removed from, and cannot return to, a safety sensitive function until, at a minimum:

· The employee undergoes evaluation by a substance abuse professional, and where necessary, rehabilitation.

· The substance abuse professional determines that the employee has successfully complied with any required rehabilitation; and, 

· The employee undergoes a return-to-duty test with a verified negative test result for controlled substances. 

If results of drug/alcohol tests indicate that an employee has violated this policy, the employee shall not engage in any safety sensitive duties until an initial substance abuse evaluation is conducted, any required rehabilitation has been completed, and the employee passes a return to duty drug/alcohol test.

Payson City will pay for an initial substance abuse evaluation for safety sensitive employees. 

Employees with questions on this policy or issues related to drug or alcohol use in the workplace should raise their concerns with their supervisor or the Personnel Officer without fear of reprisal.

If on his/her own initiative, an employee seeks rehabilitation treatment, the policy set forth in Section 702 Drug and Alcohol Use, shall be effective.

SECTION 7.5  SEXUAL AND OTHER UNLAWFUL HARASSMENT
 XE "Harassment" 

tc "703  Sexual and Other Unlawful Harassment"

 XE "Sexual Harassment" 
Payson City is committed to providing a work environment that is free of discrimination XE "Discrimination:Harassment"  and unlawful harassment.  Actions, words, jokes, or comments based on an individual's sex, race, ethnicity, age, religion, or any other legally protected characteristic will not be tolerated.  As an example, sexual harassment (both overt and subtle) is a form of employee misconduct that is demeaning to another person, undermines the integrity of the employment relationship, and is strictly prohibited.

Any employee who wants to report an incident of sexual or other unlawful harassment should promptly report the matter to his or her Superintendent. Employees are encouraged to report unlawful harassment incidents even if they are not the victims of the harassment but is a witness to a co-worker being harassed.  If the Superintendent is unavailable or the employee believes it would be inappropriate to contact that person, the employee should immediately contact the Personnel Officer or any other member of management.  Employees can raise concerns and make reports without fear of reprisal.

The City Manager and Superintendents are admonished to do all within their power to ensure that sexual harassment is immediately investigated and remedied with appropriate disciplinary action taken against any employee who engages in sexual harassment.

Any supervisor or manager who becomes aware of possible sexual or other unlawful harassment should promptly advise the Personnel Manager or any member of management who will handle the matter in a timely manner which will ensure that the reporting employees' rights are protected.

Anyone engaging in sexual or other unlawful harassment will be subject to disciplinary action, up to and including termination of employment.
Grievance Procedure
 XE "Harassment Reporting" 
It is the Policy of the City of Payson that sexual harassment and an environment that allows sexual harassment, either intentional or unintentional, to take place are unacceptable and will neither be tolerated or condoned. Sexual harassment is an unlawful activity that violates employment principles and is prohibited as a form of sex discrimination XE "Discrimination:Harassment"  under Title VII of the Civil Rights Act. Any employee who engages in such activity shall be subject to disciplinary action.

The purpose of this grievance procedure is to:

· Invite employees to seek redress of situations involving sexual harassment.

· Provide a specific procedure for employees to follow.

· Insure freedom from reprisal.

Sexual Harassment is any unwelcome comment, gesture, request, or physical contact of  a sexual nature when:

· Submission to such conduct is made either explicitly or implicitly a term or condition of an individual's employment.

· Submission to or rejection of such conduct is used as the basis for an employment decision affecting an individual, or

· Such conduct unreasonably interferes with an individual's work performance or creates an intimidating, hostile, or offensive working environment.

Prohibited acts of sexual harassment can take a variety of forms ranging from subtle pressure for sexual activity to physical assault. Examples of the kinds of conduct included in the definition of sexual harassment are:

· Threats or intimidation of sexual relations or sexual contact which is not freely or mutually agreeable to both parties.

· Continual or repeated verbal abuses of a sexual nature including graphic commentaries on the person's body; sexually suggestive objects or pictures placed in the work area that may embarrass or offend the person; sexually degrading words to describe the person, or propositions of a sexual nature.

· Threats or insinuations that the person's employment, wages, promotional opportunities, job or shift assignments, or other conditions of employment may be adversely affected by not submitting to sexual advances.

PROCEDURE:

Step 1: If an employee is subjected to any form of sexual harassment, or if an employee feels that the working environment contributes to sexual harassment, the employee should document specific information regarding the harassment. Dates, times, places, specific types of harassment, and names of any witnesses should be included in the documentation. Including damage the victim has suffered and how the victim would like to see the matter settled. 

Step 2: The employee should immediately notify any one of the following individuals:

· The Superintendent

· The Personnel Officer

· The City Manager

While the management employee or individual notified of such alleged infractions cannot promise or guarantee confidentiality, every effort will be made to preserve the human dignity of the complainant, and victims of sexual harassment shall be treated with respect and compassion.

The management employee will investigate the complaint and shall respond to the employee in writing within seven (7) working days.

Step 3:  If the management employee notified in Step 2 was either the Superintendent or the Personnel Officer, and the employee feels that the problem was not satisfactorily resolved at Step 2, the employee should file a formal grievance with the City Manager

Following an investigation, the City Manager shall respond to the employee in writing with seven (7) working days.

Information related to any sexual harassment compliant, proceeding, or resolution shall be maintained in separate and confidential XE "Confidential"  sexual harassment complaint files. This information shall not be placed or maintained in any employee’s personnel file. 

No City official or employee shall harass, coerce, intimidate, threaten or discipline employees who exercise their rights under this procedure. Any act of reprisal (open hostility, exclusion or ostracism, special or closely monitored attention to work performance, or assignment to demeaning duties not otherwise performed during the regular course of the employee’s duties) toward the complainant or witnesses will be subject to corrective or disciplinary action.

SECTION 7.6  ATTENDANCE AND PUNCTUALITY
 XE "Attendance " 

tc "704  Attendance and Punctuality"
To maintain a safe and productive work environment, Payson City expects employees to be reliable and to be punctual in reporting for scheduled work.  Absenteeism and tardiness place a burden on other employees and on Payson City.  In the rare instances when employees cannot avoid being late to work or are unable to work as scheduled, they should notify their supervisor as soon as possible in advance of the anticipated tardiness or absence.

Poor attendance and excessive tardiness are disruptive.  Either may lead to disciplinary action, up to and including termination of employment.

The failure to report to work for two or more consecutive regular work shifts without notification by the employee and approval of the superintendent shall be considered abandonment of position and shall result in immediate termination.

SECTION 7.7  PERSONAL APPEARANCE
 XE "Personal Appearance" 

tc "705  Personal Appearance"
Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and affect the business image Payson City presents to customers and visitors.

Payson City reserves the right to expect its employees to present a favorable impression during any contact with the public. All employees are expected to maintain a neat and clean personal appearance. Standards of dress shall be appropriate to the job and the tasks to be accomplished. 

SECTION 7.8  RETURN OF PROPERTY
 XE "City Property" 

tc "706  Return of Property"
Employees are responsible for items issued to them by Payson City or in their possession or control, such as the following:

· Computer Equipment, programs and accessories

· Credit cards

· Equipment

· Identification badges

· Keys

· Manuals

· Phones

· Protective equipment

· Security passes

· Tools

· Uniforms

· Vehicles

· Written materials

Employees must return all Payson City property immediately upon request or upon suspension or termination of employment

SECTION 7.9  SECURITY INSPECTIONS
 XE "Security Inspections" 

tc "710  Security Inspections"
Payson City wishes to maintain a work environment that is free of illegal drugs, alcohol, firearms, explosives, or other improper materials.  To this end, Payson City prohibits the possession, transfer, sale, or use of such materials on its premises.  Payson City requires the cooperation of all employees in administering this policy. Law enforcement procedures, as documented in the Public Safety Policy and Procedure Manual, may modify the administration of this policy. 

Desks, lockers, and other storage devices may be provided for the convenience of employees but remain the sole property of Payson City.  Accordingly, they, as well as any articles found within them, can be inspected by any agent or representative of Payson City at any time, either with or without prior notice.

SECTION 7.10  SOLICITATION
 XE "Solicitation" 

tc "712  Solicitation"

 XE "Bulletin Board" 

 XE "Newsletter" 
In an effort to assure a productive and harmonious work environment, persons not employed by Payson City, including family members of employees,  may not solicit sales or distribute literature in the workplace at any time for any purpose.

Payson City recognizes that employees may have interests in events and organizations outside the workplace.  However, employees may not solicit or distribute literature concerning these activities during working time.  (Working time does not include lunch periods, work breaks, or any other periods in which employees are not on duty.)

Examples of impermissible forms of solicitation include:

· The collection of money, goods, or gifts for community groups

· The collection of money, goods, or gifts for religious groups

· The collection of money, goods, or gifts for political groups

· The collection of money, goods, or gifts for charitable groups

· The sale of goods, services, or subscriptions outside the scope of official organization business

· The circulation of petitions

· The distribution of literature not approved by the employer

· The solicitation of memberships, fees, or dues

In addition, the posting of written solicitations on company bulletin boards is restricted.  These bulletin boards display important information, and employees should consult them frequently for:

· Employee announcements

· Internal memoranda

· Organization announcements

· Workers' compensation insurance information

· State disability insurance/unemployment

· Insurance information

If employees have a message of interest to the workplace, they may submit it to the Office Manager for approval.  The Office Manager will post all approved messages. The employee newsletter is a vehicle published once each month and provided for the distribution of information by employees to other employees. The use of this publication is encouraged.

SECTION 7.11 Grievance Procedure
 XE “Grievance Procedure” tc "780  Grievance Procedure"
Payson City reserves the right to make changes at any time by adding to, deleting, or changing any existing policy. The procedures set out below are as complete as we can reasonably make them. However, they are not necessarily all inclusive, because circumstances may warrant the application of discipline, including discharge. Payson City may vary from the below policies if, in its opinion, the circumstances require.

Purpose of the Procedure:

· Promote improved employer-employee relations;

· Settle grievances as near as possible to the point of origin;

· Review grievances with reasonable informality

· Establish a formal process for employees to settle grievances;

· Provide fair and equitable treatment to employee concerns; and

· Ensure freedom from reprisal for using this procedure.

Disciplinary action short of termination is intended to be corrective to obtain compliance with policies, instructions, procedures, standards of conduct, and performance standards.

Disciplinary actions shall be limited in severity commensurate with the infraction in question and/or past documented infractions.

It shall be the purview of the City Manager as to which type of informal or formal disciplinary action is appropriate.

Except for oral reprimands, all disciplinary actions shall become a part of the employee's personnel record for the length of time meeting one or more or the following specifications: XE "Retention of Disciplinary Documentation" 
· For one year

· or until superseded by more current documents

· or until the issue being addressed has been satisfactorily resolved

· or such time as negotiated at the time of the action. 

Nothing contained in these Policies and Procedures shall preclude dismissal or suspension with or without pay effective immediately without prior notice and a hearing where the continued presence of the employee would present a hazard or disruption to the employees, the public, or the City. When such dismissal or suspension is imposed, the employee shall be assured rights pursuant to Section 10-3-1105-1106, Utah Code Annotated, 1953 (as amended).

Informal Action:

Informal types of actions are intended to correct a problem without resort to the severity of formal disciplinary actions, and may be appropriate when a rule, procedure, standard of conduct or poor attitude has been demonstrated.  Any one or a combination of the following may be imposed:

· Verbal Reprimand: The superintendent would make it clear to the employee that the violation is unacceptable and that any repetition may lead to stronger action.

· Corrective Interviews: The superintendent confers with the employee regarding violations and develops a written corrective plan, which includes target dates for the correction of violations. This plan shall be reviewed with and signed by the employee and a copy placed in the employee file.

· Written Reprimand: The superintendent, in writing, indicates violations and specific actions the employee is to take to correct said violations. The employee shall be notified in writing that if the employee does not take corrective action, formal disciplinary actions may result. The City Manager shall be notified. Copies shall be placed in the employee file for one year, or until superseded by more current documents or such time negotiated with the employee at the time of the action. 

Formal Disciplinary Action:

Formal actions are taken only after serious violation or after repetitions of lesser violations have occurred, and where informal action has been unsuccessful in correcting the behavior. Formal actions include:

· Suspension with pay

· Suspension without pay;

· Reduction in Salary;

· Demotion to a lower job classification;

· Dismissal; or

· Any combination of the above.

Any formal disciplinary action must be approved by the City Manager.

Any alleged violation by an employee of the Municipal Code or Payson City Personnel Policies and Procedures, violation of the statutory ethical and disclosure requirements, malfeasance, nonfeasance, neglect of duty, insubordination, misconduct, inefficiency or inability to satisfactorily perform assigned duties, or acts contrary to public service shall be cause for a formal investigation. The superintendent shall investigate expected performance levels.

A written report of the investigation which included the specific violations, all available facts, statements of witnesses, the employee's statement and recommendations for discipline shall be forwarded to the City Manager

Step 1: The City Manager shall review the report, conduct additional investigations, if needed, and reach a determination as to whether formal disciplinary action if warranted.

Step 2: If the action is not warranted, the employee shall be notified in writing by the City Manager within ten (10) days of the findings, and a copy of this communication placed in the personnel file.

Step 3: If formal action is warranted, the Personnel Coordinator shall be notified of the action to be imposed.

Step 4: If the disciplinary action to be taken involves a suspension without pay, a 

reduction in pay, a demotion, or a termination, the employee is then provided, by certified mail or personal service to the employee or to the employee’s last known home address, with a written Notice of Intent to Discipline from the City Manager 3 (three) calendar days before the effective date of such action, which contains the following:

· A statement that the employee may request a meeting with the City Manager within three working days of receiving the Notice of Intent to Discipline to discuss the discipline and present specific evidence as to why the action is not warranted. 

· A statement that failure to request a meeting with the Superintendent or to show for the requested meeting shall forfeit any additional appeal rights of the employee, except for those rights granted pursuant to Section 10-3-1105-1106 Utah Code Annotated, 1953 (as amended)

· A copy of Section 10-3-1105-1106 Utah Code Annotated, 1953 (as amended), the City's Grievance Procedure  (Section 780) and The Appeal Procedure (Section 785) shall also be provided. 

If the action taken by the City Manager involves suspension with pay, suspension will be concurrent with the notification period, and further disciplinary action progressing to dismissal, if necessary, will not require additional written notice of intent to discipline. 

Step 5: If the employee has requested a meeting with the City Manager to present additional evidence within three (3) working days of receiving the Notice of Intent, the Administrator shall:

· Hold the meeting promptly;

· Consider any additional evidence regarding the matter.

· Impose the disciplinary action or modify the action as deemed appropriate; and

· Notify the employee in writing of the decision and of the employee's appeal rights; and 

· Forward a copy of the entire proceedings to the Personnel Coordinator and the City Recorder. 

The failure of an employee to request a meeting with the City Manager or the failure of the employee to appear for the meeting after requesting it shall forfeit any additional appeal rights of the employee, except for those rights granted pursuant to Section 10-3-1105-1106 Utah Code Annotated, 1953 (as amended)

Termination XE "Termination"   following Formal Disciplinary Investigation

In cases of discipline involving termination, the City Manager or designee shall notify the employee in writing of the action to be taken, the reasons for the termination, and the date of termination.  This notice shall be delivered, in person, to the employee or to the employee's last known home address by certified mail or personal service. A copy of the Payson City Grievance and Appeals Procedure shall be provided.  An employee may be terminated for a single offense without undergoing progressive discipline if the severity of the circumstances justify the action.

SECTION 7.12  APPEALS PROCEDURE
 XE "Appeals Procedure" 

tc "785  Appeals Procedure"
Payson City will comply with Utah Code, annotated 1953, (as amended) Volume 2A: Title 10-3-1105-1106, Discharge or transfer --Appeals--Board--Procedure.

Upon request, a copy of the Appeals Procedure as recorded in the Utah Code Volume 2A, may be obtained from the Personnel Office. Below is a quote from the aforesaid Utah Code:
“No officer or employee covered by Section 10-3-1105 shall be discharged or transferred to a position with less remuneration because of his politics or religious belief, or incident to, or through changes, either in the elective officers, governing body, or heads of departments.  In all cases where any officer or employee is discharged or transferred from one position to another for any reason, he shall have the right to appeal the discharge or transfer to a board to be known as the appeal board...”

“The appeal shall be taken by filing written notice of the appeal with the recorder within ten days after the discharge or transfer. Upon the filing of the appeal, the city recorder shall forthwith refer a copy of the same to the appeal board...”

SECTION 7.13 PAYSON CITY APPEAL BOARD SELECTION AND PROCEDURAL RULES
tc "790  Appeal Board Selection"

 XE "Appeals Board Selection" 
Selection of the Appeals Board

A Payson City Appeals Board is hereby created pursuant to §10-3-1105 and §10-3-1106 Utah Code Annotated, 1953 as amended.  The Payson City Council shall serve as the appeals board consistent with the regulations of State statute.  The Appeal Board may adopt reasonable procedural rules consistent with this ordinance or other applicable law for the conduct of its business.
Chapter 8 – Illness and Education
SECTION 8.1  LIFE-THREATENING ILLNESSES IN THE WORKPLACE
 XE "Workplace Education 

 XE "Life Threatening Disease" 

 XE "Mandatory Meetings" 

tc "800  Life Threatening Illness in the Workplace"
Employees with life-threatening illnesses, such as cancer, heart disease, and AIDS XE "AIDS" , often wish to continue their normal pursuits, including work, to the extent allowed by their condition.  Payson City supports these endeavors as long as employees are able to meet acceptable performance standards.  As in the case of other disabilities, Payson City will make reasonable accommodations in accordance with all legal requirements, to allow qualified employees with life-threatening illnesses to perform the essential functions of their jobs.

Medical information on individual employees is treated confidentially.  Payson City will take reasonable precautions to protect such information from inappropriate disclosure.  Managers and other employees have a responsibility to respect and maintain the confidentiality of employee medical information.  Anyone inappropriately disclosing such information is subject to disciplinary action, up to and including termination of employment.

Employees with questions or concerns about life-threatening illnesses are encouraged to contact the Personnel Office for information and referral to appropriate services and resources.

SECTION 8.2 WORKPLACE EDUCATION
tc "880  Workplace Education"

 XE "Workplace Education" 
From time to time, it will be necessary for Payson City to serve as an agency to distribute information to its employees regarding employment practices and policies. Such programs as Drug-Free Workplace, Blood borne Pathogens, HIV/AID Prevention and care, Harassment in the workplace, Co-working with the Disabled are pertinent services and may be offered or required by the Personnel Department. Should the disbursement of such information be required, time off from regular work duties will be made available so those employees may attend these sessions. Attendance at such education functions is mandatory if time off from regular work duties is given.

Appendix A
tc "Appendix A: Operational Statement"
Operational Statement
 XE "Operational Statement:Appendix A" 
In implementing these Personnel Policies and Procedure, the City, through its appropriate officials and management employees, retains the total authority to:

· Determine the "mission" of its various departments, commissions, boards, etc.;

· Set standards and levels of service;

· Determine means and methods by which government operations are to be conducted;

· Increase the efficiency of operations;

· Allocate and assign work;

· Determine the size and composition of the work force; 

· Locate and relocate operations, processes and materials used in carrying out City operations.

· Contract for services.

· Determine the procedures and standards for employment, promotions, and other necessary personnel functions;

· Assign work to and schedule employees in accordance with City requirements;

· Change work schedules and assignments;

· Establish appropriate dress and grooming standards;

· Dismiss employees due to lack of work, lack of funds, disciplinary reasons or for organizational purposes;

· Take disciplinary action against employees when necessary;

· Determine the content and intent of job classifications;

· Create employee performance standards and require compliance with standards in quality and quantity;

· Determine the facilities, technology, means and structure in carrying out the work of the City;

· Establish funding levels to carry out City services.

· Determine necessary actions to carry out responsibilities in situations of bona fide emergency.

In addition to the above, the City is vested with the power to make other necessary changes as it deems appropriate.

The Polices and Procedures herein stated are intended to be compliant with the tenets of the Operational Statement XE "Operational Statement:Appendix A" .

The City Manager shall conduct, or cause to be conducted by appropriate personnel, a comprehensive review of the Policies and Procedures Manual annually and shall recommend changes as deemed necessary

Appendix B
tc "Appendix B: Definition of Terms"
Definition of Terms
 XE "Definition of Terms:Appendix B" \r "Definitions" 
All terms, phrases and words as used in these policies and procedures shall have the meaning as defined in this section or as defined by common usage.

Abandonment of Position: The failure to report to work for two or more consecutive regular work shifts without notification by the employee and approval of the City.

Alcohol:  Alcohol is defined as the intoxicating agent in beverage alcohol, ethyl alcohol, or other low molecular weight alcohol’s in methyl and isopropyl alcohol no matter how packaged or in what form the alcohol is stored, utilized or found. 

Anniversary Date: One calendar year from the date of the employee's most recent appointment with the City and each succeeding year thereafter.

Advancement: A salary increase moving an employee from one grade or step to another.

Appeal: A request by an employee for consideration in matters relating to a grievance and/or discipline as set forth in these policies and procedures.

Appointing Authority: The Governing Body, or the City Manager or individuals the Governing Body have authorized to make appointments.

Appointment: the selection of, acceptance by, and the understanding of any conditions of employment by an individual for an appointed  position with the City.

Blanket Drug Test: testing of all personnel (including Supervisors and Superintendents) in a specific department for alcohol or illegal drug presence. 

BAC:  (Blood Alcohol Content) Subpart B of 49 CFR 382 Part 382.204 states that “no driver shall report for duty or remain on duty in a safety-sensitive function while having an alcohol concentration of 0.04% or greater. However, a driver whose alcohol test indicates an alcohol concentration of 0.02% or greater but less than 0.04%, must not perform or continue to perform any safety-sensitive functions for th employer for a minimum of 24 hours.”

Business Day: 8:00 am to 5:00 PM, Monday through Friday of each week, except holidays, and those times worked by individuals required, or requested to do so.

Calendar Day: Any day of the year

City: Payson City Corporation

Governing Body: The Mayor and City Council of Payson City

City Manager:  The City Manager of the City of Payson as defined in Title 2-02-010 et seq Payson City Ordinances.

Class or Classification: A position of group of positions having qualifications, duties and responsibilities sufficiently similar so that the same title, duties and requirements are applied.

Class Specification: Description of the duties, responsibilities and minimum qualifications of the positions included in the class as determined by the Personnel Officer.

Classified Employees: All full and part time employees of the City except those designated as Management or Executive Management or those specifically excluded by Ordinance.

Controlled Substance:  Controlled substances are defined as marijuana (THC), cocaine, phencyclidine (PCP), opiates, and amphetamines (including methamphetamine) or other substances which may only be legally obtained and used pursuant to a physicians prescription. 

Compensation: Salary and all benefits accruing to a classification.

Demotion: A change in employment status from one classification to a second classification possessing lesser minimum qualifications which is assigned a lower salary range in the City's approved salary plan.

· An employee shall not be demoted to a classification for which the employee does not possess the minimum qualifications. If demoted, an employee's salary shall be reduced to the range of the new classification and shall be less than the previous salary paid. A demotion may be made to a vacant position in a different classification with the Personnel Officer's approval for the following reasons:

1. As a result of a disciplinary action only after the disciplinary procedures outlined herein have been followed; or 

2. If it is determined that the employee is unable to perform at a satisfactory level due to poor attitude or physical inability to perform the essential functions in the current position, or

3. If the position currently held is eliminated through lack of funds or reduction in force.

Disability: A physical or mental impairment that substantially limits one of more major life activities, or a history of a physical or mental impairment which substantially limits major life activity or is regarded as having a physical or mental impairment, and is supported by record.

Disciplinary Action: An action taken against an employee Discrimination: Any adverse action taken against an employee because of race, color, national origin, sex, religion, age or disability or any other non-merit factor as specified by law.

Dismissal: Termination XE "Termination"  of employment of an employee for cause.

Drug: Any substance recognized as a drug in the United States Pharmacopoeia, the National Formulary, the Homeopathic Pharmacopoeia, or other drug compendia, including Title 58, Chapter 37, Utah Controlled Substances Act, or supplement to any of those compendia.

Drug Testing: The scientific analysis for Th. presence of drugs or their metabolites in the human body in accordance with the definitions and terms of Utah Code Section 34-41-101.

Entry Level: Position listing unskilled or semi-skilled essential job functions and not involved in management or supervision of other employees. 

Essential Functions: Fundamental duties that are minimum specifications of the job description.

FSLA: Fair Labor Standards Act

Grievance: A complaint by an employee concerning the interpretation of personnel rules, regulations, practices, working conditions or concerning discrimination XE "Discrimination:Harassment"  (including race, color, religion, sex, age, national origin or disability), which has not been resolved satisfactorily in an informal manner between the employee and the immediate supervisor and/or the City Manager. 

Immediate Family: Those persons who are an employee's legal spouse, mother, father, sister, brother, ward, legal guardian, grandchild, or grandparents, mother-in-law, father-in-law, step- mother, step-father, step-brother, step-sister, or a deceased who has lived in an immediate family relationship with the family.

Introductory Period: an extension of the selection or promotion process during which an employee is required to demonstrate satisfactory performance of the duties, compatibility, etc. for the position to which hired or appointed.

Layoff: Involuntary termination of employment without prejudice because of organizational changes, abolition of positions, shortages or work and/or funds.

Out-of-Class Compensation: The higher salary an employee receives for temporarily working in a classification having a higher salary range than the one to which than employee was hired or appointed.

· Upon approval of the Department Superintendent and the Administrator, an employee may work out of classification for a period not to exceed 150 consecutive calendar days.  Generally, no compensation for working out of classification shall be approved for short-term vacations, sick leaves, training or other foreseeable circumstances. Working out of classification is intended solely for the purpose of emergencies or short term operational needs.

· The pay shall be within the range for the new classification and an increase in salary of no more than an additional 5% of the employee's current salary shall be approved unless it is necessary to bring the employee's salary up to the minimum of the new range.

Open Competitive Examination:  An examination for a particular position that is open to all persons meeting the essential functions for the position.

Outside Employment: Employment by an organization or individual other than the City of Payson.

Overload Compensation:  Additional monetary compensation awarded to over-time exempt positions in cases of intense and sustained workload that cannot be reasonably covered through flexible schedules. 

Performance Evaluation: Reports of job performance based on significant job tasks or objectives in the employee's position description.

Periodic Testing: Pre-selected and pre-announced drug testing of employees or volunteers XE "Volunteers"  conducted on a regular schedule.

Personnel Officer: The City Manager or his/her designated personnel representative.

Personnel Record: The official file of the City for each employee kept in the personnel office.

Post-Accident Testing: Employees involved in any incident that results in death to another individual or the issuance of a traffic citation.

Position Description: A written statement describing the objectives and tasks of a position, the underlying knowledge, skills, abilities and required licenses, necessary to satisfactorily perform the job.

Positive Test:  Any test result showing a blood alcohol content of  0.02 percent or greater or the presence of any controlled substance in the test subject. 

Pre-Employment Testing: All prospective employees in the specified positions are to be tested as a condition of employment. Prospective employees who refuse to take a test or whose test is positive will be denied employment. 

Promotion: A change in employment status form one classification to a second classification possessing higher minimum qualifications and which is assigned a higher salary range. The City Manager may innate the promotion of any employee based on recommendation from the superintendent, continued education and/or experience, performance reports or reclassification of the position. An increase in pay grade and step shall be decided by the Administrator but based on the established wage and salary criteria.

Random Testing: No less than 5% of the specified employee group will be tested each month. Those to be tested will be selected by scientific random sample.

Reasonable Suspicion:  Knowledge sufficient to induce an ordinarily prudent and cautious person under the circumstances to believe that a prohibited activity is occurring. 

Reclassification: Modification of job title and duties with a corresponding salary range change.

Organizational changes that significantly modify job duties may require reclassification for the position. A request for a reclassification shall be submitted by a Department Superintendent, after which the Personnel Office shall complete the appropriate classification analysis to identify a change in the level of difficulty or responsibility between the existing job description and actual job duties.

Reclassification shall not be construed as a promotion or demotion. Salary changes may or may not occur as a result of classification. Implementation of a reclassification and any salary adjustments XE "Salary Adjustments"  shall only take effect following the approval of the City Manager.

Red-Line: A condition that places an employee above the established pay range maximum of his/her classification. Employees who are redlined are not eligible for performance pay increases until the pay range minimum for their grade exceeds their pay.

Reasons for redlining an employee include:

· Reclassification

· Transfer

· Year's of Service

· Salary Plan Change

· Level of Performance.

Reduction in Pay: a reduction in the amount of pay received as a result of disciplinary action or City Council action, which is a result of good cause of demonstrated condition of need.

Refusal to Submit to Testing:  Failure to provide an adequate breath or urine sample without a valid and verified medical explanation, after the employee has received notice that he/she is being tested and a breath or urine sample is required, or engages in conduct that clearly obstructs the testing process. 

Reinstatement: Re-employment of a former employee. Within one year of separation, a former employee may submit in writing a request for reinstatement. All of the following conditions must be met prior to reinstatement:

· A position is available

· Approval is given by the Department Superintendent and the Personnel Officer.

· Approval is given by the City Manager. 

Reinstatement may be considered if the employee left the City as a result of:

· Layoff: These individuals shall retain their former longevity status and anniversary date for the purpose of compensation upon being reinstated.

· Resignation: Only individuals who resigned in good standing shall be eligible for reinstatement within six months after date of termination. Employees reinstated under such circumstances would retain their position anniversary date. 

· Medical Leave: Termination XE "Termination"  because of medical necessity is eligible for reinstatement. The City reserves the right to dismiss the employee if the position vacated because of medical necessity is deemed essential for the efficient and effective operation of the City. Individuals reinstated after medical leave shall retain their former longevity status and position anniversary date for the purpose of compensation and benefits. (See also Medical and Family Leave Policies)

Reinstatement because of military service shall be in accordance with federal law.

All reinstatements shall be to the same or comparable classifications or to any classification to which that employee would have been eligible to transfer. Prior to being reinstated, an individual may be required to pass an employment physical (subject to ADA) examination and/or an introductory period.

Rejection: The dismissal or demotion of an employee during an introductory period.

Reprimand: An oral or written notification to an employee regarding violation or a rule, order, procedure, standard of conduct and/or expected performance standard including corrective action necessary by the employee.

Reprisal: An act of retaliation taken against an employee for having exercised their right to file a grievance in good faith or an adverse action taken against an employee for having opposed a discriminatory practice.

Resignation: Voluntary termination of City employment by an employee including the abandonment of position.

Safety Sensitive Positions:  Positions occupying a high level of public trust as classified by job description, duties or the possession of equipment or property capable of endangering the public. 

Salary: the wages paid for services performed.

Salary Adjustment: An adjustment in an employee's salary.

Salary Plan: A citywide plan that provides a system of rewarding employees for their performance.

Salary Range: a range for each individual classification that reflects a minimum and maximum salary.

Salary Range Increase: An increase in the salary range for a classification.

Sample: (For Drug Testing Purposes) urine, blood, breath, saliva, or hair collected from subject.

Severance Pay: Wages paid in-lieu of allowing an employee to work upon termination for any reason.

Supplemental Introductory Period: Return to probationary status if an employee who performs below an acceptable level for any cause of discipline or dismissal.

Suspension:

· Disciplinary: Temporary separation of an employee, with or without pay, for disciplinary reasons for a specified period of time, not to exceed 30 calendar days.

· Administrative: Temporary separation of an employee, with pay, for an unspecified period of time to allow for investigation of matters pending concerning that employee. (See additional information on suspension in Section 790 Disciplinary Procedure of these policies.

Termination XE "Termination" : A voluntary or involuntary action that severs a person's employment relationship with the city of Payson.

Transfer: A change from one position to another in the same class, or comparable class in the same or another department. A voluntary transfer may be made to a vacant position in the same or another department upon written request and with the approval of the appropriate Department Superintendents, and the City Manager.  Transfers may occur from one position to another in the same department of the same class, or from department to department to a position of the same class. Transfers shall not be used for purposes of promotion or disciplinary action. The employee transferring must possess the minimum qualifications for the new position. Prior to any transfer the affected employee must be notified and approve the transfer. XE "Tranfers" 
Vacancy: Vacancies in departments may be filled by promotion from within the City with approval of the Manager as follows:

· Competitive examinations limited to employees who possess the minimum qualifications of the classifications and/or an application and interview process limited to current employees for a period of five (5) days prior to outside advertisement.

· Immediate promotional appointments made without examination based on:

1. The considered employee shall have been performing at a high level in his current position; and

2. The considered employee shall have capability of being successful in the position to be filled.

Volunteer: Any person who donates services as authorized by Payson City without pay or other 

Compensation except expenses actually and reasonably incurred. 

Work Shift: The days of the work week or work period and the hours during that week or period that an employee is assigned to work on a regular basis.

Work Week: A 168-hour period consisting of seven consecutive 24 hours periods. The City standard workweek shall be from 12:00 am Sunday to 11:59 PM Saturday.

Working Day: the same as a Business Day whether or not that day is part of the employees work shift, excluding weekends and holidays.
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