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1 Acknowledgement of Receipt of Employee Manual

I have received a copy of the City of Martinsville’s Employee Manual. This manual replaces any
employee manuals or guides that | may have received as part of my employment with the City. The
manual has been prepared from relevant laws, regulations, and policies, and outlines my privileges and
obligations as an employee. | will become familiar with the specific guidelines in the manual because it
summarizes specific procedures that may affect my daily work. If I have any questions or need further
assistance with matters covered by it, | will contact my supervisor, department director, or the Human
Resources Office.

This manual is subject to change with or without notice. It is understood that revisions in policy,
procedure, or employee benefits in this Employee Manual will supersede or eliminate those found in pre-
existing Employee and Administrative Policies & Procedures Manuals, and | may be notified of such
changes through normal communication channels.

Nothing in this manual is intended or interpreted to create a contract (stated or implied) or guarantee of
employment and or benefits for any specific period of time or for any specific procedures or type of work.
This means that either the City of Martinsville or I may end the work relationship at any time for any
reason. This practice is not a change from long-standing City policy and is only referred to here to avoid
any misunderstanding.

I have had the opportunity to review the Employee Manual, ask questions if necessary, and acknowledge
that I understand the policies and procedures set forth it. | agree to comply with the guidelines, policies,
and procedures of the City. | further agree that failure to comply with any policy, procedure, or standard
practice of the City may result in corrective action including immediate termination of employment.

I understand and agree that the City may execute a payroll deduction in order to reimburse the City for
any lost, stolen, or damaged City property or worker’s compensation reimbursement for any reason and at
any time with or without notice. | further understand and agree that the City may deduct from my
vacation and comp-time banks at its discretion in order to reimburse the City for any lost, stolen, or
damaged City property or worker’s compensation reimbursement for any reason and at any time with or
without notice.

| further understand no supervisor, manager or representative of the City, other than the City Manager,
can make any agreement guaranteeing employment for any specified period. | also understand any such
agreement, if made, will not be enforced unless it is in writing and is signed by the City Manager.

Print Name of Employee Employee’s Signature/Date

Print Name of Witness Signature of Witness/Date

After obtaining the employee’s signature, this completed form will be retained in the Human Resources
Office. It will become a part of your employee personnel file.
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2 INTRODUCTION
PURPOSE AND SCOPE OF EMPLOYEE MANUAL

This employee manual is a source of information about your employment with the City. While
no set of written policies or procedures can cover every possible situation, this manual provides overall
guidance for practical, consistent decision-making. The City Manager may make exceptions to policy in
special or unusual situations which would be in the best interest of the City. If you have questions about
anything in the manual, please discuss them with your supervisor, department director, or the Human
Resources Office.

The personnel policies contained in this manual supersede any existing or conflicting statements,
practices, procedures, or policies in effect prior to the date of the manual’s publication, unless covered
elsewhere. The policies, procedures, benefits and other programs contained in the manual may be
changed or modified by the City at any time in accordance with Council policy, federal or state laws, or
appropriate human resources practices. All revisions to this manual are issued and maintained by the
Human Resources Office and will be provided to the City Council prior to the distribution to employees.

Your department director is responsible for maintaining a current employee manual that contains all
revisions. From time to time, you will be provided with various notices and manual updates. Because of
the nature of the operation of some departments under the City Manager’s jurisdiction, separate rules and
regulations to fit specific conditions may be necessary. In which case, the supplemental rules and
regulations will be approved by the City Manager and considered part of this manual. Failure to comply
with any policy, procedure, or standard practice of the City may result in corrective action
including immediate termination of employment.

Nothing contained in this manual should be intended or interpreted to create a contract or
guarantee of employment (express or implied), specific procedure or type of work, or benefits for
any specific period of time. Either you or the City of Martinsville may terminate the employment
relationship at any time, for any reason, with or without cause or notice. No supervisor, manager, or
representative of the City, other than the City Manager, has the authority to enter into any agreement with
you for employment for any specified period or to make any promises or commitments contrary to the
above. Any employment agreement entered into by the City Manager shall not be enforceable unless it is
in writing and signed by the City Manager.

This employee manual applies to all employees whose job descriptions and position
classifications fall under the jurisdiction of the City Manager and are established within the Classification
and Pay Plan. The manual does not pertain to constitutional offices of the Treasurer, the Commissioner
of Revenue, the Sheriff, the Commonwealth’s Attorney, the Clerk of the Circuit Court, and the Office of
the Registrar. It does not apply to employees of the Blue Ridge Regional Library, the Piedmont Regional
Criminal Justice Training Academy, Southern Virginia Recreation Facilities Authority, and the Dan River
Alcohol Safety Action Program.

The City wishes you every measure of success as you meet the challenges ahead of you.



3 PUBLIC SERVICE IN THE CITY OF MARTINSVILLE

3.1 General Government

The Code of Virginia and the City Code establish the decision-making authority and
responsibility of the City of Martinsville. A five-member City Council serves as the lawmaking body of
the City. At-large elections are held every two years and are for staggered four-year terms. Official
Council meetings are conducted on the second Tuesday (generally a work session) and fourth Tuesdays of
each month in Council Chambers; Neighborhood Town Meetings may be held periodically in various
locations. The Council sets the annual tax rate, adopts budgets for all City services, and establishes
various programs and policies.

The City Manager serves at the pleasure of City Council, carries out the policy decisions of City
Council, and oversees day-to-day governmental operations. The Manager keeps the City Council
informed of the City’s financial condition and future financial needs, prepares reports concerning the
affairs of the City, and investigates and acts on complaints. Department directors and employees under
the City Manager’s jurisdiction are appointed by and report directly to the City Manager or his/her
designee.

The Director of each department administers and manages all departmental functions, including
the establishment and communication of work expectations, the development of operating procedures, the
scheduling of activities and hours of work, the management of employee performance, and the
continuation of a safe, non-discriminatory working environment.

3.2 Our City History

Named for General Joseph Martin, the Town of Martinsville was established in 1791 from 50
acres of land in Henry County. The Town was incorporated in 1873. Due to an industrial boom and the
railroad, the Town had reached a population of 5,400 by 1924. The City was incorporated in 1928 as a
City of the Second Class. By 1941, Martinsville had become a City of the First Class, and the population
had increased to better than 10,000. The City’s present population is approximately 13,821 per the 2010
Census and covers 11.2 square miles in size.

3.3 Shared Vision Statement

A vision statement says something about what an organization wants to become and gives
direction for the future. The following statement was developed jointly by City Council and Department
Directors regarding the City’s vision for the future:

“As faithful stewards of the public trust, we will create in partnership with the citizens of
Martinsville and the surrounding region, a strong, innovative, and unified community where every citizen
may have the opportunity to become self-sufficient with satisfaction, pride and a high quality of life.”



4 EMPLOYMENT PROVISIONS

41 Employment at Will

Virginia is an “Employment-at-will” Commonwealth. Therefore, employment with the City is at-will.
Employment at-will means that both the employee and the City have voluntarily entered into the
employment relationship, and both the employee and the City are free to terminate the employment
relationship at any time, with or without cause and for any reason, so long as such termination does not
violate applicable law. Policies set forth in this manual are not intended to create an employment contract
between the City and any of its employees. No one is authorized to deviate from this policy or promise
anyone employment for any specific length of time. The only exception is the City Council and/or City
Manager may approve employment contracts as they deem appropriate.

4.2 Equal Employment Opportunity

The City of Martinsville shall provide equal employment opportunity to employees and
applicants for employment on the basis of merit and qualifications without regard to race, color, religion,
national origin, gender, age (except where gender or age is a bona fide occupational qualification),
political affiliation, or otherwise qualified persons with disabilities. This policy shall be followed in
recruiting and hiring practices, testing, compensation and pay practices, benefits, promotions, transfers,
layoff/return from layoff, performance management, training, apprenticeship, demotions, corrective
action, terminations, and all other terms, conditions, or privileges of employment. Any person employed
by the City who fails to comply with this policy is subject to disciplinary action. This Equal Employment
Opportunity Statement applies to those employees under the jurisdiction of the City Manager.

This policy is intended to discourage unfair practices such as:

1. Discrimination in favor of any employees or applicants for employment on the
basis of race, color, religion, national origin, gender, age, political affiliation, or
disability to the detriment of employment opportunities of any other qualified
employee or applicant; or

2. Lowering of job requirements or performance standards for the purpose of
favoring any employee or applicant on the basis of his or her race, color,
religion, national origin, gender, age, disability, or political affiliation.

In response to requirements established by the Federal Government in order to receive Revenue
Sharing funds and grants from such agencies as the Department of Criminal Justice Services and Housing
and Urban Development, the following statement is incorporated into this policy:

“No person shall, on the grounds of race, color, religion, national origin, gender, age,
disability, or political affiliation, be excluded from participation in, be denied the benefits
of, or be subjected to discrimination under any City program or activity funded in whole
or in part by Federal financial assistance.”

The ultimate responsibility for Equal Employment Opportunity Compliance rests with the City
Council and City Manager. Responsibility for insuring that this policy is carried out on the departmental
level is delegated to each director.

When employees and supervisors have problems, they will be assisted through corrective action and/or
informal counseling. If and when such counseling fails, any employee who believes that he/she has
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received unfair treatment has the right to file a grievance under the City's grievance procedure. The filing
of such a complaint will in no way adversely affect the employee's treatment on the job. To provide for
the prompt and equitable hearing of employee grievances concerning work-related matters, as well as
discriminatory matters, the City has outlined formal grievance procedure guidelines of the Employee
Manual.

4.1 Non-Discrimination

Discrimination against employee based on race, color, religion, age, gender, national origin,
political affiliation, and disability or any other characteristic protected by applicable law or any other
basis will not be tolerated except when certain physical and mental requirements are a bona fide
occupational qualification necessary to perform the essential functions of the job. The complaint,
investigation, and disciplinary action processes will similarly occur as defined in the Anti-Harassment
Policy and Complaint and Grievance Procedures. Retaliation of any form is prohibited.

4.2  Disability Accommodation

The City is committed to complying fully with the Americans with Disabilities Act (ADA) and its
amendments ensuring equal opportunity in employment for qualified persons with disabilities.
Employment practices and activities are conducted on an equal opportunity and non-discriminatory basis.

4.3 General Rules of Conduct

The proper conduct of all employees is necessary to ensure a safe, productive and pleasant
working environment. Employees will always use good judgment, discretion, and the highest standards of
ethical conduct in carrying out City business. While on City of Martinsville premises or while conducting
City business off the premises, rude, profane, or obscene remarks or gestures made to or about clients,
customers, fellow employees, or management will not be tolerated, regardless of circumstances or
location. Certain guidelines are used to govern improper conduct and to provide uniform disciplinary
action when necessary. Employees are expected to follow the established guidelines listed below.

e To know and observe all established City policies and procedures
e To perform the job assigned as instructed by the supervisor
e To report to work on time and to devote full attention to work while on duty
e To know and abide by the safety rules of the City for the employee’s own protection and that of
fellow employees and the public
To be fair, courteous and cooperative in dealing with the public and with fellow employees
o Employee conduct outside of work that reflects poorly on the City may result in disciplinary
action up to and including termination of employment.

4.4  Recruitment and the Application Process

The Human Resources Office develops and maintains effective recruitment procedures that
attract candidates who are representative of the community and who possess the education, skills and
abilities to meet the current and future needs of the City. When a position is to be filled from outside of
the department, the department director will notify the Human Resources Office of the need to advertise
the position and seek qualified applicants for employment. The job opportunity/announcement is
publicized in a designated area of each City department and other locations that are available to the
general public. Human Resources and members of management reserve the right to reach out to any third
party for assistance recruiting women and minorities or recruiting for diversity. Once a hiring decision is
made and the candidate has reported to work, applicants who were not selected for the position will be
notified.
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Employment applications are accepted for advertised positions only and remain in an active file
in the Human Resources Office for a period of twelve months. After the twelve-month period, applicants
must complete a new employment application.

45 Types of Appointment

City employees may be appointed on a regular, temporary, or part-time basis. Department
directors will appoint employees according to hiring procedures approved by the City Manager and
maintained by the Human Resources Office.

45.1 Regular Full-time Appointment

An appointment made to a position whose classification is listed in the Classification Plan.
Classified positions usually have no fixed duration of service and employees are eligible for employee
benefits. Such appointments are subject to an introductory period.

45.2 Temporary or Part-time Appointment

An appointment that will end upon completion of a specific project or assignment,
generally up to six months in any twelve-month period or when the work is occasional or
sporadic, seasonal, or up to 29 hours per week.

Temporary and part-time employees are paid on an hourly basis and are not eligible for benefits.
Time completed in a temporary capacity may be counted as part of the introductory period should a
regular appointment be available at the end of the temporary assignment. Individuals hired from outside
temporary agencies for specific assignments are employees of that agency and not the City of
Martinsville.

45.3 Acting Status, Temporary Assignment, and Assumption of Additional Duties

Acting appointments occur, at the discretion of a department director, when an employee is required
to temporarily assume the duties and responsibilities of a higher level position for a period in excess of
thirty (30) days as a result of a resignation, termination, or extended leave outside the scope of their normal
job. Acting appointments shall be documented in writing and shall be made a part of the employee’s official
personnel file.

The salary of an employee who takes on ALL of the duties of the higher level position will be
increased by a minimum of five (5) percent or adjusted to the minimum salary of the grade in which
appointed, whichever is greater. In exceptional situations, an increase of greater than five (5) percent may
be requested based on written justification of the department director and approval of the Human Resources
Director and City Manager. When less than full duties are assumed, the department director will determine
the amount of temporary additional pay, if any.

When an employee takes on all of the duties of a higher level position, he/she also takes on the
conditions of the employee of the position, such as FLSA status. If an employee is receiving acting duty
pay at the time a general pay increase is awarded, the employee’s interim pay will be adjusted to reflect the
general increase. At the end of the acting status or assumption of additional duties, the employee’s pay will
return to the level of pay in effect prior to the appointment of acting status, plus any annual increases which
the employee would have otherwise received.

46 Age Limitations
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To be considered for a regular position, applicants must be at least eighteen (18) years of age and
meet the established minimum job requirements as provided on the job description. Applicants for job
opportunities in the Police and Fire/EMS Department must meet the age requirements for the particular
position. Specific information about each vacancy can be obtained by contacting the Human Resources
Office.

4.7 Physical Standards and Other Requirements

Before an employment offer can be extended, an applicant must be able to perform the essential
functions of the job with or without reasonable accommodation and pass a drug test. For certain
positions, successful completion of a post offer medical examination performed by a City chosen
physician will be necessary. Periodic medical examinations may also be required in those positions
where physical standards must be maintained. Background investigations and local/state police checks
will also be required and will not violate any federal or state equal opportunity law or regulation. Due to
the length of time required to complete certain background investigations, a conditional offer of
employment may be extended, subject to the successful completion of the investigation.

4.8 Criminal Convictions

The City of Martinsville does not discriminate unlawfully against persons who have been
convicted of criminal offenses. A prior conviction does not automatically exclude an applicant from
employment with the City. The nature and the offense of a past conviction is weighed and considered in
relation to the duties of the position desired.

49 Operation of a City-Owned Motor Vehicle

Some positions require the operation of a City-owned motor vehicle as an essential function of
the job. Prior to their appointment, applicants may be required to provide a copy of their valid driver’s
license and Division of Motor Vehicles driving record, and where necessary, a copy of the applicant’s
Commercial Driver’s License. Employees must report any restrictions, limitations, or loss of their driving
privileges to their supervisor.

4.10 Residence
Departments that have critical and essential work to be performed outside regularly scheduled
hours or during emergencies may require that some employees reside within a reasonable distance of the

City.

411 Work Authorization

The Immigration Reform and Control Act makes it illegal for employers to employ anyone who
is not authorized to work in the United States. Within three (3) days of beginning work, employees must
provide one official document that establishes BOTH their identity and employment eligibility OR one
document that establishes the employee’s identity AND one document that establishes employment
eligibility to work in the United States.

412 Secondary Employment

An employee of the City may be self-employed or may take occasional or part time jobs provided
there is no conflict with working hours, loss of efficiency, or conflict of interest with the City. Employees
who wish to accept outside employment must make sure that it conforms to City policy. Conflicting
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outside employment shall be grounds for disciplinary action, up to and including termination. An
employee is prohibited from working at outside employment while on approved sick, FMLA leave, or
injury leave. All employees have the duty to disclose the acquisition of secondary employment at the
time of hire and anytime thereafter to their immediate supervisor and Human Resources. Employees with
secondary employment are further required to complete the Disclosure of Secondary Employment form in
the Human Resources Office which is subject to review by City management and the City Attorney for
conformity to City Policy.

4,13 Employment of Relatives

No relative of a member of City Council, the City Manager, or the Assistant City Manager may
be employed or assigned to any type of position under the jurisdiction of the City Manager. In addition,
two members of an immediate family cannot be employed in the same department. Also, two members
of an immediate family cannot be appointed or assigned to a position where one employee would have
influence over the other’s employment, promotion, salary administration or other management or
personnel considerations. Situations that violate this provision but which were in existence prior to the
issuance of this manual will be allowed to continue. Immediate family includes spouse, parent (including
step-parent), mother-in-law, father-in-law, children (including step-children and foster children), brother,
sister, step-brother, half-brother, step-sister, half-sister, sister-in-law, brother-in-law, son-in-law,
daughter-in-law, grandparent, grandchild, aunt, uncle, niece, or nephew of the employee and his/her
spouse.

414 New Employee Orientation

At the beginning of their employment, all new employees must attend an orientation conducted
by the Human Resources Office. During this time, benefits and enrollment requirements, compensation,
and City policy are discussed. Prior to beginning work, all new employees must complete a
Compensatory Time Agreement, where required.

The new employee’s supervisor or departmental representative is responsible for conducting an
on-the-job orientation. The employee’s work schedule, specific responsibilities, and safety requirements
will be discussed at length. During this time, the employee will be given a copy of their official job
description and any specific departmental policies and procedures that apply.

4.15 Payroll Withholdings

The law requires that the City withhold certain amounts from employee paychecks, including amounts for
applicable federal, state and local taxes and Social Security taxes. The City also offers programs and
benefits for which employees may authorize deductions from their paychecks to cover the costs of
participation. Employees should speak to their supervisor if they have questions about these programs or
withholdings from your paychecks. Should an individual accept employment or continue their
employment relationship with the City a condition of continued employment is that the employee may be
required to reimburse the City for any lost, stolen, or damaged City property which may be collected via
payroll deduction by the City at any time.

416 Coverage and Assignment of Positions

City Government exists to provide certain necessary and important services to the citizens of the
City of Martinsville. In order to fulfill this responsibility, the City must attract and retain competent and
loyal employees dedicated to the mission of providing high quality public service. This requires a
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comprehensive compensation program that rewards and recognizes employee’s commitment, skill
development, and quality service.

The City’s goal is to compensate employees fairly, relative to similar positions in the market
place, and to offer a competitive wage and benefits package that keeps turnover to a minimum. Positions
with similar duties and responsibilities are grouped together in the same job classification. Every
position, except that of the City Manager, is assigned to a specific grade that consists of a minimum and
maximum range of pay, with the mid-point or job rate reflecting the market average for that position. The
grade determines the compensation for which an employee is eligible. Pay grades and job classifications
may only be changed with the authorization of the City Manager.
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5 WORK HOURS AND ATTENDANCE

51 Attendance and Absenteeism

An essential function of all positions is the requirement for regular and predictable attendance.
Absences, especially those that are unexpected, can be a problem and place a burden on co-workers and
hinder effective City operations. The determination of what is excessive tardiness and absenteeism, or
attendance that is not regular and predictable, is reserved solely for City management. Excessive tardiness
and absenteeism may result in disciplinary action up to and including termination. Any absence of three
(3) consecutive workdays without prior approval from the supervisor may be considered a voluntary
resignation.

5.2 Reporting Requirements

Employees are expected to personally report any unscheduled absence to their immediate
supervisor prior to the beginning of the assigned work period. Any unauthorized absence will be treated
as an absence without pay and may be grounds for disciplinary action, up to and including termination of
employment. If it is determined that the employee had a valid reason for failing to get prior approval for
the absence, the time off may be approved retroactively. Questions regarding about how an employee
should report an absence from work should be directed to the supervisor.

5.3  Working Hours

Generally, full-time employees, except those in public safety departments, work a forty-hour
work week. Administrative employees work from 8:00 AM to 5:00 PM; with offices open to the public
from 8:00 AM until 5:00 PM, Monday through Friday. Because of the nature of work in some
departments, special work hours may be required. A director may adjust, increase, or decrease the normal
work schedule as operations demand; however, schedule changes will not be used to penalize an
employee. The supervisor will provide each employee with a daily schedule as changes are to be
implemented and with as much advance notice as possible.

Subject to the advance approval of the supervisor and department director, employees may work
an alternate or flexible schedule provided the forty-hour minimum and specific requirements are met.
Employees must account for hours not worked through the use of sick leave, annual leave, or other
approved leave.

5.4  Lunch Periods

Employees should check with their supervisor to determine when their official lunch period is
scheduled. Employees who are scheduled for an unpaid meal break must immediately notify their
supervisor if their meal break is interrupted. Employees may not voluntarily work through their unpaid
meal break to finish work without approval of their supervisor.

5.5 Inclement Weather

All municipal facilities will remain open for business during normal business hours regardless of
weather conditions. Only under the most extreme conditions will the City Manager close all or any part
of the City offices and operations, should a situation exist that warrants such action. Department directors
will determine those employees whose jobs require the performance of operations necessary to the public
welfare and safety even during an emergency or inclement weather. These “essential personnel” will be
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required to report for and remain on duty regardless of the City Manager’s decision to close City offices
for a full or partial day.

Employees must use their own judgment as to whether it would be unsafe to drive to work and
should not rely on transportation being provided by the City. If an employee does not report to work
during those hours that municipal facilities are open for business, compensatory time, annual/vacation, or
leave without pay must be used to cover the duration of the absence. In the event the municipal facilities
close early (generally, this would pertain to general public use only) employees must again use
compensatory time, annual/vacation, or leave without pay to cover the duration of absence if they choose
to leave work early or department manager authorizes employee to leave early. An employee who is on
pre-approved vacation or sick leave during the period of inclement weather will be charged accordingly
with proper annual/vacation or sick leave hours.

5.6  Unexcused Absences

An unexcused absence is any absence in which the employee does not have prior approval from
his/her supervisor and for which the employee does not report to his/her supervisor within an hour of the
assigned work period.

Any three (3) consecutive unexcused absences may be considered a voluntary resignation. Any (3)
non-consecutive unexcused absences within a calendar year may result in corrective action up to and
including immediate termination of employment. Vacation and then comp-time will be applied to all
unexcused absences. If vacation and comp-time are exhausted the unexcused absence will be
unpaid. Absences that are protected by the Family and Medical Leave Act, that occur in conjunction with
Workers” Compensation or are due to Military Leave will not be used in calculating unexcused absences.

Any mitigating circumstances regarding attendance infractions may be reviewed at the sole
discretion of the immediate supervisor in consultation with the department director and other City
management as needed.

5.7 Work Week and Fair Labor Standards Act

The City’s overtime policies comply with those established under the Fair Labor Standards Act
or (FLSA). The Fair Labor Standards Act does not limit the number of hours that an employee may
work. It simply requires that overtime pay must be paid at a rate of not less than one and one-half times a
non-exempt employee’s regular rate of pay for each hour worked in a workweek in excess of the
maximum hours required. This usually means overtime for hours in excess of 40 per week.

To be considered exempt from overtime, an employee’s duties must fit into a specific category as
determined by the FLSA. The duties performed by the employee will be designated as either “non-
exempt” or “exempt”, as defined in this Chapter, and used to determine if the employee is eligible for
overtime compensation. Prior to their appointment, a new employee will be informed of their overtime
status under the Fair Labor Standards Act. Employees whose primary duty is law enforcement or fire
protection provide services on a seven (7) day, 24-hour-per-day basis and may work a special work period
of up to 28 days, as permitted by Section 7 (k) of the FLSA.

In order to meet the business needs of the City, an employee may be required to work beyond the
daily or weekly work schedule, or to return to work after leaving the work site for the day. Department
directors will arrange and control the work schedules in their department so that, to the extent possible,
required work will be accomplished without overtime. No overtime is to be worked except as authorized
by the department director or his/her designee.
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5.7.1  Non-exempt Employees

Employees who are required to be paid overtime at the rate of time and one half times their
regular rate of pay or granted compensatory time off for all hours worked beyond forty hours in a work
week, in accordance with applicable federal wage and hour laws.

5.7.2 Exempt Employees

Employees who are not required to be paid overtime, in accordance with applicable federal wage
and hours laws, for work performed beyond forty hours in a work week. Executives, professional
employees, outside sales representatives, and certain employees in administrative positions are typically
exempt. Exempt employees who work in excess of their normal workweek do not accumulate overtime
or compensatory time.

5.7.3 Standard Work Week/Work Period

Unless specifically exempt from the FLSA, as outlined in the Act, the standard work week for all
employees shall consist of seven consecutive calendar days, as established by the City Manager or
department director. Uniformed Fire/EMS personnel assigned to 24-hour shifts or uniformed Police
personnel may have an alternate work schedule, as needed, to effectively deliver services and may be
eligible for a special exception under Section 7(k) of the Act. Where implemented, a standard work
period of no less than seven or more than twenty-eight consecutive days may be established by the City
Manager or department director consistent with the requirements of the Act.

5.7.4 Hours Worked

When properly authorized by the department director, all hours that a non-exempt employee is
permitted to work are subject to compensation. The overtime compensation will begin for all hours
worked over forty (40) during the established workweek, except where applicable under 7(k) of the Act or
as required by Virginia Code. If an employee is expected to work overtime, the supervisor will give the
employee as much advance notice as possible.

5.7.5 Compensatory Time Off for Non-Exempt Employees

A non-exempt forty-hour employee who is required to work overtime in excess of the maximum
hours required will be compensated in the form of time off with pay at the rate of one and one-half hours
for each hour of employment for which overtime compensation is required. The City will allow a non-
exempt employee to use the time earned within a reasonable period and at the discretion of management,
provided that the time off does not adversely disturb the operations of the department. The Fair Labor
Standards Act does not generally require that an employee be paid overtime compensation for hours
worked in excess of eight per day, or for work on Saturdays, Sundays, holidays or regular days off so
long as the maximum number of hours are not exceeded.

It is the responsibility of departmental management to monitor the use of compensatory time off.
Unless otherwise authorized by the City Manager, regular non-exempt employees cannot carry over more
than forty hours of accumulated compensatory leave, or fifty-six hours of accumulated compensatory
leave for Police, Fire & EMS personnel, beyond June 30 of each year. To cover approved absences,
department directors may require that employees use compensatory time in place of sick or annual leave.
Upon termination of employment, a non-exempt employee shall be paid for any unused compensatory
time at their current rate of compensation.
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In certain circumstances, as determined by the department director and in consultation with the
Human Resources Director and City Manager, monetary payment for overtime may be authorized.
Subject to available funds, the premium will be an additional half-time for each overtime hour as
provided in the Fair Labor Standards Act and Federal Regulations Part 778.114 under the Fluctuating
Work Week method. In determining overtime payment for emergency work performed outside the
employee’s work schedule, time not worked due to a holiday, vacation, or sick leave will be counted as
hours worked.

5.7.6  Record of Hours Worked

Non-exempt employees must accurately record and report all hours worked and time not worked
on an official time sheet. The appropriate supervisor will verify and approve the hours worked and
forward information to the Finance Office on appropriate forms. Both exempt and non-exempt
employees must account for hours not worked through the use of sick leave, annual leave, or other
approved leave.

5.7.7 Partial Pay

A full-time introductory or regular non-exempt employee who works less than the normal pay
period and has insufficient leave to cover any absences from work shall be paid based on the number of
hours worked out of the total number of working hours in the month. An hourly non-exempt employee
who works less than a normal pay period shall be paid at their established hourly rate based on the actual
hours worked during the pay period.

5.7.8 Travel Time

Normal home to work and back home travel time is not normally considered work or paid time.
This is true whether the employee works at one location or many. Travel time between different work
sites during the day is considered work time. When an employee is sent to work or attend a meeting
requiring an overnight stay, only the travel time that falls within the regular scheduled work hours is
compensable time unless the employee is working while traveling, in which case all the hours are
compensable. Time spent traveling on off days during the employee’s regular working hours is
compensable time.

5.7.9 Standby Time

Some City departments have a need for essential work to be performed outside regularly
scheduled hours. Standby is a pre-planned status where specific employees are required to be available to
respond to after-hours, holidays, and weekend emergencies within a specified period of time. This
section does not apply to situations where essential work is required and performed as an extension of the
employee’s normal workday. To assure availability in the event of an emergency, departments will
establish standby procedures and guidelines that outline specific expectations and requirements.
Employees on standby status are not restricted in the use of personal time, but must be available to
promptly return to work when contacted by pager, radio, telephone or other prearranged means. A non-
exempt employee assigned to standby duty will be paid one hour of additional standby pay per day, at the
employee’s regular rate of pay, provided the employee remains available and is responsive to duty calls.

5.7.10 Call-Back
Non-exempt employees who are required to report to work outside the employee’s normally

scheduled hours or on holidays will be compensated for a minimum of three hours. If the actual hours
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worked exceed the three-hour minimum, the employee will be compensated for all hours worked.
Callback time will commence from the time the employee leaves his/her premises and returns to the
original location. If the employee is called back while in route to or from work, time worked will be
credited as an extension of the normal workday and the three-hour minimum will not apply.

Should the employee be called back a second time within the original three (3) hours of the first
call, an additional three (3) hour credit for the new call back will not be granted. Calls received and time
worked by an employee in a callback situation must be reported to the employee’s supervisor on the next
regular workday. The nature and amount of time worked during on-call duty are subject to verification by
supervisors. When discrepancies are noted, further justification may be required.

5.7.11 Emergency Response

In the event a situation arises that, in the judgment of management, requires an extraordinary
response effort, any and all employees under the jurisdiction of the City Manager may be contacted to
report to work. Under these circumstances, non-exempt employees will be compensated in the same
manner as described under the “call-back” provision in this Chapter and in accordance with the Fair
Labor Standards Act.

5.7.12 Lectures, Meetings, and Training Time

Attendance at lectures, meetings, training programs and similar activities will not be counted as
working time if all the following four criteria are met:
o attendance is outside of the employee’s regular schedule of work hours;
e attendance is voluntary;
o the course, lecture, or meeting is not directly related to the employee’s job; and
e the employee does not perform any productive work during such attendance.

Training is directly related to the employee’s job if it is designed to make the employee handle
their job more effectively as distinguished from training the employee for another job, or for a new or
additional skill. If an employee, on his or her own initiative, attends an independent school, college, or
independent trade school after work hours, the time is not work time even if the courses of study are
related to his or her job.
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6 PERFORMANCE

6.1 Performance Management Program

In an effort to help the City achieve its goals and objectives, motivate and retain quality
employees, and provide the City’s workforce with an understanding of what is expected of them, a
performance management system is utilized. The purpose of the program is to make each employee
aware of their overall performance and effectiveness and clarify functions, duties and responsibilities.
Work that meets and/or exceeds expectations can be recognized and rewarded and serious disciplinary
problems can be identified and resolved.

The Human Resources Director, with input from department directors and approval of the City
Manager, is responsible for the development and administration of the performance management
program. Components include evaluation forms and methods, eligibility for performance increases,
promotional, reassignment, demotion, and dismissal guidelines, employee training, certification, and
development programs, and succession planning efforts. All full-time employees under the jurisdiction of
the City Manager shall participate in the Performance Management Program.

6.2 Nature and Frequency of Reviews

Except for interim and introductory reviews, the employee’s immediate supervisor conducts the
formal annual evaluation. The evaluation should be approved, in writing, by the next level of supervision
prior to discussing the appraisal with the employee. In cases where the department director is the rater,
the City Manager may review these ratings. Interim evaluations may also be conducted at any time
during the performance cycle to advise both introductory and regular employees of progress toward
meeting performance objectives or to document problems or exceptional performance.

A performance evaluation may be delayed in cases where an employee has been on FMLA,
military leave, educational leave, job-incurred illness or injury, and/or the employee’s supervisor has not
had sufficient opportunity to observe the employee’s work. In these circumstances, the department
director may defer the evaluation for a period not to exceed the total time of the employee’s absence from
duties. The department director should document the deferral via written memorandum with copies to the
Human Resources Director and the employee.

When in doubt, employees should ask guestions regarding the requirements to meet the
performance standards of their position. The City encourages employees to provide input into their
formal evaluation. The employee may provide their supervisor with a listing of accomplishments for the
evaluation period. To the extent possible, the evaluation shall be based on facts and careful observation of
the employee’s performance for a specified period of time. Appropriate comments, explanations,
suggestions, and/or recognition shall be included as a part of the total evaluation.

6.3 Introductory Assessment Period

The Introductory Assessment Period is intended to give new employees and existing employees
transferred to a new position for reasons including but not limited to: voluntary or involuntary lateral
transfers, demotions, or promotions, the opportunity to demonstrate their ability to achieve a satisfactory
level of performance and to determine whether the new position meets their expectations. The City uses
this period to evaluate employee capabilities, work habits, communication skills, and overall
performance. Any employee who is transferred, demoted, or promoted to a new position and is unable to
meet the requirements of and/or satisfactorily function in their new position is not guaranteed continued
employment or the ability to return to his or her previous position.
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The first six months of service for a regular full-time employee is considered an introductory
assessment period. Law enforcement officers and fire personnel serve an introductory period of up to 12
months. During this time, the immediate supervisor will work closely with the employee. Guidance and
training will be provided and the employee’s work will be observed.

To determine if the employee has demonstrated their ability to perform the essential job
functions and suitability as a City employee, performance evaluations will be conducted within 90 and
180 days following the employee’s initial employment date or transfer date. The purpose of the review is
to give both the employee and the supervisor an opportunity to discuss their working relationship, the
employee’s strengths, areas that need improvement, and whether employment should be discontinued or
if the employee should be granted regular status. If granted regular status, satisfactory completion of the
introductory period does not guarantee continued employment.

Upon the recommendation of the supervisor, the department director may extend an introductory
period for up to six additional months in situations where the ability to meet essential job functions is
guestionable, or where the duties of the job require additional training.

6.4 Dismissal During or Extension of Introductory Assessment Period

An introductory employee may be dismissed at any time during the introductory period if it is
determined that the employee is not capable of performing assigned duties and/or for other justifiable
cause. Also, the introductory employee may terminate the employment relationship at any time during
and after the introductory period. A new introductory employee who cannot or is unable to adjust to his
or her position may be terminated or be placed in another classification for which he or she may be
qualified, provided an appropriate vacancy is available. Upon the recommendation of the supervisor, the
employee’s department director may extend an introductory period for up to six additional months in
situations where the ability to meet essential job functions is questionable, where the duties of the job
require additional training, or where an additional working test period is required. The supervisor must
notify the employee, in writing, if the introductory period will be extended. Prior to dismissal of an
introductory employee, supervisors should consult with the Human Resources Director to discuss possible
options.

6.5 Annual Performance Reviews

For regular employees, formal written performance evaluations are conducted at least once a year
or at other intervals as determined by the immediate supervisor. Annual evaluations do not replace day-
to-day discussions between the employee and supervisor, but they should help establish job specific
examples of how to meet those goals.

The formal evaluation is conducted using forms designated by the Human Resources Office.
While standards are different for each job, consideration will be given to: quality of work; job knowledge
and skills; productivity; dependability; initiative; working relationships; and other categories.

Before a formal appraisal is conducted, the evaluation form will be reviewed and approved by the
next level supervisor. Once the evaluation is conducted, the completed form shall be forwarded to the
Human Resources Office and placed in the employee’s personnel file. The department will retain a copy
of the evaluation for their records. When an employee is transferred or promoted, the supervisor at the
time of a transfer or promotion will complete an exit evaluation. The evaluation will be processed in the
manner described above.
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7/ PROFESSIONAL CONDUCT & WORKING CONDITIONS

Upon accepting a position with the City, employees are expected to apply themselves efficiently
to their assigned duties, to be timely and regular in attendance, and to maintain satisfactory work
performance. Failure to meet these standards can result in disciplinary action up to and including
termination.

This Chapter provides employees with a general understanding of what can be expected when a
violation of certain policies and/or procedures occurs. It is not possible to list every conceivable form of
misconduct. As a result, the conduct standards listed in this Chapter are for illustrative purposes only.
Misconduct or nonperformance issues not listed here will be treated consistently within the guidelines
outlined in this Chapter. Whenever possible, the City recommends that corrective action be used as an
alternative to discipline. However, immediate dismissal may result from situations where the City
believes corrective action is inappropriate. The City does not intend for this manual to alter the at-will
nature of its relationship with employees.

7.1 Employee Conduct and Work Rules

All supervisors and managers have a responsibility to be responsive to questions, concerns and
complaints raised by employees under their direction. This responsibility includes acquiring clarification,
interpreting or making decisions regarding any regulation and procedure or policy that might be sought by
an employee. Supervisors and managers must be receptive to suggestions that could alleviate or eliminate
employee concerns, improve the efficiencies or services provide to the City.

Some behaviors are unacceptable on City property. It is not possible to list all the forms of behavior that

are considered unacceptable in the workplace. Depending upon the seriousness and circumstances of

each individual case, misconduct can result in various degrees of corrective action up to and including

termination of employment. Violations of ethical conduct include but are not limited to the following:
e Theft or inappropriate removal or possession of property

Dishonest, falsification of timekeeping records and other working documents

Failure to comply or participate in a workplace investigation

Working under the influence of alcohol or illegal drugs

Possession, distribution, sale, transfer, use or being under the influence of alcohol or illegal

drugs in the workplace, while on duty, or while operating employer-owned vehicles or

equipment

Fighting or threatening violence in the workplace

Boisterous or disruptive activity in the workplace

Negligence or improper conduct leading to damage of City-owned property

Insubordination

Violation of safety or health rules

Smoking in prohibited areas

Sexual or other unlawful or unwelcome harassment

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

workplace

Excessive absenteeism

Excessive lateness for scheduled shift

Unauthorized absence from work station during the workday

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

Unauthorized disclosure of confidential information

Violation of personnel, administrative, or any other policies and procedures
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e Unsatisfactory performance or conduct

¢ Rude, discourteous or inconsiderate behavior or action directed toward other employees,
visitors, or any other persons.

e Sleeping on the job

Employee conduct outside of work that reflects poorly on the City may result in disciplinary
action up to and including termination of employment.

7.2 Workplace Etiquette

The City strives to maintain a positive work environment where employees treat each other with respect
and courtesy. Sometimes issues arise when employees are unaware that their behavior in the workplace
may be disruptive or annoying to others. Many of these day-to-day issues can be addressed by politely
talking with a co-worker to bring the perceived problem to his or her attention. In most cases, common
sense will dictate an appropriate resolution. The City encourages all employees to keep an open mind and
graciously accept constructive feedback or a request to change behavior that may be affecting another
employee's ability to concentrate and be productive.

The following workplace etiquette guidelines are not necessarily intended to be hard and fast rules with
corrective consequences. They are simply suggestions for appropriate workplace behavior to help
everyone be more conscientious and considerate of co-workers and the work environment. Please contact
the Human Resources Department if you have comments, concerns, or suggestions regarding these
workplace etiquette guidelines.

e Avoid public accusations or criticisms of other employees. Address such issues privately with
those involved or your supervisor.

e Try to minimize unscheduled interruptions of other employees while they are working.

e Be conscious of how your voice travels, and try to lower the volume of your voice when talking
on the phone or to others in open areas.

e Keep socializing to a minimum, and try to conduct conversations in areas where the noise will not
be distracting to others. Avoid breaches in confidentiality.
Refrain from using inappropriate language (swearing) that others may overhear.

¢ Avoid discussions of your personal life/issues in public conversations that can be easily
overheard.

e Monitor the volume when listening to music, voice mail, or a speakerphone that others can hear.
e Clean up after yourself and do not leave behind waste or discarded papers.

7.3 Employee Personal Data Changes

It is the responsibility of each employee to promptly notify their immediate supervisor and the HR
Department of any changes in personnel data, including personal mailing addresses, telephone numbers,
number and names of dependents and individuals to be contacted in the event of an emergency.

7.4  Corrective Action

This corrective action policy provides a method to improve unsatisfactory employee performance and
conduct and to ensure, where appropriate, consistency in the administration of the corrective action
process.

Documented Counseling
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The purpose of the Documented Counseling is to review standards of conduct and performance
issues, define the problems, and offer solutions, but are not required or necessary in order to
engage in formal Corrective Action. A meeting is held between the supervisor and employee
and the results are documented and forwarded to Human Resources. The documented
counseling is an informational and educational opportunity that sometimes occurs when
supervisors question an employee’s understanding of past discussions and trainings.

All steps in the Corrective Action process will be documented and placed in the employee’s
personnel file. Documented Counseling Report or Corrective Action Report forms should be used
as applicable. Human Resources will be notified of all Corrective Action steps.

Where appropriate, these stages are sequential. However, in particular serious instances,
corrective action may begin at later stages, including immediate termination of employment. The
City of Martinsville is not obligated to follow any specific Corrective Action process and reserves
the right, in its sole discretion, to issue the form and level of discipline it believes appropriate under
the circumstances.

Documented Warning
Documented Warnings must first be reviewed and approved by Human Resources.

This process involves a meeting between the supervisor and the employee, in the presence of
another member of management. The Documented Warning is signed by the employee,
supervisor, and another member of management. Prior disciplinary actions, if any, are cited. The
Documented Warning will be forwarded to Human Resources. Performance improvement goals
will be established possibly including a schedule or timeline and or directives given to resolve
any deficiencies.

Written Reprimand
Written Warnings must first be reviewed and approved by Human Resources.

If improvement is not noted within the timeframe specified in the Documented Warning, or if the
employee’s performance or standards of conduct are unsatisfactory for another issue, a Written
Reprimand is issued to the employee. Prior disciplinary actions, if any, are cited. The Written
Reprimand again outlines the problem and specific goals or directives for improvement. This
process involves a meeting between the supervisor and the employee, in the presence of another
member of management. The Written Warning is signed by the employee, supervisor, and
another member of management. The original is forwarded to Human Resources to be placed in
the employee’s file.

Suspension (removed from the work schedule)/Final Written Warning (remain on the work

schedule)

Suspensions/Final Written Warnings must first be reviewed Human Resources, City
Attorney, and approved by the City Manager and/or Assistant City Manager.

Suspensions/Final Written Warnings normally occur when previous Documented Warnings and
Written Reprimands have been ineffective and or if the employee’s performance or standards of
conduct are of significant concern. A written synopsis is given to the employee detailing the
specifics about the nature, reason for the Final Warning/Suspension and length of Suspension.
The Suspension/Final Written Warning process involves a meeting between the supervisor and
the employee, in the presence of another member of management. The Suspension/Final Written
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Warning is signed by the employee, supervisor, and another member of management. The
original is forwarded to Human Resources to be placed in the employee’s file.

Investigative Suspensions

An employee may be suspended without pay during an investigation of alleged misconduct that is
conducted at the request of City officials. An employee who is arrested for or charged with
committing a felony, a crime of moral turpitude (crimes contrary to justice, honesty or good
morals), or any offense that could directly affect public confidence in the employee’s ability to
perform City business will normally be suspended without pay.

If the City investigation clears the employee of all alleged misconduct, the employee will be
reinstated without loss of any benefits, pay, or City service credit. After the completion of the
investigation, the City may impose disciplinary action, up to and including dismissal, where
warranted. While on leave without pay, a suspended employee who wishes to continue benefits
must pay the employee’s share of the premium(s).

Termination of Employment
Termination of Employment must first be reviewed and approved by Human Resources,
City Attorney, and approved by the City Manager.

Documentation such as a Corrective Action Report, letter, or memorandum is given to the
employee, stating the reason for termination of employment and the effective date. An in-person
meeting will be held with the employee being terminated if feasible or advisable. If a meeting is
not feasible or advisable, the employee being terminated will be notified by phone, regular mail,
and/or certified, returned receipt mail. The documentation is forwarded to Human Resources to
be placed in the employee’s file.

Procedural Guarantees

Employees who serve in the Police Department in a sworn law enforcement capacity, firefighters,
and emergency medical technicians are eligible for certain procedural guarantees provided by the
Code of Virginia.

For the Police Department, the procedural guarantees apply to any sworn officer, other than the
Chief of Police, who “in his official capacity, is authorized by law to make arrests and who is a
non-probationary member” of the Police Department. These procedural guarantees provide an
alternative to the City Grievance Procedure and can be found in Chapter 5 of Title 9.1 of the
Code of Virginia, Sections 9.1-500 through 507.

For firefighter personnel, these procedural guarantees apply whenever an officer, a firefighter or
an emergency medical technician is subjected to an interrogation that could lead to dismissal,
demotion, suspension or transfer for punitive reasons. These procedures guarantees can be found
in Chapter 3 of Title 9.1 of the Code of Virginia, Sections 9.1-300 through 9.1-304.

Employee’s Right to Notice

Within any documented warning, written reprimand, final warning/suspension, demotion, or
disciplinary transfer or dismissal, an employee must be informed in writing of the infraction or
offense by the appropriate supervisor, department director, or other member of City management.
The City is not under any obligation to demote or transfer any employee whose standard of
conduct and/or performance is inappropriate or inadequate and reserves the right to determine at
its sole discretion when such actions may occur. The employee shall have the right to offer an
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explanation and/or contest the decision. The supervisor should consult with the Human
Resources Director before issuing any of these actions.

Non-introductory full-time employees are entitled to use the City’s Grievance Procedure for
matters relating to these Disciplinary Policies. Documented Counselings and Documented
Warnings are not grievable. Terminations resulting from consecutive no-call no-shows are not
grievable. Written Reprimands and Suspensions are grievable. Employment terminations are
subject to the Grievance Procedure only if the employee immediately declares their intent to file a
Grievance before the meeting ends. If an employee refuses to meet in person or discuss the
reason for termination for example via telephone, then the right to file a grievance is forfeited.
Employee conduct outside of work that reflects poorly on the City may result in disciplinary
action up to and including termination of employment. Introductory employees are not entitled to
use the Grievance Procedure unless they allege discrimination based on race, color, religion, age,
gender, political affiliation, disability, veteran status, national origin, or other characteristic
protected by law.

7.5 Violence Prevention

The City does not tolerate employee violence or threats of violence on City property or on City
time. The City strives to provide each employee with a safe working environment and to provide our
customers with a comfortable business climate. Employees who jeopardize this safe atmosphere by
engaging in violent behavior will be disciplined, up to and including discharge for a first offense. Any
employee with knowledge of any violation of this policy should report to his or her supervisor,
department director, or the City Manager without delay. The unauthorized possession of firearms, illegal
knives, blackjacks, explosives, or other weapons on City property or on City time is absolutely prohibited.
Violation of this rule warrants discharge for a first offense.

Violent behavior includes fighting, threats, harassment, verbal assault, and other aggressive or
intimidating behavior that places another individual in discomfort or fear for his or her well-being. If an
employee is subjected to violent behavior, the employee should inform his or her supervisor instead of
responding with violence. An employee should not escalate a potentially hostile situation. This excludes
self-defense and situations of imminent bodily harm or death.

7.6 Safety

Accidents can be prevented or limited by the support of management and supervision of an
effective safety program and through employee awareness of the hazards of their occupation. This will be
accomplished through the development of safety-related policies and procedures, technical assistance,
inspections and audits of City facilities/operations, and related safety training for City employees. While
general safety rules and procedures may apply to all City employees, each department may have the need
for specific rules that address safety issues that are unique to that department. The City will make
reasonable efforts to promptly investigate and address health and safety issues, not require employees to
perform tasks that are dangerous to the health and safety without adequate training and safety equipment,
and make readily accessible information on hazardous materials.

Employees should familiarize themselves and comply with all safety policies that apply to their
workplace; attend all training mandated by City policies and/or their supervisor; use appropriate safety
devices and personal protective equipment; maintain their workplace in a safe manner; and report
accidents and unsafe working conditions to their supervisors. An employee who finds any apparent
defect in City equipment must report it to the appropriate supervisor as soon as possible, preferably before
beginning the shift. Any accident involving City equipment must also be reported to the appropriate
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supervisor regardless of the cause. An employee or group of employees who refuse a work assignment
because of a reasonable belief that to perform such work would endanger his/her physical safety beyond
the normal hazards of the occupation or violates safety standards, should use the City’s complaint
procedures.

Employees shall not be required to resume the disputed work until the alleged hazard is
corrected, the complaint process is completed or a determination has been made by a qualified person
stating the work is not unsafe or dangerous. No employee who refuses to perform work in accordance
with this policy shall be disciplined or retaliated against or lose the right to perform the work once the
hazardous condition has been corrected.

Violations of this policy may result in disciplinary action up to and including termination. All
employees are responsible for notifying supervisors or managers of any behavior they or another person
have witnessed on City premises or connected to City employment which they regard as unsafe.
Supervisors that become aware of or have a reasonable expectation to be aware of safety violations are
subject to disciplinary action per City policy. An employee who has previously reported a safety
violation and feels the unsafe practice has been unresolved may by-pass their immediate supervisor and
take the issue up the chain-of-command.

7.7 Drug and Alcohol Abuse

In accordance with long-standing policy, this notice is to reemphasize to our employees (and
employees of other companies and contractors) that the abuse of drugs and alcohol poses a serious threat
to the safety of our employees and to the City's operations. A copy of the complete policy is available in
the Human Resources Office. Accordingly, the use, possession, being under the influence or having a
detectable presence of drugs or alcohol in one's system (except where expressly authorized) or
manufacture, distribution or sale of such substances on City premises or on-the-job, or off-the-job abuse
of such substances which adversely affects or threatens to adversely affect an employee's job performance
or other City interests is prohibited.

"Drugs" and "alcohol" include any substance with the potential to produce the effects of
intoxication and/or the potential to produce physical, mental, emotional or behavioral changes that could
adversely affect an employee's ability to perform his job safely and efficiently. This prohibition includes
any prescription or over-the-counter drug unless an employee's possession and use of such drug on City
premises, or on-the-job, is expressly authorized. The term "City premises" in this notice is used in its
broadest sense and includes all land, property, buildings, structures, cars, trucks, and all other means of
conveyance owned or leased by the City, or otherwise being utilized for City business. The term "on-the-
job" includes paid and unpaid meal periods during the business day and paid and unpaid overtime.

Employees who have drug and/or alcohol abuse problems are encouraged to request assistance
through the City's employee-assistance program or through other appropriate community agencies. The
City will take no disciplinary action against an employee who voluntarily seeks such assistance prior to
the City's determination that the employee is violating this policy. The existence of, or employee
participation in, an employee-assistance program does not, however, relieve any employee from
compliance with the terms of this notice or other applicable standards governing performance and
conduct.

Employees who violate this Drug and Alcohol Abuse Policy will be subject to disciplinary action
up to and including discharge and may be allowed to participate in EAP-approved treatment as an
alternative to discharge. Employees of independent contractors and temporary agency employees who
violate this policy will not be allowed to perform additional services on behalf of the City.
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To further insure safe and healthy working conditions, the City may request an employee to
participate in drug or alcohol testing for justifiable reasons. The City also reserves the right to take other
justifiable measures, including the inspection of all City premises and the personal property of employees
on City premises in order to insure compliance with this policy.

Participation in such testing and inspection is voluntary, but employees who refuse shall be
deemed in violation of this policy which will result in termination of employment. Contract employees
who refuse shall not be permitted to perform further work for the City.

All records and information obtained by the City regarding alcohol and drug testing, the test
results and treatment of employees for chemical dependency will be confidentially maintained by
restricting access on a need to know basis to those designated by management. Cooperation in the
enforcement of this policy will assist the City in providing employees with a healthy and safe work and
patient care environment.

7.7.1  Drug Testing

The City recognizes that its health and future success are dependent upon the physical and
psychological health of its employees and that it has a vested interest in maintaining safe, healthy,
efficient and effective work environment.

The City uses drug and alcohol testing in the following circumstances that include but are not limited
to pre-employment, random, post-accident, and reasonable suspicion, or there has been an accident which
involves as loss of life, injury, or damage to a City vehicle, or an employee was cited for a moving
violation while using a City vehicle. Drug testing may be in the form of but not limited to breathalyzer,
urine screen, hair analysis, blood testing. All test results will remain confidential among appropriate City
management, the testing laboratory, applicable medical personnel and the employee tested. Drug testing
must be done immediately after an accident, injury, or supervisor’s directive and depending on mitigating
circumstances no later than eight hours after the aforementioned.

All Managers, Directors, or anyone in a supervisory capacity noticing a change in behavior or
performance of an employee that is abnormal or extreme, needs to bring the employee directly to the HR
Department, to be sent for alcohol test and/or drug screen. Anyone noticing an extreme or abnormal
change in a co-workers behavior or performance should immediately notify their supervisor or next
person in the chain of command if the immediate supervisor is unavailable.

Refusing to comply with drug testing or failing to get tested in a timely manner will be deemed
voluntary resignation by the employee at which time the employment relations between the City and the
employee will immediately end.

7.8 Political Activity

City employees shall serve all citizens equally. In no way shall the amount or quality of service
an individual receives from the City be affected by the individual’s political opinions or affiliations.
Prior to engaging in any political activity, an employee should determine whether such activity conflicts,
either actually or potentially, with the proper performance of his/her regular duties.

7.8.1 Restricted Activities

Officials and employees of the City shall not:

29



a. While on duty or in the work place:
(1) Use their official authority or influence for the purpose of interfering with or affecting
the results of an election or nomination for political office;
(2) Coerce, solicit, or compel contributions for political or partisan purposes by another
employee;
(3) Actively campaign for a candidate or for a partisan issue; or
(4) Wear political badges.
b. Be required as a duty or condition of employment, promotion, or tenure of office to contribute
funds for political or partisan purposes.
c. Use city funds, supplies, equipment, office uniforms, the City logo or seal for partisan or
political purposes.
d. Suggest or imply that the City has officially endorsed a political party, candidate or campaign.

7.8.2 Permissible Activities

Nothing in this policy shall be construed to prevent any employee from becoming or continuing
to be a member or officer of a political party; attending a political meeting while off duty; or from
enjoying freedom from all interference in casting his/her vote. While off duty, not in uniform, and not on
City premises, employees may:

a. Take active part in any political campaign, wear or distribute badges, distribute pamphlets or
handbills favoring or opposing any candidate for nomination or election to public office.
Employees may place political or partisan bumper stickers on their private vehicles. Employee
may place political and partisan signs on their private property as long as they comply with
relevant sign requirements.

b. Attend political or partisan meetings; advocate or support issues or candidates of their choice,
including donations and the use of their personal names in an advertised list of supporters.

c. Vote in political or partisan elections.

d. Solicit voluntary contributions or donations to partisan or political purposes from another
employee but not in the workplace.

e. Be an affiliate, member, or other officer in a political or partisan civic organization; however,
while on duty or in the work place, the employee may not carry out any duties either as a
volunteer or an officer.

f. Run for office.

Any employee in violation of this policy shall be subject to disciplinary action up to and including
dismissal.

7.9 Personal Use of City Time, Telephones and Equipment

Employees will report to work as scheduled and make every effort to use time wisely for
completing assigned duties. Any use of the City’s mailing address for personal use or benefit is
prohibited. Employees must give prompt, courteous attention to all citizens who call with a complaint or
a question. If an employee cannot answer the question or handle the complaint, the caller should be
transferred to someone who can, or the caller's number should be taken for a call back.

The City provides telephones, including mobile communication devices, for employees who need
them to conduct City business. Although cell phones have become valuable in conducting business and
more employees are using them to perform their jobs, cell phones may increase the risk of highway
accidents. As a result, employees may not use a cellular phone while operating a vehicle.
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In unusual or emergency circumstances, employees may make personal long-distance calls,
which must be charged to the employee. Employees are expected to exercise discretion in using personal
cell phones as is expected for the use of city phones. Excessive personal calls during the workday,
regardless of the phone used, can interfere with employee productivity and be distracting to others.
Department Heads may prohibit the use and or carrying of a personal cellular telephone and any other
electronic communication device during work time.

7.10 Personal Use of Computers, Internet, and E-Mail

7.10.1 Computers &other electronic communication devices

Computer use and all forms of electronic communications are provided to employees for the
benefit of the City and its customers. It is the responsibility of the employee to protect computer
resources from physical and environmental damage. This responsibility includes operating the equipment
in a secure manner, procuring effective maintenance, and safeguarding the equipment from damage. All
computer equipment used on City premises is considered City property. Only authorized personnel may
reconfigure hardware or add/delete software as deemed necessary. Users are not permitted to copy,
transfer, rename, add or delete information or programs belonging to other users unless given express
permission to do so. Failure to observe copyright or license agreements may result in disciplinary action
or legal action by the copyright owner.

The addition of personally owned hardware or software is not permitted unless authorized by the
City, and become the property of the City. The Director of Information Services must recommend any
exceptions to this policy to the City Manager prior to the use of such equipment.

User identification numbers (ID) and passwords help maintain individual accountability for
resource usage. Any employee who obtains a password or ID for an Internet resource or software access
must keep that password confidential. The City prohibits the sharing of user ID’s or passwords.

7.10.2 Electronic Mail, Computer Files, & Internet Access

E-mail and other computer files are a method of enhancing the performance of City business and
should be treated as an official communication from a representative of the City of Martinsville. E-mail is
a non-secure method of communication. Confidential or sensitive information should not be included in
e-mail. Although e-mail files may have been deleted, they are susceptible to being retrieved and subject to
the Freedom of Information Act.

Employees shall refrain from using e-mail to display, discuss, generate, or transmit material that
is unlawful, defamatory, harassing, or discriminatory. Employees who abuse or violate this policy are
subject to disciplinary action, including and up to termination. To ensure the appropriate use or when
considered a business necessity, the City reserves the right to enter, search and monitor the computer
network, files or e-mail of any employee without advance notice.

Internet access is provided as a means of enhancing productivity in the workplace and providing a
method by which employees can keep informed on issues that affect their job. However, unlawful
Internet usage may also create negative publicity for the City and expose it to significant legal liabilities.
Personal use of Internet is allowed within reason to for example access e-mail during break time, but
should not be excessive or abused to the point that the volume or size of message files affects
performance of the City computer system in any way, nor shall it detract from an employee’s
effectiveness in completing assigned duties (see Time Theft). The aforementioned does not include
blogging and social networking including but not limited to Facebook, Twitter, Pinterest, etc., are strictly
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prohibited on City time or accessed through use of any City computer or electronic communication
devices unless part of an investigation or business activity approved by a department director. Employees
have no privacy rights with regard to their email or internet use from or to City-issued equipment or
County e-mail addresses.

Employees are responsible for the content of all text, audio, or images that they place or send
over the Internet. Internet messages are public communication and can be disclosed to law enforcement
or other third parties without prior consent of the sender or receiver. Intentionally accessing sites that
contain fraudulent, harassing, or sexually explicit information, or advocate unlawful activity are
prohibited. Messages with derogatory or inflammatory remarks about an individual or group’s race,
religion, national origin, physical attributes, or sexual preference shall not be transmitted.

The City reserves the right to monitor all network traffic including local and wide area sites
visited on the Internet by employees as deemed necessary and appropriate. Excessive or inappropriate
use of the Internet for non-business purposes may result in disciplinary action, up to and including
termination.

7.10.3 Viruses

Viruses have the potential to cause drastic damage to both personal computer and the network
servers. Any computer that is attached to the City network must have virus protection installed. Removal
of any virus scanning software will be considered a disciplinary offense. Entry points for viruses include
files that are downloaded from the Internet as well as files brought into work from other sources.
Employees should take precaution in downloading software from the Internet without permission from
management.

7.10.4 Personal Blogs/Social Networking

The City respects the rights of employees to exercise freedom of speech through personal
blogs/social networking; however, personal blogging/social networking shall not occur during working
hours. Any expressions outside of working hours should be the personal view of the employee and clearly
expressed as such with no reference or suggestion of providing an official view on behalf of the City.
Statements of any kind should not include harassment of a coworker or other statements that may be
reasonably construed as improper, slanderous, inaccurate, false, or a misrepresentation of information
under the guidelines of any and all City policies, procedures, and practices. False, inaccurate, harassing,
demeaning, grossly unprofessional and derogatory statements are subject to disciplinary action up to and
including termination of employment.

7.11 Time Theft

The City values each employee and the job they do. It is expected that employees will report to
work and make every effort to use time wisely in the completion of assigned duties. Employees shall not
misuse City time for personal reasons. Such misuse will be considered time theft and will be treated as
such by the immediate supervisor, and department head or the department head’s designee. Theft of time
may result in corrective action up to and including termination of employment.

7.12 Solicitation
City employees are not permitted to sell items for personal gain to other employees or members

of the general public during regular office or work hours. Other forms of solicitation will not be
permitted in any City buildings, except as approved by the City Manager or sponsored by the City
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Council. Violation of the aforementioned may result in corrective action up to and including termination
of employment.

7.13 Gifts

City employees are in a position of public trust and may not accept gifts, gratuities, favors or
rewards for any services they perform in connection with City employment. In addition, it is unlawful to
solicit, offer or accept money or anything of value in exchange for an appointment, promotion, or special
privileges with the City. These limitations are not intended to prevent employees from accepting articles
of little value that may be distributed by other City employees or citizens. Violation of this policy could
result in disciplinary action up to and including termination.

7.14 Conflict of Interest

City employees are prohibited from using information they have gained while performing their
job to further their personal interests. Violation of this policy may result in disciplinary action up to and
including termination. All City employees shall comply with Code of Virginia 2.2-31 etseq.

7.15 Confidentiality of Records

The City complies with HIPPA and the Virginia Health Records Privacy Act. If an employee is
uncertain about releasing information, he or she should refer the individual requesting the information to
the appropriate department director or other City official.

The City believes in the right to privacy with regard to employee’s protected health information.
The Human Resources Office will only use, disclose and maintain the minimum amount of protected
information that is required for administrative functions performed on behalf of the group benefit plans,
including benefit enrollments and changes, accounting and billing functions, budgeting, and auditing.
Information about individual medical conditions, treatment, or claims is not received or used by the group
benefit plan. This type of protected information remains with business associates who may require it for
the purpose of processing claims. Questions regarding procedures or information maintained on
employees should be directed to the Human Resources Office.

7.16 City Vehicles and Equipment

Employees who use City owned vehicles or equipment are accountable for their proper use and
maintenance. Any defects noted must be reported to the employee's supervisor as soon as possible. City
owned vehicles and/or equipment shall not be used for personal use. The established safety procedures
must be followed while using City vehicles:

e All employees who operate a City vehicle must possess a valid operator’s license. If the
employee's license is suspended or revoked, the employee must notify their supervisor
immediately. Suspension or revocation of one’s driver’s license may be sufficient grounds
for demotion or dismissal if driving is an integral part of the employee’s job. In addition,
employees who will be driving larger vehicles must possess the appropriate Commercial
Driver’s License (CDL).

o All employees who operate a City vehicle are required to review, comprehend, and comply
with the Idling for All Vehicles policy. All employees who operate a City Vehicle shall
present all questions regarding the aforementioned policy to their supervisor. Employees
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may not drive a City vehicle until they comprehend the policy and receive their supervisor’s
approval to operate a City vehicle.

When an accident investigation involving any City vehicle concludes by a preponderance of
evidence that negligence or recklessness was involved on the part of the employee, driving
privileges may be suspended and/or other disciplinary action, up to and including
termination, may be taken as deemed appropriate by the department director. At the
discretion of the department director, any employee having an accident involving a City
vehicle may have driving privileges suspended and/or other disciplinary action, up to and
including termination.

Temporary employees age 24 and under, or any employee with an impairment that might
reduce the ability to operate equipment safely, will not be allowed to operate any City vehicle
or equipment unless specifically authorized by the department director.

Any employee paid a vehicle allowance for the use of his/her private vehicle shall be required
to carry private insurance of at least the following levels: $100,000 for property damage,
$300,000 for liability, and $50,000 for medical expenses.

Except in specific instances involving the use of emergency vehicles or as authorized by the
department director, employees who drive a City vehicle or operate City equipment must
wear seatbelts. This requirement also applies to passengers riding in a City vehicle as well as
employees who receive a travel allowance.

7.16.1 Vehicle Accidents

If an employee is in an accident involving a City-owned vehicle, the appropriate supervisor must
be contacted immediately. Where the accident involves bodily injury or property damage (regardless of
the damage), law enforcement personnel must be notified.

7.16.2 Non-Vehicular Accidents

City employees who are involved in an accident or incident which involves City property and in
which a citizen feels the City should bear responsibility or liability should observe the following
requirements:

Do not admit any liability on behalf of the City.

Render any aid or assistance that may be required, including calling for medical assistance.
Attempt to identify the person involved, if a person has been injured, or identify the property
owner if personal or real property has been damaged.

Try to obtain names and addresses of any witnesses.

Report the accident or incident to his/her supervisor immediately (over radio) if possible or as
soon as possible otherwise.

Report the accident or incident to the City's insurance carrier as soon as possible. Supervisors
are responsible for insuring that the accident is promptly reported. If the employee is unable
to personally report the accident, the supervisor should do so.

7.17 Harassment
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It is the City’s policy that harassment based on sex (with or without sexual conduct), race, color,
religion, national origin, age, disability, and protected activity will not be tolerated. The policy applies to
all applicants and employees, whether related to conduct engaged in by fellow employees or someone not
directly connected to the City. Conduct prohibited by these policies is unacceptable in the workplace and
in any work-related setting outside the workplace, such as during business trips, business meetings and
business-related social events.

7.17.1 Sexual Harassment

Sexual harassment constitutes discrimination and is illegal under federal, state and local laws. For
the purpose of this manual, sexual harassment is defined as unwelcome sexual advances, requests for
sexual favors and other verbal or physical conduct of a sexual natures when:

e Submission to such conduct is made either explicitly or implicitly a term or condition of an
individual’s employment;

e Submission to or rejection of such conduct by an individual is used as the basis for
employment decisions affecting such individual; or

e Such conduct has the purpose or effect of unreasonably interfering with an individual’s work,
or creating an intimidating, hostile or offensive working environment.

Sexual harassment may include a range of subtle and not so subtle behaviors and may involve
individuals of the same or different gender. Depending on the circumstances, these behaviors may
include, but are not limited to: unwanted sexual advances or requests for sexual favors; sexual jokes and
innuendo; verbal abuse of a sexual nature; commentary about an individual’s body, sexual prowess or
sexual deficiencies; leering, whistling or touching; insulting or obscene comments or gestures; sexual or
discriminatory displays or publications anywhere in the workplace; and other physical, verbal, or visual
conduct of a sexual nature, such
as:

1. Displaying pictures, posters, calendars, graffiti, objects, promotional materials, reading
materials, or other materials that are sexually suggestive, sexually demeaning, or
pornographic, or bringing into the work environment or possessing any such material to read,
display or view at work. A picture will be presumed to be sexually suggestive if it depicts a
person of either sex who is not fully clothed or in clothes that are not suited to or ordinarily
accepted for the accomplishment of routine work in and around the workplace and who is
posed for the obvious purpose of displaying or drawing attention to private portions of his or
her body.

2. Reading or otherwise publicizing in the work environment materials that are in any way
sexually revealing, sexually suggestive, sexually demeaning or pornographic;

3. Displaying signs or other materials purporting to segregate an employee by sex in any
area of the workplace (other than restrooms and similar semi-private lockers/changing rooms).

7.17.2 Other Forms of Harassment
Harassment on the basis of any other protected characteristic is also strictly prohibited. The City
employees are required to familiarize themselves with these policies and to be aware that any complaint
in violation of these policies will be investigated and resolved appropriately. Any employee who has any
guestions or concerns about these policies should discuss them with the Human Resources Manager.
Under this policy, harassment is electronic, verbal or physical conduct that denigrates or shows
hostility or aversion toward an individual because of race, color, religion, sex, sexual orientation, national
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origin, age, disability, marital status, citizenship or any other characteristic protected by law or that of
his/her relatives, friends or associates, and that:

o has the purpose or effect of creating an intimidating, hostile or offensive work environment;
e has the purpose or effect of interfering with an individual’s work performance; or
o otherwise adversely affects an individual’s employment opportunities.

7.18 Reporting an Incident of Harassment, Discrimination or Retaliation

The City encourages reporting of all perceived incidents of discrimination, harassment or
retaliation, regardless of the offender’s identity or position. Individuals who believe that they have been
the victims of such conduct should discuss their concerns with their immediate supervisor or the Human
Resources Director.

In addition, employees who believe that they are being subjected to such conduct should
promptly advise the offender that the behavior is unwelcome and request that it be discontinued. This
action alone may resolve the problem. However, an employee may prefer to pursue the matter through
informal or formal complaint procedures.

7.18.1 Informal Complaint Procedure

If for any reason an individual does not wish to address the offender directly, or if such action
does not successfully end the offensive conduct, the employee should notify his/her immediate supervisor
or the Human Resources Director, who may, if the individual so requests, talk to the alleged offender on
the individual’s behalf. In addition, these may be instances in which an employee seeks only to discuss
matters with the Human Resources Director and such discussion is encouraged.

An employee who reports harassment, discrimination, or retaliation should be aware that it may
be necessary to conduct an investigation beyond the informal discussion. This decision will be discussed
with the employee. The informal procedure is not a required first step for the reporting individual.

7.18.2 Formal Complaint Procedure

Employees who believe that they have been the victim of conduct prohibited by this policy
statement or believe they have witnessed such conduct should discuss their concerns with the Human
Resources Director. The prompt reporting of complaints or concerns is encouraged.
7.18.3 Prompt Investigation

Any reported allegations of harassment, discrimination or retaliation will be investigated
promptly. The investigation may include individual interviews with the parties involved, and where
necessary, with individuals who may have observed the alleged conduct or may have other relevant
knowledge.

7.18.4 Confidentiality

Confidentiality will be maintained throughout the investigation process to the extent consistent
with adequate investigation and appropriate corrective action.

7.19 Retaliation Prohibited
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Retaliation against an individual for reporting harassment or discrimination or for participating in
an investigation of a claim of harassment or discrimination is a serious violation of this policy and will be
subject to disciplinary action. Acts of retaliation should be reported immediately and will be promptly
investigated and addressed. Misconduct constituting harassment, discrimination or retaliation will be
dealt with. Responsive action may include training, referral to counseling and/or disciplinary action up to
and including termination. False and malicious complaints of harassment, discrimination or retaliation as
opposed to complaints that, even if erroneous, are made in good faith, may be the subject of disciplinary
action.

7.20 Conduct and Appearance

As representatives of the City, it is important that employees be well groomed, neat, and dressed
appropriately for their job functions in order to project a professional and favorable appearance with the
City’s customers. Because of business or safety considerations, some departments may require more
stringent dress and/or appearance requirements than others. Radical departures from conventional dress
or personal grooming and hygiene standards are not permitted. In addition, the City expects employees to
maintain a neat work area.

Employees who have regular contact with the public must comply with the following personal
appearances standards:

a. Garments should be clean and in good condition.

b. A reasonable standard of dress rules out tight, suggestive, or sexually provocative
attire, shorts, or similarly revealing clothing. Clothing that exposes
undergarments is not permitted. Leggings and jeggings are not permitted.

c. Employees should not wear T-shirts, caps, or hats that display implied or stated
profanity, illegal, racial, or sexual connotations, or wear novelty buttons and
similar items that do not present a businesslike appearance.

d. Employees should be clean and demonstrate acceptable personal hygiene at all
times. Hair should be clean, combed, and neatly trimmed or arranged. Shaggy,
unkempt hair is not permissible regardless of length. Sideburns, moustaches, and
beards should be neatly trimmed.

e. Employees should not wear an extreme amount of cologne, perfume, or
aftershave to the extent that it triggers allergic reactions and creates health
problems for co-workers.

f. Offensive tattoos and body piercing (other than earrings) should not be visible
and should be in keeping with a professional image.

Employees who do not regularly meet the public should follow basic requirements of safety and
comfort, but should still be neat and businesslike.

o Depending on the nature of their job, employees who are required to meet special dress or
uniform requirements must conform to the guidelines established within the specific
department.

e Atits discretion, the City may allow employees to dress more casually than is normally
required. On these occasions, employees are still expected to present a neat appearance and
are not permitted to wear ripped or disheveled clothing; sweatshirts, sweat or spandex pants,
leggings or jeggings or other inappropriate clothing. We also ask that you not wear flip flops,
beach sandals, or similarly inappropriate shoes.

e Any employee who does not meet the standards of this policy will be required to take
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corrective action, which may include leaving the premises.

7.21 Whistleblower Policy

The City of Martinsville is committed to upholding high standards of honesty and integrity as
business is conducted throughout this organization. Business is handled in a manner which is lawful and
ethically responsible.

In order to maintain these standards, this policy formalizes the City’s commitment to encourage
its employees, citizens, or customers to disclose any improper or inappropriate governmental actions.
This includes internal personnel who report such practices and those individuals external to the
organization who make such reports that involve agents of the local government.

City employees are encouraged to bring any inappropriate practices or concerns to the attention of
their immediate supervisor. The supervisor will communicate such actions to their respective department
director, and finally to the City Manager. If the issues involve the employee’s supervisor or department
director the employee may direct their concerns to the attention of the City Manager. If the alleged
improper or inappropriate action involves the City Manager, the matter should be reported to the City
Attorney. Any report made in good faith that involves the City Manager will be fully investigated by an
impartial panel appointed by the City Attorney. After the investigation is complete and the allegations
warrant disciplinary action, appropriate measures will be taken.

No adverse personnel action will be taken against a City employee in retaliation for any lawful
disclosure of information on a matter of public concern to a public body, which information the
employee, in good faith, believes evidences: (1) a violation of any law, (2) mismanagement, (3) gross
waste or misappropriation of public funds, (4) a substantial and specific danger to public health and safety
or (5) an abuse of authority, collectively referred to as “alleged wrongful conduct”. Alleged wrongful
conduct does not include personnel actions involving employee grievances and related complaints. No
supervisor, department/division manager or any other employee with authority to make or materially
influence significant personnel decisions shall take or recommend any adverse personnel action against an
employee in retaliation for disclosing alleged wrongful conduct to a public body. Any employee found to
have violated this policy shall be disciplined up to and including termination. This policy applies only to
employees acting in good faith.

7.22 Personnel File Review

All current employees may review their personnel file with advance written notice of at least 24
hours to Human Resources. To assist in responding to an employee’s request, Human Resources may
require the employee to identify the purpose for the personnel file review.

Personnel files may be reviewed during regular business hours of the office where those records are
usually maintained and only in the presence of a member of the Human Resources staff. Proper
identification may be requested, as needed. A current employee may review the personnel file but may
not take the file or make copies of it. Human Resources will provide time to review the contents of the
personnel file. Employees will be limited to one personnel file review per calendar year.
The following information is considered part of an employee’s personnel file under applicable law, and
therefore, may be reviewed:

e Application for employment

e Wage or salary information

¢ Notices of commendations
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Warnings or disciplines
Authorization for a deduction or withholding of pay
Fringe benefit information
Leave records (FMLA and Leave of Absence)
Employment history, including salary information, job title and dates of changes
Retirement record
Attendance records
Performance evaluations
Policy receipt acknowledgement
Training Records
e Medical records (maintained in separate file)
The following information is not considered part of an employee’s personnel file under applicable law,
and therefore, is not subject to review:
Records relating to an investigation of a possible criminal offense
Letters of reference
Documents which are being developed or prepared for use in civil, criminal, or grievance procedures
Materials which are used to plan for future operations
Information prohibited by law

7.23 Security Inspections

The City wishes to maintain a work environment that is free of illegal drugs, alcohol, firearms,
explosives, or other improper materials. To this end, the City prohibits the possession, transfer, sale, or
use of such materials on its premises. The City requires the cooperation of all employees in administering
this policy.

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

The City likewise wishes to discourage theft or unauthorized possession of the property of
employees, the City, and visitors. To facilitate enforcement of this policy, the City or its representative
may inspect not only desks and lockers but also persons entering and/or leaving the premises and any
packages or other belongings. Any employee who wishes to avoid inspection of any articles or materials
should not bring such items onto City premises.

7.24 Surveillance

Various areas of City properties are under video, audio, or other forms of surveillance. Images and
sounds may be collected that allow an individual or group of people to be identified. City management
maintains the right to record meetings with or without notice and with or without the agreement of
employees, visitors, and business associates. All employees have the right to ask if they are being
recorded and all employees are required to answer honestly, and without any request necessary
immediately turn off whatever device with any recording capability they may have excluding the
previously identified management rights.

Employees including police officers are prohibited from recording or conducting any form of
surveillance of other employees on City property. Further, employees may refuse to be recorded in any
form by visitors, business and service associates, and customers. A police officer will need the prior
written permission from the Chief of Police, City Manager, or City Attorney to be exempted from this
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policy for a specific investigation or situation before recording or conducting surveillance of any City
employee while on City property. Any material or information collected in violation of this policy may
not be used in the Complaint & Grievance process.

The City reserves the right to use a Global Positioning System (GPS) or similar technology to track
movements of employees in any of its vehicles, cellular telephones, and all City equipment and property
with or without notice.

7.25 Bulletin Board

The City maintains bulletin boards in our facilities as an important source of information. They are
to be used solely for City announcements and government postings. Employees may not post or remove
any information without their supervisor’s permission.

7.26  Smoking

No smoking or other tobacco use is permitted inside any worksite building or in City vehicles. In
the interest of public health, safety, welfare and protection of City property, it is the policy of the City that
smoking and the use of other tobacco products is only allowed in designated areas of employee worksites.
This policy is applicable to employees and the general public alike.

7.27 Travel and Expense Reimbursement

Employees, who are authorized to attend business-related conferences, meetings, and educational sessions
as well as parti