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City of Melissa Values Statement

In conducting business with the citizens of Melissa, our internal City employees, vendors,
and other agencies that may interact with City personnel, we will be guided by The
Golden Rule. We will treat others with the same level of respect and professionalism that
we would expect to be given.

Internally (within the circle of City of Melissa personnel and its supporting agencies) our
conduct with each other will be marked with high ethics, honesty, and integrity. We
value character and display loyalty to the City and its citizens by focusing on what is best
for Melissa as a whole. We are a dedicated, team-oriented staff who shows mutual
respect. We value competency and commitment to our jobs. We attempt to understand
how to do our job best and how what we do affects others within the City.

We have a sense of duty to the City of Melissa and work with a passion for doing our
jobs with excellence. We are dedicated to doing our jobs the right way for we know that
what we do today lays a foundation for all those who will one day live in Melissa and for
those who will serve them. We value the heritage given to us by those that preceded us
and we realize that what we do today leaves our own heritage. We will leave a legacy of
making a positive difference in the lives of the citizens of Melissa and those they touch.

We know the citizens of Melissa are our reason for being here. They set policy, vision
and procedures through their elected council and mayor. They are the greatest assets of
Melissa and we are dedicated to caring for those assets. The citizens of Melissa and
others that deal with the City will, because of the way we treat them, have a positive
impression of the City government. We will present ourselves as professionals who are
accessible, considerate, helpful, caring, and reliable. The citizens are not distractions
from our job. They are our job. We will rise to the highest levels of customer service.
We will treat everyone equally and fairly regardless of any background considerations.
We will focus on their concerns and making life better for them through our services to
them.

In our efforts to be professional in conducting the business of the City, we must value
flexibility and adaptability. The City of Melissa is growing at a rapid pace. We must be
always learning and adapting. We are exploring new ideas, new technologies, new
approaches, and new applications. We value growth, education and training. We value
confidence and our ability to stand behind our decisions because we base them upon:

= the best information available at the time;

= consideration for everyone involved;

= concern for how it affects others; and

= afocus on the best interests of the citizens of Melissa.



City of Melissa (Government) Vision

Professional citizen-servants leading a growing community by providing responsible
public administration and reliable municipal services; enforcing reasonable standards of
development and safety which protect property values and ensure a quality community
atmosphere; dedicated to fiscal responsibility and stewardship based on honesty,
integrity, fairness, and accountability with service above self and excellence in all we do.

City of Melissa (Government) Mission

Serve the citizens of Melissa by prosecuting a system of government through which our
citizens and businesses prosper.

Ensure a safe, quality environment for residents and businesses.

Provide effective, reasonable priced municipal services and administration.
Establish and enforce reasonable standards pertinent to the City with all due
respect for established State and Federal laws.

Control development to ensure opportunity for growth, retention of property
values, and preservation of our rural heritage with an emphasis on City
beautification.

Maintain a vision of the future and plan for services, which support that vision.
Execute these responsibilities in harmony with our neighbor communities, State
and Federal government without discrimination based on race, color, religion,
gender, age, sexual orientation, national origin, political affiliation, disability,
veteran’s status, or other non-merit factors.
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PURPOSE OF MANUAL

This manual is a summary of personnel policies and procedures established to assist managers,
supervisors, and employees of the City of Melissa in the administration of positive employee
relations in accordance with sound management principles and applicable laws and regulations.

Although most major areas of the personnel policy are defined in this manual, there may be
situations that are not cited specifically. In these instances, management retains the right to
establish policy. All personnel policies apply to all City of Melissa employees regardless of
classification or whether volunteer or paid staff.

It is the responsibility of each employee of the City to comply with all policies in this manual
and with other rules and regulations implemented in accordance with these policies. If there are
questions about any policies, procedures, rules or regulations, they should be discussed with the
immediate supervisor or department head.

This manual represents the general City policies. Individual departments may establish
additional policies.  These policies must be reviewed and/or approved by the City
Administrator/Manager, be on file, and be posted and distributed to affected employees.

Specific departmental rules and regulations will be explained by each employee’s supervisor or
department head. It is the responsibility of the management to administer personnel policies in a
consistent, fair and impartial manner.

The purpose of this policy is to provide an overview of the City’s general expectations for
employees and managers. The regulations herein provided are merely general guidelines that the
City may unilaterally rescind or modify at any time without notice. The regulations are not a
contractual obligation.

The statements and provisions of this handbook will control over any contradictory statements,
written or otherwise, made by any supervisors of the City; any agreements or assurances
concerning the terms, conditions or duration of any individual’s employment, is not binding
unless the same is in writing and signed by a designated official of the City.

This manual and the policies contained in it are not a contract of employment, do not
constitute a guarantee of employment for any specific duration and are not all-inclusive of
every situation. The relationship between the City and employees are “employment at
will”, including temporary, seasonal and contract employees. This policy does not provide
contractual or property rights to any employee. The City of Melissa reserves the right to release
an employee at any time and for any reason, with or without cause, unless expressly prohibited
by law.



Employees of the City of Melissa have the following rights:

1.

2.

o

Employees have the right to state grievances in a respectful, appropriate manner to their
supervisors without fear or reprisal.

Employees have the right to review the contents of their own personnel file, under
supervision by Human Resources. Appointments are required. Please contact the Human
Resources Manager if you wish to review your file.

Employees have the right to make application for other jobs in the City as positions
become available.

Employees have the right to review, under supervision, their own payroll records.
Employees have the right and are encouraged to make suggestions to their supervisors on
ways and means to improve City functions.

Employees have the right to participate in political activities, in accordance with State
law, subject to the guidelines specified in this handbook.



Chapter 1

INTRODUCTION

‘ Section 1-01. Objectives of Policies Effective Date: 10/13/09 \

The purpose of these policies is to bring into the service of the City a high degree of
understanding, cooperation, efficiency, and unity, which comes through systematic
application of good procedures in personnel administration, and to provide a uniform
policy for all employees, with all the benefits such a program insures. The basic
objectives of these policies are:

A. To promote and increase efficiency and economy in the service of the City.

B. To provide fair and equal opportunity to all applicants to enter City employment
based on demonstrated qualifications, experience, suitability, and fitness when
required, as ascertained through fair and practical methods of recruitment and
selection.

C. To develop a program of recruitment, advancement, and tenure, that will make
employment with the City attractive as a career and encourage each employee to
render his best services to the City.

D. To establish and promote high morale among City employees by providing a good
working environment, uniform personnel policies, opportunity for advancement, and
consideration for employee needs and desires.

Section 1-02. Equal Opportunity Policy Effective Date: 10/13/09

It is the policy of the City of Melissa to afford equal opportunity in all aspects of the
employment relationship to all individuals. Equal Employment Opportunity is the law of
the land, and the City of Melissa will not discriminate because of race, color, religion,
gender, age, sexual orientation, national origin, political affiliation, disability, veteran’s
status, or other non-merit factors.

This Equal Employment Opportunity policy applies to all aspects of the employment
relationship including but not limited to, recruiting, interviewing, testing, ranking,
selection, compensation, promotion, transfer, performance appraisal, training, discipline,
layoff, and discharge.

The City of Melissa will take necessary action to assure that its personnel and operating
procedures support equal opportunities in employment. However, the City reserves the
right to evaluate each individual based on bona fide abilities and qualifications to perform
the essential functions of the job.



Section 1-03. Applicability and Scope Effective Date: 10/13/09

These policies apply to all City employees unless specified otherwise by state law, City
ordinance, or departmental policy approved by the City Administrator/Manager. A
person on retainer or under contract is not considered a City employee in the absence of a
specific agreement to that affect; however, the City expects that any individual, paid or
volunteer, representing the City in an official capacity uphold the same Equal
Employment Opportunity standards as its staff.

Nothing in this manual shall be considered to create a property right in employment. It
should be understood that employment is for an indefinite period and is at-will.

Section 1-04. Dissemination and Familiarity Effective Date: 10/13/09
of Policies

All City employees shall be informed of the existence of these policies and each
department head shall keep a copy available for reference by its employees. An
employee manual outlining the general personnel policies of the City will be furnished to
all employees for their personal use and reference. The City of Melissa shall require
that all employees sign a statement that they have been furnished a copy of an
employee manual outlining these policies. It shall be the employee's responsibility to
become thoroughly familiar with such policies.

Section 1-05. Amendments to Policies Effective Date: 10/13/09

These policies may be amended, supplemented, or superseded at any time by the City
Administrator/Manager. Upon any change, each employee will be notified of the change
and directed to the location of the new policy and/or be given a copy of the revised policy
changes in writing as soon as possible thereafter, and shall sign a statement that they have
been furnished a copy of the amended policy or policies.




Section 1-06. Administrative Authority Effective Date: 10/13/09

The City Administrator/Manager shall be responsible for establishing the policies under
which personnel matters are to be administered. With the exception of matters reserved
to the City Council by statute, ordinance or these policies, the general and final authority
for personnel management rests with the City Administrator/Manager, who shall develop,
administer, and interpret personnel policies and procedures as they apply to all
departments and employees.

Each department head is responsible within the scope of their authority for enforcing the
provisions of these policies and related rules and procedures about matters involving their
department. Department heads may prepare and enforce additional personnel policies
within their department provided they are not inconsistent with these policies and have
been approved by the City Administrator/Manager.




Chapter 2

EMPLOYEE HIRING and APPOINTMENT

Section 2-01. Vacancies Effective Date: 10/13/09

Only those vacancies allocated in the annual budget or new positions authorized by the
City Council shall be filled. The department head shall notify the City
Administrator/Manager immediately when a vacancy occurs in their respective
department. Vacancies may be filled through public announcement, promotions,
transfers, demotions or reinstatement.

Section 2-02. Announcement of VVacancies Effective Date: 10/13/09

The City Administrator/Manager, or their designee, shall publicly announce by
appropriate means all job vacancies. Job vacancies may be posted on our City web-site,
on bulletin boards located at the Municipal Complex or various other web-sites and
publications. Each job announcement insofar as practicable, shall specify the title, salary,
and nature of the job; the required qualifications; whether competition is open to the
general public or restricted to City employees; and the application deadline. Each
announcement shall also contain a statement affirming the City's commitment to a policy
of equal employment opportunity. This provision does not preclude promotions or
transfers being done internally without advertising.

Section 2-03. Employment Applications Effective Date: 10/13/09

Applications for employment or reinstatement shall be submitted on forms as prescribed
by the City Administrator/Manager, or his or her designee, for each vacant position.
Only applications officially received in the prescribed manner shall be considered. All
information submitted in connection with applying for City positions is subject to
verification.

Section 2-04. Employment Evaluation/ Effective Date: 10/13/09
Grounds for Disqualification

The primary goal of the City is to fill vacancies with highly qualified applicants that are
the best suited for the position. The department head, City Administrator/Manager or
their designee shall determine the most appropriate means of evaluating applicants
against job requirements and organizational mission to identify the qualified persons
suited for the job. Reference checks, interviews, medical and psychological
examinations, criminal history checks, verification of citizenship or employment
eligibility, skills test, written tests, driver's license checks, and/or other screening
procedures may be used as deemed appropriate and in all cases shall be consistent with
the applicable employment laws and regulations.




Applicants may be required to provide any work experience and qualifications
information necessary to demonstrate compliance with prescribed qualification
requirements or proficiency.

An applicant shall be disqualified from consideration if he or she:

A. Does not meet the qualifications necessary for performance of the duties of the
position involved.

B. Has made any false statement of fact on the application, depending upon the
seriousness, willfulness and applicability of the false information to the position;

C. Isnot lawfully authorized to work in the United States in accordance with the Federal
Immigration Reform and Control Act, as amended; or

D. Would be in violation of the nepotism policy or laws.

Former employees of the City of Melissa who were dismissed for reasons of misconduct
or performance are considered ineligible for rehire. Should an exception be desired, a
formal review can be requested in writing to the City Administrator/Manager no sooner
than one year after separation.

An applicant may also be disqualified from consideration upon other reasonable grounds
relating to job requirements.

Section 2-05. Americans with Disabilities Act/ Effective Date: 10/13/09
Reasonable Accommodations

The City of Melissa is an equal opportunity employer and, as such, requires compliance
with the Americans with Disabilities Act (ADA). The Act prohibits discrimination
against qualified persons with disabilities in hiring, as well as in all terms and conditions
of employment. All requests by City employees for accommodation under the ADA
should be submitted in writing to the Human Resources Department. The City shall
comply with ADA regulations when consideration requests for accommodation.

Section 2-06. Applicant Referral, Interview Effective Date: 10/13/09
And Selection Process

The referral of applicants to department heads for selection shall be in accordance with
approved City policies, procedures and practices developed by the City. Interviews will
be structured and conducted in such manner as to appraise the applicant's qualifications
and ability to perform the essential functions of the position. All applicants meeting the
minimum requirements may not receive a personal interview. In order to ensure
compliance with ADA hiring guidelines, all departmental proposed hiring procedures
will be submitted to the Human Resources Manager for review.

Rating and evaluation of education, training and experience will be based upon
information in the application form and such other data as may be secured through the
interview or from other sources, which may be subject to investigation as to truth and
completeness. For positions requiring specific educational achievements, a copy of
diplomas, degrees or certifications may be required.
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The Department head/hiring manager will make the selection of the most qualified
applicant. The Department head/supervisor will then submit the selection to the City
Administrator/Manager and/or their designee to begin the background investigation
process as described in Section 2-11.

Section 2-07. Authority for Employment Effective Date: 10/13/09
Hire

The hiring authority for all City positions shall rest with the City Administrator/Manager
except as otherwise provided by City policy, state law, or City ordinance. The City
Administrator/Manager may delegate such authority to the department head for those
positions under his/her supervision.

Hirings shall be made based on the applicant’s qualifications, experience, talents and
suitability for the job as ascertained through fair and practical selection methods. It shall
be the policy of the City to appoint the most qualified applicant best suited for the
position.

All agreements with a selected applicant will be made in exact accordance with the
written, authorized or approved salary plan. Any agreement, oral or implied, that differs
from that described herein will not be honored. Offers of employment will be made
through the Human Resources’ office.

Section 2-08. Employment Status Effective Date: 10/13/09

All employees are classified into one of the following categories:
REGULAR EMPLOYEES: Employment in an authorized position in
which the employee works at least forty (40)
hours in a regular work schedule.

PART-TIME EMPLOYEES: Employment in a position normally
budgeted less than forty (40) hours per work
week.

TEMPORARY EMPLOYEES: Employment in a position established for a

specified period of time, or for the duration
of a specified project or group of
assignments.

For purposes of overtime pay, employment positions are classified as “EXEMPT” or
“NON-EXEMPT?”, defined as follows:

EXEMPT: Any position that performs professional,
executive or administrative duties and is
classified as exempt by the Federal Fair
Labor Standards Act. This classification is
paid on a salary basis and is not eligible for
overtime pay.




NON-EXEMPT: Any position that is paid on an hourly basis.
This classification is generally eligible for
overtime pay.

All employment by the City of Melissa is in the form of an "at will" employment,
meaning that it can be terminated by either employer or employee at any time for any or
no reason, in so much as it is not illegal; nothing in these regulations will be held to alter
the "at will" nature of such employment. The City reserves the right at any time to enter
into an employment agreement with an employee.

Section 2-09. Nepotism/Restriction of Effective Date: 10/13/09
Employment of Relatives

No person related within the second degree of affinity (marriage) or within the third
degree of consanguinity (blood) to the mayor or any member of the City Council shall be
appointed to any office, position, or other services of the City, but this prohibition shall
not apply to officers or employees who have been employed by the City continuously for
more than six (6) months prior to the election of such member of the council or mayor.

No person shall be employed with the City who has a relative currently employed by the
City in the same department or in a position which will require frequent interaction
between the new employee and the relative or in a position which could influence the
new employee's pay, performance evaluation, separation, promotion or tenure. For the
purpose of this section, a relative will be defined as someone related within the second
degree by blood or the second degree by marriage to the applicant. “Second degree”
includes, but is not limited to: parents, children, grandchildren, grandparents, siblings and
the corresponding in-laws. EXxisting employees found to be in a situation defined as
nepotism will be given an opportunity to seek a transfer, if available, or resign their
position. The allowable time for such a transfer or resignation will be determined by the
City Administrator/Manager after receipt of a recommendation by the Human Resources
Department.

Personnel in different divisions that fall into the definition above cannot work the same
shift or hours that will create interaction while on duty. No applicant will be considered
for hire in public safety if nepotism is determined to exist in their specific circumstance.
Existing employees found to be in a situation defined as nepotism will be given an
opportunity to seek a transfer, if available, or resign their position. The allowable time
for such a transfer or resignation will be determined by the City Administrator/Manager,
after receipt of a recommendation by the responsible Director.
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Section 2-10. Residency Requirements Effective Date: 10/13/09

There shall be no absolute residency requirements for City employment. However,
departmental policies and job descriptions outlined at the time of hire may require a
specific response time for those employees likely to be called to work in cases of
emergency. Such employees may be required to reside within a reasonable commuting
range of their places of work. For these purposes, a reasonable commuting distance
shall be defined as twenty (20) miles from the City. The City Administrator/Manager
shall make any final determination regarding acceptable distance for key personnel.
Employees who are allowed to operate City vehicles between their places of residence
and work may be required to reside within the City or a reasonable commuting range as
defined above.

Section 2-11. Pre-employment Effective Date: 10/13/09
Examinations

Individuals who receive an offer of employment from the City must undergo a drug
screening at a pre-designated laboratory as directed by the City prior to the first day of
employment. The offer of employment is conditional upon the results of the drug
screening. The lab work will be covered at the expense of the City.

Certain pre-designated positions may also require individuals to take a medical and
physical examination at City expense given by a doctor designated by the City. Under
42 U.S.C. 812112(b)(6) and 812112(d) a medical examination maybe required if it is
shown to be job-related for the position in question and is consistent with business
necessity given the particular job duties at issue, and is no more intrusive to
accomplish the employer’s legitimate goal. The offer of employment is conditional
upon the results of the physical examination. Furthermore, these results will not be
used to discriminate on the basis of a qualified disability and the information obtained
regarding medical condition or history will be collected and maintained in separate
forms and in separate medical files and shall be treated as confidential medical
information. The City Administrator/Manager, acting upon information provided by
medical personnel, shall be the final authority in determining medical suitability for
employment. The City Administrator/Manager may waive or modify the medical
examination requirement for any or all part time positions, temporary employees, or
emergency appointments.

The Texas Commission on Law Enforcement Officer Standards and Education

requires that all peace officers be examined by a licensed psychologist who certifies
that they are in satisfactory psychological and emotional health to be a police officer.
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Section 2-12. Emergency Temporary Effective Date: 10/13/09
Appointments

The City Administrator/Manager reserves the right to hire temporary or part-time
employees in cases of emergencies or unusual or extraordinary circumstances, which
places demands which exceed the work force capabilities of the City. Emergency
temporary appointments shall not be used to circumvent the normal appointment
procedures. The employees involved shall not acquire any status or rights in the position
to which they are temporarily appointed.

Section 2-13. Promotions Effective Date: 10/13/09

Promotions will be defined as the assignment of an employee from one position to
another requiring more responsibility, experience, education, technical or professional
expertise and which is usually at a higher salary. The selection process may be limited to
qualified, existing City employees first before considering other applicants.
Opportunities for promotion across organizational lines shall be maximized, with
approval from the City Administrator/Manager being necessary prior to such promotion.

All employees who receive a promotion will serve a three (3) month probation period in
their new position. A performance review will be given at the conclusion of the
promotion’s probation period, and a salary review will be conducted in accordance with
the City’s salary classification system. This review does not guarantee a salary increase.
The supervisor may, at any time during this period, determine the individual is not suited
to the position and may either transfer the employee if a suitable position is available or
terminate the employee. The City has no obligation to place the individual in another
position within the City, including the position formerly held.

Section 2-14. Temporary Promotions Effective Date: 10/13/09

There may be instances where the proper performance of City functions will require a
temporary assignment or where an employment position becomes available and where
the City wishes to provide a current employee with the opportunity to fill that position.
In such cases the City Administrator/Manager may authorize a temporary promotion to
the job in an “Acting” status. Normally employees so promoted will hold the position for
a specified time period and will be compensated at the appropriate pay level prescribed
for the job. Temporary promotions shall not be used to circumvent normal selection
procedures, and those employees involved shall not acquire any status or rights in the
position to which temporarily promoted.

Nothing herein shall be construed to prevent the assignment of additional or a higher
level of duties to an employee’s existing position without additional compensation.
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Section 2-15. Transfers Effective Date: 10/13/09

Transfers may be requested to other positions in the same salary level (lateral transfers),
to positions in lower-paying salary levels (demotion) or to positions in higher-paying
salary levels. Transfers may be made administratively or in conjunction with an
announced selection process. Transfers between classes or between departments shall
become effective following approval of the City Administrator/Manager.

A lateral transfer will not affect the individual's salary; however, a transfer to a lower-
paying job may require an adjustment in salary and other salary-related benefits. If the
transfer is to a position in a higher job classification, the transfer may be considered a
promotion and a salary increase may be authorized. A lateral transfer will not affect the
individual's salary; and should be approved when the transfer is in the best interest of the
City or rewards an exceptionally competent employee for meritorious performance.
Lateral transfers are discouraged.

A transfer not involving promotion or demotion may be effected at any time for
administrative convenience or necessity, or upon request of the employee to the
department head, or if interdepartmental, to the City Administrator/Manager; provided
that the employee is qualified to perform the duties of the position to which transfer is
contemplated.

Section 2-16. Demotions Effective Date: 10/13/09

A demotion is the assignment of an employee from one position to another position
having fewer responsibilities or requiring less experience, education, technical, or
professional expertise, and in most cases, results in a reduction in salary. The employee
must be capable of performing completely all those duties required in the job to which he
or she is demoted. An employee may be demoted at any time.

A demotion may be effected for either a disciplinary or non-disciplinary action with the
approval of the City Administrator/Manager. If qualified to perform the duties of the
lower level position, an employee may, at their own discretion, be administratively
demoted. Demotions that occur at the request of the employee, shall not be considered as
disciplinary actions or to disqualify the employee involved from consideration for later
advancement. Demotions, when used as an alternative to layoff, may be fully or partially
rescinded at any time.
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Section 2-17. Re-hire Eligibility Effective Date: 10/13/09

Former employees of the City of Melissa who left employment in good standing are
considered eligible for rehire. Former employees of the City of Melissa who were
dismissed for reasons of misconduct or performance are considered ineligible for rehire.
Should an exception be desired, a formal review can be requested in writing to the City
Administrator/Manager no sooner than one year after separation.

Section 2-18. Employee Orientation Effective Date: 10/13/09

Upon hire, new employees shall go through a thorough orientation about the nature of the
job, the benefits, obligations and responsibilities of the position, and the general policies
and procedures of both the City and the department in which he or she is employed. In
addition, the City shall obtain information needed for insurance programs, determining
citizenship status, etc., such as date of birth, that were not provided for in the application
for employment. The employee shall also be furnished a copy of the City personnel
policies and procedures for their personal use and reference at this time and the
employee, by signature, shall acknowledge its receipt.
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Chapter 3

PROBATION PERIOD

Section 3-01. Probation Period Effective Date: 10/13/09

Every newly employed person shall be required to successfully complete a probation
period of six (6) months, unless otherwise specified by department policy or state law.
The department heads shall use the probation period to closely observe and evaluate the
work and fitness of employees and to encourage adjustment to their jobs. Only those
employees who have satisfactory job performance and minimum job qualifications during
their probation periods shall be retained.

Satisfactory job performance includes, but is not limited to: regular attendance;
punctuality; proper conduct toward the supervisor, fellow employees, City management,
City Council and the general public; and satisfactory performance of the duties of the
position.

Department heads shall submit an evaluation report on each employee to the City
Administrator/Manager prior to the completion of the probation period. Whenever a
license or certification is required for a position, the probation period shall be extended
for a period of time permitted by state or federal law to obtain such license or
certification. However, an employee's probation period may be extended up to three (3)
more months if, in the opinion of the department head or City Administrator/Manager,
such additional time is necessary or warranted in order to adequately evaluate the
employee or to secure any license or certification required for the position. In the case of
appointing or promoting department heads, the probation period shall be evaluated by the
City Administrator/Manager.

Section 3-02. Completion of Probation Effective Date: 10/13/09

During or at the end of the probation period, the supervisor may discharge or discipline
any employee at will and such disciplinary action or discharge shall not be subject to any
grievance or arbitration.

Failure of probation may occur at any time within the probation period and shall not be
considered part of the disciplinary process. However, the employee may be
administratively transferred to a more suitable position with approval of the City
Administrator/Manager.
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Section 3-03. Appeal of Failure of Probation Effective Date: 10/13/09

An employee failing probation shall have no right to appeal except on the grounds of
discrimination or other grounds prohibited by law and City policies, in which case the
employee may appeal in writing to the City Administrator/Manager within three (3)
working days following notice of failure of probation. The decision of the City
Administrator/Manager shall be final.
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Chapter 4

COMPENSATION & PERFORMANCE EVALUATION

Section 4-01. Compensation Plan Effective Date: 10/13/09

The City of Melissa will, within its financial capability, provide equitable compensation for all
employees in the form of pay and benefits.

Salary reviews may be conducted annually, and wage increases may be based on performance
and the employee’s contributions to the overall mission of the City. In the event of promotion,
the anniversary date for salary review is the date of promotion.

All City pay ranges and job relationships may be reviewed annually. The City
Administrator/Manager may recommend blanket changes in the compensation plan to adjust
salaries for individual positions as is necessary to keep the compensation plan current and
competitive with other employees of the same personnel class. Recommended changes in the
compensation plan will be included in the annual budget and become effective upon City
Council approval of the budget. The City Administrator/Manager reserves the right to determine
if and when the changes can be applied based upon budgetary realities.

Section 4-02. Entry Level Pay Rates Effective Date: 10/13/09

New City employees generally are paid at the minimum rate established for their job category.
The City Administrator/Manager may approve initial employment at a higher rate after
confirmation with the hiring department. The rate must be within the established salary range for
the position.

Section 4-03. Employee Pay Schedule Effective Date: 10/13/09

The City of Melissa utilizes a bi-weekly pay schedule, with a total of twenty-six (26) pay periods
each calendar year. All employees shall be paid on the same schedule, every other Friday as set
by the City. Supervisory personnel or their designees distribute paychecks. When an employee
is on authorized leave, the employee must report to the payroll office to pick up their paycheck.
Paychecks are only issued to employees unless a written authorization is filed naming others to
whom the employee wishes the check released. Anyone, other than the employee, who receives
an employee paycheck, must sign for its receipt. All paychecks not distributed on payday will be
secured until the next workday.
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When payday falls on a holiday, employees are paid on the last working day preceding the
weekend or holiday. The City will not provide any paycheck advances under any circumstances.
The City shall also encourage its employees to utilize direct deposit when possible.

Section 4-04. Emergency Duty Pay Effective Date: 10/13/09

The City will define several events as emergencies, including but not limited to, weather
conditions, personnel shortages, and the like. These emergency situations may be of short-or
long-term duration. In such emergency situations, the City of Melissa reserves the right to
require any and all employees to be available for work assignments to maintain the essential
functions of the City.

Employees called back to work in emergencies shall be compensated in accordance with
established overtime and recall policies.

Section 4-05. Overtime and Compensatory Time Effective Date: 10/13/09

Overtime, when ordered for the maintenance of essential City functions as determined by the
City Administrator/Manager, shall be allocated as uniformly as possible among all eligible
employees. Eligible employees, those qualified to do the work, will be paid in accordance with
the Fair Labor Standards Act (FLSA) 29 C.F.R. § 785.47. Department Heads are responsible for
exercising adequate supervision to ensure that employees are complying with established work
schedules.  All overtime hours must be approved in advance by a supervisor or City
Administrator/Manager. Failure to obtain permission in advance may result in disciplinary
action.

ELIGIBILITY

Overtime or compensatory time will be paid to full-time (40 hours/week), non-exempt
employees for hours worked in excess of the regular scheduled forty (40) hour work week or
work cycle. The use of compensatory time is permitted in order to offset overtime hours worked,
as stipulated by the Fair Labor Standards Act.

1. Non-exempt Employees
Non-exempt personnel may, with authorization from the Department Head or City
Administrator/Manager, accrue compensatory time in lieu of overtime pay. Compensatory
time is accrued at the rate of one and one-half (1-1/2) times the hours worked; one hour
overtime work (hours in excess of the normal work schedule) will accrue one and one-half
(1-1/2) hours of compensatory time.

Maximum accrual of compensatory time permitted per year is forty (40) hours

Employees may take compensatory time off within a reasonable period following their
requests. Compensatory time off must not unduly disrupt departmental operations and must
have been granted prior supervisory approval.
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All overtime (authorized or unauthorized) worked by nonexempt employees must be
compensated according to the Fair Labor Standards Act. Employees working outside the
regular work schedule without prior supervisor authorization may be subject to disciplinary
action.

Department heads/ division managers are responsible for current, accurate compensatory
time records for their employees. Employees disagreeing with these records may file
disagreements in accordance with the employee grievance procedure.

Non-exempt employees shall be paid for accumulated, unused compensatory time upon
termination, regardless of the reason for termination. Compensatory time shall be paid at the
employee’'s rate of pay at termination.

2. Exempt Employees
Exempt personnel are paid a salary and are not eligible to receive overtime pay. Exempt
personnel are expected to work the hours necessary to complete their job assignments.
Exempt personnel may be allowed compensatory time off as compensation for overtime
hours worked only when prior approval by the City Administrator/Manager has been
obtained. Compensatory time is intended as a benefit to exempt personnel and is not
provided on an hour-for-hour even exchange basis.

Section 4-06. Employee Performance Evaluation Effective Date: 10/13/09

All employees shall receive a performance review annually.

1. To ensure that the quantity and quality of work performed by employees meets the needs
of the City, supervisors will define the performance standards and objectives set forward
for each employee. Supervisors may consult with employees in establishing the
standards and objectives. The method by which supervisors should establish these
standards and objectives will be provided for in procedures established by the City
Administrator/Manager and Human Resources. Related objectives are:

a. To help plan more effectively the work of the City departments and other work units,

b. To identify training and development needs,

c. To promote fair treatment of employees, and

d. To provide for increased communication between employees and their supervisors
and management.

2. All employees in regular budgeted positions shall receive an annual performance review.
Temporary employees shall be included when their employment is expected to exceed
one year.

3. Use of Performance Planning and Review Records shall include, but not be limited to
performance counseling, termination decisions, grievance and discrimination complaints,
disciplinary actions, and promotion, transfer, and layoff actions.

4. An employee and his/her immediate supervisor shall meet at least annually to develop
performance standards and objectives for the employee’s position, to review the
employee’s progress toward meeting goals and objectives, and to develop plans for
employee’s future training and development. Performance Planning and Review sessions
shall be conducted at scheduled intervals in accordance with procedures developed to
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implement this policy. In addition, unscheduled sessions shall be conducted as required
to counsel employees on changing work expectations and current performance problems
or for any other purpose supporting the objectives of the Performance Planning and
Review Program.

5. An employee’s performance evaluation shall be reviewed by the City
Administrator/Manager and/or Human Resources Director in accordance with established
procedures. An employee may appeal his/her performance evaluation.

Section 4-07. Training and Development Effective Date: 10/13/09

In order to meet individual and organizational needs, it is the policy of the City of Melissa to
provide training and development opportunities to encourage high quality performance to
prepare employees for new or increased responsibilities, skills, and to extend opportunities for
individual growth, promotion, development, and self-fulfiliment. Awvailability of training funds
will be dependent on the budget available at the time and will require approval of the Department
Head, Finance Director and/or City Administrator/Manager.

Section 4-08. Merit Increases Effective Date: 10/13/09

Merit pay increases may be granted by the City Administrator/Manager with the approval of the
City Council in accordance with the compensation plan as a reward for those employees
demonstrating exceptional or above-average job performance.

Section 4-09. Stability and Longevity Pay Effective Date: 10/13/09

The City of Melissa awards longevity pay to all regular full-time employees after one year of
service and after a satisfactory annual review has been completed. An employee who meets this
criteria may receive four dollars ($4.00) per month for each full month employed through
December 1% for a maximum of twenty (20) years service or nine hundred sixty dollars
($960.00). These funds are taxable income and will be dispersed during the first week of
December and may be applicable to employees actively employed on the date of payment.

Section 4-10. Separation Pay Effective Date: 10/13/09

Employees who leave the service of the City, regardless of reason for separation, shall receive all
pay that is due to them in accordance to the following considerations:

A. The final compensation check for a self-terminating employee will be issued not later than
the next regularly scheduled payday. The final compensation check for an employee who
has been involuntarily terminated will be issued not later than the sixth (6™ ) regular working
day following termination;

B. Eligible employees will be paid for any hours worked, including any overtime compensation
due to him or her;
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. Only regular full-time employees who have successfully completed their probation period
shall be paid for unused vacation time earned,;

. Employees may request that any retirement benefits paid by him or her, through payroll
deductions, be refunded in accordance with the applicable program;

. Any indebtedness to the City which the employee might have incurred shall be deducted
from their final paycheck and all City equipment and property must be returned before the
final compensation check is released;

. Separation pay may also be delayed due to any pending investigation of an employee;

. A regular employee who gives less than ten (10) working days notice of resignation or who is
dismissed because of violating personnel rules and regulations concerning conduct will
forfeit accrued separation pay unless mutual agreement is reached between the Department
Head, City Administrator/Manager, and the employee; and

. If any employee dies while employed by the City, the City shall pay their designated
beneficiary any unpaid pay, unused vacation time and accumulated benefits.
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Chapter 5

ABSENCES & LEAVES

Section 5-01. Holidays Effective Date: 10/13/09

The following paid holidays are declared official holidays for City employees.

1. New Year's Day January 1%

2. President’s Day Third Monday in February
3. Good Friday varies

4. Memorial Day Last Monday in May

5. Independence Day July 4™

6. Labor Day 1st Monday in September

7. Thanksgiving Day 4" Thursday in November
8. Day After Thanksgiving 4" Friday in November

9. Christmas Eve December 24"

10. Christmas Day December 25"

The City Council may declare special holidays in addition to these. If this occurs, they will be
taken according to established procedures. Only full-time regular employees are entitled to
receive the benefit of paid holidays.

In addition to the listed holidays, the City will award each regular full time employee three (3)
personal floating holidays that may be taken any time during a calendar year after six (6) months
of employment with approval from their supervisor. The personal floating holidays do not carry
forward to the next calendar year.

An employee who is absent without authorized Personal or Sick Leave on the working day
immediately preceding or following a holiday will lose pay for the holiday. Authorized Leave is
defined as pre-approved personal leave, vacation time or verified emergency family leave or an
illness that pre-dates the holiday or is physician-verified.

A. The following guidelines shall govern usage of holiday leave:

1. All regular full time employees shall be entitled to all paid holidays;

2. If the holiday falls on Saturday, the preceding Friday shall be observed, and if a holiday
falls on Sunday, the following Monday shall be observed;

3. To receive pay for a holiday, an employee must be scheduled to work on the holiday or
be on authorized leave;

4. Employees desiring to observe religious holidays not coinciding with official holidays
may take a floating holiday, approved leave without pay, or accrued vacation leave.

B. Holiday Banking: When a holiday occurs while a full time employee is on duty as part of the
regular required work schedule, the employee will bank the holiday and be paid regular time
for actual time worked. Depending on the amount of actual time worked, a combination of
holiday pay, regular pay, and holiday banking may occur on a single day.

C. Holiday Buy Back: Eligible full time employees may request Holiday Buy Back Benefits
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Pay in lieu of future time off for the holiday. In cashing out holiday pay, the employee is
required to leave at least three (3) holidays in their holiday bank. The Accounting
Department usually announces Buy Back in June and December. Once payroll is notified of
the request for buy back, the buy back will be processed on the following pay period.

Section 5-02. Vacation Effective Date: 10/13/09

Paid vacation leave are provided as a benefit of employment. Vacation leave may also be used
for personal business, extension of Holiday, Sick Leave, or any purpose determined by the
employee. Accrued vacation leave will be substituted for the unpaid leave. The Department
Head and/or City Administrator/Manager must approve scheduled Vacation Leave.

Regular Full-time employees begin to accrue paid vacation benefits on the first day of
employment as follows:

Years of Service Days of Vacation Per Year
1-4 10 days
5-9 15 days
10+ 20 days

Eligible employees accrue vacation at the end of each pay period.

Paid vacation benefits may be taken upon completion of six (6) months of service. Employees
shall be permitted to take vacation leave at such time, in the judgment of the director or
supervisor, as will best serve the interest of the organization and the employee.

An employee with at least one (1) full year of service shall receive terminal pay for unused
vacation leave up to one and one half times (1 ¥z X) the employees’ annual rate of accrual.

The maximum amount of vacation time to be carried forward to the next calendar year is one and
one half times (1 % X) the employees annual rate of accrual. Accrued vacation in excess of this
limit at the end of the calendar year will be allocated to the employee’s extended illness bank.

Section 5-03. Sick Leave Effective Date: 10/13/09

A. Sick Leave:

All full-time employees are eligible to receive sick leave in accordance with the following

guidelines:

1. Full time, forty (40) hours per week employees will be given forty-eight (48) hours of
sick leave within a calendar year after the first full day of employment.

2. Sick leave may be used in the following circumstances: absence due to illness, injury,
legal quarantine or routine health care appointments which can not be scheduled outside
of the employee’s working hours for the employee, the child, parent, or spouse of the
employee which requires the employee’s presence and precludes the employee’s presence
at the work location.

3. Sick leave benefits may be used upon completion of three (3) months of employment.

4. Sick leave must be reported in quarter (¥4) hour increments.
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5. The City of Melissa may request and obtain verification of the circumstances surrounding

any sick leave used.

There will be no compensation for unused sick leave time upon termination or retirement.

7. For all full-time regular employees hired prior to September first (1) of the calendar
year, one-half (1/2) of unused sick leave will be transferred to extended illness leave and
one half of unused sick leave will be transferred to vacation leave at the end of each
calendar year.

8. Sick leave may not be substituted for scheduled vacation or holiday time should the
employee become ill during that period.

S

B. Extended lllness Leave: All full-time, permanent employees shall be allowed extended
illness leave with pay in accordance with the following guidelines and must notify
Human Resources if out for an extended period of time:

1. Full-time, forty (40) hours per week employees shall accrue eight (8) hours of
extended illness leave per month to a maximum accrual of 720 hours.

2. Extended illness leave will continue to accrue during the first forty-two (42) calendar
days that an employee is out on extended illness leave. After forty-two (42) days,
accrual of extended leave will stop until the employee returns to work. The decision
to stop accrual of extended leave may be appealed to the City
Administrator/Manager.

3. Extended illness leave may be used in the following circumstances:

a. Absence from duty of a continuous duration greater than sixteen (16) work hours
due to illness, injury or legal quarantine of the employee, child, parent or spouse
of the employee.

b. Upon hospital admission due to employee’s personal injury or illness, hospital
admission of child, parent, or spouse of the employee.

c. Extended illness leave must be reported in hourly increments.

d. The City of Melissa may request or obtain verification of the circumstances
surrounding any extended illness leave request. In the case of appeal, the City
Administrator/Manager may make final determination of acceptable use of
extended illness leave.

e. Adoctor’s release may be required before an employee may return to work.

f. There will be no compensation for unused extended illness upon termination of
employment or retirement.

g. Extended illness leave may not be substituted for scheduled vacation or holiday
time should the employee become ill during that period.

Section 5-04. Bereavement Leave Effective Date: 10/13/09

Bereavement leave with pay will be allowed to each full time employee as follows:
A. Three (3) days for a death in the immediate family. (Immediate family includes spouse,
child, parent, guardian, brother, sister, aunt, uncle, and grandparents);
B. One (1) day for a death of other relatives.

Section 5-05. Administrative Leave with Pay Effective Date: 10/13/09
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A. Elections: Employees on duty on the date of any national, state, or local election and who
are eligible to vote in such elections shall be granted leave without loss of pay or benefits to
exercise this right if the polls are not open for voting for two consecutive hours outside of
the voter’s work hours. Evidence of voter registration and voting may be required by the
supervisor.

B. Jury/Court Duty: Employees who are required by due process of law to render jury
service or court service will be expected to perform these duties and will be paid in full for
days in which they are in court. Court service does not apply to personal court dates.

C. Official Business: The City Administrator/Manager may grant an employee administrative
leave with pay for purposes of attending a professional conference, convention, training
activity, legislative proceeding, or civic function or meeting, or for purposes of coordinating
with governmental and private agencies and entities in the interest of the City.

D. Hazardous Weather Conditions: Employees are expected to arrive at work each day prior
to commencement of the workday, regardless of weather conditions. An employee who
fails to report to work for scheduled work hours during hazardous weather conditions, such
as icy roads, must use personal leave or unpaid time off for the time missed.

If the City Administrator/Manager declares the administrative offices officially closed due to
bad weather, administrative and clerical employees will be excused for that time without
penalty or loss of pay. Overtime pay in a work week with a hazardous weather closure will
be determined by the City Administrator/Manager, Human Resources, and Department Head
and on a case by case basis. Each Department Head will designate emergency service
personnel who are required to be on the job regardless of weather conditions. In the event
the City Administrator/Manager declares the administrative offices closed, area radio and
television stations will be advised of the closing. Non-emergency personnel will either be
notified by their immediate supervisor or via Code Red Emergency Services whether or not
to report to work or if there is a delayed opening. Unless a supervisor notifies the employee
to stay at home or a recorded phone message says the offices are closed, employees are
expected to report for work as normal.

Section 5-06. Military Leave Effective Date: 02/02/10

It is the position of the City of Melissa to be compliant with all Federal and State laws regarding
the use of military leave.
A. ELIGIBILITY AND PROCEDURES:

All full and part time regular employees who are actively participating in the United States

Reserves or National/State Guard are eligible to use military leave in accordance with the

following:

1. There is no accrual of military leave. Up to fifteen (15) paid days, per calendar year, of
military leave is available for use as required by Law.

2. Unused military leave time will not be paid out at the time of separation.

3. An employee wishing to use military leave will submit a written request for leave and a
copy of written orders to their supervisor as soon as possible after notification of or
volunteering for duty.

a. While the City requires written notice of military leave request it does recognize
that an occasion may arise where advance notice is not possible. When this
occurs, upon return to work, the employee will be required to submit either a copy
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of official orders or another form of official documentation for the time period
away from work.
b. The supervisor may seek verification of any military leave used.

4. Once a request for leave has been received the supervisor will complete a status
change/payroll form indicating the length of the leave. The supervisor will also forward
a copy of the request and the military orders to the employee’s official file and notify the
City Administrator/Manager of the leave.

5. The City has no obligation to pay an employee on military leave for training days that
occur on a regular day off or outside of work time.

6. All employees using military leave should make arrangements for the disbursement of
any pay received from the City during their absence. This is the responsibility of the
employee and no funds will be released without the proper authorization.

. Military L eave — 15 Days or L ess

Employees will receive pay at their normal base rate for up to fifteen (15) work days in a

calendar year.

. Extended Military L eave — 16 Days or More

1. All leave days beyond the fifteen (15) may be paid, at the employee’s discretion, using
Holiday, Compensatory, or Vacation time.

2. Accrued sick leave may not be substituted.

3. The employee may also choose to take the remaining duty days as unpaid.

4. All leave accruals based on job performance cease.

. MISUSE/MISREPRESENTATION

Misuse or misrepresentation of the use of military leave is a serious offense and will be

handled through the disciplinary process. This includes not returning to work on the next

regularly scheduled work day/shift after completion of any military leave.

Filing of false military documents or orders for the purpose of receiving military leave is also
a serious military offense and is covered under the Uniform Code of Military Justice
(UCMJ). The City takes the position that if any such documents are discovered the offense
will be reported to the appropriate unit or command authority.

. UNIFORMED SERVICES EMPLOYMENT AND REEMPLOYMENT RIGHTS ACT:

The Uniformed Services Employment and Reemployment Rights Act (USERRA) protects
the job rights of individuals who perform duty, voluntarily or involuntarily, in the
“uniformed services.” USERRA also prohibits employers from discriminating against past
and present members of the uniformed services and applicants to the uniformed services.

Those that served have the right to be reemployed if they left to perform service in the

uniformed service and meet these requirements:

1. The employee must have been absent from a civilian job on account of service in the
uniformed services;

2. The employee must have given advance notice to the employer that he or she was leaving
the job for service in the uniformed services, unless such notice was precluded by
military necessity or otherwise impossible or unreasonable;

3. The cumulative period of military service with the City of Melissa must not have
exceeded five years;

4. The employee must not have been released from service under dishonorable or other
punitive conditions; and
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5. The person must have reported back to the civilian job in a timely manner or have
submitted a timely application for reemployment, unless timely reporting back or
application was impossible or unreasonable.

If eligible to be reemployed, the employee must be restored to the job and benefits they
would have attained if they had not been absent due to military service or, in some cases, a
comparable job.

F. HEALTH INSURANCE PROTECTION:
If a City employee leaves their job to perform military service, they have the right to elect to
continue their existing employer-based health plan coverage for themselves and their
dependents for up to twenty-four (24) months while in the military. Even if they do not elect
to continue coverage during their military service, they have the right to be reinstated in the
City's health plan if and when reemployed, generally without any waiting periods or
exclusions except for service-connected illnesses or injuries.

G. ENFORCEMENT
The U.S. Department of Labor, Veterans Employment and Training Service (VETS) is
authorized to investigate and resolve complaints of USERRA violations. For assistance in
filing a complaint, or for any other information on USERRA, contact VETS at 1-866-4-USA-
DOL or visit its website at http://www.dol.gov/vets. An interactive online USERRA Advisor
can be viewed at http://www.dol.gov/elaws/userra.htm.

Section 5-07. Authorized Leave without Pay Effective Date: 02/02/10

As a public agency, the City of Melissa shall comply with the Family Medical Leave Act of 1993
(the “Act™), as amended, as required by law. All “eligible employees,” as that term is defined by
the Act, shall be treated in accordance with the Act. All other employees shall follow the policies
below. Employees should consult their Supervisor/Department head or the Human Resources
Manager to discuss all options.

A leave of absence may be granted at the discretion of the Department Head and must be
approved by the City Administrator/Manager. Such factors, including but not limited to, length
of time away from the job, reason for, and urgency of the request, and length of service with the
City, will be taken into consideration by the City Administrator/Manager.
A. Eliqgibility:
Leave without pay is granted as a matter of administrative discretion. No employee may
demand leave without pay as a matter of right, but it may be granted to any full time
employee.

An employee may be granted leave without pay, when all other forms of leave such as
vacation, compensatory time off, holiday, and personal leave have been exhausted. If the
leave is not medical in nature, then accrued sick leave is not an available option.

Leave without pay may be considered for the following reasons:

1. To participate in training that would result in increased job ability.
2. To achieve an educational level necessary for advancement in the City.
3. To perform a service that will contribute to the public welfare.
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4, To recover from an illness or disability, not believed to be of a permanent or

disqualifying nature, for which sick leave and wage supplementation benefits

have been exhausted or are not available.

When return to work would threaten the health of others.

To provide necessary care for a family member who is ill or is incapacitated.

For an excused absence during the initial employment period.

For an excused, but non-compensable, absence of less than a day.

To permit vacation.

0.  To perform duties in the military service as authorized under Section 05-06 and
administrative directives established pursuant to that section.

11. To take family leave.

RO ~NOo O

In circumstances not falling within other provisions of these rules, the City
Administrator/Manager may authorize an employee to take leave without pay under mutually
agreeable terms and conditions. Employees taking leave without pay shall not lose or gain
seniority. All employee benefits will remain in effect during periods of authorized leave
without pay.

B. Allowable length of leave:
An employee’s Department Head may authorize leave without pay for a period not to exceed
six (6) consecutive calendar weeks. Leave without pay in excess of this must be approved by
the City Administrator/Manager and Human Resources. Note: leave without pay for
Military Service is governed under the administrative directives of Section 5-06.

C. Service credit:
An employee who is on leave without pay for more than six (6) consecutive calendar weeks
loses service credit for that period in excess of the six (6) calendar weeks except in regards to
Military Leave as governed under Section 5-06.

D. Accrued leave:
An employee granted leave without pay forfeits use and accrual of sick leave, vacation leave,
holiday leave, bereavement leave, court leave, except to the extent that leave without pay is
authorized under federal or state law.

E. Termination:
An employee granted leave without pay must physically return to work to retrieve sick credit,
but will be paid any vacation leave balance due if the employee terminates under the terms of
the City Separation Pay Policy in Section 4-10.

Section 5-08. Absence without Leave Effective Date: 10/13/09

Unauthorized leave not reported within seventy-two (72) hours of the scheduled reporting time
shall serve as notice of resignation by the employee.
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Chapter 6

EMPLOYEE CONDUCT

Section 6-01. Attendance/Time Sheets Effective Date: 10/13/09

All employees are expected to be regular in attendance and report to work as scheduled and work
their scheduled hours and overtime, if necessary. Employees shall be at their place of work in
accordance with City and departmental policies and regulations. In general, the City’s business
hours are from 8:00 a.m. to 5:00 p.m., Monday through Friday. Department heads shall establish
work schedules and maintain daily employee attendance records. All non-exempt employees are
expected to submit their approved time sheet signed by their supervisor to Payroll the Monday
prior to payday. The Human Resources Department will maintain annual employee attendance
records.

Section 6-02. Work Standards Effective Date: 10/13/09

Employees while on duty are at all times individually responsible for conducting themselves in a
professional and ethical manner and for treating coworkers and members of the public with
respect and dignity. The intent of this policy is to make a clear statement that unprofessional and
abusive behavior will not be tolerated in the workplace. In addition to the provisions in these
policies, employees are responsible for complying with any other federal and state laws or
regulations or local ordinances governing their conduct.

Grounds for immediate dismissal of an employee may include, but are not limited to:
A.  Use of intoxicants while on duty, or reporting for duty while under the influence of
intoxicants;

B.  Abuse of a controlled substance while on duty, or reporting for duty while under the
influence of a controlled substance;

C.  Unauthorized possession of firearms, explosives or any dangerous weapons at any time,
on any City property (including, but not limited to parking lots and City vehicles) or
while performing City work;

D.  Conviction of a felony (a plea of Nolo Contendre will be considered a conviction for
the purpose of this section); or crimes involving moral turpitude which would include,
but not be limited to, such misdemeanors as public intoxication and disorderly conduct;

E. Absence without leave for three consecutive working days or more, with or without
notice by the employee, or absence for any reason, medical or otherwise, for twelve
(12) weeks or more as long as such circumstances comply with applicable laws;

F. Insubordination or refusal to obey a just order, including, but not limited to, neglect of
duty, refusal or failure to obey orders or instructions in the line of duty, public
disrespect displayed toward a supervisor or the City while performing work for the City
and abusive language to any supervisor;
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G.  Fighting, threat of violence or any unnecessary abruption in the workplace;

H.  Willful or reckless misuse, destruction, theft or conversion of City property, whether on
or off duty, including, but not limited to, destruction, misappropriation or removal of
City property (including files and work documents) or the property of employees,
clients or customers;

l. Falsification of official documents or records;
J. Repeated or habitual absenteeism or tardiness;

K.  Substandard performance, inability or unwillingness to perform the duties of the
position;

L. Misconduct or mismanagement of a position of employment by action or inaction,
neglect that jeopardizes the life or property of another, intentional wrongdoing,
intentional violation of a law or violation of a policy or rule adopted to ensure the
orderly work and safety of employees;

M.  Engaging in activities other than assigned work during working hours and/or while
operating city equipment, without advance approval by the employee’s supervisor;

N.  Use of City property or time for personal financial gain;

O. Failure to report occupational injuries or accidents promptly to the employee’s
supervisor, including motor vehicle accidents in a City vehicle;

P. Violation of the ordinances of the City of Melissa or of these rules;
Q.  Non-compliance with any written or established departmental policy; or

R.  Any reason or no reason as deemed appropriate by the Human Resources Department
and the City Administrator/Manager.

The City of Melissa will make every effort to establish a positive working climate in which
employees may function. Management must maintain efficiency within its operations and must
determine the methods by which functional areas accomplish their objectives. Management
also must schedule work events and employees to accomplish its mission.

It shall be the duty of each employee to maintain high standards of cooperation, proficiency,
and economy in their work for the City. Employees are expected to conduct their personal
business in such a manner as to cause little interference with individual or group work
performance. This includes personal visits of friends and relatives, phone calls, and requests for
absence from work for personal, financial, medical, or other reasons. If work habits, attitude,
production, and or personal conduct of an employee become a problem, supervisors should take
appropriate action at that time.

Paid time off may be provided to conduct personnel-related business such as Workers’
Compensation claims, promotion and transfer applications, discrimination complaints,
grievances and insurance claims. This may be accomplished during working hours, with
knowledge and approval of the employee’s supervisor.
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Section 6-03. Political Activities Effective Date: 10/13/09

Employees may not use their position as a City of Melissa employee to actively campaign for or
against political issues or candidates.

If any employee of the City shall become a candidate for nomination or election to any elective
public office for the City of Melissa, then that employee shall immediately forfeit his or her
place or position with the City.

Under no circumstances will any City employee be allowed to campaign for any candidate, even
themselves, during normal work hours or at any City of Melissa place of work, whether they are
off duty at the time. Nor will any employee be allowed to represent themselves, using their City
employment, title, uniform, or authority as supporting any candidate for political office.
Violation of this provision will be sufficient grounds for disciplinary action up to and including
termination.

Section 6-04. Solicitation Effective Date: 10/13/09

Employees may not solicit other employees or citizens while working. “Working” is all times
when an employee is engaged in work tasks, but does not include an employee’s own time such
as lunch breaks, scheduled breaks, and before/after work. In addition, solicitation for goods or
services at counters or any location where customers are present is prohibited.

In some instances, the City may consider the collection of mo