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RESOLUTION NO. 20-23

A RESOLUTION ADOPTING THE REVISED PERSONNEL
MANUAL FOR THE CITY OF SPRINGDALE, ARKANSAS.

WHEREAS, the City has, over the last several months, undertaken a comprehensive
review and revision of the Personnel and Procedures Manual for the City of Springdale,
Arkansas, as the version adopted on October 8, 1996, via Resolution No. 40-96, and as
subsequently amended from time to time over the years, has become outdated and in need of
being updated to ensure that all provisions are in accordance with current state and federal
employment laws and regulations;

WHEREAS, the final draft of the document entitled "City of Springdale Personnel
Manual” (hereinafter referred to as "the Manual") consisting of six (6) parts ending on Page 71
thereof, and containing Appendixes "A" through "E”, is attached hereto as Exhibit "A" and made
a part hereof as though set out herein word for word; and

WHEREAS, the City Council of the City of Springdale, Arkansas, finds that the Manual
should be adopted by the City Council for the City of Springdale, Arkansas, as its official
personnel manual.

NOW, THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL FOR THE
CITY OF SPRINGDALE, ARKANSAS, that:

Section 1: That the "City of Springdale Personnel Manual", which is attached hereto
as Exhibit "A"” and made a part hereof, is hereby approved and adopted as the official personnel
manual of the City of Springdale, Arkansas, and said Manual shall remain in full force and effect
unless amended or repealed,;

Section 2: This Manual is intended to supersede the Personnel and Procedures
Manual adopted by Resolution No. 40-96, and as subsequently amended thereafter, and any
personnel policy or procedure of the City of Springdale in conflict with the attached Manual are
hereby repealed, but nothing in this Resolution should be interpreted to amend or repeal the
current rules and regulations of the Springdale Civil Service Commission, or the Department
Manual for the Springdale Police Department (approved and adopted by the City Council by
Resolution No. 49-20).

PASSED AND APPROVED, this 24" day of January, 2023,

Adbg e

Doug Sprc@j, l\%for

ATTEST:

Denise Pearce, City Clerk

APPROVED AS TO FORM:

o e

Ernest B. Cate, City Attorney

ErnestCa/2022Misc/RESOPersonnelManual
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CITY OF SPRINGDALE PERSONNEL MANUAL
PART 1. GENERAL POLICY PROVISIONS

1.1 Mission

The mission of the City of Springdale is to provide quality services for the betterment of the
health, safety, welfare, prosperity, comfort, and convenience of all persons in the City of
Springdale, Arkansas. Each employee contributes to this mission by providing services for
the benefit and advantage of individuals and businesses within Springdale.

The accomplishment of the mission and the quality of services provided by the City is
dependent upon employee initiative and responsibility. The City seeks to attract and retain
the most highly qualified and competent employees. The policies and procedures set forth
in this manual clarify the values of the City in directing its employees and governs
employees as they serve the Springdale community.

1.2 Mayor/Council Form of Government

The City of Springdale is organized as a Mayor/Council form of government. This form
most closely parallels the federal government with an elected legislature and a separately
elected chief executive.

The City Council is the City's legislative body and consists of eight (8) council members
serving four (4) year terms. The Council determines programs, services and their priorities,
and approves the City budget. The elected Mayor is designated as the head of the City
government and is responsible for implementing policy and managing City operations.

1.3 Scope of Policies

The policies contained in this manual apply to all employees of the City of Springdale,
Arkansas, unless they are specifically exempted within a particular policy. This manual
shall be referred to as the "Personnel Manual” or “Manual.” No policies contained in this
manual should be interpreted to be in conflict with Arkansas law. To the extent that any law
of Arkansas provides additional or different benefits or rights to civil service employees, the
provisions of these policies shall be deemed to include those statements of law.

In the event of a direct conflict between any of the City’s policies and any Civil Service
Commission rule or policy, or federal or state law that applies to employees of the City, the
terms and conditions of Civil Service Commission rule, policy, or federal or state law shall
prevail. However, no policies contained in this manual should be read to take away the
City's right to provide a greater benefit to its employees, so long as the policy is not in
direct conflict with federal or state law.

If any department adopts a policy which is approved by the City Council, and is more
restrictive than a particular policy set out herein, then the most restrictive policy shall apply
to members of that department. However, no department shall adopt a policy or procedure
that conflicts with any policy contained in this Manual without first obtaining approval from the
City Council.

City of Springdale - Personnel Manual 1
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1.6

In the event of the amendment of any ordinance, rule, or law incorporated in this
document or upon which these provisions rely, these rules shall be deemed amended in
conformance with those changes.

Policies Do Not Constitute a Contract

The City of Springdale specifically reserves the right to repeal, modify, or amend these
policies at any time, with or without notice. None of these provisions shall be deemed to
create a vested contractual right in any employee, nor to limit the power of the Mayor or
Council to repeal or modify these policies and/or rules.

Policies are Severable

If any policy or rule contained in this manual is held invalid by a court of law or by
subsequent legislative action, such holding shall in no way effect the validity of the remaining
policies or rules contained in this manual, and such remaining policies and/or rules shall
remain in full force and effect.

Americans with Disabilities Act (ADA) Policy

The City of Springdale abides by the requirements of federal and state law governing
employment of individuals with disabilities, including the Americans with Disabilities Act
and the Arkansas Civil Rights Act. Qualified individuals with disabilities may be entitled to
an accommodation in the application and employment process and/or in the workplace.
Any qualified individual with a disability who requires reasonable accommodation shall
notify their Department Head or the Director of Human Resources.

City of Springdale - Personnel Manual 2
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2.1

2.2

2.3

2.4

PART 2. GENERAL EMPLOYMENT POLICIES

Equal Opportunity Employer

It is the policy of the City of Springdale, Arkansas, to ensure equal employment opportunity
for all applicants and employees. All employment decisions are based on equal
employment opportunity, regardless of race, color, religion, sex, national origin, age,
disability, genetic information, political status, marital status, status as a veteran or member
of the military or national guard, or any classification or activity protected by the equal
protection clause or other provision of the United States or Arkansas Constitution or other
applicable federal, state, and local laws. The City’s commitment extends to all employment
related decisions, including job opportunities, hiring, transfers, reassignments, promotions,
pay, separations and benefits.

At-Will Employer

The City of Springdale is an at-will employer subject to state law governing civil service
employees in the Police and Fire Departments. Employment with the City of Springdale is
voluntarily entered into, and employees are free to resign from their position with the City at
will, at any time, with or without cause. Similarly, the City of Springdale may terminate the
employment relationship at will, at any time, with or without notice or cause, so long as
there is no violation of applicable federal or state law.

Policies set forth in this handbook are not intended to create a contract, nor are they to be
construed to constitute contractual obligations of any kind or a contract of employment
between the City and the employee.

NO POLICIES, PROCEDURES, COMMENTS, OR WRITINGS MADE HEREIN OR
DURING THE EMPLOYMENT PROCESS SHALL BE CONSTRUED IN ANY WAY TO
WAIVE THIS AT-WILL PROVISION.

Job Descriptions

Employee job descriptions are prepared according to duties and qualifications required for
successful job performance. Job descriptions include the following: a job summary,
including supervision exercised by the employee; supervision received by the employee;
pre-qualification requirements for employment in the position; specific job duties and
responsibilities; necessary special knowledge, skills and abilities required by the position;
tools and equipment used; physical demands; and work environment. Job descriptions are
reviewed periodically and may be revised when duties of the position are changed. A new
job description will be prepared for each new position. New job descriptions and revisions
to existing job descriptions shall be prepared by the Department Head, in consultation with
the Human Resources Department and Mayor.

Nepotism

The employment of relatives in the same area of an organization can cause serious conflicts
and problems with favoritism and employee morale. In addition to claims of partiality in
treatment at work, personal conflicts from outside the work environment can be carried into
day-to-day working relationships.

City of Springdale - Personnel Manual 3



2.5

No employee of the City of Springdale may supervise or be supervised by an immediate
family member, either directly or indirectly or occupy a position in the same line of authority
in which an employee can initiate or participate in decisions involving a direct benefit to the
relative. If such a relationship is established after employment, the affected employees
must immediately report the change to their supervisor and may seek a transfer or
reassignment subject to approval by the City. If a decision by the affected employee is not
made within 30 calendar days, management will make the employment action without the
input from the affected employees. No exceptions to this policy will be made without
consent of the Mayor or the Mayor’s designee.

In situations where a conflict or the potential for conflict of interest may arise between
immediate family members, even in the absence of a supervisory relationship, the Mayor
or the Mayor’s designee may take an employment action, including but not limited to
reassignment or termination, regarding the affected employees so as to avoid such a
conflict or potential for conflict.

For the purposes of this particular policy, immediate family shall include: spouse,
significant other, children, parents, brothers, sisters, grandparents, grandchildren, plus the
various combinations of half, step, in-law and adoptive relationships that can be derived
from those previously named relatives. Immediate family shall also include aunts, uncles,
nephews, nieces and first cousins.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

Hiring Process

The Department Head will administer and coordinate the hiring process with the
assistance of the Human Resources Department for all position vacancies within that
department. For filling positions that are temporary full-time or temporary part-time, the
Department Head may hire from the applications on file in the department from the
previous three months, or may hire from temporary employment sources, such as
temporary employment agencies. All applications turned into the Human Resources
Department will be kept on file for three months.

The following procedures should be adhered to by all departments in filling regular full-
time and/or regular part-time position vacancies, including internships. Department Heads
may be hired at the discretion of the Mayor.

(A) Recruitment

1. The affected department shall formulate the job announcement with the Human
Resources Department. For positions where employees are needed immediately,
the Department Head, with the prior approval of the Human Resources Department
and the Mayor's office, may waive the job announcement and hire from the existing
applications that have been submitted in the previous three months.

City of Springdale - Personnel Manual 4



2. A determination will be made whether to accept in-house candidate
applications only, or whether outside candidates will be considered for
employment also.

3. Following this determination, the job announcement will be distributed by the
Human Resources Department to all City departments for posting for a minimum
of ten (10) working days. In those cases where outside candidates will be
considered, the announcement will be published at least ten (10) working days
before the cut-off date for accepting applications. The City may use sources such
as trade publications, professional journals, internet job boards, social media,
and/or a newspaper with area or state-wide circulation if it is believed necessary
in order to attract qualified applicants.

4. Applicants may be disqualified from consideration for employment when the
applicant, in the discretion of the City:

a. Does not possess the qualifications to perform the essential functions of the job
with or without a reasonable accommodation;

b. Has demonstrated an unsatisfactory employment record or personnel record
as evidenced by information contained on the application form or by the results
of a reference check;

c. Has made false statements of any material facts or practiced deception in
their application or during the hiring process;

d. Has submitted an incomplete application;

Has an unsuccessful background check;

Is not within the legal age limits prescribed by law. (Non-civil service

applicants must be at least 18 years of age in order to be eligible for

employment. Certain seasonal and/or part-time positions in the Parks &

Recreation Department may hire a qualified applicant less than 18 years of

age based on the needs of the department; e.g. Lifeguards.)

0]

(B) Testing

1. Examinations may be developed by the Department Head for certain positions
based on the position's responsibilities, the qualifications required, and resources
available.

2. The examination may consist of interviews/application review, a structured
guestionnaire, practical tests, or written tests. In all cases, the testing will be job
related, and designed to determine the candidate's knowledge, skills, and abilities
for the position.

3. The examination contents are confidential and unauthorized disclosure to any
candidate is grounds for discipline. In certain situations, outside consultants may
be contracted to assist with the test development.

4. The testing process will be administered by the Department Head or their
designee, after consultation with the Human Resources Department.

City of Springdale - Personnel Manual 5



5. The Department Head shall consult with Human Resources to ensure that all
testing is based on bona fide occupational qualifications. Human Resources will
consult with the City Attorney when questions arise regarding test questions or
procedures. The Department Head will consult with Human Resources to
determine what, if any, reasonable accommodations may be appropriate in the test
procedures to assure that persons with disabilities can be tested in an appropriate
manner.

(C) Interview Process

1. The Department Head should coordinate the interview process, including the
scheduling of candidates, development of interview questions, etc. The
Department Head should also decide if a panel should be selected to conduct the
interview.

2. If an interview panel is selected, it will be selected and confirmed by the
Department Head, with input from Human Resources. Generally, no more than
three individuals will serve on the interview panel. The composition of the interview
panel should generally consist of personnel who have expertise with the technical
elements of the position. Careful selection will be made of panel members to
ensure objectivity and job knowledge. Relatives or personal friends of the
applicants will be excluded from serving on the panel. In the event the position is
that of Department Head, then the Mayor, with the assistance of the Human
Resources Department, shall coordinate the interview process, including selection
of panel members, scheduling candidates, development of interview questions, etc.
Reasonable accommodations shall be made for disabled applicants to allow
participation in the interview process.

3. The Department Head of the department in which the position vacancy exists (the
Mayor in vacancies involving Department Head openings) shall be responsible for
the development of interview questions and standards for measurement of
candidate responses. Interview questions should be reviewed by Human
Resources prior to the interview.

4. Inquiries as to birth date and proof of age are not permitted unless it is a bona fide
requirement of the job.

5. Inquiries as to an applicant's ability to read, write, or speak foreign languages are
permitted only when such inquiries are based on job requirements.

6. Inquiries about whether an applicant has certain specified sensory, mental, or
physical disabilities or health problems are NOT permitted. The interviewer may ask
the applicant if they are able to perform the essential functions of the job as
outlined in the job description, with or without a reasonable accommodation.

7. The Department Head (or Mayor in the event of Department Head openings) will
conduct the interview or assemble the panel. The job description will be reviewed
prior to the interview by the Department Head or interview panel. If an interview
panel is used, copies of the applications of final candidates should
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also be provided to each panel member and the panel members will meet with the
Department Head (of Mayor, if applicable) prior to the interview for an orientation.

8. If an interview panel is selected, each rater will score the candidates
independently.

9. If aninterview panel is selected, following the interview, it shall attempt to reach
consensus and report the interview results and recommendations to the
Department Head (or Mayor, if applicable). If consensus cannot be reached, the
final candidates, including their strengths and weaknesses, will be reported to the
hiring authority.

(D) Reference Check

1. Areference check will be conducted before any offer of employment is made. The
reference check may include verification of employment duties, dates of
employment, work record, attendance record, strengths, weaknesses, safety
record, and other pertinent information. The Human Resources Department or the
Department Head or their designee should conduct the reference check before a
decision is made on an employment offer.

2. A background check must be conducted for all full-time and part-time positions
prior to offer of employment. The scope of the background check may vary
depending upon the position applied for.

3. A recommendation for hire will be forwarded to the appointing authority for final
approval.

(E) Applicant Notification

1. After references are verified and a final decision reached, the candidate will be
notified of their selection, and an employment offer made, with the request that the
offer be accepted or rejected within a set number of days.

2. If the first offer is rejected, it will be decided whether to hire another candidate or to
re-open the position.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

2.6 Hiring Process for Civil Service Positions

The Springdale Civil Service Commission has adopted their Rules and Regulations setting
forth the hiring process for Civil Service positions in accordance with Arkansas law. A copy
of these Rules and Regulations can be obtained from the Mayor’s office, the Police Chief,
the Fire Chief, Human Resources Department, or City Clerk’s office.
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2.7 Types of Employment and Eligibility for Benefits

The types of City employment are:

1. Regular Full-Time Employee: An employee who is assigned to a position which is
expected to continue for an indefinite duration, and regularly works a shift schedule of
40 hours or more per week.

2. Regular Part-Time Employee: An employee who is assigned to a position which is
expected to continue for an indefinite duration, and regularly works a shift schedule of
30 hours or less per week.

3. Temporary Full-Time Employee: An employee whose work assignment is limited in
duration to 6 months or less, and works a shift schedule which, on a weekly basis,
would total no less than 40 hours.

4. Temporary Part-Time Employee: An employee whose work assignment is limited in
duration to 6 months or less, and works a shift schedule of 30 hours or less per week.
Entitlement to employee benefits shall be as follows:

¢ Regular fill-time employees are eligible to all employee benefits provided by the City
for the position held.

e Regular part-time employees are not eligible for vacation leave or sick leave.
Regular part-time employees are eligible for health insurance benefits if such
employee regularly works a shift schedule of 30 hours or more per week.

e Temporary full-time and temporary part-time employees are not eligible for any
benefits.

e Benefits in any pension plan shall be governed by the applicable laws and
provisions of the pension plan.

¢ Please contact the Human Resources Department for additional information on
benefits.

2.8 Physical Aqility Test (Civil Service Employees)

The Springdale Police Department and the Springdale Fire Department may require a
physical agility test, which will directly relate to the requirements of the job as set out in the
job descriptions of police officer and firefighter. Such a physical agility test shall be used to
determine whether the applicant can perform the essential functions of the job with or
without reasonable accommodation. Information about the physical agility test can be
obtained from the Department Head.

2.9 Post-Job Offer Pre-Employment Physicals/Tests

Post job offer pre-employment physicals shall be required for all civil service positions
within the City of Springdale, Arkansas, and for certain other positions designated by the
Mayor. Any time a pre-employment physical is required, such examination shall be paid for
by the City and shall be used to determine whether the applicant can perform the essential
functions of the job with or without reasonable accommodation. The examinations shall be
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performed by a licensed healthcare provider selected by the Mayor or the Mayor's
designee.

In addition to post-job offer pre-employment physicals, certain positions require a post-job
offer psychological examination, and this examination shall be given any time it is required
by federal or state law. In addition, certain other positions within the City of Springdale
require a post-job offer drug test, and the positions requiring such an examination and the
policy concerning the drug test is set out hereafter in this manual.

2.10 Fitness for Duty

When a health or safety problem arises, the City, in its discretion, may require that an
employee submit to a fitness for duty evaluation so that the City may evaluate an
employee’s ability to safely and competently perform their duties and to determine: 1)
whether an employee is fit to resume their job duties; 2) whether the employee is a direct
threat to self or others; and 3) whether the employee needs specific reasonable
accommodation.

Records of medical or fitness for duty evaluations will be treated as confidential and be kept
separate from existing department and personnel files; this information can be shared only
on a “need to know” basis.

2.11 Employee in Process/Orientation

All new regular full-time and regular part-time employees of the City will be scheduled to
meet with the Department Head or the Department Head’s designee on their first day of
work for general orientation. The Department Head or designee should provide the
following information to the new employee, including:

Work standards and regulations;

Hours of work, timekeeping information, or reports required, leave requests;
Duties of the position and a copy of the job description;

Safety rules and procedures, location of safety or protective equipment;
Tour of the work area, including location of equipment, supplies, etc.;
Introduction to co-workers;

Schedule for lunch and breaks;

When and whom to report absence from work; and

Who is responsible for performance planning and review.

TST@moooTy

Each eligible employee will also be provided with information on employee benefits and City
policies. Before performing job functions, employees will be required to complete a form
acknowledging that they have read and understand the City's Personnel Manual, and have
read the procedures, rules and regulations of the department in which they are employed.

Temporary employees of the City will be scheduled to meet with the Department Head or
Department Head’s designee to discuss the duties of the position, safety rules, procedures,
location of safety or protective equipment, and any other information the Department Head
deems necessary to enable the temporary employee to perform the duties of the job.
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Each new employee, will also make contact with the Human Resources Department, who
will provide information on employee benefits and payroll procedures.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly

authorized to undertake and implement any amendments to this policy as are necessary for

the effective, efficient, and equitable day-to-day operations of the City.

2.12 Work Periods

The following are deemed work periods of City employees:

1.

Limitations: This policy shall not apply to executive, professional, administrative, and all other

24 Hour Shift Firefighters: The work period for any 24 hour shift firefighter (a
line-duty firefighter, regardless of rank) shall be 24 days. This work period starts at
12:00 a.m. and ends 24 days later at 11:59 p.m.

Non-24 Hour Shift Firefighters: Non-24 hour shift are those firefighters who are
assigned to positions where the firefighters, regardless of rank, regularly work five
consecutive days on with two days off. These positions include Battalion Chief/Fire
Marshal, Battalion Chief/Training Officer and any other non-exempt Firefighter
assigned to these roles. The work period for these employees shall be seven days.
The work period starts at 12:00 a.m. on Sunday and ends at 11:59

p.m. on the following Saturday.

Police Officers and Building Security: The work period for any sworn police
officers and building security officers shall be 14 days beginning at 12:00 a.m.
on Sunday, and ends at 11:59 p.m. 14 days later.

All Other City Employees: All other City employees not named in paragraphs 1, 2,
or 3 shall be on a seven (7) day work period, beginning at 12:00 a.m. on Sunday and
ending at 11:59 p.m. the following Saturday.

employees who are exempt from FLSA.

2.13 Change of Address

It is important that employees notify the Human Resources Department of any changes to
their home address, telephone number and marital or family status (legal marital status
change, change in number of dependents, etc.) In addition to this policy, the employees of
the Police Department, Fire Department, and other departments providing emergency
services, such as the Public Works road crew, are subject to their own department’s rules
and regulations governing the notification of the Department Head on change of address
and/or phone numbers.

2.14 Performance Evaluations

It is the Department Head's responsibility to ensure fair and consistent documentation of
performance issues and achievements.
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Civil Service Employees: The procedures for performance evaluations are set forth in the
Civil Service Rules and Regulations.

For Non-Civil Service Employees: Documented, quarterly performance meetings are
recommended between the employee and their supervisor or Department Head. At a
minimum, supervisors or Department Heads should schedule performance meetings
annually. All performance meetings should be documented on the City of Springdale
Performance Documentation Form, which can be obtained from the Human Resources
Department. The Performance Documentation Form should not be used in lieu of
disciplinary forms when progressive discipline is warranted.

Supervisors should not wait to address performance issues or concerns with an employee
until the annual performance meeting. Performance issues or concerns should be address,
as needed, on an ongoing basis with input from the Department Head, Director of Human
Resources, and/or the Mayor.

Performance is considered when deciding if an employee receives a step increase under
the City's compensation plan (as hereafter set out in this manual). However, performance
meetings and documentation are also used to assist the employee in performing their
responsibilities and for making any necessary corrections to improve efficiency of the
employee's performance, thereby increasing the efficiency of the department. Department
Heads and supervisors evaluate temporary employees as deemed necessary. All
performance documentation shall become part of the employee's personnel file.

The Chief of Staff, in consultation with the Mayor, will conduct performance check-in
meetings with Department Heads.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

2.15 Travel Expenses

The City of Springdale allows travel expenses for City employees who are required to travel
to transact official City business and when attending professional meetings, conferences
and training sessions which promote the overall job knowledge of the individual.

Employees who travel in their own personal vehicles on City business will be paid at the
same rate the federal government pays to its employees. If, in connection with the travel,
the employee is required to stay overnight, then the City shall also pay for necessary
motel/hotel expenses. In the event the Department Head authorizes a City owned vehicle
to be used by the employee for travel, all expenses of providing the transportation, such as
gas and maintenance on the City owned vehicle, shall be paid by the City.

When travel is required, the City shall also pay for the employee’s meals, including tips, on
a per diem rate for each day, and the per diem rate is to be determined by the
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Internal Revenue Service (IRS) guidelines for the area in which the employee is traveling.
The Finance Director shall be responsible for updating the per diem guidelines on an
annual basis, maintaining a list of geographic areas.

In the event the employee is required to travel, the City will not pay for any entertainment
expenses, such as the rental of movies, attendance to non- seminar or non-job related
activities, or for alcoholic beverages.

2.16 Equipment

It shall be the responsibility of the individual employee to properly maintain their equipment.
Any problems with equipment shall be reported to the supervisor and Department Head.

For the mutual convenience of the employees and the City of Springdale, the employee
may be assigned City owned equipment, such as vehicles, lockers, desks, cabinets, and
briefcases. The employee is hereby advised that the retention of any personal items in
such equipment is at the employee's own risk, and neither the City nor the employee's
supervisor will be responsible for any losses; however, any City provided equipment is
subject to entry, search, and inspection by the employee's superiors, without further notice
to the employee. Any privately owned property contained in such equipment (including the
contents of clothes or sealed items/containers) may also be opened and examined without
further notice to or the permission of the employee. This includes any City provided
equipment that is protected by a personally owned lock that the employee provides.
Therefore, employees have NO expectation of privacy when using City provided
equipment.

2.17 Transfers (Non-Civil Service Employees)

A transfer occurs when an employee is moved from one non-civil service position to another
non-civil service position within the City. An employee may be transferred temporarily or
permanently due to the staffing needs of the City.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

2.18 Re-Employment

Any former regular employee who resigned from the City in good standing is eligible for re-
employment. Persons interested in re-employment should file a completed City of
Springdale application with the Human Resources Department. The individual will then
proceed through the regular hiring procedures with other applicants as described in the
Hiring Process Policy.

If re-hired, the employee will be considered a new employee in all respects. (Subject to
certain benefit restrictions).

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
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Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

2.19 Work Hours
(A) Working Hours for City Employees

(B)

The typical work-day for employees of the City is eight hours per day. The work hours
for each department will be set by the Department Head, with the approval of the
Mayor. Any long-term changes to the work hours must also be approved by the Mayor
in advance.

In accordance with state and federal law, the City of Springdale tracks working time in
15-minute intervals for all non-exempt employees. In doing so, the City rounds the
employee’s time to the nearest quarter hour. To illustrate, if an employee reports to
work at 8:08 a.m. rather than at the expected 8:00 a.m. starting time, the employee will
be compensated for work commencing at 8:15 a.m. However, if the same employee
reports to work at 8:07 a.m., the employee will be compensated for work as if they had
commenced work at 8:00 a.m. The provisions of this policy in no way alleviate an
employee's obligation to comply with the absenteeism and tardiness
requirements set forth further in this section.

Employees are expected to be at their work location and ready to begin work at the
beginning of their work schedule. All breaks, including lunch breaks, shall be arranged
by the employee at the discretion of their supervisor.

Hours for part-time and certain other employees may vary from the normal office hours
noted above due to the nature of their duties and will be determined by the appropriate
Department Head with the concurrence of the Mayor.

Flexible Work Schedule Policy

The City of Springdale is committed to helping employees face the demands of juggling
work, family, and personal obligations by offering possible flexible work arrangements.
These arrangements provide employees with increased flexibility with their work
schedule while allowing the City of Springdale to maintain a progressive and productive
work environment.

All City of Springdale employees will be considered for alternative work scheduling on
a case-by-case basis in situations where creative work schedules have been shown to
accomplish both work and personal goals, to provide coverage for individual
department operations, and to serve the City of Springdale as a whole with increased
productivity at no expense to service to the public and quality output.

Several alternative work schedule options may be available to employees:

e Flextime, in which an employee works 8 hours per workday with flexibility in an
employee’s set scheduled starting and ending times.
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e Compressed workweeks in which an employee works 10 hours per workday,
reducing the workweek to four days a week.

e Compressed workweeks in which an employee works 9 hour workdays four
days per week, and 4 hours one day per week.

e Job-sharing in which two part-time employees are assigned to the same job,
equivalent to one full-time employee. This option must ensure the continuity of the
work being done at the same workstation, with two individuals working as a team
to accomplish one full-time position’s duties.

The Department Head should have fair and consistent practices when authorizing a
flexible work schedule and is responsible for identifying if any of the aforementioned
staffing options are workable within the department. This may include determining if
the entire department or an entire shift must convert to one or more of the above
alternative scheduling options. To determine whether an employee’s request for an
individual alternative work schedule is appropriate, the Department Head must assess
the impact and the outcome in terms of production, quality, and absenteeism, and if
one or a combination of the above arrangements is in the best interests of the
department, the City, and the employee. The Department Head may deny any request
for a flexible schedule if it is determined that a schedule outside of the regular working
hours is not in the best interest of the department or the City.

Upon approval of a flexible work schedule, a six-month trial period will apply to assess
the impact and effectiveness of the arrangement. This trial period may be shortened at
the discretion of the City. After successful completion of the trial period, the work
arrangement will be reviewed at least annually to ensure continued success. The
arrangement may be canceled for any reason by management. An employee wishing
to change or cancel an alternative work arrangement must obtain written approval
from their Department Head.

Flexible work arrangements are not appropriate for all employees, or positions, and are
not a universal employee benefit. In order for a flexible work schedule to be approved,
the employee must have a satisfactory attendance record, meet all performance
expectations in their current role, and consistently demonstrate the ability to complete
tasks and assignments on a timely basis. The nature of the employee's work and
responsibilities must be conducive to a flexible work arrangement without causing
disruption to performance and/or service to the public.

Under no circumstances can an employee alter their own work schedule without prior,
written authorization of their Department Head.

(C) Work from Home Policy

Employees are only permitted to work from home with prior permission from their
supervisor. Work from home requests must be made via the Work from Home
Authorization Form provided by the Human Resources Department. This form must
be submitted to IT by the Human Resources for approval and processing of remote
access.
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IT will not grant remote access without authorization from the Department Head and
the Director of Human Resources, or designee.

Authorizing hourly, non-exempt staff to work at home is discouraged. Before granting
permission for short-term work at home arrangements, supervisors should know the
specific work to be performed and the projected amount of time expected. If an hourly,
non-exempt employee is permitted to work from home, the supervisor must authorize
that work in advance, be able to justify that the work can be appropriately performed at
home, have a method to confirm that work has been performed, and have a method of
tracking the actual number of hours worked at home. If the work at home will cause a
non-exempt employee to work enough hours per day or week to become eligible for
overtime under federal and state law then the supervisor should consult the overtime
policy before granting permission.

Sending or responding to work related texts and emails during the employee's off
hours is considered working from home. Hourly non-exempt staff must have prior
approval from their supervisor to send or respond to work related texts or emails and
must report this as time worked.

Working at home is not designed to be a substitute for dependent care. The
focus of work-from-home activities must remain on job performance and
meeting City work-related needs.

Employees must be available by phone, text, and/or email during work-from- home
hours. The City will not pay or reimburse work-related voice and data communication
charges.

Except in rare instances, the City does not provide tools or equipment for the
employee to work from home. When the employee uses their own tools or equipment,
such as computer hardware/software or phone, the employee is responsible for
maintenance and repair of the equipment; the City will not reimburse the employee.
The employee's supervisor has the final determination regarding any City materials
taken home. These materials should be kept in the designated work area and not be
made accessible to others. Office supplies (pens, paper, etc.) will be provided by the
City as needed and as determined by the employee's supervisor; out-of-pocket
expenses for other supplies will not be reimbursed unless by prior approval of the
employee's supervisor. The employee is required to take reasonable care of all City
materials and supplies, to keep them secure, and to use them in accordance with
operating instructions and IT policy. City supplies and materials are expected to be
returned when the work-at- home period is complete.

Department Heads should have consistent practices when authorizing staff to work at
home. Under no circumstances are employees permitted to work at home without
prior permission from their supervisor. Any attempt to do so, with or without reporting
such time, will result in disciplinary action in accordance with the City's Disciplinary
Action Policy.

City of Springdale - Personnel Manual 15



2.20

2.21

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

Promotions (Non-Civil Service Employees)

The City attempts to fill all vacant positions with qualified City employees before advertising
to the general public, following a policy of upward mobility whenever possible. In instances
where an employee from the department with the promotable vacancy has the
qualifications, knowledge, skills, and abilities to perform the job, the Department Head, with
prior authorization from the Mayor, may forgo the recruitment process. The position then
vacated by the promoting employee will be subject to the recruitment process listed in
section 2.5 of this policy.

Employees are encouraged to apply for any vacancy for which they may qualify in
accordance with the administrative policy on hiring process (Policy No. 2.5). Generally,
employees are expected to serve in their current position for at least a year before being
considered for a promotional transfer. Selection of an employee for a promotion, (or
internal transfer) is based on their past work record, education, knowledge of the job duties,
as well as time in service. In cases where only one employee applies for a position and the
person's abilities and qualifications are known to the hiring department, the formal selection
process may be dispensed with upon concurrence of the Mayor's office.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

Employment Separation Process

The Department Head should immediately notify the Human Resources Department of the
employee's separation date, via a memo or email. The employee will be paid for all time
worked. The official date of separation will be the last day the employee reports for
work. Vacation time will be paid out and is not subject for use once notice is given.
Any exceptions to this will require prior, written approval from the Mayor or their
designee.

Benefits continue through the employee’s last date of employment with the City, except for
healthcare benefits, these benefits will continue through the last day of the month in which the
employee terminates. Employees should contact the Human Resources Department for more
information regarding continuation of employee benefits under separation.

EXIT INTERVIEW: Upon notification of resignation, Human Resources will reach out to the
employee to schedule an exit interview prior to the last day of employment.
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2.22

Types of employment separation:

A. Employee Service Retirement: Voluntary termination after having satisfied the age
and length of employment requirements of the applicable retirement system of which
the employee is a member.

B. Disability Retirement: Voluntary termination necessitated by an injury or illness
which renders the employee incapable of performing their usual job. The termination
must be supported by a memo/letter from the employee to the Department Head
advising of the disability ruling, date of termination, supporting documentation and a
ruling by the appropriate retirement board approving the disability retirement.

C. Employee Initiated Resignation: Voluntary termination for any reason other than
retirement. To resign in good standing, an employee must provide a written
resignation to their immediate supervisor at least 14 calendar days (4 weeks- notice in
the case of Department Heads) prior to the effective date of resignation. The
resignation letter should include the reason for leaving, as well as the proposed
effective date. The resigning employee must remain available for work during the
notice period, but the City may elect to accept the resignation effective immediately.

D. Layoff and Furlough: Termination of an employee by the City for lack of work,
lack of funds, or other changes that have taken place affecting the job. Civil service
employees are governed by the Civil Service Rules and Regulations in regard to
layoff and recall.

Furlough may be used in lieu of Layoff/Termination. Furlough is defined as a reduction
in hours, days, weeks or months. Employees may use accrued leave during times of
furlough, but otherwise, will be considered unpaid leave while the employee is not
working.

E. Discharge/Termination of Employment by the City: This separation of
employment is when the employment relationship is terminated by the City with or
without cause.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

Inclement Weather and Other Emergency Situations

For purposes of this policy, Inclement Weather is defined as severe weather, such as snow,
ice, flooding, or tornadic conditions that create hazardous road conditions, dangerous travel,
or cause severe property damage that limits the employee's ability to come to work.

The City's policy is to remain open during inclement weather, except under the most
extreme conditions. In such event, the Mayor will generally recommend closure for traffic
safety considerations. However, certain "essential service” employees must remain at
work, or report to work for their regularly scheduled shifts, even under these
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circumstances. For purposes of this policy, "essential service” employees are declared to
be all sworn police officers, all sworn firefighters, building security officers, dispatchers,
and emergency road crew employees in the Public Works Department. The Mayor may
also designate any other City employees as "essential service” employees, as needed in
the event of an emergency situation.

If the Mayor determines that City offices should be closed during normal operating hours
because of extreme weather conditions, the Mayor or designee should notify Department
Heads to let all non-essential service employees go home. The time of closure of City
offices will also be announced. In the event the Mayor decides that such extreme
conditions exist and that City offices should be closed for a full day, the Mayor or designee
will notify media outlets in the area for announcement. The Mayor or designee shall also
notify Department Heads, if possible, of such decision.

Those non-essential service employees affected by a closure will receive their regular base
pay for the duration of the closure or any part thereof at the discretion of the Mayor. Those
employees who are on approved leave when City offices are closed under this policy will
still be charged with the appropriate approved leave.

If the City is not closed due to inclement weather and an employee is unable to get to work
due to the weather conditions listed in this policy, the City may allow non-essential
employees to use Inclement Weather Leave. The City will allow up to two, eight hour days
per year for Inclement Weather Leave. Inclement Weather Leave may only be used with
the approval of the Department Head or supervisor and conditions must meet the above
definitions. If conditions are such to prevent the employee from coming to work and they
have already used their allotted Inclement Weather Leave, time off may be charged to
vacation, or taken as time off without pay. Employees who leave work early or are late to
work due to abnormal weather conditions when the City has not been closed may charge
their time off in a similar manner with the approval of the Department Head. Additional
Inclement Weather days must have the approval of the Mayor, and may only be granted in
extreme situations.

Other Emergency Situations, for purposes of this policy, are defined as National or State
disasters, pandemics, or any other emergency situation declared by the Mayor and will be
handled according to state and federal guidelines. "Essential service” employees must
remain at work, or report to work for their regularly scheduled shifts if required . Those non-
essential employees affected by a closure will receive their regular base pay for the
duration of the closure or any part thereof, at the discretion of the Mayor. If City offices
remain open and non-essential employees are not able to make it to work due to an
emergency situation, the Department Head will consult with the Mayor, Chief of Staff, and
Director of Human Resources.
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PART 3. EMPLOYEE CONDUCT POLICIES

3.1 Employee Code of Ethics

Every employee has an obligation to faithfully discharge the duties of their position. Each
employee of the City of Springdale is engaged in the conduct of public business and must
uphold the public trust inherent in the position held.

The use of public trust for private gain is contrary to the ethics of good government.
Business dealings should be free from any hidden personal or financial interest. In the
event any City employee has a financial interest or holds any management position in a
business or organization that has any financial dealings with the City, or is proposing any
financial dealings with the City (not including payment of license or permit fees required in
the normal course of business), such employee shall disclose this relationship in writing
both to the Department Head of the employee's department and to the Mayor.

Each employee has an obligation to support and carry out the policies, procedures, and
programs of the City Council, as administered by the Mayor. All employees should
remember to follow the chain of command. Actions must not knowingly be taken that are
detrimental to the interests of the City, or that are inconsistent with the policies or lawful
orders of the City Council or Mayor.

3.2 Conduct Towards the Public

Employees of the City of Springdale shall at all times be civil, orderly, and courteous in
their conduct and demeanor. In each contact with the public, an employee must be aware
that their appearance, actions, and statements are in essence with those of the City.

In dealing with the public, each employee must attempt to make their conduct one which
inspires respect for both themselves and the City, and further, one which generates the
cooperation and approval of the public.

Not everyone an employee may meet in the course of their duties will be courteous.
However, an employee should treat the public as they would like to be treated, with
courtesy, patience, respect, and understanding. This attitude or approach to public service
cannot be overemphasized.

When an employee is not certain of the correct response to an inquiry from the public, they
should refer the inquiry to the individual or the department which can provide the most
satisfactory response to the inquiry. It is better to admit lack of knowledge than to provide
erroneous information.

3.3 Attire/Grooming Policy

Objective

The City of Springdale strives to maintain a workplace environment that is well functioning
and free from unnecessary distractions and annoyances. As part of that
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effort, the City requires employees to maintain a neat and clean appearance that is
appropriate for the workplace setting and for the work being performed. To that end,
Department Heads may determine and enforce guidelines for workplace-appropriate attire
and grooming for their areas; guidelines may limit natural or artificial scents that could be
distracting or annoying to others.

Procedures

All City staff members are expected to present a professional, businesslike image to
clients, visitors, customers and the public. Acceptable personal appearance is an ongoing
requirement of employment with the City of Springdale.

Supervisors should communicate any department-specific workplace attire and grooming
guidelines to staff members. Any questions about the department's guidelines for attire
should be discussed with the immediate supervisor.

Any staff member who does not meet the attire or grooming policy standards set by their
department will be subject to corrective action and may be asked to leave the premises to
change clothing. Hourly paid staff members will not be compensated for any work time
missed because of failure to comply with designated workplace attire and grooming
standards.

Specific Requirements

Certain staff members may be required to meet special dress, grooming and hygiene
standards, such as wearing appropriate office attire for office staff, and uniforms or
protective clothing depending on the nature of the job. Hair must also be a natural human
hair color.

At the discretion of the Department Head, in special circumstances, such as during
unusually hot or cold weather, or during special occasions, staff members may be permitted
to dress in a more casual fashion than is normally required. On these occasions, staff
members are still expected to present a neat appearance and are not permitted to wear
ripped, frayed or disheveled clothing, or athletic wear. Likewise, tight, revealing or otherwise
workplace-inappropriate dress is not permitted.

Uniforms and protective clothing may be required for certain positions and will be provided
to employees by the department. Uniforms or a uniform allowance will be provided to
personnel of certain departments as authorized by the Mayor. Personnel who are provided
uniforms or a uniform allowance should wear uniforms at all times while on duty. Uniforms
shall be kept as neat and presentable as working conditions permit.

If a non-civil service employee is required to wear a logoed uniform shirt and specific type
of work pant, the City will reimburse for both the shirt and pant. Items considered “every
day wear: such as jeans or khakis, will not be reimbursed by the City. Boots required by
the City, with the exception of steel toed boots, will be reimbursed through payroll as a
taxable benefit to the employee per the current tax law. All shoes and clothing purchased
by the City of Springdale, with the exception of articles taxed to the
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employee, must be returned upon separation from the City. Each department should
maintain a written uniform policy approved by the Mayor.

(A) Reasonable Accommodation of Religious Beliefs

The City of Springdale recognized the importance of individually held religious beliefs
to persons within its workforce. The City will reasonably accommodate a staff
member’s religious beliefs in terms of workplace attire unless the accommodation
creates an undue hardship. Accommodation of religious beliefs in terms of attire may
be difficult in light of safety issues for staff members. Those requesting a workplace
attire accommodation based on religious beliefs should be referred to the Human
Resources Department.

(B) Tattoos and Piercings

The City of Springdale permits employees to wear jewelry or to display tattoos at the
workplace within the following guidelines. Factors that management will consider to
determine whether jewelry or tattoos may pose a conflict with the employee's job or
work environment include:

a. Personal safety of self or others, damage to company property;

b. Productivity, or performance and customer expectations; and

c. Offensiveness to co-workers, customers, vendors or others in the workplace
based on racial, sexual, religious, ethnic, or other characteristics or attributes of
a sensitive or legally protected nature and may not be in violation of the City's
Unlawful Harassment Policy.

If management determines an employee's jewelry or tattoos may present such a
conflict, the employee will be instructed to take appropriate actions such as removal of
excess or offensive jewelry, or covering of tattoos.

(C) Casual or Dress-Down Days

Departments that adopt casual or dress-down days must use the following guidelines
to define appropriate casual attire.

Appropriate Inappropriate
Slacks
* Khakis or corduroys * Sweatpants, uncovered leggings,

exercise wear

* Jeans (must be clean and free of
rips, tears, and fraying; may not be | « Low-rise pants or jeans
excessively tight or revealing)

) * Shorts (with the exception of

* Capris recreational staff or staff who work

outside in hot weather)

* Leggings, if covered by a dress or
long top
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3.4

Appropriate Inappropriate
Shirts/Dresses

* Polo collar knit or golf shirts * Tank tops or exercise clothing

¢ Button shirts * Crop tops, spaghetti straps,
clothing showing midriffs, low cut

« City logo wear tops, short skirts/dresses (no more
than 2 inches above the top of the

e Turtlenecks knee)

« Blazers or sport coats ¢ T-shirts with writing other than City
Logo Team shirts, or non- profits
for event days

* Jackets or sweaters

(D) Addressing Workplace Attire and Hygiene Problems

If a staff member comes to work in inappropriate dress (as determined by this policy
and the supervisor/Department Head) the staff member will be required to go home,
change into conforming attire or properly groom, and return to work. If a staff
member’s poor hygiene or use of too much perfume/cologne is an issue, the
supervisor should discuss the problem with the staff member in private and should
point out the specific areas to be corrected. If the problem persists, supervisors should
follow the normal corrective action process.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

Unlawful Harassment

The City of Springdale expressly prohibits any form of unlawful employee discrimination or
harassment based on race, color, religion, sex, national origin, age, disability, genetic
information, political status, marital status, status as a veteran or member of the military or
national guard ("protected category”). DISCRIMINATION AND/OR HARASSMENT
BASED UPON A PROTECTED CATEGORY WILL NOT BE TOLERATED.

Harassment is any annoying, persistent act or actions that single out an employee, to that
employee’s objection or detriment, because of a protected category. Sexual harassment
includes unwelcome sexual advances, requests for sexual favors, or other verbal or
physical conduct of a sexual nature when submission to such conduct is made either
explicitly or implicitly a term or condition of an individual’s employment; or when
submission or rejection of such conduct by an individual is used as the basis for
employment decisions effecting such individual; or when such conduct has the purpose of
effect of unreasonably interfering with an individual’s work performance, or creating an
intimidating, hostile, or offensive work environment.
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Harassment may include any of the following:

Verbal abuse or ridicule;

Interference with an employee’s work;

Displaying or distributing sexually offensive, racist, or other derogatory materials;
Discriminating against any employee in work assignments or job related training
because of one of the above-referenced basis;

Intimate physical conduct;

e Making offensive sexual, racial or other derogatory innuendos;

e Demanding favors (sexual or otherwise), explicitly or implicitly, as a condition of
employment, promotion, transfer or any other term or condition of employment.

It is every employee’s responsibility to ensure that their conduct does not include or imply
harassment or discrimination in any form. If, however, harassment or suspected
harassment or discrimination has or is taking place, the following will apply:

1. An employee should report the offending conduct to their immediate supervisor, or
another supervisor within their department, or the Department Head, or the Mayor. If,
for some reason, the employee does not feel comfortable making the complaint to any
one of these persons, then the complaint may be filed with the Director of Human
Resources. These alternatives are given so the employee can speak with the person
that they are most comfortable with in making the report. This complaint should be
made in writing and should be made immediately or within 3 working days of the
suspected offending conduct or incident. An investigation will be conducted regardless
of lack of a written statement or late reporting. Any time a supervisor is notified of a
harassment or discrimination complaint, the supervisor shall immediately notify the
Department Head. (If the complaint is against the Department Head, the Director of
Human Resources or the Mayor shall be notified first.)

2.  When the Department Head is notified of a harassment complaint as set out in the
previous paragraph, they, with the assistance of Human Resources, shall ensure that
the matter is fully investigated. The Mayor and Director of Human Resources will
immediately be notified of the nature of the allegation, and will be kept informed
concerning the investigation and the results thereof. In the event the complaint is
against the Department Head, the Mayor’s office will designate who is to conduct the
investigation.

3. Upon the complaint being fully investigated, a determination of the facts and an
appropriate response will be made on a case by case basis.

The City of Springdale will not tolerate harassment, discrimination or any unlawful or job
related retaliation against an employee who has either instigated or cooperated in the
investigation of alleged harassment or discrimination. Further, failure to cooperate with an
investigation will constitute a violation of this policy. A failure of a supervisor to report
instances of harassment or discrimination, even if no formal complaint is made, will be the
basis for disciplinary action. Any employee violating any provision contained in this policy
shall be subject to disciplinary action, up to and including termination.
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All complaints and investigations will be treated in a confidential manner to the fullest extent
possible. However, the City of Springdale cannot guarantee the confidentiality of complaints
under this policy to the extent that it prevents the City from conducting a thorough
investigation or taking appropriate action.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

3.5 Guidelines for Appropriate Conduct

It shall be the duty of employees of the City of Springdale to maintain high standards of
cooperation, efficiency, and integrity in their work with the City. If an employee’s conduct
falls below standard, they may be subject to disciplinary action.

The following are examples of conduct for which disciplinary action may be taken:
(A) Misconduct
Misconduct may include, but is not limited to:

1.

10.

Violation of the laws of the United States or the State of Arkansas or
ordinances of the City;

Conduct that discredits the City or affects the employee's ability to perform
effectively, such as the commission of an act or acts offending to public morals or
decency;

The commission of any act, alone or with others, for the purpose of causing any
employee to be either unfairly or dishonestly affected;

Violation of the policies of the City, including the policies contained in this
manual and Executive Orders, or failure to properly observe the rules and
regulations of the City, department, or division;

Violation of the Use of Tobacco Policy or Violation of the Drug Free Workplace
Policy;

A poor driving record in situations where driving is a required job duty;

Reprehensible or indecent language or conduct bringing discredit upon the City or
department.

Using official authority to influence or coerce any political action;
Dishonesty in word or conduct;

Dissemination of confidential information to unauthorized persons or
organizations;
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11. Unauthorized use or abuse of City vehicles, equipment, or property;
12. Habitual neglect of personal appearance and hygiene while on duty;
13. Insubordination;

14. The violation of any City policy, procedure, rule or regulation or the
violation of any policy, procedure, rule or regulation of the employee's
department.

15. Employees shall not engage in conduct unbecoming an employee of the City
or their department. Conduct unbecoming is any conduct which adversely
affects the morale, operations, or efficiency of the City or any department
within the City or any conduct which has a tendency to adversely affect,
lower, or destroy public respect and confidence in the City, the department or
the employee. Conduct unbecoming also includes any conduct which brings
the City, the department or employee in disrepute or brings discredit upon the
employee, department or City.

(B) Incompetency

Incompetency may include, but it not limited to:

1. Failure to maintain an acceptable score on a performance evaluation, or failure to
show substantial improvement after being told corrections in performance are
necessary;

2. Inability to perform the essential functions of the position, with or without
reasonable accommodation;

3. Failure to perform duty. The following shall be grounds for the charge of failure in
performance of duties:

a. Failure to perform those duties required by law;

b. Neglect or refusal to perform a duty or responsibility;

c. Conduct subversive of good order and discipline of the department where
employed:;

d. Failure to be courteous or cooperative with the public or fellow employees;

e. Unexplained absence or habitual tardiness;

(C) Anti-Bullying

The City of Springdale will not tolerate bullying behavior. Employees found in violation of
this policy will be disciplined, up to and including termination.

1. The City of Springdale defines bullying as repeated, health-harming
mistreatment of one or more people by one or more perpetrators. Such behavior
violates the City of Springdale's standards of conduct/employment policies
which clearly state that all employees will be treated with dignity and respect. It
is abusive conduct that includes:

a. Threatening, humiliating or intimidating behaviors;
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b. Work interference/sabotage that prevents work from getting done;
c. Verbal abuse;

2. The City of Springdale considers the following types of behavior examples of
bullying:

a. Verbal bullying: Slandering, ridiculing or maligning a person or their family;
persistent name-calling that is hurtful, insulting or humiliating; using a person
as the butt of jokes; abusing and offensive remarks;

b. Electronic bullying: Slandering, ridiculing or maligning a person or their
family; persistent name-calling that is hurtful, insulting or humiliating; using a
person as the butt of jokes; abusive and offensive remarks via text, email,
social media, or any other electronic means of communication;

c. Physical bullying: Pushing, shoving, kicking, poking, tripping, assault or
threat to physical assault, damage to a person's work area or property;

d. Gesture bullying: Non-verbal gestures that can convey threatening
messages;

e. Exclusion: Socially or physically excluding or disregarding a person in
work-related activities;

Individuals who feel that they have experienced bullying should report this to their
supervisor or to Human Resources before the conduct becomes severe or pervasive. All
employees are strongly encouraged to report any bullying conduct they experience or
witness as soon as possible to allow the City of Springdale to take appropriate action.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

Absenteeism and Tardiness

The City of Springdale expects all of its employees to be at work on time on a regular basis.
When employees are unnecessarily absent or late, it is expensive, disruptive and places an
unnecessary burden on fellow employees, supervisors, city government as a whole, and the
taxpayers who receive services from the City. Should an employee be unable to report to
work on time because of illness or a personal emergency, that employee should give "proper
notice" to their supervisor. Unexcused absences and tardiness could result in disciplinary
action. “Proper notice” is defined by the City to be notice in advance of the time an employee
should report for work and no later than one hour thereafter if absence notice is impossible.

Tardiness occurs when an employee fails to report to work at the specified starting time.
Three (3) tardy occurrences within a three (3) month period of time will prompt counseling
with the supervisor to determine a plan or steps the employee will take to improve their
record. Repeated tardiness after the counseling is considered a pattern of tardiness and
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3.8

may subject the employee to disciplinary action up to and including termination.

For absenteeism and tardiness involving inclement weather, see the Inclement Weather
Policy (Policy No. 2.22)

Advanced notice of an anticipated tardiness is expected; notice of unavoidable tardiness is
expected when possible. Failure to do so will be construed as an unexcused absence.
Tardiness must be made up during the pay period in which it occurs.

Notification by another employee, friend, or relative is not considered proper notification
except in an emergency situation where the employee is physically unable to make the
notification.

Daily attendance records will be maintained by each department, including date and time
of absence and reason for absence. Attendance is a consideration in determining
promotions, transfers, and continued employment with the City. Frequent tardiness or
other attendance irregularities shall be cause for disciplinary action.

An absence of an employee from duty, including any absence of one day, or part thereof,
that is not authorized in advance by the Department Head or the employee's supervisor,
should be deemed as an absence without approved leave. Such absence shall be without

pay.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

Conduct With the Media

With the exception of routine events and basic information that is readily available to the
public, all requests for interviews or information from the media are to be routed to the
respective Department Head or the employee designated by the Department Head to act
as a department spokesperson. The Department Head or designated spokesperson (or
any other designated alternates) shall be the only persons authorized to speak on behalf of
their departments.

The Department Head or designee shall supply any information to the media which is
subject to disclosure under the Freedom of Information Act (FOIA). Any time the media or
other party requests records or other information from the City, the Department Head or
designee, if unsure whether or not the record/information is subject to disclosure under the
FOIA, shall immmediately refer the request to the City Attorney's office, which shall confer
with the Department Head or designee on the action to be taken. The Mayor's office shall
also be notified.

Outside Employment or Moonlighting (Non-civil Service Employees)

Holding a second job while working at the City of Springdale is permissible, however,
employment with the City must be primary and any secondary employment shall not
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conflict with City work. If an employee is considering additional employment, they should

discuss the additional employment with their Department Head and receive prior approval
(if the Department Head is the involved employee, the Department Head should discuss

the matter with the Mayor and receive prior approval).

If as an employee of the City, an employee participates in additional employment, it must
not interfere with the proper and effective performance of their job with the City. In addition,
City uniforms shall not be worn during outside employment, unless approved by the
Department Head. An employee’s outside employment must not be of a nature that
adversely affects the image of the city, or of a type that may be construed by the public to
be an official act of the city or which in any way violates these policies.

Employees shall not work at any outside employment on the same calendar day that
they failed to report for duty for their City job due to illness or injury. Any exception to
this must be approved by the Department Head or the Mayor.

NOTE: The Police and Fire Department have adopted more restrictive departmental
policies/regulations regarding outside employment of personnel.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

Political Activity

City employees are encouraged to exercise their right to vote and, if necessary,
reasonable time will be granted for this purpose. However, to ensure impartiality and non-
partisan service, certain actions which constitute inappropriate political activity will not be
allowed. These include:

1. No employee shall participate in partisan politics during working hours. "It shall be
unlawful for any public servant as defined in Ark. Code Ann. § 21-8-402 to devote any
time or labor during usual office hours toward the campaign of any other candidate for
office or for the nomination to any office." (Ark. Code Ann. 87-1- 103(2)(A)).

2. Use of City property or facilities (cars, stationary, telephone, offices, etc.) for
campaigning is prohibited.

3. "It shall be unlawful for any public servant as defined in Ark. Code Ann. § 21-8-402 to
use any office or room furnished at public expense to distribute any letters, circulars or
other campaign materials unless such office or room is regularly used by members of
the public for such purposes without regard to political affiliation. It shall further be
unlawful for any public servant to use for campaign purposes any item of personal
property provided with public funds. (Ark. Code Ann. 87-1-103(3)).

4. "It shall be unlawful for any campaign banners, campaign signs, or other campaign
literature to be placed on any cars, trucks, tractors, or other vehicles belonging to the
State of Arkansas or any municipality, county, or school district in the State." (Ark.
Code Ann. §7-1-103(6))
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5. No employee shall display political banners, posters or signs on City property
during work hours.

6. Any employee who becomes a candidate for a city, county, district, state or national
office may be granted a leave of absence without pay during the time they actively
campaign. The employee may also take earned vacation time for this purpose.

3.10 Use of Tobacco

Each Department Head or supervisor may establish tobacco use policies for their
departmental employees, so long as they do not conflict with state law, City policy or order
of the Mayor. Tobacco products of any kind, including e-cigarettes, are prohibited in any
City owned building, vehicle, or within view of the public.

Smoking, or the use of any tobacco product, is not allowed inside any city-owned facility or
vehicle pursuant to the Arkansas Clean Indoor Air Act of 2006. Any employee violating this
policy is subject to disciplinary action up to and including termination. No employee shall
discriminate or retaliate in any manner against a person for making a complaint under the
Arkansas Clean Indoor Air Act of 2006.

No additional breaks beyond those allowed under department policy may be taken for the
purpose of using tobacco products. Employees may smoke, or use tobacco products
outside, away from building entrances and out of view of the public during breaks.
Smoking is prohibited in all City parks.

Employees who violate any aspect of this policy may be subject to disciplinary action up to
and including termination, as allowed by federal, state and local law.

3.11 Drug-Free Workplace

(A) Purpose of Policy

The City has a vital interest in providing for the safety and well-being of all employees
and the public, and maintaining efficiency and productivity in all of its operations. In
fulfillment of its responsibilities, the City is committed to the maintenance of a drug and
alcohol free workplace. The City and certain employees who drive commercial motor
vehicles are subject to the requirements of federal statutes and implementing
regulations issued by the Federal Highway Administration of the U.S. Department of
Transportation. However, certain city employees who perform safety and security
sensitive functions are not covered by the foregoing provisions. In addition, the City
has an interest in maintaining the efficiency, productivity, and well-being of employees
who do not perform safety or security sensitive functions. In order to provide a safe
environment for city employees and the public, the City has adopted the following
Drug-Free Workplace Policy for those employees who are not covered by federal law.
This policy does not govern or apply to employees who are subject to testing as
commercial motor vehicle operators under the foregoing federal law and regulations.
They are governed by a separate policy enacted pursuant to that legislation. However,
such employees may be tested as authorized by this policy if the circumstances giving
rise to such testing do not arise from the employee’s operation of a commercial motor
vehicle.
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See Appendix A for the policy on Drug and Alcohol Testing for Employees Required
to have a Commercial Driver’s License.

(B) Policy Statement

a. All employees must be free from the effects of illegal drugs and alcohol during
scheduled working hours as a condition of employment. Drinking alcoholic
beverages or using drugs while on duty, on City property, in City vehicles, during
breaks, or working or reporting for work when impaired by or under the influence
of alcohol, or when drugs and/or drug metabolites are present in the employee’s
system, is strictly prohibited and grounds for disciplinary action up to and including
immediate discharge. In addition, employees are subject to disciplinary action up
to and including immediate discharge for unlawful manufacture, distribution,
dispensation, possession, concealment or sale of alcohol or drugs while on duty,
on City property, in City vehicles, or during breaks.

b. The City reserves the right to require employees to submit to urine drug testing
and Breathalyzer alcohol testing to determine usage of drugs and/or alcohol as
provided below. Employees must submit to all required tests. Any employee who
refuses to submit to any required test without a valid medical explanation will be
subject to immediate discharge. Refusal to execute any required consent forms,
refusal to cooperate regarding the collection of samples, or submission or
attempted submission of an adulterated or substituted urine sample shall be
deemed refusal to submit to a required test.

c. The City also reserves the right to require return to duty and follow-up testing as
a result of a condition of reinstatement or continued employment in conjunction
with or following completion of an approved drug and/or alcohol treatment,
counseling or rehabilitation program.

(C) Safety and Security Sensitive Positions Defined

a. A safety sensitive position is one in which a momentary lapse of attention may result
in grave and immediate danger to the public. The following positions are considered
safety sensitive:

1. Law enforcement officers who carry firearms and jailers.

2. Motor vehicle operators who carry passengers including, but not limited to,
ambulance drivers, bus or jitney drivers, and drivers who transport other city
employees where the operation of a motor vehicle is not incidental to the
employee’s occupation. For the purposes of this section, a “motor vehicle” is
defined as every vehicle which is self-propelled and every vehicle which is
propelled by electric motor obtained from overhead trolley wires but not
operated upon rails.

3. Fire department employees and volunteer firefighters who directly
participate in fire-fighting activities.

4. Medical personnel with direct patient care responsibilities including
physicians, nurses, surgical scrub technicians, emergency medical
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technicians and trainees, medical and nurse assistants.

5. Mechanics, welders and sheet metal workers who work on vehicles designed
to carry passengers such as buses, ambulances, police cruisers, vans,
aircraft, and the like.

6. Lifeguards, emergency medical technicians, emergency services
dispatchers, and rescue workers.

7. Operators of heavy equipment, including front-end loaders, trucks, and riding
lawn mowers, or other similar equipment, where the equipment is used around
individuals, alongside the public right of way, or on public roads including but
not limited to employees of the Springdale Public Works Department in the
positions of Maintenance Worker Il, Landscape Maintenance Worker I, as well
as their supervisors and the Public Works Department Superintendent.

8. Non-civil service employees who have been hired with the Springdale Police
Department as 911 dispatchers, or who otherwise have emergency dispatch
responsibilities; employees hired as Evidence Technicians, who in part, are
responsible for maintaining custody of drugs seized by sworn employees;
employees hired as Building Security Officers, who in part, book in, fingerprint,
transport, and release prisoners, search and seize illegal contraband, and
sometimes handle evidence; employees hired as Records Specialists, or who
otherwise have the responsibilities of maintaining confidential criminal justice
information (CJl); Traffic Accident Investigators, who in part, handle code
violations and are responsible for accident investigations and traffic control as
needed.

b. A security sensitive position includes:

1. Any police officer, jailer, dispatcher and police department employee, including
clerical workers, having access to information concerning ongoing criminal
investigations and criminal cases, which information could, if revealed,
compromise, hinder or prejudice the investigation or prosecution of the case.

2. Law enforcement officers by reason of their duty to enforce the laws pertaining
to the use of illegal substances. Officers who themselves use such substances
may be unsympathetic to the enforcement of the law and subject to blackmail
and bribery.

3. Employees having access to information concerning financial and confidential
documents or data (e.g., medical, personnel or personally identifying
information of individuals; bidding information; financial account information and
access; security records of public water systems and municipally owned
utilities; security records of the City and its operating systems and processes,
including its electronic systems and processes) that, if revealed,
misappropriated or mismanaged, could compromise, hinder, prejudice or other
result in injury to the City. These positions include employees employed in the
Information Systems Department, Human Resources Department, Mayor’s
office, and the City Clerk’s office due to their control, access or management of
security to sensitive information.
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(D) Prohibited Substances/Legal Drugs/Unauthorized ltems

a. Prohibited Substances. Alcoholic beverages and drugs are considered to be
prohibited substances in the workplace. For purposes of this policy, the term
“drugs” includes controlled substances (as identified in Schedules | through V of
Section 202 of the Controlled Substances Act, 21 USC § 812, and the regulations
promulgated thereunder, as defined in the Uniform Controlled Substances Act,
Ark. Code Ann. 8§ 5-64-201 et seq., or as defined by federal and state law),
including synthetic narcotics, designer drugs, and prescription drugs, excepting:
prescription drugs approved by and used in accordance with the directions of the
employee’s physician.

b. The abuse, overmedication, inappropriate consumption, or mistreatment of
prescription drugs approved by the employee’s physician is considered to be the
abuse of “drugs” as stated in this policy.

c. Legal Drugs. The appropriate use of prescription drugs and over-the-counter
medications is not prohibited. Any employee using a prescription drug should
consult with their physician and pharmacist regarding the effects of the drug.
Employees should read all labels carefully. Employees shall notify their immediate
supervisor when required to use prescription medication which they have been
informed has the potential to impair job performance. The employee shall advise
the supervisor of the known side effects of such medication, and the prescribed
period of use.

d. Medical Marijuana. Any employee who is about to become or who is a current user of
medical marijuana and whose job is classified as safety sensitive or security sensitive
position for purposes of this policy by the City must disclose their upcoming or current
use immediately to Human Resources. The employee need not disclose the reason
why they were issued a medical marijuana certification or anything about their
underlying health condition, unless required for other reasons. The employee must
provide their current medical marijuana certification card to Human Resources in order
that a copy be made for the employee’s medical file. If a new certification card is
issued, the employee must provide it as well. Current users of medical marijuana will
normally be excluded from safety sensitive jobs. If feasible, the City will attempt to
accommodate employees in safety sensitive roles who are about to become or who
are current users of medical marijuana. If an accommodation is not feasible,
employees may be terminated, although they will be considered eligible for rehire.

e. Unauthorized items. Employees may not have any unauthorized items in their
possession or in any area used by them or under their control. Unauthorized
items include, but are not limited to, alcoholic beverage containers and drug
paraphernalia.

(E) Use of Alcohol and Drugs/Prohibited Conduct

All employees covered under this policy are subject to the following prohibitions
regarding the use of alcohol and drugs (controlled substances):

a. Employees shall not report for duty or remain on duty while impaired by the
consumption of alcohol. An employee will be deemed to be impaired by alcohol if that
employee has a blood alcohol concentration of 0.04% or greater.
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b. Employees shall not consume alcohol while on duty.

c. Employees required to undergo post-accident testing shall not use alcohol for 8
hours following the accident, or until they undergo a post-accident alcohol test.

d. Employees shall submit to all authorized drug and alcohol tests.

e. Employees shall not report for duty or remain on duty while under the influence of
any controlled substance, except when the use thereof is pursuant to the instructions
of a licensed physician who has advised the employee that the effect of the
substance on the employee does not pose a significant risk of substantial harm to
the employee or others in light of their normal job duties.

f.  Employees shall not abuse, knowingly overmedicate, inappropriately consume, or
otherwise mistreat any prescription drugs approved by the employee’s physician.

g. Employees shall not possess, smoke, or otherwise use medical marijuana while on
City premises (including when in the field), in a City vehicle, or during work hours,
regardless of whether they possess a medical marijuana card.

h. In addition, subject to disciplinary rules set forth below, employees who are found to
have an alcohol concentration of 0.02% or greater, but less than 0.04%, in any
authorized alcohol test shall be removed from duty, and may not return to duty until
the start of the employee’s next regularly scheduled shift, but not less than 24 hours
following administration of the test.

The foregoing rules shall apply to all employees and shall apply while on duty, during
periods when they are on breaks, or not performing safety or security sensitive
functions.

(F) When Drug and Alcohol Testing May Be Required of All Employees

Employees (and applicants) covered by this policy shall be required to submit to urine
testing for use of prohibited drugs and/or Breathalyzer alcohol testing in the following
circumstances:

a. When the City has reasonable suspicion that an employee has violated any of the
above prohibitions regarding use of alcohol or drugs. For purposes of this rule,
reasonable suspicion shall be based on specific, contemporaneous, articulable
observations concerning the appearance, behavior, speech or body odors of the
employee.

b. Return to duty testing after an employee has engaged in any of the above
prohibitions concerning use of alcohol or drugs, unless the violation results in
termination.

c. As part of a pre-employment physical examination after a conditional job offer has
been made, a fitness for duty physical examination, or any other lawful required
periodic physical examination. Non-safety and non-security sensitive positions will
not be required to undergo a pre-employment drug or alcohol test unless the
applicant is otherwise required to undergo a pre-employment physical examination
after a conditional job offer has been extended to the employee.

d. When the City management has a reasonable suspicion based on observations or
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credible information submitted to the City, that the employee is currently using,
impaired by or under the influence of drugs or alcohol.

e. When an employee suffers an on-the-job injury or following a serious or
potentially serious accident or incident in which: safety precautions were violated,
equipment or property was damaged, an employee or other person was injured,
or careless acts were performed by the employee. Such testing will be required
of non-safety sensitive employees only when such factors, when taken alone or
in combination with other factors, give rise to reasonable suspicion that the
employee may be under the influence of drugs or alcohol.

f. As part of a return to duty or follow-up drug and/or alcohol test required under an
agreement allowing an employee to return to duty following disciplinary action for
a positive drug and/or alcohol test, or as the result of a condition of continued
employment or reinstatement in conjunction with or following completion of an
approved drug and/or alcohol treatment, counseling or rehabilitation program.

g. When any prohibited drug or alcoholic beverage is found in an employee’s
possession.

h. When the laboratory values in any authorized drug test indicated the need for
additional testing, as determined by the Medical Review Officer (MRO), or where
any authorized drug test must be cancelled due to a collection, chain of custody or
other procedural problem.

(G) When Drug and Alcohol Testing May Be Required of Employees Holding
Safety and Security Sensitive Positions

Employees in (and applicants for) safety and security sensitive positions shall be
required to submit to urine testing for use of prohibited drugs and/or Breathalyzer
alcohol testing in the foregoing and in the following circumstances:

a. When a safety sensitive employee is involved in an accident involving a motor
vehicle on a public road, and the employee’s position is safety sensitive because
it involves driving a motor vehicle.

b. Random testing for drugs (but not alcohol) will be conducted.

c. As part of any regular physical examination required of an employee by their
respective department.

d. As a condition of application to any specialized drug enforcement unit.

e. As part of any promotional process to a safety or security sensitive position.

(H) Disciplinary Action Regarding Drug and Alcohol Testing

a. Employees may be subject to disciplinary action, up to and including discharge, for
any of the following infractions:

1. Refusal to submit to an authorized drug or alcohol test. Refusal to submit to
testing means that the employee fails to provide an adequate urine or breath
sample for testing without a valid medical explanation after they have received
notice of the requirement to be tested, or engages in conduct that clearly
obstructs the testing process. Refusal to submit to testing includes, but is not
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limited to, refusal to execute any required consent forms, refusal to cooperate
regarding the collection of samples, and/or submission or attempted submission
of an adulterated or substituted urine sample.

2. Drinking alcoholic beverages or using drugs while on duty, on City property, in
City vehicles, or during breaks.

3. Unlawful manufacture, distribution, dispensation, possession, concealment or
sale of any prohibited substance, including an alcoholic beverage, while on duty,
on City property, in City vehicles, or during breaks.

4. Any criminal drug statute conviction and/or failure to notify the City of such
conviction within five days.

5. Refusal to cooperate in a search.

6. Having an alcohol concentration of 0.04% or greater in any authorized alcohol
test.

7. Testing positive for drugs and/or their metabolites in any authorized drug test.
Except, employees authorized to use medical marijuana under the Arkansas
Medical Marijuana Amendment are not subject to discipline solely because of a
positive test for marijuana. Employees who are currently using medical
marijuana may not work in safety or security sensitive positions.

Although the foregoing infractions will ordinarily result in discharge regardless of the
employee’s position, the City reserves the right to consider extenuating circumstances
and impose lesser discipline when such action is deemed appropriate.

(D Employment Status Pending Receipt of Test Results

In addition to appropriate disciplinary measures, including suspension, which may be
taken in response to the incident or course of conduct which gave rise to the test, the
City reserves the right to decide whether the incident or course of conduct prompting
the test is of such a nature that the employee should not be put back to work until the
test results are received. If such a decision is made, the employee will be suspended
without pay. Where the test result is negative, the employee will be reinstated with
back pay, provided the employee has not been given an appropriate disciplinary
suspension for violation of another work rule which also covers the time missed
waiting for the test results.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

3.12 Disciplinary Action

It shall be the policy of the City to administer discipline fairly, reasonably, and impatrtially.
All written disciplinary actions must be authorized beforehand by the Director of Human
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Resources and the Department Head. Human Resources will review the proposed
disciplinary action for legal compliance, policy compliance, and consistency with other
disciplinary actions in the City pertaining to similar issues. The Department Head will
review the proposed disciplinary action from the standpoint of management and
maintaining fairness. All disciplinary actions involving suspensions without pay,
administrative leave, or termination require concurrence of the Department Head, the
Director of Human Resources, and the Mayor prior to discipline being administered unless
immediate removal from the job site is deemed necessary by the Department Head as
outlined in this policy. Disciplinary action is not primarily intended to be punitive, but rather
to maintain the efficiency and integrity of City service. The nature and severity of the
offense and the employee's prior record shall be considered.

It is the responsibility of each supervisor and Department Head to evaluate thoroughly the
circumstances and facts as objectively as possible and then apply the most suitable form of
discipline.

The City may skip any of the following steps depending on the severity of the action. The
use of progressive discipline does not modify the employment at-will relationship between
the City and employee. Either party may end the employment relationship at any time
without cause or notice. Serious areas of poor performance or conduct, like those shown in
our Rules of Conduct, will likely result in suspension or termination without the use of any
progressive steps of discipline.

Types of disciplinary action may include:

e Verbal Warning — Verbal warnings should be applied to infractions of a relatively minor
degree or in situations where the employee's performance needs to be discussed. The
verbal warning should be given in private. Supervisors should inform the employee
that the supervisor is issuing a verbal warning, that the employee is being given an
opportunity to correct the condition, and if the condition is not corrected, the person will
be subject to more severe disciplinary action. A notation that a verbal warning was
given should be placed in the employee's personnel file and acknowledged in writing
by the employee.

e Written Warning/Reprimand — This notice may be issued if the infraction is severe
enough to warrant a written reprimand in the employee’s personnel file or in the event
the employee continues to disregard a verbal warning. Written warning/reprimand
notices should be issued within ten (10) days after the occurrence or discovery of the
violation claimed by the supervisor.

The warning/reprimand shall state the nature of the infraction in detail and what
corrective action must be taken by the employee. A copy of the written
reprimand/warning is to be provided to the employee at the time of the discussion of the
discipline. The employee shall sign the written warning and acknowledge receipt. A
copy, signed by the employee, will be placed in the employee's personnel file. If the
employee refuses to sign the acknowledgement, then the supervisor and one other
witness shall note on the reprimand that the employee received a copy thereof and
refused to sign it.
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e Suspension Without Pay — This form of discipline involves the removal of an
employee from their job without pay for a specific period of time which shall not
exceed 30 days. Suspension without pay is administered as a result of a severe
infraction of policies or for repeated violations. For minor infractions, a suspension is
often given after the employee has received a warning.

e Administrative Leave — At the discretion of the Department Head, Director of Human
Resources and/or Mayor, an employee of the City may be placed on administrative
leave with or without pay pending investigation of allegations of misconduct, when the
nature of the allegation compromises the ability of the employee to perform their
duties, and when a substantial period of time will be required to complete an
investigation. If the charges are substantiated, disciplinary action will be taken in
accordance with the nature of the offense. If the charges are unfounded, the employee
will be returned to duty.

e Demotion — Demotion is placing the employee in a position of less responsibility and
less pay. Demotion may be used when the employee is unable or unwilling to perform
the responsibilities of that position or as a result of a severe infraction of policies or
for repeated violations. Demotion is not to be used as a substitute for discharge,
when discharge is warranted.

e Discharge/Termination of Employment — This is the most severe disciplinary penalty of
all and should be reserved for the most serious offenses or when previous corrective or
disciplinary actions have failed. Immediate removal of an employee from the job site
pending review as to discharge/termination of employment may be warranted in
instances involving serious insubordination, theft, serious illegal or destructive acts
while on the job, or as may otherwise be determined by the Department Head.

The appropriate forms to document disciplinary action may be obtained through the
Human Resources Department. Any time disciplinary action is taken, the original copy of
the disciplinary action is to be signed by the employee and placed in the employee's
personnel file with a copy given to the employee. All forms and documentation regarding
disciplinary action should be forwarded to the Human Resources Department for inclusion
in the employee's personnel file.

Disciplinary actions for civil service employees are covered by Springdale Civil Service Rules
and Regulations, Chapter 8, Sections 2-8.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

3.13 Whistleblower Policy

The City strives to conduct its business with the utmost integrity and in compliance with all
applicable federal, state, and local law. Accordingly, employees are encouraged to bring to
the attention of the City any improper actions of City officials and employees in accordance
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with the Arkansas Whistle-Blower Act, Ark. Code Ann. 8 21-1-603, et seq.

Employees shall report: 1) the existence of waste of public funds, property, or manpower
administered or controlled by a public employer; and 2) a violation or suspected violation of
a law, rule, or regulation adopted under state law or a political subdivision of the state.

The employee must submit their concerns and related information (“complaint”) to any
supervisor within their department. In the event that the complaint concerns the supervisor,
the complaint shall be submitted to the Department Head. In the event that the complaint
concerns the Department Head, the complaint shall be submitted to the Mayor. In the
event that the complaint concerns the Mayor, the complaint shall be submitted to the City
Council.

The City will not retaliate against any employee who makes a report under this policy or in
accordance with the Arkansas Whistle-Blower Act.

3.14 Cell Phone/Communication Systems/Solicitation and Bulletin Boards

Various "communications" systems may be utilized by or provided for the employees of the
City of Springdale and include:

Telephones, cellular phones and facsimiles;

Electronic mail (email) systems;

Voice and video recorders and players;

Radio and paging systems;

Bulletin boards and other places where documents, paper mail and messages are
posted or stored.

agrwnNPE

Employees waive their right to privacy in anything created, stored, sent, or received on the
City’s computer or telecommunications system. The City reserves the right to inspect any
data, emails, social media content, files, settings, or any other aspect of access made by a
City-owned computer or related system and will do so on an as- needed basis as
determined by the Department Head and Human Resources.

Employees understand that any information created, stored, sent, or received on the City’s
computer or telecommunication system may be subject to the provisions of the Freedom of
Information Act, regardless of whether the information is business-related or personal to
the employee. Therefore, any such information may be accessed and/or inspected at any
time by any member of the public unless it is exempted by law from disclosure.

Ordinarily, employees should not access communications intended solely for another
employee or person unless requested to do so by the intended recipient or directed to do
so by a management representative.

Communication systems must never be used:

1. To threaten or intimidate another person;

2. To send or receive images that contain nudity, or to send or receive images or
words of a prurient or sexually suggestive nature, even if the other party has
consented to or requested such material;
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3. Tosend jokes or comments that tend to disparage a person or group because of
race, color, religion, sex, national origin, age, disability, genetic information, political
status, marital status, status as a veteran or member of the military or national
guard, or any classification or activity protected by the equal protection clause or
other provision of the United States or Arkansas Constitution or other applicable
federal, state, and local laws.

Photographs should not be taken in the workplace with the purpose to harass, annoy, or
alarm; or that serves no legitimate workplace interest; or is done under circumstances likely
to create a hostile work environment, in the opinion of the Human Resources Director,
Mayor, and City Attorney. Doing so could result in disciplinary action up to, and including,
termination of employment.

Classified, confidential, sensitive, proprietary or private information or data must not be
disseminated to unauthorized persons or organizations. Doing such may result in
disciplinary action.

Employees with personal privacy concerns should be aware that there may be
consequences to using privately owned electronic communications equipment (including
privately owned cell phones) for work related purposes. If an employee uses privately
owned equipment for work related purposes, such as work related text messages or
emails, the records of the privately owned equipment might be subject to disclosure to the
public by the Arkansas Freedom of Information Act. Employees are therefore encouraged
to use city-owned communications equipment and city-owned software (such as city email)
when communicating for job related purposes.

In an effort to ensure a productive and harmonious work environment, persons not
employed by the City may not solicit or distribute literature in the workplace at any time for
any purpose.

The City of Springdale recognizes that employees may have interests in events and
organizations outside the workplace. Employees may only solicit or distribute
literature/information concerning these activities during non-working time in non-work areas.
(Non-working time includes lunch periods or any other periods in which the employees are
not on paid duty.) Please use good judgement when approaching co- workers with
offers/opportunities.

Personal notices or postings may not be placed on any departmental bulletin boards; these
designated bulletin boards are strictly for City business use only. The Department Head or
designee is responsible for monitoring and posting items to these boards.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.
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3.15 Workplace Violence Policy

It is the City's policy to promote a safe environment for it employees. The City is committed
to working with its employees to maintain a work environment free from violence, threats of
violence, harassment, intimidation, and other disruptive behavior.

Violence, threats, harassment, intimidation, and other disruptive behavior in our workplace
will not be tolerated. Such behavior can include verbal or written statements, including
social media, gestures, or expressions that communicate a direct or indirect threat of
physical harm. Individuals who commit such acts may be removed from the premises and
may be subject to disciplinary action, criminal penalties, or both.

In furtherance of this policy, employees have a duty to warn their supervisor(s) if they are
aware of or suspect any problematic workplace activity, situations, or incidents that involve
other employees, former employees, customers, or Visitors.

Employees shall not ignore violent, threatening, harassing, intimidating or other disruptive
behavior. If this type of behavior is observed by any employee, it shall be reported
immediately to a supervisor within the department or to the Mayor's office. Any City
supervisor who received such a report shall notify the Department Head immediately, and
the Department Head shall ensure that the incident is properly investigated. Threats or
assaults that require immediate attention by law enforcement shall be reported first to the
Police Department.

Employee reports made pursuant to this policy will be held in confidence to the maximum
extent possible. The City of Springdale prohibits any form of retaliation against any
employee for making a report under this policy.

All communications with the press and other news media about a workplace violence
incident will be handled by the Mayor's office in coordination with the City Attorney's office.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.
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4.1

4.2

4.3

PART 4. EMPLOYEE COMPENSATION

Compensation

The City of Springdale assigns each regular full-time position a class title and a pay
grade. The City of Springdale's current compensation schedules are contained as
Appendix C to this Personnel Policy Manual. Compensation is determined by the
employee pay grade, as well as the employee's step on the Compensation Plan. When
the City's compensation plan is changed, the amended compensation schedules shall
become Appendix C and placed in the Personnel Manual.

Compensation Plan

Human Resources shall be responsible for the continuance, maintenance, and
administration of the City's compensation plan. The Human Resources Department may
initiate a bi-annual review, to be conducted by a third party administrator, prior to the
budget process, and such review will include an analysis of prevailing rates of pay for
similar positions in comparable labor markets, organizations, cost of living factors,
budgetary considerations, and other related factors. On the basis of this information, the
Mayor's office may recommend to the City Council changes to keep the plan current,
uniform, and equitable. Recommendations are usually submitted to the City Council during
the consideration of the annual budget, but recommendations can be made at any time.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

Date of Hire/Anniversary Date

Definitions:
e Date of Hire — The effective date of the individual's employment with the City;

e Anniversary Date — The date the employee began their full time employment with
the City.

An employee reinstated to the same position or a position in the same class following a layoff
or furlough from the City will have their anniversary period extended by the same length of
time as the duration of the layoff or furlough.

There will be no change in the employee's anniversary date in the instance of reallocation
of an employee's position to a new classification title when there have been no recent,
abrupt, and/or significant changes in assigned tasks and responsibilities.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
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4.5

4.6

the effective, efficient, and equitable day-to-day operations of the City.

Pay Increases Based on Performance

Pay increases (step increases) on the City's compensation plan are to be awarded on the
basis of performance as determined by the Department Head. In no case shall pay
increases be considered automatic.

Increases will be considered each year for all personnel going from Steps 1to 2, 2t0 3, 3
to 4, 4 to 5, etc. All increases are based strictly on job performance. Any such increase will
be effective on the date set by the City Council. Each Department Head will be responsible
for determining levels of performance for their personnel who meet the performance
requirements for an increase. It is expected that Department Heads will design
performance standards for any given grade in a manner that will ensure that standards
increase as tenure increases.

Naturally, all increases set out in this policy, as well as all other compensation policies of
the City, are contingent on sufficient funds being available to meet all of the City's
obligations. However, using the plan, the Department Heads will be able to determine
compensation needs at the beginning of their budget process, which should enable them
to accurately determine needed appropriations for each fiscal year.

Department Heads have a grade and step on the City's pay plan. The Mayor shall
recommend any increase, decrease, bonus, or take no action on a Department Head's
compensation each year.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

Step Increases Authorized by the Mayor

The Department Head, upon approval of the Mayor, is authorized to move an employee up
to three steps greater without the approval of the City Council, provided that sufficient
monies have been budgeted in that employee's department. This step is in addition to the
step increase that the employee is entitled to as set out in the previous policy (4.4)

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

Grade Increases Authorized by the Mayor

The Mayor is authorized to move an employee's position up or down without approval of the
City Council provided that sufficient monies have been budgeted in that department.
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4.8

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

Cost of Living Increases

The City Council may, if the funds are available, choose to grant cost of living increases to
City employees. When those increases are granted, they will not be dependent on the
criteria set out for a step increase, but will be granted to all personnel without restriction. If
the compensation plan is changed to reflect the cost of living increases, a resolution will be
passed by the City Council reflecting the amended compensation plan, and the current
compensation plan shall be contained as Appendix C to this Policy Manual. Usually, cost
of living increases are considered by the City Council during the budget process.

Compensatory Time/Overtime (Non-Exempt Employees)

The purpose of this subsection is to establish policy guidelines for the recording, utilization,
and auditing of overtime and compensatory time performed by employees of the City.

This policy shall not contravene the provisions of the Federal Fair Labor Standards Act
(FLSA) and Arkansas Minimum Wage Act (AMWA) pertaining to the minimum rate of
compensation for employment in excess of an established work period.

Under the provisions of the FLSA and the AMWA, compensatory time may be as agreed
upon by the employer and the individual employee at the request of the employee, but
may not be imposed by the employer in lieu of overtime pay upon any non-exempt
employee who has not so requested such compensating time off.

The City will compensate overtime at the rate of one and one-half the regular rate of pay
for hours worked in excess of the number of hours allowed per work week or work period
as designated by the policy. Overtime will be permitted only with prior approval prior to the
commencement of such work or when absolutely necessary due to emergency conditions.
Failure to obtain prior approval before working overtime may result in disciplinary action.

Compensation for overtime may be made in the form of compensatory leave time to the
employee. Upon request of the employee, the City may grant compensatory time off in lieu
of overtime at its discretion at the rate of one and one-half hour for each overtime hour. The
City is not obligated by statute to grant all employees requests for compensatory time off
instead of overtime pay.

Employees who are allowed to take compensatory time off in lieu of overtime must do so
before receiving their next merit increase, promotion or any other compensation increase.
If the compensatory time is not taken by the time the employee receives the merit
increase, or by the time the employee receives a promotion, the City shall pay the
employee for all overtime owed. Further, no merit increase or promotion shall be effective
until the employee is paid for all compensatory time. Employees who are granted
compensatory time are therefore encouraged to take the compensatory time off before
receiving a merit increase, promotion or any other compensation increase.
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Compensatory leave should be scheduled in the same manner required for vacation days.
By signing the acknowledgement enclosed in this handbook, the employee and City agree
that compensatory time may be given in lieu of overtime payments. In addition, it is
understood that the City may substitute monetary payment at the rate of time and one-half
for any outstanding compensatory leave time.

No civilian employee may accumulate more than 240 hours and no uniformed employee
may accumulate more than 480 hours of compensatory time at any given time during the
calendar year. Hours in excess of the specified maximum shall be paid at the appropriate
overtime rate. Upon termination of employment, any unused compensatory time is to be
paid at the rate equal to the employee’s then-prevailing rate of pay.

Department Heads are the authorized authority for the approval of overtime requests. It
shall be the responsibility of the Department Head to determine whether overtime or
compensatory time be granted to the employee when compensatory time is requested in
lieu of overtime.

Department Heads shall ensure that all hours (clock-in/clock-out), overtime, and
compensatory time, earned and used is recorded on the timekeeping system as it occurs.

Department Heads will exercise extreme discretion in the utilization of overtime within their
departments.

Non-exempt employees are subject to the FLSA and AMWA overtime requirements and
therefore are subject to the overtime policies set forth in this handbook. Exempt employees
are not subject to the FLSA overtime requirements. Certain employees are classified as
exempt based upon the nature of the work, conditions of employment, and by the criteria
set forth in the rules and regulations of the FLSA. Exempt employees shall not be eligible
for overtime or compensatory time for hours worked in excess of the regular work week.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

Holiday Pay for Authorized Personnel

All sworn police officers and firefighters, as well as dispatchers, building security officers,
and other personnel as approved by the Mayor, shall be compensated for legal holidays
established by the City of Springdale, and this compensation, will be paid in one lump sum
on December 15%. The holiday pay shall be computed on the base pay of the eligible
employees in effect as of December 15™; the hourly rate will be determined: 1) for 40 hour
work week employees using 2,080 standard hours; and 2) for 24-hour shift firefighters
using 2,920 standard hours. The hourly rate will then be multiplied by 96 hours (12 days) to
determine holiday compensation. Holiday pay is defined for purposes of this section as pay
for an eight (8) hour day, regardless of the length of a shift typically worked by the
employee. Reference: Ark. Code Ann. 814-52- 105 and Ark Code Ann. 814-53-106.
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For employees eligible for holiday pay that are hired or terminated during the year, holiday
pay will be pro-rated based upon the holidays which were within the time period of
employment.

Additional Compensation for Certain Employees

Police officers who have attained any certificate, except the Basic Certificate, under the
Arkansas Commission on Law Enforcement Standards (ALETA), and firefighters who have a
current Hazardous Materials Technician certification or any three pre-approved special
rescue certifications, may receive additional compensation each month for each certificate
earned above the "Basic Certificate”. Said compensation amount shall be set by the City
Council. Other employees, as approved by the City Council, may also receive additional
compensation each month for approved certificates. Sworn police officers, sworn firefighters,
and dispatchers shall receive longevity pay as approved by the City Council.

Animal control officers, employees of the Information Technology Department, employees
of the Public Works Signalization Division, Building Services, and designated employees
of the Police Department shall receive additional compensation of $15.00 per day when
required to be "On-Call" after normal work hours. The designated employees of the Police
Department entitled to "On-Call* compensation shall be: 1) Criminal Investigation Division
Sergeant; 2) Criminal Investigation Division Detective; 3) In-house Narcotics Detective; 4)
Drug Enforcement Agency Detective; and 5) 4™ Judicial Drug Task Force Detective.

If a non-civil service employee (previously listed in this section) is called out between the
hours of 10:00 p.m. and 6:00 a.m. to assist in a Fire Department or Police Department
emergency, they will receive additional compensation for providing services during the
emergency situation in an amount set by the annual budget.

All additional pay set out in this policy will be paid on a bi-weekly basis.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

4.11 Overtime Compensation under FLSA

The work periods applicable to all employees of the City of Springdale are set out in Section
2.12, and the compensation for the work periods shall be as follows:

1. 24 Hour Shift Firefighters: Such non-exempt employees shall receive 1.5 times
their regular rate of pay for each hour worked in excess of 182 hours per 24 day
work period.

2. Non-24 Hour Shift Firefighters: Such non-exempt employees shall receive 1.5
times their regular rate of pay for each hour worked in excess of 40 hours per 7 day
work period.
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4.12

4.13

3. Police Officers and Building Security: Police Officers and Building Security
Officers shall be compensated at the rate of 1.5 times their regular rate of pay for
each hour worked in excess of 80 hours per 14 day work period.

4.  All Other Non-Exempt City Employees: Other non-exempt employees of the City,
not listed in No. 1, 2 and 3, shall be on a 40 hour work week and shall be
compensated at the rate of 1.5 times the regular rate of pay for any hour worked in
excess of 40 hours per work week.

Those employees listed under categories number 1, 2 and 3 are compensated pursuant to
the 207-k exemption of the Fair Labor Standards Act applicable to law enforcement and
firefighting personnel. However, Chief, Assistant Chief and Captains in the Police
Department and Chief, Assistant Chief in the Fire Department are exempt from all overtime
compensation under the FLSA and the AMWA.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

Additional Overtime Compensation for Police Officers and Firefighters

In the event a sworn, full-time firefighter of the Springdale Fire Department, except Chief or
Assistant Chief(s), is required by the department to work for any authorized reason while
off-duty, including having to attend off-duty training or having to respond to an authorized
emergency, such firefighter shall be compensated for all such time at the rate of 1.5 times
their regular rate of pay regardless of the amount of hours the firefighter has worked during
the pay period.

In the event a sworn, full-time police officer of the Springdale Police Department, except
Chief, Assistant Chief, or Captain(s) is required by the department to work for any
authorized reason while off-duty, including having to attend off-duty training or having to
testify in court, or having to respond to an authorized emergency, such police officer shall
be compensated for all such time at the rate of 1.5 times their regular rate of pay
regardless of the amount of hours the police officer has worked during the pay period.

In the event any firefighter or police officer desires to take compensation time instead of
pay, then Policy 4.8 applies, but whether or not such employee will be allowed to take
compensation time instead of pay is to be determined by the Department Head (pursuant
to Policy 4.8).

Sick Leave Bonus

For purposes of this policy, the following definitions shall apply:

Eligible Employee - An eligible employee, for purposes of this policy, is an employee
who has attained their maximum accrual of sick leave (90 days) on the last day of the
last pay period in November, and has missed five days or less in the year as defined
herein.

City of Springdale - Personnel Manual 46



Year — A year, for purposes of this policy, shall run from the beginning of the first pay
period in December of the current year to the end of the last pay period in November of
the following year.

Day — A day, for purposes of compensation under this policy, shall be eight hours of
pay, regardless of the department in which the employee works. Forty hours of pay

is the maximum amount any employee can be paid for a sick leave bonus. A day, for
purposes of computing missed time (sick leave), is also eight hours, except for 24-hour
shift firefighters. For computing time missed (sick leave) for 24-hour shift firefighters
under this policy, one 24-hour shift equals one day and five 24-hour shifts (120 hours)
equals five days.

Calculation — An eligible employee shall be paid a sick leave bonus for the year at the
rate of one-fourth of the employee's regular rate of pay per day for each day of sick
leave in the year that the employee would have earned had they not reached the
maximum accrual of sick time.

The sick leave bonus shall be paid on December 15th, unless that day falls on a weekend
and then it will be paid on the Friday before the 15th.

The first year under this amended policy shall begin on November 19, 2023 and end on
November 16, 2024, with any compensation due under the amended policy to be paid on
December 13, 2024.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

4.14 Transfers (Non-Civil Service Employees)

The compensation offered to an employee who transfers from one non-civil service position
in one department to a non-civil service position in another department should be consistent
with the compensation requirements of the new position. The Department Head, after
consultation with the Mayor and Director of Human Resources, shall decide the step and
grade to be paid to the transferred employee, pursuant to the considerations set out herein.
Transfer does not change a person's date of hire.

An employee is not considered to have transferred when the employee retires and then
takes another job in a department within the City.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.
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4.15

4.16

Reclassification

When a new position is requested by a Department Head or the duties of an old position
are substantially changed, the Department Head should submit a written recommendation
to the Mayor's office and Human Resources, including justification for the reclassification,
emphasizing changes in position responsibilities or requirements for qualifications (i.e.
experience, education, certifications, etc.). The request will be reviewed by the Mayor and
Human Resources, and if such request is justified, the budget impact will be determined. If
it is a new position, not previously budgeted for, then any recommendation on the position
will be presented to the Finance/Personnel Committee by the Mayor for their approval. If it
is a new position, not previously budgeted for, then any recommendation on the position
will be presented to the Finance/Personnel Committee by the Mayor for their approval. If
this is a current, budgeted position that is being substantially changed, the Mayor is
authorized to make step increases or decreases, or grade increases or decreases based
on the reclassification, provided there is sufficient money in the department’s budget to
cover the change.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

Working out of Classification as Department Head

In the event there is a vacancy in the Department Head position of any department within
the City, and it is necessary to appoint an interim Department Head until an appointment
can be made, the Mayor shall have the authority to appoint an interim Department Head
from within the City service (usually from within the same department). During the time that
such employee is in the interim assignment of Department Head, the Mayor shall be
authorized to pay the employee for the temporary duties being performed in the
Department Head position. This policy is not applicable to situations in which a Department
Head is on vacation, or other short time period of leave, but is only applicable to a situation
in which the Department Head position is vacant for an extended period of time where a
need exists to fulfill the duties and responsibilities of the vacant position. An extended
period of time is generally considered as an assumption of duties and responsibilities for
the position that will last in excess of 30 days. The Mayor should usually authorize the
working out of compensation pay for the acting Department Head prior to the assumption of
the higher classification responsibilities, when possible. In the event the Mayor approves a
temporary higher pay for the employee working in the interim position as Department
Head, the Mayor shall decide on the step within the higher pay grade. Such determination
shall be made by the Mayor based upon the skills, knowledge, abilities and experience of
the employee appointed to fulfill the duties and responsibilities of the vacant Department
Head position.

When the interim assignment is completed, the employee's compensation will be readjusted
to the employee's level, except that any additional compensation that the employee would
have received if the employee had remained in that position (such as a step increase) will be
added to the employee's compensation. The employee's date of hire and the anniversary
date will remain unchanged throughout the assignment to the interim position.
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4.17

4.18

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

Garnishment

The City follows federal and state law with respect to wage garnishment. The employee will
be notified through the Payroll Administrator that a garnishment has been received. A copy
of the garnishment shall be provided to the employee upon request, if the employee has
not already received a copy of such garnishment. Any Department Head or other employee
receiving a garnishment through the mail shall immediately forward such garnishment to
the Payroll Administrator.

Payroll Deductions

The City follows federal and state law with respect to deductions from an employee’s
paycheck, which include 1) federal income tax withholding; 2) state income tax withholding;
3) social security (except firefighters); 4) retirement contributions (electing and/or eligible
employees only); 5) Medicare; 6) and deductions authorized by law, such as garnishments.
Additional deductions which are optional and may be requested by the employee include: 1)
payment to Credit Union(s); and 2) payment for health insurance premiums under the City of
Springdale’s health insurance benefit program. (Required if the employee elects to have
insurance coverage through the City plan).

With each paycheck, the City employee receives a statement of earnings and deductions
which itemizes the various deductions made, as well as appropriate cumulative totals. It is
the employee’s responsibility to maintain current payroll deduction information with the
Payroll Administrator. Employees wishing to add or change their payroll deductions should
contact the Payroll Administrator.

Deductions from Compensation (Exempt Employees) — The City does not make
deductions from compensation in violation of federal or state law. Under the Fair Labor
Standards Act (FLSA), exempt employees must receive a predetermined amount of
compensation each pay period, and only certain deductions are permitted. If an exempt
employee believes that the City has made inadvertent deductions from their compensation,
the following should apply:

1. The employee should report the alleged deduction to Human Resources.

2. Each complaint will be investigated, and a determination concerning the deduction will
be made.

3. If the City determines that the deduction was not permitted, the employee will be
promptly reimbursed.

The City will make a good-faith effort to comply with the provisions of the FLSA and any
other applicable federal or state law.
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4.19

4.20

4.21

Pay Periods

Employees will be paid bi-weekly, every other Friday. If a pay day falls on a holiday, the day
of pay shall be the last working day proceeding the normal pay day. Checks are distributed
by the Payroll Administrator to each department by noon on pay day.

Employees receive, with each paycheck, a statement of earnings and an itemized statement
of all deductions.

Preparation of Payroll

All employees shall submit time worked by pay period to their supervisor and/or
Department Head for approval. Such time should be broken down by hours type (regular,
holiday, sick leave, compensatory time, vacation, and leave without pay.) Overtime hours
worked should be designated between paid and compensatory time. Time worked shall be
forwarded by the Department Head or designated employee, to the Payroll Administrator
for payroll processing.

Changes in rate, position and status shall be supported by a payroll change form and
indicate a recommendation by the Department Head, and approval of by Mayor and
Director of Human Resources. No compensation change shall be implemented without
written approval of the Mayor, or the Mayor's designee, (approval should be on the City's
payroll change form).

Falsification of time records for payroll purposes is reason for discipline of the employee.

Employees may direct inquiries concerning payroll matters to the Payroll Administrator, City
Clerk’s Office, 201 N. Spring Street, Springdale, Arkansas 72764.

Bilingual Incentive Pay
(A) Purpose

The purpose of this policy is to provide guidelines governing language pay incentive
for employees of the City of Springdale whose job requires them to have contact with
the public where the use of bilingual skills are necessary to successfully serve the
public and perform assigned tasks.

(B) Policy

Bilingual speaking language skills are an essential element to establishing good
service and providing meaningful access to, or an understanding of important rights,
obligations and services, which are available to community members.

(C) Responsibility

The Department Head shall be responsible for identifying positions and or persons
within their department that may qualify for bilingual pay incentive. Department
Heads may decline an employee's request for bilingual incentive compensation if it is
not job related for the position.
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(D) Procedure

Incentive pay for demonstrated skills (via assessment from a third party
administrator/company) will be considered on a case by case basis for those
employees who meet the criteria. Full-time employees who are deemed qualified by
their Department Head will receive incentive pay as determined by the City Council.

1. To be eligible, the employee must meet the following criteria:

a. The employee must have skills in a foreign language.

b.  The language skill must be beneficial in the performance of the
position duties and have a positive impact on their department’s
delivery of services.

c. The employee's position must be one where the public contact is
frequent enough to benefit from a non-English language skill;

d. The normal work assignment of the eligible employee is such that they
are reasonably available to others who need assistance to translate
from English to another language when requested to do so.

e. The employee must be able to communicate proficiently in English.

2. Eligible employees should notify their Department Head in writing of their desire
to receive the language incentive pay. The Department Head will notify Human
Resources, who will initiate the assessment process.

3. The Department Head will be responsible for preparing and submitting all
necessary payroll notice change forms to the Finance Department, as well as for
payment of the assessment.

4. If an employee receiving bilingual incentive pay is re-assigned to a position
where such skill will not be used or the functions of the position do not meet the
qualifying criteria, the incentive pay will be discontinued by the Department
Head.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.
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5.1

5.2

5.3

5.4

PART 5. EMPLOYEE BENEFIT/LEAVE POLICIES

Employee Health Benefits

The City of Springdale provides a group health plan for all regular employees who work an
average of 30 hours or more per week. The City pays the majority portion of the health
plan. Detailed information of the policy and coverage is provided to each employee when
the employee is hired. Subject to the terms of the health plan provider, employees who
retire from City employment may be eligible to continue coverage under the City’s health
plan. Additional information may be obtained from the Human Resources Department.

Continuance of Medical Coverage (COBRA)

COBRA provides that employees and their dependents are eligible to continue their health
insurance coverage when a “qualifying event” happens, which include: 1) termination of
employment or the reduction of hours of employment; 2) the death of the employee; 3)
divorce or legal separation; and 4) when a dependent child stops being eligible for coverage
under an employee’s health insurance 5) employee’s entittiement to Medicare.

If a covered employee, spouse, or former spouse or eligible dependent elect to continue
group medical coverage the person electing continued coverage will be responsible for
paying the entire cost (both employer and employee share). This cost will be subject to
periodic rate changes. Employees who are eligible for the City’s health insurance plan will
be provided a written notice describing COBRA rights. Please contact the Human
Resources Department for additional information.

Credit Union

The City of Springdale participates in a credit union. The City will allow any employee
participating in a credit union to deduct an amount of money designated by the employee
to be paid directly to a credit union. Information on joining a credit union can be obtained
from the Payroll Administrator in the City Clerk's office or from the Human Resources
Department.

Retirement Plans

The City of Springdale maintains contributory retirement plans for eligible non-civil service
employees. Enrollment and participation is mandatory on the part of the eligible employee.
Both the employee and the City will make regular funding contributions pursuant to the
plan. Participation in the City's retirement plan is subject to the terms, conditions, and
eligibility requirements set forth in the plan and trust documents.

The City of Springdale also maintains a deferred compensation plan(s) for eligible
employees. Enrollment and participation is voluntary on the part of an eligible employee.
Participation in the City's deferred compensation plan(s) is subject to the terms, conditions,
and eligibility requirements set forth in the plan and trust documents. The City does not
make required or voluntary contributions to the deferred compensation plan(s) on behalf of
any employee.
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Civil service employees hired after January 1, 1983 are required to participate in the State
of Arkansas Local Police and Fire Retirement (LOPFI).

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

5.5 Paid Holidays
The City of Springdale establishes the following as legal holidays:
Holiday Date

New Year's Day January 1t

Martin Luther King Day 34 Monday in January

George Washington's Birthday or President's Day 34 Monday in February

Memorial Day Last Monday in May

Independence Day July 4t

Labor Day 1st Monday in September

Veteran's Day November 11t

Thanksgiving Day 4t Thursday in November

The day after Thanksgiving Day

Christmas Eve December 24

Christmas Day December 25

Employee's Birthday
An employee's birthday can be taken any time during the calendar year. In the first year of
employment, the employee may only use the birthday holiday if it falls after their date of hire.
The Mayor is empowered to proclaim other holidays. When a holiday occurs on a Saturday,
it will be observed on the preceding work day. When a holiday occurs on a Sunday, it will be
observed on the next work day.
For non-civil service employees who are required to work on a legal holiday (with
exception to the birthday holiday), such employee shall receive another day off in lieu of
the holiday in which the employee worked, but such holiday must be taken within one
calendar year. Non-civil service employees shall only work on holidays when authorized
by the Department Head.
Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

5.6 Workers' Compensation

All employees of the City of Springdale are covered under the Arkansas State Workers'
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5.7

5.8

Compensation law. Any employee incurring an “on the job” injury should immediately notify
their supervisor and Human Resources, who will arrange for appropriate medical treatment
and prepare the necessary reports required for the employee to be compensated. Rules and
regulations concerning worker's compensation have been posted on the department bulletin
boards. Financing for this program is funded by the City.

Hours lost due to a work related injury or an occupational illness should be reported to
payroll as "disability” and such hours shall be charged as injury leave, subject to the time
limit provisions of Policy 5.7. If, however, it is determined that the injury is not a work
related injury or an occupational illness, such hours lost shall be charged against the
employee's accrued sick leave or other compensated leave time available. The employee
will be compensated as authorized by the provisions of Policy 5.7. All employees are
required to notify the Department Head, who is required to notify the Payroll Administrator
as soon as temporary total disability benefits are being received by an employee.

Injury Leave

In the event an employee is unable to work due to a work-incurred injury or illness
compensable under the Arkansas Workers' Compensation Act, the City will continue to pay
the employee 100% of their regular pay for up to seven (7) calendar days following the date
injury, provided a medical certificate is furnished to the City certifying the employee is unable
to perform their assigned duties.

If the need for leave extends beyond this seven (7) calendar day period, and if workers'
compensation benefits will commence and the City will pay the employee the difference
between their workers' compensation benefit and 85% of their regular pay for a period of
up to, but not exceeding, three (3) months from the date of injury. At this time, should the
employee still be unable to return to work, the City will pay the employee the difference
between their workers' compensation benefit and 75% of their regular pay for an additional
three (3) months.

In the event the need for leave extends beyond six (6) months, the Mayor may extend the
injury leave pay supplement for two (2), three-month periods, provided the attending
physician indicates in their report that they expect the employee to recover sufficiently to
perform their regular duties. If benefits are extended, the City will pay the employee the
difference between their worker's compensation benefit and 75% of their regular pay. In no
event will injury leave with pay, including any prescribed "light” duty assignment, exceed
twelve (12) months from the date of injury for the initial injury, a re- injury or a related injury.

The City reserves the right to assign the employee to "light” duty as prescribed by the
employee's physician. Employees assigned to light duty will receive compensation at their
regular rate of pay.

Vacation Leave

(A) General

On all vacations, any employee of the City of Springdale should obtain permission from
their Department Head at least two weeks in advance of being absent for vacation time
or with less notice if approved by the Department Head.
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(B) Police Department Civil Service Employees

The Chief of the Police Department shall arrange that each full-time civil service
employee shall be granted an annual vacation of not less than 15 working days with
full pay. (A.C.A. 814-52-106)

All full-time civil service employees of the Police Department shall accumulate vacation
time at the rate of one and one-fourth (1 1/4) working days for each month of working
service, until the employee has completed 10 years of service, at which time vacation
will be governed by the vacation accrual rate contained in Policy 5.8(E).

(C) Eire Department Civil Service Employees

The Chief of the Fire Department shall arrange that each full-time civil service
employee shall be granted an annual vacation of not less than 15 working days with
full pay. (A.C.A. 814-53-107)

All full-time civil service employees of the Fire Department shall accumulate vacation
time at the rate of one and one-fourth (1 1/4) working days for each month of working
service, until the employee has completed 10 years of service, at which time vacation
will be governed by the vacation accrual rate contained in policy 5.8(E).

Under this policy, for 24-hour shift firefighters, 15 working days shall be seven 24 hour
shifts. By way of example, if a 24-hour shift firefighter is entitled to 15 days of vacation,
then such 24-hour shift firefighter shall receive seven shifts as vacation.

(D) Non-Civil Service Employees

Full-time, non-civil service employees in all departments of the City shall accumulate
10 working days per year for the first year of employment with the City. This
accumulates at the rate of .833 days per month. Accrual of vacation time starts on the
date of regular, full-time employment.

After the completion of one (1) year of full-time service with the City of Springdale,
non-civil service employees shall accumulate vacation time at the rate of one and
one-fourth (1 1/4) working days for each month of working service (15 working days
per year) , until the employee has completed 10 years of service, at which time
vacation will be governed by the vacation accrual rate contained in policy 5.8(E).

(E) All Employees of the City of Springdale Who Have Completed 10 Years of
Full-Time Working Service

On the 10t year anniversary of regular full-time City employment, the City employee's
vacation will begin to accrue at the rate of 4 working weeks per year (20 working days
per year). However, as previously set out in this policy, for 24- hour shift firefighters, 4
weeks shall mean ten 24 hour shifts.

After the City employee has completed regular full-time employment of 20 years, the

employee shall receive 5 working weeks of vacation per year (25 working days per
year), which will begin to accrue at the start of the employee's 20™ year of
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regular full-time City employment. For 24-hour shift firefighters, the 5 weeks shall
mean twelve 24 hour shifts.

(F) Accrued Vacation Time

Any regular full-time employee of the City of Springdale may carry over 30 working
days of vacation. In addition, any regular full-time employee may carry over one year's
accrued vacation at the rate accrued for the prior year. Accumulated unused vacation
time in excess of the carryover limit will be forfeited on the employee's anniversary
date. For 24-hour shift firefighters, 30 working days is equivalent to fifteen 24 hour
shifts. However, 30 working days (or fifteen 24 hour shifts, in the case of 24-hour shift
firefighters) is the maximum amount for which an employee may be paid upon leaving
City employment. Any employee who retires upon 20 years of service shall be paid for
all accrued vacation (which shall not exceed 30 days plus one year's accrued
vacation). Vacation time accrues from the anniversary date.

(G) Retirement

If an employee retires meeting the retirement criteria outlined in this policy, and is re-
hired with no more than a 30 day break in service, the employee will accrue 15 days
of vacation in their first year of re-employment and 20 days in their second year of re-
employment.

For purposes of this policy, retires or retirement means the non-civil service employee is
leaving employment with the City of Springdale, and:

1. The employee has completed 10 years of full-time service with the City and has
attained the age of 62; or
2. The employee has completed 20 years of full-time service with the City.

For purposes of this policy, retirement means the civil service employee is leaving their
full-time position with the City of Springdale, and:

1. The employee is fully vested in a work related pension plan and has attained the
age of 62 years; or

2. The employee is fully vested in a work related pension plan governed by
Arkansas law and has met requirements for a full pension.

3. The employee is retiring under a disability under LOPFI or any retirement
system governed by Arkansas law (also called medical retirement).

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

5.9 Sick Leave
(A) Police Department Civil Service Employees

Law enforcement officers, regardless of their titles, shall accumulate sick leave at the
rate of 20 working days per year beginning upon the date of employment. If unused,
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sick leave shall accumulate to a maximum of 90 days.

Time off may be charged against accumulated sick leave only for such days that an
officer is scheduled to work. No such sick leave, as provided in this section, shall be
charged against any officer during any period of sickness, illness, or injury for any
days which the officer is not scheduled to work.

If, upon retirement or death, whichever occurs first, any law enforcement officer has
any unused accumulated sick leave, they or their beneficiary shall be paid for this sick
leave at the regular rate of pay in effect at the time of retirement or death, but payment
for unused sick leave in the case of a law enforcement officer upon retirement or
death, shall not exceed 60 days' salary.

For purposes of this policy, retirement means the law enforcement officer is leaving their
full-time position with the City of Springdale, Arkansas and:

1. The employee is fully vested in a work related pension plan and has attained the
age of 62 years; or

2. The employee is fully vested in a work related pension plan governed by
Arkansas law and has met requirements for a full pension; or

3. The employee is retiring under a disability under LOPFI or any retirement
system governed by Arkansas law (also called medical retirement).

Reference: A.C.A. §14-52-107

(B) Eire Department Civil Service Employees

Firefighters shall accumulate sick leave at the rate of 20 working days per year,
beginning on the date of employment. If unused, sick leave shall accumulate to a
maximum of 90 days.

Time off may be charged against accumulated sick leave only for such days that a
firefighter is scheduled to work. No sick leave, as provided in this section, shall be
charged against any firefighter during any period of sickness, illness, or injury for any
days which the firefighter is not scheduled to work.

If upon retirement or death, whichever occurs first, any firefighter has any unused
accumulated sick leave, they or their beneficiary shall be paid for this sick leave at the
regular rate of pay in effect at the time of retirement or death, but payment for unused
sick leave in the case of a firefighter upon retirement or death shall not exceed three
months' salary.

For purposes of this policy, retirement means the firefighter is leaving their full-time
position with the City of Springdale, Arkansas, and:

1. The employee is fully vested in a work related pension plan and has attained the
age of 62 years; or

2. The employee is fully vested in a work related pension plan governed by
Arkansas law and has met requirements for a full pension; or

3. The employee is retiring under a disability under LOPFI or any retirement
system governed by Arkansas law (also called medical retirement).
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Reference: A.C.A. §14-52-108

(C) Non-Civil Service Employees

The City of Springdale recognizes that the inability to work because of iliness or injury
may cause economic hardships. For this reason, the City of Springdale provides paid
sick leave to regular full-time employees. Eligible employees accrue 20 working days per
year.

Any sick leave days accumulated, which are not used in any calendar year may be
carried over as accumulated sick leave days up to a maximum of 90 work days.
Non-civil service employees, upon retirement or death, whichever occurs first, shall be
paid a maximum of 60 days for unused accumulated sick leave.

For purposes of this policy, retirement means the employee is leaving their position with
the City of Springdale, Arkansas, and:

1. The employee has completed 10 years of full-time service to the City in a non-
civil service position and has attained the age of 62 years; or

2. The employee has completed at least 20 years of full-time service to the City in a
non-civil service position; or

Employees who are assigned to a full-time position, but due to budget restraints work
less than 40 hours per week, will have their applicable sick leave accrual rate adjusted
to equate to the percentage of the pay period they actually worked.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

(D) Utilization of Sick Leave
Sick leave may be used for the reasons:

1. Personal iliness or physical incapacity.

2. Quarantine of an employee by a physician or health officer.

3. lliness in the immediate family (spouse, child, parent, or sibling) which would
require the employee to take care of the family member(s).

4. Medical, dental, and optical visits for employees or for dependent family
members of the employee.

Any other reason not set out in 1 through 4 must be approved by the Mayor.

An employee who is unable to report for work due to one of the previously listed sick
leave reasons shall report the reason for their absence to the employee's supervisor
or someone acting on behalf of the employee's supervisor before the time the
employee is expected to report for work, if possible.

Employees who are absent for more than 3 consecutive days due to an unconfirmed
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illness may be required by the supervisor or Department Head to submit a physician's
statement. A Department Head may also require the employee to submit a physician's
statement when the employee has taken more than a total of 6 calendar days of sick
leave during any calendar year.

Absence for part of a day that is chargeable to sick leave in accordance with these
provisions shall be deducted from accrued leave in one-quarter hour (15 minute)
intervals. An employee who uses all of their accrued sick leave days and is still off for
sick leave, shall thereafter be placed on a leave without pay status, after all paid
benefits are exhausted. It is the responsibility of the employee's supervisor to send
any employee home who reports for work while sick, and because of such sickness
cannot adequately perform their job. It is also the responsibility of the supervisor to
send an employee home during any work day in which the employee becomes sick
and is unable to adequately perform their job responsibilities.

(E) Catastrophic Leave Bank

The Catastrophic Leave Bank (CLB) program provides an additional source of leave
benefits for all eligible participating employees. Use of CLB days may be used after a
member of the CLB program has exhausted all of their accumulated vacation and sick
leave and any compensatory time. CLB days may only be used for catastrophic illness
and with the approval of the CLB Board.

See appendix B for details.

5.10 Family Medical Leave Act (FMLA)

As provided by the 1993 Family and Medical Leave Act (FMLA), all eligible employees shall
be entitled to take up to 12 weeks of unpaid, job-protected leave during any 12 month period
for specified family and medical reasons.

(A) Covered Family and Medical Reasons

An eligible employee shall be entitled to 12 weeks of unpaid leave during a 12 month
period for one or more of the following reasons:

1. The birth and care of an employee’s child,;

2. The placement and care of a child into an employee’s family for adoption or
foster care;

3. The inability of the employee to work because of a serious health condition
which is an iliness, impairment, or physical or mental condition that involves:

a. Inpatient care (i.e. overnight stay) in a hospital, hospice, or residential
medical care facility, including any period of incapacity or any subsequent
treatment in connection with such inpatient care; or

b. A period of incapacity or more than three consecutive, full calendar days, and
any subsequent treatment or incapacity relating to the same condition that also
involves:

i. Treatment two or more times by a health care provider within 30 days of
the first day of incapacity;
ii. Treatment by a health care provider on at least one occasion with
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results in a regimen of continuing treatment under the supervision of the
health care provider; or

iii. Any period of incapacity or treatment for such incapacity due to a chronic
serious health condition which requires periodic visits (at least twice a
year), continues over an extended period of time and may cause episodic
rather than a continuing period of incapacity; or

iv. A period of incapacity which is permanent or long-term due to a
condition for which treatment may not be effective.

4. To care for an immediate family member (spouse, child, or parent) with a
serious health condition; or

5. Due to a non-medical activity ("qualifying exigency") that is directly related to a
covered family member's (limited to spouse, son/daughter, or parent of the
employee) active duty or call to active duty in the National Guard or Reserves, in
support of a contingency operation. Under terms of the statute, qualifying exigency
leave does not extend to family members in the regular armed forces. Leave due to
qualifying exigencies may be taken on an intermittent basis. Qualifying exigencies
include:

Military events and related activities
Childcare and school activities

Financial and legal arrangements
Counseling

Rest and recuperation

Post-deployment activities

e Short notice deployment (7 days or less)

6. For an eligible employee (limited to a spouse, son/daughter, parent or next of kin of
a covered service member) to care for a covered service member who is a current
member of the regular armed forces, National Guard, or Reserves who has
incurred an injury or illness in the line of duty while on active duty, provided that
such injury or illness renders the service member medically unfit to perform the
duties of their office, grade, rank, or rating. This leave may be up to 26 work weeks
of unpaid leave during a single 12 month period, with the 12 month period
measured on the date the employee commences the caregiver leave and ending
12 months thereafter.

(B) Employee Eligibility

An employee shall be entitled to family and medical leave when they meet the following
criteria:

1. The employee has worked for at least 12 months for the City. The 12 months
need not have been consecutive.

2. The employee has to have worked or the employer for at least 1,250 hours
over the 12 months before the leave would begin.

In addition, the employee must work at a location where at least 50 employees are
employed by the employer within 75 miles. An employee returning from fulfilling their
National Guard or Reserve military obligation shall be credited with the hours of service
that would have been performed but for the period of military service in determining
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whether the employee worked the 1,250 hours of service.

In the event a husband and wife both work for the City, the maximum combined leave
for both spouses is 12 weeks, if FMLA leave is taken for the adoption or birth of a
healthy child, or to take care of a sick parent. If FMLA leave is taken to care for anill
child, spouse, or for the employee’s own serious illness, then each spouse is entitled to
12 total weeks of leave.

(C) Calculation of Leave

Eligible employees can use up to 12 weeks of leave during any 12 month period. The
City will use a rolling 12 month period measured backward from the date an employee
uses any FMLA leave. Each time an employee uses FMLA leave, the remaining leave
entitlement would be the balance of the 12 weeks which has not been used during the
immediately preceding 12 months. For example, if an employee has taken 5 weeks of
leave in the past 12 months, they could take an additional 7 weeks under this policy.

Employees must conclude leave for the birth of a child or for adoption or foster care
within twelve (12) months after the event. However, leave may begin prior to birth or
placement, as circumstances dictate.

(D) Maintenance of Benefits

An employee shall be entitled to maintain group health insurance coverage on the same
basis as if they had continued to work at the City. To maintain uninterrupted coverage,
the employee will have to continue to pay their share of insurance premium payments.

This payment shall be made either in person or by mail to the City Clerk's office by the
first day of each month. The City will continue to maintain insurance on the employee
until the leave time has ended, regardless of whether the employee pays their share, but
the City will deduct from compensation owed to the employee any amounts of the
insurance the City paid that the employee was to pay.

If an employee unequivocally informs the City that they do not intend to return to work
at the end of the leave period, the City's obligation to provide health benefits ends. If
an employee chooses not to return to work for reasons other than a continued serious
health condition, the City will require the employee to reimburse the City the amount
the City contributed towards the employee's health insurance during the leave period.
For purposes of this section, an employee who returns to work from FMLA leave for at
least 30 calendar days is deemed to have returned to work. In addition, an employee
who transfers directly from FMLA leave to retirement or who retires within the first 30
days after returning from FMLA leave is deemed to have a returned to work status.

An employee on FMLA leave will not be allowed to accrue employment benefits, such
as vacation pay, sick leave, pension, etc. The use of family or medical leave will not
be considered a break in service when vesting or eligibility to participate in benefit
programs is being determined.

Employees who fail to return to work on the first working day following the end of their
FMLA leave will be deemed to have terminated their employment with the City, unless
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the employee otherwise notifies the Human Resources Department prior to the end of
the FMLA leave.

(E) Job Restoration

An employee who utilizes family or medical leave under this policy will be restored to
the same job, pay, benefits and other employment terms. The City may choose to
exempt certain highly compensated, "key" employees from this job restoration
requirement and not return them to the same or similar position at the completion of
FMLA leave. Employees who may be exempted will be informed of this status when
they request leave. If the City deems it necessary to deny job restoration for a key
employee on FMLA leave, the City will inform the employee of its intention and will
offer the employee the opportunity to return to work immediately.

(F) Use of Paid and Unpaid Leave

FMLA will run concurrently with accrued paid leave. However, an employee may not
use paid leave during any FMLA leave when the employee is receiving wage
replacement through a worker’'s compensation program.

If an employee uses leave because of their own serious medical condition or the
serious health condition of an immediate family member, the employee will first use all
paid sick, paid vacation leave when eligible, and accrued compensatory time, and then
will be eligible for unpaid leave for the remainder of the 12 weeks.

An employee using leave for the birth of a child will use may use all accrued leave, and
then will be eligible for unpaid leave for the remainder of the 12 weeks.

An employee using leave for the adoption or foster care of a child will use all paid
vacation, or accrued compensable time, and then will be eligible for unpaid leave for
the remainder of the 12 weeks. Sick leave may only be used in accordance with the
City of Springdale Sick Leave policy as outlined in Policy 5.9(D).

(G) Intermittent Leave and Reduced Work Schedules

In certain cases, intermittent use of the 12 weeks of family or medical leave or a part
of a reduced work week may be allowed by the City. Employees wishing to use leave
intermittently or to utilize a reduced work week for birth or adoption purposes will need
to discuss and gain approval for such use from the employee's Department Head.

Employees may also use family or medical leave intermittently or as part of a reduced
work week whenever it is medically necessary. If the need to use leave is foreseeable
and based on pre-planned or pre-scheduled medical treatment, then the employee is
responsible to schedule the treatment in a manner that does not unduly disrupt the
City's operations. This provision is subject to the approval of the health care provider.

In some cases, the City may temporarily transfer an employee using intermittent or a

reduced work week to a different job with equivalent pay and benefits if another
position would better accommodate the intermittent or reduced schedule.
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(H) Procedure for Requesting Leave

All employees requesting leave under this policy must complete the Family and Medical
leave form provided by the FMLA administrator. Employees should contact Human
Resources to request FMLA.

When an employee plans to take leave under this policy, the employee must give the
City a 30 day notice. If it is not possible to give a 30 day notice, the employee must
give as much notice as possible. An employee undergoing planned medical treatment
is required to make a reasonable effort to schedule the treatment to minimize
disruptions to the City's operations.

Employees must provide sufficient information for the City to reasonably determine
whether the leave may qualify for FMLA and the anticipated timing and duration of the
leave. Sufficient information may include that the employee is unable to perform job
functions, the family member is unable to perform daily activities, the need for
hospitalization or continuing treatment by a health care provider, or circumstances
supporting the need for military family leave. Employees must also inform the City if
the requested leave is for a reason for which FMLA leave was previously taken or
certified. Employees also may be required to provide a certification and periodic
recertification supporting the need for leave.

In circumstances where FMLA leave is sought for an employee’s own serious health
condition, or that of a family member, the employee may take leave intermittently or
be placed on a reduced work schedule, if medically necessary. In addition, when
FMLA is taken for the birth or adoption of a child, leave may be taken intermittently or
on a reduced work schedule. However, this may only be done with prior permission
and approval. If intermittent or reduced leave status is requested, the City may in its
sole discretion temporarily transfer the employee to another position, with equivalent
pay and benefits, if another position would be better accommodating of that
intermittent or reduced schedule. Furthermore, if the need to use leave is foreseeable
and based on pre-planned and pre-scheduled medical treatment, the employee
should schedule the treatment in a manner that does not unduly disrupt the City’s
operations.

() Procedure for Notice and Certification of Serious Health Condition

A medical certification completed by a qualified health care provider stating the need
for FMLA leave for medical reasons is required. A certification form may be obtained
from the FMLA administrator. When the leave is foreseeable and at least 30-days’
notice has been provided, the employee must provide the certification before the
leave begins. When prior notice of the leave is not possible, the employee must
provide the requested certification within 15 calendar days of the employee’s
departure, unless it is not practicable under the circumstances to do so, despite the
employee’s diligent good faith efforts. Employees who do not provide certification
within these 15 calendar days must provide a reasonable explanation for the delay
along with the certification.
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5.11

(J) Release to Return to Work

The City may request a qualified health care provider’'s release for the employee to
return to work from a medical leave, which is taken for the employee’s own serious
health condition.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

Military Leave and Re-Employment of Veterans

Certain rights to re-employment after service in the uniformed services, as well as
provisions relating to pension and health benefits are established in the Uniformed
Services Employment and Reemployments Rights Act of 1994 (USERRA), 38 USC
84301 et seq., and in Ark Code Ann 8§ 21-4-102. It is the City’s policy to honor and
comply with the provisions of those statutes.

USERRA prohibits the discrimination against persons because of their service in the
military. USERRA prohibits an employer from denying any benefit of employment on the
basis of an individual's membership, application for membership, performance of service,
application for service, or obligation for service in the uniformed services. USERRA also
protects the right of veterans, reservists, National Guard members, and certain other
members of the uniformed services to reclaim their civilian employment after being absent
due to military service or training.

Any employee serving as a member of any military Reserve or National Guard unit for the
United States will be granted leave at the rate of 120 hours per calendar year, plus
necessary travel time, for annual training requirements or other duties performed in an
official duty status.

Sworn police officers and firefighters will be granted leave at the rate of 168 hours per
calendar year, plus necessary travel time, for annual training requirements or other duties
performed in an official duty status. Unused leave will accumulate into the succeeding
calendar year, for a maximum of 336 hours of leave to be used in any one calendar year.
(Ark. Code Ann. 814-52-114 and Ark. Code Ann. §14-53-114)

A copy of the employee’s orders should be presented to the employee’s supervisor as
early as possible so adequate preparation can be made for the employee’s absence. The
leave will be granted without loss of vacation time. (Ark. Code Ann. 821-4-212)

An employee who is drafted or called to active duty in the armed forces of the United States
or who volunteers for military service shall be placed on extended military leave without pay.
(Ark. Code Ann. 8§21-4-212)

Employees called to duty in emergency situations by the Governor or the President shall
be granted leave with pay not to exceed thirty (30) working days after which leave without
pay will be granted. This leave shall be granted in addition to regular vacation time. A copy
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5.13

of the employee’s orders should be presented to the employee’s supervisor. (Ark. Code
Ann. §21-4-212)

Jury/Court Duty Leave

Any regular full-time or part-time employee who is required to serve on a jury shall be
allowed authorized leave with pay, and shall also be allowed to keep jury fees paid by the
Court. An employee who receives notice of jury duty shall notify their supervisor
immediately in order that arrangements may be made to cover the position. The City
reserves the right to request an employee who is called for jury duty to be excused if their
absence would create a hardship on the operational effectiveness of the department to
which they are assigned.

Any regular full-time or part-time employee who, as a result of official City of Springdale
duties, is required to appear before a court, legislative committee, or quasi-judicial body as
a witness in response to a subpoena or other directive, shall be allowed authorized leave
with pay less any amount received for such service. An employee who receives notice of
witness service shall notify their supervisor immediately in order that arrangements may be
made to cover the position. If the employee receives a witness fee for appearing, then the
employee has the choice of keeping the witness fee and taking the leave as authorized
herein (which would require the taking of compensatory time or other authorized paid
leave), or turning the witness fee in to the City Clerk's office and taking the time as
authorized leave pursuant to this policy.

Employees who appear in court as the plaintiff or defendant in any action not related to their
official duties shall not be paid for time away from work unless that time is accrued vacation
or other authorized time owed to the employee, such as compensatory time.

Employees are to return to work after jury duty although no more than the regularly
scheduled number of hours for both jury duty and work shall be required. If excused as a
juror on any given day, the employee is expected to contact their supervisor and to report
to work as instructed.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

Funeral and Bereavement Leave

Funeral leave with pay shall be granted to all regular full-time and regular part-time City
employees in cases of death in the immediate family only. Regular full-time employees are
eligible to be paid up to a maximum of 24 working hours and regular part-time employees
are eligible to be paid a maximum of 12 working hours.

Immediate family for purposes of this policy shall include mother, father, brother, sister, son,
daughter, grandparents, son-in-law, daughter-in-law, spouse, spouse's immediate family or
those relatives who live in the employee's household including "step" relatives.
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Travel time may be granted upon prior approval of the Department Head in addition to the
24 hours where travel time of more than eight hours is necessary. The Department Head
may grant funeral leave of not more than one calendar day for an employee to be a
pallbearer or attend a funeral of someone not within the immediate family.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

Leave of Absence Without Pay (Other than Military Leave)

Request for leave of absence without pay shall be in writing on a personnel action form and
shall state specifically the reasons for the request, the date desired to begin the leave, and
the date of return. The request should normally be submitted by the employee to the
affected Department Head. The Department Head shall recommend to the Mayor's office
whether the request should be granted, modified or denied. After reviewing the request and
after consultation with the Department Head, the Mayor's office shall then make a decision
as to leave without pay based upon the best interest of the City, giving due considerations
to the reasons given by the employee. The Mayor's office may grant a regular full-time
employee leave of absence without pay not to exceed 90 calendar days.

Sick leave, holiday, vacation benefits or any other fringe benefit shall not accrue while the
employee is on leave of absence without pay.

An employee that has been approved for leave of absence without pay may continue their
health insurance coverage through the City by paying the full cost to the City in advance for
each month or portion thereof which they are absent, subject to limitations set by the
insurance carrier.

Upon extenuating circumstances, the Mayor's office may grant an extension of a leave
period upon written request by the employee. Such extension shall not exceed an additional
90 days and will be based on departmental, as well as employee considerations. However,
additional leave may be considered as a reasonable accommodation in accordance with the
Americans with Disabilities Act.

Employees who fail to return to work on the date specified in the leave request without
receiving an extension in advance are subject to disciplinary action, up to and including
termination. The City cannot guarantee either that an employee’s job will remain available
or that a comparable position will exist when return from an unpaid leave is sought. When
an employee is ready to return from a leave of absence without pay, the City will attempt to
reinstate the employee to their former position or to one with similar responsibilities.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.
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6.1

6.2

PART 6. RISK MANAGEMENT/SAFTEY POLICIES

Use of City Owned Vehicles

City owned vehicles are sometimes provided to City employees to help such employees
better perform their job. City vehicles shall be legally operated and/or parked at all times.
Violations issued to the driver of the vehicle will be the responsibility of the driver, not the
City. Seat belts will be used by the driver and all passengers at all times when the vehicle
is in motion. It shall be the driver's responsibility to ensure use of seat belts by all
passengers.

City owned vehicles shall only be used for authorized City business, by authorized City
employees. However, if approved by the Department Head (or Mayor in the event the
Department Head is the employee involved) family members may be transported in the
City owned vehicles to drop family members off or pick them up at a location within
Springdale, while the employee is enroute to or from work. No City owned vehicles shall
be operated outside the City of Springdale, unless performing official City related business
or unless approved by the Department Head and Mayor.

Official City logos, markings, and stickers shall not be placed on or removed from any City
vehicle without prior authorization from the Mayor. Doing so without authorization may
result in disciplinary action up to and including termination of employment.

Exception: This policy does not apply to the Police Department or Fire Department, except
the provisions regarding seat belts, which do apply. The Police Department and Fire
Department have their own respective policies governing vehicle use.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

Accidents in City Owned Vehicles

If, while operating a City owned vehicle or a privately owned vehicle in the performance of
official duties, an employee is involved in an accident resulting in personal injury or
property damage, the following action should be taken:

1. REQUEST that parties and properties concerned remain at the scene of the
accident if possible until a law enforcement representative has released them.

2. All collisions involving City vehicles or persons on duty and actively engaged in City
business will be investigated by a law enforcement agency.

3. Employee responsibility is to refrain from making statements regarding the accident
with anyone other than the investigating law enforcement representative, appropriate
City officials, and representatives of their own insurance company if the employee's
privately owned vehicle is involved. Statements made to investigating authorities
should be confined to factual observations.
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Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

Driver's Licenses

Any employee whose work requires that they drive City vehicles must hold a valid Arkansas
Driver's License, unless the employee holds a valid driver's license from another state and
obtains an Arkansas Driver's License within the time required by law.

All new employees who will be assigned work entailing the operating of a City vehicle will
periodically be required to submit to a Department of Motor Vehicle's driving records check
as a condition of employment. A report indicating a suspended or revoked license status
may be cause to deny or terminate employment.

Any employee performing work which requires the operation of a City vehicle shall notify
their immediate supervisor in those cases where their license is expired, suspended or
revoked. If an employee fails to report such an instance, they are subject to disciplinary
action, up to and including termination. An employee who fails to immediately report such
revocation or suspension to their supervisor and continues to operate a City vehicle shall
be subject to termination.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

On-the-Job Injury or lliness

Any incident involving an on the job injury or iliness of a City employee shall be reported to
that employee’s supervisor immediately. The supervisor shall ensure that the employee
has transportation to receive minor medical care and if it is an emergency, an ambulance
shall be called immediately.

The employee shall complete worker’'s compensation injuries form(s) within two (2) days of
the incident in which the employee received the injury. The supervisor should provide
additional information as needed. All forms should be submitted to the Human Resources
Department within three (3) days of the incident.

Additional reporting information should be recorded as described in the policy on worker’s
compensation.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.
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Safety and Accident Prevention

The City recognizes the need for the development of safe working practices for every
employee and desires to promote on-the-job safety by encouraging the proper design and
use of buildings, equipment, tools and other devices.

Administration of the safety program should be the job of the supervisor. They should be
constantly on the alert to observe and report unsafe working practices or existing
hazardous working conditions with the aim of immediate correction. Each Department
Head or supervisor shall make sure that the employee under their supervision is well
acquainted with existing safety rules and will see that the rules are uniformly enforced.
Safety education of all employees shall be promoted by supervisors adhering to all safety
rules.

It is the responsibility of all employees to cooperate in making the safety program work.
Employees shall:

1. Beinformed of and observe established safety practices.

2. Notify supervisors of any unsafe conditions they discover.

3. Use personal protective equipment such as steel toed shoes, safety vests, safety
glasses, and hard hats where required.

Not remove guards or other protective devices from machinery and equipment.
Not engage in horseplay.

Attend any required training or orientation to increase safety awareness.
Report all job-related injuries or illnesses to their supervisor(s) promptly.

© N o 0 bk

Assist supervisors in their investigation of any accident of which they have
knowledge; accident investigation is fact finding, not fault finding.

9. Refrain from smoking in "no smoking" areas.

10. Refrain from operating, modifying, adjusting or using equipment in an unauthorized
manner.

If an employee desires to make a safety complaint or suggestion, the employee should do
S0 in writing to the Department Head, who should review such complaint/suggestion, and
notify the Human Resources Department thereof.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

Safety Equipment

It is the policy of the City of Springdale to make hard hats available to all employees
desiring to take advantage of this safety headgear when performing work in the field. At a
minimum, hard hats shall be worn as follows:
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1. When working in areas where there is a danger of head injury from impact, from
falling or flying objects, or from electrical shock and burns.

2. When assigned to structural or bridge work and to any area where overhead or
underground work poses a threat.

3. When conditions warrant and/or ordered to do so by a supervisor.
Steel-toed shoes (or toe protectors) shall be used when using a jack hammer.

Safety harnesses shall be used when employees enter a large clean out, storm manhole,
sewer manhole, wet well, catch basin or large pipe.

Safety vests shall be worn when employees are in flagging positions, and/or when working
in a traveled right-of-way, except this provision pertaining to the right-of-way does not apply
to uniformed police officers or firefighters.

Safety glasses shall be worn when grinding, chipping, using air tools, driving back hoe or
under conditions which warrant the supervisor to require safety glasses being worn.

All possible precautions must be taken by employees to avoid exposure to injury or illness
to themselves or others.

Supervisors are responsible to ensure compliance with the provisions of this policy by all
members of their crews, division, or department.

Failure to comply with mandatory requirements for wearing safety apparel and/or using
safety equipment will result in disciplinary action, including termination for repetitive or
gross violations.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

6.7 Safety Orientation, Accident Investigation and Reporting
(A) Safety Orientation

All City employees are to receive a safety orientation at the start of employment. The
Safety Orientation Form set out in Appendix D, incorporated herein, shall be completed
and signed by the supervisor and employee, and returned to the Human Resources
Department for inclusion in the employee's personnel file. The Employee Safety
Responsibilities Form set out as Appendix E in this manual and incorporated herein, is
to be distributed to the employee by the Human Resources Department. The form
shall be signed and dated, with a completed copy sent to the Director of Human
Resources for inclusion in the employee's personnel file.
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Both the Safety Orientation form and the Employee Safety Responsibilities form can
be obtained from the Department Head or Human Resources Department.

(B) Accident Reporting

ALL ACCIDENTS, no matter how minor, shall be reported PROMPTLY to the

immediate supervisor and to Human Resources for evaluation and/or investigation.
During the supervisor’'s evaluation they must determine the possible consequences that
could take place if the situation is not corrected and take appropriate action based upon
those findings (i.e. investigate, report, correct, etc.).

(C) Emergency Medical Procedure

The Springdale Fire Department (911) will be called in the case where the employee
needs immediate medical attention.

(D) Documentation Process

1. Minor injuries — Any time an employee receives a minor injury, up to and

including requiring doctor/outpatient care. After the emergency actions following
an accident, an investigation of the accident will be conducted by the immediate
supervisor and Human Resources. The findings of the investigation shall be
documented on the City's incident form and reported. Copies of said report shall
be provided to the following:

a.
. Copy to the Director of Human Resources;

b
C.
d.
e

Copy to the Mayor;

Copy to the Department Head;
Copy to the Risk Manager for the involved department; and
Copy to the City Attorney's office.

2. Major Injuries — Includes fatality or hospitalization. Any time a fatality occurs, or

a person is hospitalized, the Mayor, Director of Human Resources, Department
Head and City Attorney are to be notified immediately by the supervisor.

3. Near Misses — Includes the likelihood of personal injury or property damage. To
the greatest extent possible, all "near-miss" accidents shall be investigated by the
Department Head and if a safety problem exists, the Mayor should be notified.
These incidents shall also be reported to the Human Resources Department.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.

6.8 Risk Manager for Each Department

Each Department Head is responsible for appointing a Risk Manager for their department,
and it shall be an employee other than the Department Head. Such Risk Manager will meet
with the Department Head on a regular basis to discuss risk management matters. In
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addition, at least annually, the Risk Manager of the department, and the Department Head
shall meet with the Director of Human Resources and City Attorney to discuss the involved
department's risk management program.

Unless otherwise provided by law, the Mayor is authorized, in consultation with the Human
Resources Director and City Attorney, to make determinations as to the implementation,
interpretation, and enforcement of the provisions contained herein, and is similarly
authorized to undertake and implement any amendments to this policy as are necessary for
the effective, efficient, and equitable day-to-day operations of the City.
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APPENDIX A

REGULATIONS AND POLICIES ON DRUG AND
ALCOHOL TESTING FOR EMPLOYEES REQUIRED TO HAVE A
COMMERCIAL DRIVER'S LICENSE IN POSITIONS FOR THE CITY OF
SPRINGDALE, ARKANSAS

GENERAL REQUIREMENTS

This policy was developed based on the requirements articulated by the U.S. Department of
Transportation (DOT) in Title 49 of the Code of Federal Regulations (CFR) (see 49 C.F.R. §
382.601) and the Arkansas Commercial Driver Alcohol and Drug Testing Act (A.C.A. § 27-
23-201 et seq.). Title 49 of the CFR can be found on the DOT’s website at
http://www.fmcsa.dot.gov/regulations.

This policy supersedes any provisions in the City's Personnel Manual regarding the
consequences of the possession or use of drugs and alcohol as they pertain to Commercial
Motor Vehicle operators.

TRAINING FOR SUPERVISORS

The City shall ensure that persons designated to determine whether reasonable suspicion
exists to require a driver to undergo testing receive at least sixty (60) minutes of training on
alcohol misuse and receive at least an additional sixty (60) minutes of training on controlled
substances use. The training shall cover the physical, behavioral, speech and performance
indicators of probably alcohol misuse and use of controlled substances.

IMPLEMENTATION OF POLICY

The Federal Motor Carrier Safety Regulations, specifically Title 49, Code of Federal
Regulations, Part 382, established by the U.S. Department of Transportation, Federal
Highway Administration, requires the City of Springdale to establish rules and regulations
for controlled substances and alcohol use and testing. Implementation of the drug and
alcohol testing programs are to begin January 1, 1996. The City Council of the City of
Springdale, Arkansas, on December 12, 1995, adopted the rules contained in the above
regulations pertaining to certain local government employees and established penalties for
violations. In addition, there may be other City of Springdale ordinances and policies
regarding drug and alcohol testing.

PERSON(S) DESIGNATED TO ANSWER QUESTIONS

To assist in better understanding the requirements placed on both the employee and
employer, the following person(s) will answer questions about the alcohol and drug testing
programs for those whose positions require a Commercial Driver's License:

Gina Lewis
Director of Human Resources
(479) 750-8535
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If not available,

James Smith
Director of Public Works
(479) 750-8135

If not available,

Arkansas Municipal League Staff Personnel
(501) 374-3484

EMPLOYEES SUBJECT TO ALCOHOL AND DRUG TESTING PURSUANT TO THIS
POLICY

The employees who must be tested are those required to have a Commercial Driver's
License (CDL).

That is any employee whose position requires driving a commercial motor vehicle:

e With a gross combination weight rating of 26,001 or more pounds inclusive of a towed
unit with a gross vehicle weight of more than 10,000 pounds;
e With a gross vehicle weight rating of 26,001 or more pounds;

e Designed to transport 16 or more passengers; or
e Of any size that is used to transport hazardous material which requires the
vehicle to be placarded under the hazardous materials regulations.

SAFETY SENSITIVE FUNCTIONS

Safety sensitive functions, as defined by the regulations, means any of those on-duty
functions set forth in Part 395.2, Para. 1-7, On-Duty Time.

On-Duty time means all time from the time a driver begins to work or is required to be in
readiness to work, until the time they are relieved from work and all responsibility for
performing work. On-duty time shall include:

e Waiting at a terminal, facility, or other property to drive, unless relieved from duty by the
employer;

e Performing pre-trip inspections or otherwise inspecting, servicing, or conditioning
any commercial motor vehicle at any time;

e Driving the motor vehicle;

¢ Inor upon any commercial motor vehicle, except when resting in a sleeper berth;

e Loading or unloading the vehicle, supervising or assisting in the loading or
unloading, attending a vehicle being loaded or unloaded, giving or receiving receipts
for the load, or remaining in readiness to operate the motor vehicle;

e All time repairing, obtaining assistance, or remaining in attendance of a disabled
vehicle.
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PROHIBITED CONDUCT

A driver shall not report for duty or remain on duty requiring the performance of safety
sensitive functions, or perform a safety sensitive function:

e While using alcohoal,

e While having an alcohol concentration of 0.04 or greater and shall not return to
safety sensitive duty until having an alcohol concentration of 0.02 or less;

e While possessing alcohol, unless the alcohol is manifested and transported as part
of a shipment. This includes the possession of medicines containing alcohol
(prescription or over-the-counter);

e Within four (4) hours of using alcohol;

e When using any controlled substance, except when instructed by a physician who
has advised the driver that the substance does not adversely affect the driver's
ability to safely operate a commercial motor vehicle. The employer may require a
driver to inform the employer of any therapeutic drug use;

e |Iftested positive for controlled substances;

A driver shall not:

e Refuse to submit to an alcohol or controlled substance test required by post-
accident, random, reasonable suspicion or follow-up testing requirements;

Following an accident requiring a post-accident alcohol test, a driver or operator shall not:

e Use alcohol within eight (8) hours after an accident that requires a post-accident
alcohol test, or before taking the required post-accident alcohol test, whichever
comes first.

No supervisor or Department Head shall permit a driver or operator to perform or continue
to perform safety sensitive functions when the supervisor or Department Head has actual
knowledge that a driver or operator:

Is using alcohol;

Has an alcohol concentration of 0.04 or greater;

Has used alcohol within four (4) hours;

Possesses alcohol, unless the alcohol is manifested and transported as part of a

shipment. This includes the possession of medicines containing alcohol (prescription

or over-the-counter);

e Has tested positive for controlled substances;

e Is using any controlled substance, except when the employee has been instructed
by a physician that the substance does not adversely affect the employee's ability to
safely operate a commercial motor vehicle;

e Has refused to submit to alcohol or controlled substance test.

WHEN A DRIVER MUST BE TESTED

The Federal Motor Carrier Safety Regulations are very specific about when a driver must
submit for a drug and alcohol test. The drug test will use urine, and the alcohol test will use
breath.
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The regulations require six (6) tests of commercial motor vehicle drivers, they are:

Pre-employment
Random

Reasonable Suspicion
Post-Accident

Return to Duty
Follow-Up

TESTING PROGRAMS

Before performing a drug or alcohol test, the city will notify the employee that the test is
required and of the location and time of the test. All drug and alcohol testing will comply with
the procedures set forth in 49 CFR Part 40, which can be found at:
https://www.transportation.gov/odapc/part40

Testing will be done while the driver is performing a safety sensitive function, or just before
the driver is to perform a safety sensitive function, or immediately available to perform any
safety sensitive function, or just after the employee has ceased performing such functions.

A. Pre-Employment Testing

Persons whose positions require a commercial driver's license must be tested for
drug use prior to employment or promotion. A negative drug test result must be
received before the driver is hired or promoted. All offers of employment and offers for
transfer for shall be conditional upon the applicant passing the drug test.

Reasonable Suspicion Testing

An employer shall require a driver to submit to an alcohol or controlled substance
test, within the time limits set out in the regulations, when the employer has
reasonable suspicion to believe the driver has engaged in prohibited actions as
defined by Subpart B of 49 CFR Part 382 of the regulations concerning controlled
substances or alcohol. Such reasonable suspicion shall be based on specific,
contemporaneous, articulable observations concerning the appearance, behavior,
speech or body odors of the driver. The observations leading to reasonable
suspicion of use of controlled substances may include indications of the chronic and
withdrawal effects of such substances.

Reasonable suspicion means a particularized and objective basis for suspecting the
particular employee of engaging in PROHIBITED CONDUCT. For the purpose of this
section, PROHIBITED CONDUCT shall include the listing beginning on page A-3 of
this document under the topic heading "PROHIBITED CONDUCT".

The supervisor or official making the observations leading to reasonable suspicion
controlled substance and alcohol testing must have received the required training in
detection of probable alcohol misuse or controlled substance abuse. The Arkansas
Municipal League recommends that the City Attorney's office be consulted before
testing, when practical. If not practical to consult the appropriate attorney before
testing, then they should be notified as soon as practical after testing.

A-4


https://www.transportation.gov/odapc/part40

The supervisor or official who determines that reasonable suspicion exists shall not
conduct the breath alcohol test on the driver. Testing will be done only by someone
trained to operate the EBT (evidential breath testing device) and proficient in the
breath testing procedures. This may be a City of Springdale employee, a contract
service, or by a local law enforcement officer (but not as a part of roadside or other
inspections).

The driver may be directed by the employer to undergo reasonable suspicion testing
for alcohol only while the driver is performing safety-sensitive functions, just before
the driver is to perform safety sensitive functions, or just after the driver has ceased
performing such functions. The test must be done as soon as possible within the
time limits set by the regulations.

In the case of suspected drug use, the driver must be taken immediately to a
collection site and a urine sample must be obtained. The behavior, appearance or
other condition of the employee that causes the supervisor or other Springdale
official to require the test must be documented in writing and signed by the witness
within 24 hours after the behavior is noticed or before the controlled substance tests
are released, whichever is earlier.

. Random Testing

Tests of randomly selected covered employees for alcohol and/or prohibited
substances will be administered on a periodic basis. Random drug and alcohol tests
are unannounced and unpredictable, and the dates for administering random tests
are spread reasonably throughout the calendar year.

Testing rates will meet or exceed the minimum annual percentage rate set each year
by the DOT. The current year testing rates can be viewed at
http://www.transportation.gov/odapc/random-testing-rates. The selection of
employees for random drug and alcohol testing will be made by a scientifically valid
method, such as a random number table or a computer-based random number
generator. Under the selection process used, each employee will have an equal
chance of being tested each time selections are made. Each employee selected for
testing shall be tested during the selection period.

An employee may only be randomly tested for alcohol misuse while the employee is
performing safety-sensitive functions, just before the employee is to perform safety-
sensitive functions, or just after the employee has ceased performing such functions.
An employee may be randomly tested for prohibited drug use anytime while on duty.

Each employee who is notified of selection for random drug or alcohol testing must
immediately proceed to the designated testing site. However, if the employee is
performing a safety-sensitive function, other than driving a commercial motor vehicle,
at the time of notification, the employee must cease the safety-sensitive function and
proceed to the testing site as soon as possible.
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D. Post-Accident Testing

As soon as practical following an accident involving a commercial motor vehicle,
each employer shall test for alcohol and controlled substances each surviving driver
who was performing safety sensitive functions with respect to the vehicle if the
accident involved:

o A fatality;
e The driver receives a citation under State or local law for a moving traffic
violation arising from the accident.

And the accident involved:
1) bodily injury to a person who, as a result of the injury, immediately
receives medical treatment away from the scene of the accident; or
2) one or more motor vehicles incurring disabling damage as a result of
the accident, requiring the motor vehicle to be towed away from the
scene of the accident.

A driver who is subject to post accident testing shall remain readily available for such
testing or may be deemed by the employer to have refused to submit to testing.
Nothing in this section shall require the delay of necessary medical attention for
injured people following an accident or to prohibit a driver from leaving the scene of
an accident for a period necessary to obtain assistance in responding to the accident
or to obtain necessary emergency medical care.

The results of any breath or blood test for the use of alcohol or a urine test for the
use of controlled substances, conducted by Federal, State, or local officials having
independent authority for the test, shall be considered to meet the requirements of
this section, provided such tests conform to applicable Federal, State or local
requirements, and that the results of the tests are obtained by the employer.

A driver who is seriously injured and cannot provide a specimen at the time of the
accident shall provide the necessary authorization for obtaining hospital reports and
other documents that would indicate whether there were any controlled substances
in their system.

REFUSAL TO SUBMIT TO AN ALCOHOL OR CONTROL SUBSTANCES TEST
The Federal Motor Carrier Safety Regulations provide that:

e Adriver or operator shall not refuse to submit to a post-accident test, reasonable
suspicion test, random selection test, or follow-up test;

e No employer shall permit a driver or operator who refuses to submit to a required
test to perform or continue to perform safety sensitive functions.

Under the regulations, actions constituting a refusal to submit to a test are:

1) Fail to appear for any test (except a pre-employment test) within a reasonable
time, as determined by the City, after being directed to do so. Fail to remain at
the testing site until the testing process is complete. However, an employee
who leaves the testing site before the testing process commences for a pre-
employment test has not refused to test.
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2)

3)
4)

5)
6)

7
8)

9)

Fail to attempt to provide a breath or urine specimen. However, an employee
who does not provide a urine specimen because he or she has left the testing
site before the testing process commenced for a pre-employment test has not
refused to test.

In the case of a direct observation or monitored urine drug collection, fail to
permit monitoring or observation of your provision of a specimen.

Fail to provide a sufficient quantity of urine or breath without a valid medical
explanation.

Fail or decline to take a second test as directed by the collector or the city.
Fail to undergo a medical evaluation as required by the MRO or the city.
However, an employee who does not undergo an evaluation as part of a pre-
employment test has not refused to test unless he or she has received a
conditional offer of employment.

Fail to cooperate with any part of the testing process.

Fail to follow an observer’s instructions to raise and lower clothing and turn
around during a test conducted by direct observation. Possess or wear a
prosthetic or other device used to tamper with the collection process.

Are reported by the MRO as having an adulterated or substituted test result.

10) Admit to the collector or MRO that you adulterated or substituted a specimen.
11) Refuse to sign the certification at Step 2 of the Alcohol Testing Form (ATF).
12) Fail to remain readily available following an accident.

Consequences of a Refusal to Submit to a Drug Or Alcohol Test

The regulations provide:

No employer shall permit a driver who refuses to submit to such tests to perform or continue

to perform safety sensitive functions. The penalty for refusing to take a mandated test for

drugs or alcohol is immediate discharge from employment with the City.

CONSEQUENCES OF A POSITIVE TEST

The regulations require an employer to immediately remove an employee from safety
sensitive duties following a positive drug or alcohol test of 0.04 BAC and above.

Alcohol Test Results of 0.04 BAC and Above
A driver who test 0.04 or above will be:

e Immediately removed from safety sensitive functions;

The penalty for a positive alcohol test is immediate discharge from the employment with the

City.

If returned to duty by an appeal authority, a driver:

e Shall undergo a return to duty alcohol test and receive a result indicating an

alcohol concentration of less than 0.02, before returning to duty;

e Shall be evaluated by a substance abuse professional (SAP) to determine that

the driver had properly followed any rehabilitation program prescribed under

the regulations;
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e Shall be subject to follow-up unannounced alcohol tests for up to 5 years,
depending on the evaluation of the substance abuse professional.

A. Alcohol Test Results of Over 0.02 BAC But Less than 0.04 BAC

No driver who is found to have a BAC of 0.02 or greater, but less than 0.04 shall
perform safety sensitive functions until the start of the driver's next scheduled duty
period, but less than 24 hours following the test.

B. Drug Tests
A driver who tests positive for drugs shall:

e Beimmediately removed from safety sensitive functions;
e Be made aware of resources for solving alcohol and drug problems.

The penalty for a positive drug test result, once the time limit for requesting a second
test of a split sample has expired, or upon receipt of a positive drug test result from
the second test, is immediate discharge from employment with the City. Employees
whose initial drug test results are positive and who request a test of the second
portion of the split sample will be suspended without pay until such time as the City
receives the results of the second test. A negative result from the second drug test
will render the first test invalid and the employee will be reinstated with back pay and
reimbursement for the costs of the second test.

If returned to duty by an appeal authority, the driver shall:

e Undergo a return-to-duty drug test with a negative test result;

e Be evaluated by a SAP to determine that the driver has properly followed any
rehabilitation program prescribed under the regulations following the initial
positive drug screen;

e Be subject to unannounced follow-up drug tests for up to 5 years depending on
the evaluation of the SAP.

SIGNS AND SYMPTOMS OF AN ALCOHOL OR DRUG PROBLEM

Drugs can show their effects in many different ways. Some of the most noticeable signs of
drug abuse are drowsiness, respiratory depression, constricted pupils, nausea, slurred
speech, excitement, loss of appetite, poor perception of time and distance, relaxed
inhibitions, disoriented behavior, watery eyes, runny nose, chills and sweats, convulsions
apathy, depression, and the use of drug paraphernalia. Some of the signs and symptoms of
alcohol misuse are the odor of alcohol, slurred speech, staggering, tremors, vomiting,
cramps, delirium, loss of appetite, using arms for balance, leaning against walls and
doorways, swaying while maintaining balance, and confusion.

Multiple substance abuse is abuse of more than one drug, either at the same time or over a
period of time and it involves any combination of:

1) Alcohol

2) Prescription drugs

3) Over-the-counter drugs
4) lllegal drugs
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Multiple substance abuse is especially dangerous different substances interact with each
other to produce unexpected effects and dangers.

Multiple substance abuse often begins with abuse of a single substance. This may happen
because once a person begins to rely on a drug, abuse of additional substances becomes

more likely.

People who abuse one substance are at a high risk for development dependence and
tolerance for other substances.

More detailed information on drugs that every driver needs to know can be obtained from
those designated persons set out on page A-2.
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APPENDIX B

CATASTROPHIC LEAVE BANK POLICY



ORDINANCE NO. 5805

AN ORDINANCE DEVELOPING, IMPLEMENTING, AND
MAINTAINING A CATASTROPHIC LEAVE BANK PROGRAM
FOR ELIGIBLE EMPLOYEES OF THE CITY OF SPRINGDALE,
ARKANSAS, PURSUANT TO ARK. CODE ANN. §14-42-123; AND
DECLARING AN EMERGENCY.

WHEREAS, pursuant to Ark. Code Ann. §14-42-123, the City of Springdale,
Arkansas, is authorized to develop, implement, and maintain a catastrophic leave
program, for the use and benefit of eligible employees of the City of Springdale;

WHEREAS, the City wishes to utilize the provisions of Ark. Code Ann. §14-42-
123 to implement a catastrophic leave bank program whereby catastrophic leave with pay
may be granted to a municipal employee if the municipal employee is unable to perform
his or her duties due to a catastrophic illness and is, or is reasonably expected to be, on
leave without pay as a result of the need for catastrophic leave; and

WHEREAS, the provisions of the Catastrophic Leave Bank (CLB) program
provide an additional source of leave benefits for all eligible participating employees; use
of CLB days may be used after a member of the CLB program has exhausted all of
his/her accumulated vacation and sick leave and any compensatory time; CLB days may
only be used for catastrophic illness and with the approval of the CLB Board; and shall
be included as Appendix B of the Employee Personnel Manual for the City of Springdale,
Arkansas.

NOW THEREFORE, BE IT ORDAINED BY THE CITY COUNCIL FOR
THE CITY OF SPRINGDALE, ARKANSAS, that pursuant to Ark. Code Ann. §14-
42-123, the City of Springdale, Arkansas, hereby creates the Catastrophic Leave Bank
(CLB) program, to be included as Appendix B of the Employee Personnel Manual for the
City of Springdale, Arkansas, as follows:

Catastrophic Leave Bank Program

A Purpose: The purpose of the Catastrophic Leave Bank (CLB)
program is to provide an additional source of leave benefits for all
eligible participating employees who have exhausted all of his/her
accumulated sick leave and any compensatory time. CLB days
may only be used for catastrophic illness and with the approval of
the CLB Board. The CLB year shall be January through
December. CLB days will accumulate in the bank from year to
year.

B. Participation: Participation in the CLB Program is on a voluntary
basis. Donations of sick leave to the CLB will not prevent
employees who are eligible for the Sick Leave Bonus at the time of
donation from receiving the Sick Leave Bonus.

C. Eligibility: A City employee is eligible for catastrophic leave
under this section if the employee:

(1) Is employed on a regular full-time basis who regularly
works a minimum of thirty (30) hours per week;

2) Has been employed by the City in the immediately
preceding twelve (12) months and during that time
regularly worked a minimum of thirty (30) hour per week.

3) Has exhausted all available leave time including sick,
vacation and compensatory time;
“@) Has provided an acceptable medical certificate from a

physician supporting the continuing absence that includes
without limitation an approximate date of return.
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(3 Has not been disciplined or counseled for an abuse of leave
during the immediately preceding twelve (12) months.

Catastrophic leave is not available to a City employee if the
employee has applied for catastrophic leave as a result of an illness
or injury that is covered by workers' compensation benefits under
applicable law.

D. Enrollment: Eligible employees may enroll in the CLB by
completing an Enrollment and Contribution Authorization Form
available in Human Resources. Open enrollment shall be

November 1% through November 30" of each calendar year, with
membership effective the following January 1%, To participate in
the CLB Program employees must irrevocably donate in one-hour
increments a minimum of one (1) working day which is considered
eight (8) hours or twenty-four (24) hours for firefighters.

In the event that a new employee may become eligible for
membership outside of the November enrollment period, he/she
may complete the Enrollment and Conitribution Authorization
Form within 30 days that he/she becomes eligible.

Membership must be renewed annually and does not carry forward
from year to year.

E. Catastrophic Leave Bank Board: All requests for CLB leave will
be reviewed by the CLB Board. The CLB Board shall consist of
five (5) members: one (1) member shall be from the Human
Resources Office and four (4) members shall be appointed by the
Mayor. The CLB Board shall elect a secretary from its members.
Approval of a request for catastrophic leave shall require a
majority vote of the CLB Board members.

The CLB Board shall:

. Only approve requests which will keep the CLB in a
positive balance;
e Solicit additional contributions from the CLB from its

members in the event the total number of available days in
the CLB is less than fifty (50);

® Ensure the proper administration of the CLB;

- Ensure that no leave contributed to the CLB is restored or
returned to the contributing employee;

- Ensure unused catastrophic leave granted to an employee is
credited back to the CLB;

o Ensure that participation is from the enrollment date and

that participation cannot be made retroactive under any
circumstances; and

. Ensure that all decisions of the CLR Program do¢ not
discriminate on the basis of a protective category as defined
in the City’s EEO Policy.

F. Process:

. The Employee requesting CLB shall complete a
Catastrophic Leave Bank Reguest Form and submit the
form to the Human Resources Office.

e The CLB days may only be used upon exhaustion of a
member’s accumulated sick leave and any compensatory
time and vacation time, and with the intention of returning
to work following sick leave.
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. Any grant of CLB shall run concurrently with leave taken
pursuant to the Family and Medical Leave Act of 1993.

. Sick leave grants made from the CLB shall be in one-hour
increments and no more than ten (10) consecutive working
days or less than one (1) eight (8) hour working day for the
individual applicant (24-hour shift for firefighters). In the
event an employee needs more than ten (10) working days,
the Employee will be required to submit a new
Catastrophic Leave Request Form.

. No applicant shall be eligible for more than three (3) grants
per calendar year (30 days per calendar year).
e Employees will not accrue leave while receiving benefits

from the CLB Program. Upon return to work the employees
leave accrual will resume.

° The Employee shall provide an acceptable medical
certificate from a physician supporting the continuing
absence is on file and includes without limitation an
approximate date of return. The City may require an
employee to receive more than one (1) physician opinion,

° Upon receipt of the request for leave, the Human Resources
Director will verify employee’s eligibility.
° The CLB Board shall consider the request and will vote to

either approve or deny the request. Human Resources will
notify the applicant of the CLB Board’s decision.
. The decision of the CLLB Board is final.

Emergency Clause. It is hereby declared that an emergency exists and this
ordinance, being necessary for the preservation of the health, safety and welfare of the
citizens of Springdale, Arkansas, shall be in effect immediately upon its passage and
approval.

PASSED AND APPROVED this 24" day of January, 2023.

ATTEST:

>\.wmm f Pyl

Denise Pearce, City Clerk

APPROVED AS TO FORM:

e N

Ernest B. Cate, City Attorney
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APPENDIX C

CITY OF SPRINGDALE COMPENSATION
PLAN
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APPENDIX "D"
CITY OF SPRINGDALE
SAFETY ORIENTATION FORM

EMPLOYEE'S NAME:

POSITION: DATE HIRED:

Circle One: New Employee Transfer Rehire

Employee & supervisor must initial completed items:

1. Purpose of orientation
2 Reporting accidents to supervisor immediately
3. Tour of facilities and equipment
4 First Aid
A. Obtaining treatment
B. Location of facilities
C. Location and names of first aiders
5. Potential hazards on the job
A. What they are
B. How to use equipment safely
C. Care and use of personal protective equipment
6. What to do in event of emergencies
A. Exists location and evacuation routes
B. Use of fire fighting equipment (extinguisher, hose)
C. Specific procedures (medical, chemical, fire, etc.)
7. Health and Safety policies and procedures (Part VI of City Personnel Manual)
8. Personal work habits
A. Proper lifting techniques
B. Horseplay, good housekeeping, no smoking policy
C. Safe work procedures
D. Proper use of fithess equipment
0. Vehicle safety

We have discussed the items checked above. | will consciously try to perform my assigned
duties safely.

Date:

Employee's signature

Date:

Supervisor's signature



APPENDIX "E"

CITY OF SPRINGDALE
EMPLOYEE SAFETY RESPONSIBILITIES

As an employee of the City of Springdale, | am responsible to:

1. Observe all City safety and health rules and apply the principles of accident prevention in my
day-to-day duties.

2. Report any job-related injury, iliness or property damage to my supervisor and seek treatment promptly.

3. Report hazardous conditions (unsafe equipment, floors, material) and unsafe acts to my supervisor, risk

manager within my department or department head.
Observe all hazard warning and no smoking signs.
Keep aisles, walkways and working areas clear of slipping/tripping hazards.

Know the location of fire/safety exits and evacuation procedures.

A o

Keep all emergency equipment such as fire extinguisher, fire alarms, fire hoses, exit doors, and
stairways clear of obstacles.

8. Not report to work under the influence of alcoholic beverages or drugs nor to consume them while on
company premises.

9. Refrain from fighting, horseplay, or distracting my fellow workers.

10. Remain in my own work area unless | am authorized otherwise.

11. Observe safe operating procedures for all equipment | am authorized to operate.
12. Follow proper lifting procedures at all times.

13. Ride as a passenger on a vehicle only if it is equipped with a rider's seat.

14. Be alert to see that all guards and other protective devices are in their proper places prior to operating
equipment.

15. Not wear frayed, torn or loose clothing, jewelry, or long unrestrained hair near moving machinery or
other sources of entanglement, or around electrical equipment.

16. Actively support and participate in the City's efforts to provide a safety and health program.

DISTRIBUTED TO (YOUR NAME):

DATE: BY:

| HEREBY ACKNOWLEDGE THAT | HAVE RECEIVED A COPY OF THE EMPLOYEE SAFETY
RESPONSIBILITIES FORM, AND THAT MY RESPONSIBILITIES WERE EXPLAINED TO ME.

Employee Signature Date





