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Welcome

Dear City Employee:

We have assembled this Employee Handbook as a guide to chart your career with the City of lowa
Falis.

We value you as part of a team of very talented and dedicated people who have come together to
serve and protect the citizens and the city. We believe that you will find it a very rewarding and
enriching experience.

The City has prepared this handbook to help you understand the City's policies and procedures. It
also explains some of the benefits that you receive as an employee of the City of towa Falls. We
hope that you will take great pride in representing yourself as part of the City of lowa Falls Tean.
If after you have read this handbook you have questions about any of our policies please ask your
Supervisor to explain or contact the City Manager with your questions. We want you to succeed
and enjoy your time with us.

The policies in this handbook may change over time and we as the City reserve the right to keep
this book relevant to our changing world and circumstances.

We would like to welcome you if you are a new Emiployee or thank you if youare a current
Employee and look forward to working together for the betterment of The City of lowa Falls.

The very best Regards,

Jody Anderson
City Manager
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CODE OF ETHICS

Employees of the City of lowa Falls have the trust of citizens who depend on a high level of
service. The level of trust creates a special responsibility for the employees of the City of
lowa Falls. Because of this, employees are expected to maintain a high level of ethical
standards, to act with integrity in all public relationships and to always conduct themselves
in a manner which maintains public confidence. This is accomplished by following the City
of fowa Falls Code of Ethics.

Employees of the City of lowa Falls shall strive to always uphold the Constitution, laws of
the United States of America, State of lowa, and the City of lowa Falls, and shall also strive
to be:

1. Honest and trustworthy in what they say and write and in all professional
relationships;

2. Dedicated to providing quality services by being cooperative and constructive, and
by making the best and most efficient use of available resources:

3. Fairand considerate in treatment of fellow employees and citizens;

4. Committed to accomplishing all tasks in a superior way, and abstaining from all job
behaviors that may tarnish the image of the City of lowa Falls;

5. Recognizing that public and political policy decisions are ultimately the
responsibility of the City Council; and

6. Dedicated to services to improve the quality of life in the City of lowa Falls.
The Code of Ethics requires hard work, courage and difficult choices. In the long run,

however, employees and citizens will always be better served by doing what is right than
what is expedient.



INTRODUCTION

PURPOSE

This Employee Handbook has been designed to help you understand basic employee
policies of the City of lowa Falls, so please familiarize yourself with its contents. It will
assist you in being aware of operating procedures and employee benefits as they apply to
you as a City of lowa Falls staff member. The City Manager and/or the City Council reserve
the right to revoke, change or supplement guidelines at any time with notice. No policy is
intended as a guarantee of continuity of benefits or rights. No permanent employment,
contract of employment or employment for any term is intended or can be implied by
statements in this Employee Handbook.

The City of Jowa Falls is committed to complying with all applicable laws. To the extent
that any law covering employees at any City of lowa Falls location is inconsistent with the
Handbook, the Handbook provisions will be modified and interpreted in such a way that
they comply with law.

WHO IS COVERED BY THIS HANDBOOK?

This Employee Handbook applies to all regular full-time and part-time employees as well
as seasonal/temporary employees who work for the City of lowa Falls. The City of lowa
Falls will mention from time to time, when a policy or practice may be the same or slightly
different for employees who are working under contract terms, or employees working
under a collective bargaining agreement. Whenever the policies, terms, conditions or
language of this Employee Handbook are in conflict with those of a collective bargaining
agreement or any other recognized employment contract, the policies, terms, conditions
and language of the collective bargaining agreement or recognized employment contract
supersede those of the Employee Handbook.



I. EMPLOYMENT

1.01 EQUAL OPPORTUNITY POLICY

The City of lowa Falls is an equal opportunity employer and is committed to fair and equal
treatment of all employees without regard to race, creed, color, religion, sex, sexual
orientation, gender identity, national origin, age, disability, veteran status, genetic
information or any other protected group under applicable state, federal or local law.

The City is committed to administer all personnel actions in compliance with federal and
state regulations. The City refrains from using policies that discriminate in such matters as
employment, promotion, demotion, transfer, compensation, benefits, training and
education. The City’s policies also prohibit sexual harassment of any kind. If any employee
feels discriminated against or harassed, he/she should direct his/her problem either to
his/her immediate supervisor, department head, City Manager, or to human resources. All
complaints will be investigated and resolved promptly. Confidentiality of the complaint
will be maintained to the extent practical.

The City will comply with all federal and state regulations regarding affirmative action.
1. CCOMMODATIONS

Employees who have any physical or mental health condition which impacts upon their
ability to perform the essential functions of their job should discuss the potential need for
reasonable accommodation with his/her immediate supervisor, department head, or City
Manager..

Any employee who is currently taking prescribed medication including over-the-counter
medication or supplements which might affect his/her ability to perform the essential
functions of his/her job or affect safety should contact his/her immediate supervisor,
department head, or City Manager_ to discuss what, if any, reasonable accommodations
may be necessary in the workplace in relationship to the employee’s medical treatment,

Facilities are made available for employees who need to take medication such as insulin
injections or lactating mothers during the course of the day. Please see his/her immediate
supervisor, department head, or City Manager regarding utilization of an appropriate space
and other necessary accommodations for these matters.

1.03 AT-WILL EMPLOYMENT POLICY

The City of lowa Falls employs its employees at-will. No policy or provision in this
Employee Handbook or otherwise is intended to create a contract binding the employee or
the City of lowa Falls to an agreement of employment for a specific period of time. Rather
the employment relationship may be terminated at any time by either the employee or the
City of lowa Falls, for any reason, with or without cause. No representative or agent of the
City of lowa Falls, other than the City Manager or Mayor with approval of the City Council,



can authorize or sign an Employment Agreement contrary to the above terms or otherwise
make any binding offer of employment for a specific term. Any legally enforceable contract
or promise of employment for a specific duration must be in writing and signed by the City
Manager or Mayor and the employee.

1.04 DEFINITIONS

Listed below are some of the more common terms that you will find in this Employee
Handbook and could describe their relation to you as an employee:

Appeal - An application for review of an alleged grievance submitted or instituted by
employees to a higher authority.

City - The City of lowa Falls.

City Employee - A person who is employed by the City and is compensated by salary or
hourly wages. Not included are elected officials, appointed members of boards,
contractors, and employees of contractors.

City Manager - Is the chief administrative officer of the City of lowa Falls, appointed by the
Mayor and City Council, who is responsible for the day to day operations of the City. The
City Manager provides that City policies are properly administered, and is also the
appointing authority for the City.

Compensation - The salary, wage, allowances and other forms of similar consideration
earned by or paid to you for working in a position.

Compensatory Time Off - Time off from work instead of monetary pay for overtime
worked.

Demotions - The movement of an employee to a job class having a lower maximum pay
grade. A reclassification is not considered a demotion.

Discharge - The separation of an employee from City employment initiated by the City.

Discrimination - A showing of bias or favoritism in treatment because of race, creed,
color, religion, sex, sexual orientation, gender identity, national origin, age, disability,
veteran status, genetic information or any other protected group under applicable state,
federal or local law.

Exempt Classification - A job not subject to the provisions of the Fair Labor Standards Act
with respect to minimum wages and overtime. Management and professional
classifications are considered cxempt.

Grievance - A formal written complaint by a City employee through proper administrative
channels alleging that her/his employment or productivity has been adversely affected by



unfair treatment, unsafe or unhealthy working conditions, inaccurate application of lowa
Falls’ policies or procedures, or unlawful discrimination.

Immediate Family - Includes spouse, child, parent, step-parent, stepchild, father-in-law,
mother-in-law, brother, sister, daughter-in-law, son-in-law, grandchild, and grandparent.

Leave - An approved absence from work as provided for by personnel policies and the
Employee Handbook.

Outside Employment - Employment of any kind engaged in by a City employee for which
compensation is received from a source other than the City of lowa Falls.

Overtime - Authorized time worked by an employee in excess of forty (40) hours in a
defined payroll week as provided for in the Fair Labor Standards Act.

Promotion - Any movement of an employee from a position in one class to'a position in
another class having a higher pay grade. Reclassifications are not considered a promotion.

Regular Full-time Employee - An employee who normally works a minimum of 37.5
hours per week for Administrative Staff and 40 hours per week for employees in all other
departments. Anyone who is considered regular full-time must enroll and participate in
the City's benefit programs.

Regular Part-time Employee - An employee who is regularly scheduled to work year-
round, less than 37.5 hours per week. Not eligible for benefit program, unless noted
elsewhere. This excludes temporary/seasonal employees.

Retirement - The separation of an employee from the service of the City that is eligible for
and receives benefits from a recognized retirement system.

Seasonal/Temporary Employee - An employee who may work full- or part-time during
one or more seasons. Not eligible for any benefit program.

Sexual Harassment - Unwelcome sexual advances, requests for sexual favors, and/or all
other verbal or physical conduct of a sexual or otherwise offensive nature where (1)
submission to such conduct is made either explicitly or implicitly a term or condition of
employment, (2) submission to or rejection of such conduct by an individual is used as the
basis of employment decisions affecting the individual, and/or (3) such conduct has the
purpose or effect of unreasonably creating an intimidating, hostile, or offensive warking
environment.

Termination - The separation of an employee from the service of the City, including death,
discharge, layoff, resignation or retirement. The termination date will be the last working
day of the employee, unless otherwise determined by the City Manager.



Transfer - The movement of an employee from onc position to another. This could be
within the same job classification or in a different classification.

Vacancy - A position duly created and not abolished which is not currently occupied by an
employee.

1.05 _PROBATIONARY PERIOD

All new employees (including employees that have been reinstated) have a normal
probationary period of one (1) year. The probationary period is considered a working test
of the employee’s ability to render satisfactory performance. The one (1) year
probationary period is mandatory for all new full-time and part-time employees.
Midway through the probationary period, the immediate supervisor, department head or
City Manager will meet with the employee to provide feedback on the employee’s progress.
After the date of hire, a full-time employee on probationary status is immediately eligible
for the following benefits:

1. Accrual and Use of Medical Time

2. Holiday Pay

3. Accrual and Use of Compensation Time

4. Workers’ Compensation (Available to part-time employees)

5. Bercavement Leave

6. Military Leave (Available to part time employees)

7. Administrative Leave

1.06 ANNIV RFORMANCE i ATE

An employee’s anniversary date is defined as his/her date of hire as a regular full-time
employee with the City of lowa Falls. If an employee receives a promotion from the City of
lowa Falls, the performance review date will be changed to the promotion date. The
anniversary date, however, remains the same. Performance reviews will normally be
completed on or near the employee’s anniversary or promotion date.

Please note: The date of hire is defined as the actual first day of employment for regular full-
time employment.



1.07 PERFOR E EVALUA

Employee performance evaluations shall be considered in:

1. Determining salary and wage increases within limits of the budget, as
approved by the City Council.

2. Determining the order of layoffs.

3. Determining a means used for promotion, demotion, discipline/corrective
action or dismissal.

S

t. Establishing, maintaining and improving employee-supervisor
communications.

08 ADMINIS N OF PERFORMANCE EVALUATIONS

Employees shall complete a self-evaluation in an honest, objective manner not more than
one (1) month prior to their anniversary date. Where applicable, the employee's direet
immediate supervisor shall also prepare an evaluation of the employee in the same
manner. If requested, a joint evaluation session with the City Manager and supervisor will
be scheduled; otherwise, the supervisor shall conduct the evaluation. Once the review
process is completed, the immediate supervisor, department head or City Manager and the
employee must sign the evaluation form, and then the document will be placed in the
employee’s personnel file.

Evaluations shall be required for all regular full-time and part-time employees on an
annual basis. An evaluation of a probationary employee shall be required before the
employee is promoted to regular full-time or part-time status. The evaluation should be
based on how an employee performs the job, and not how long he/she has been
performing the job. Completed evaluations are not open to the public, or any other persons
not authorized by the City Manager. Evaluation forms will remain a permanent part of the
employee’s personnel record.

Each employee promoted to a classification with greater pay and responsibilities shall
satisfactorily complete a one (1) year probationary period. Any employee who fails to
satisfactorily complete such probationary period shall be returned to the pay and position
he/she held immediately prior to the promotion, or to a position with equal pay and
responsibility, as the one held prior to the promotion if such previous or similar position is
unavailable.

1.09 WORKSCHEDULE

Generally, a regular workweek consists of eight (8) hours per day (seven and one-half (712)
for administrative staff), five (5) days a week. For union personnel a workweek may



consist of a variety of work schedules. Actual work shifts will be determined and set by the
department head.

In addition, there may be exceptions to the normal workweek scheduled from time to time
in various departments, which will provide emergency and continuous service. Water and
sewer services are provided by the City 24-hours a day; therefore, these personnel shall be
flexible in order to meet the demands of the position. Any exceptions to the normal
workweek which result in an employee’s schedule being altered for three or more days
must be approved by the City Manager.

OUTSIDE EMP E

Your department head shall be informed of your outside employment to avoid possible
conflict with your City of lowa Falls employment.

If outside employment interferes with your work for the City of lowa Falls, you will be
asked to resign from one or the other position(s).

Regular full-time employees of one department are prohibited from part-time ar seasonal
employment in another City department. Exceptions would be made for part-time
employment in a voluntcer position. Examples of such exceptions would be fire
department and some boards or commissions. All exceptions must be approved by the City
Manager.

111 POSITION ANNOUNCEMENTS

All announcements for positions shall be posted and/or published in such places and
periodicals as deemed appropriate. The announcement shall specify the title and salary of
the position; the nature of the work; closing date for receiving applications; and other
pertinent information.

112 NEPOQTISM

ft is the policy of the City of lowa Falls to hire the best-qualified individuals for each
position. The City of lowa Falls does not prohibit the employment of relatives of employees
who are otherwise eligible for employment. When an immediate family member is the
best-qualified person for a position, and placement does not present potential conflict
within the work assignments, that person may be employed if approved by the City
Manager. Immediate family members shall not work in the same or in a closely related
area unless the City Managev grants an exception. No one family member shall supervise
another family member.

In the event that one employee marries another employee, they may both continue to work
for the City of lowa Falls so long as it does not cause a potential conflict within the work
assignments, interfere with their performance or responsibilities, or the performance or
responsibilities of other City employees.



If a conflict arises as determined in the sole discretion of the City of lowa Falls the City
reserves the right to terminate one or both employees involved in the matter.

.13 __REHIRE

If an employee terminates from the City of lowa Falls, he/she may apply for re-employment
by submitting an application to the Office of the City Clerk.

1.14 BACKGROUND VERIFICATION

Accuracy of the information on applications for employment will be verified. This
background information may include criminal record checks, employer and salary
inquiries, and personal references.

115 LAYOFFS

When reducing staff personnel, temporary employees shall be separated before regular
employees. Such termination will be reflected in the employee’s file, and will not reflect
negatively on the employee’s work record. The City Manager shall direct layoff procedures
to be implemented when regular positions arc abolished due to lack of work, lack of funds,
or reorganization. The City Manager shall determine the number and kind of positions to
be affected, and then institute abolishment of those positions.

An employee on probationary status as a result of promotion is not exempt from being
considered for layoff. The City Manager may rehire employees who have been placed on a
re-employment list. An employee who is rehired within a twelve (12) month period shall
be reinstated and given credit for his/her previous employment for purposes of computing
vacation and other benefits. Any employee rehired after twelve (12) months will start
computing vacation leave, sick leave, and other benefits in the same manner as a new
employee.

ESIGNATION

An employee may resign by submitting a written resignation to his/her immediate
supervisor, department head or City Manager. An employee, who resigns under
suspension, or while awaiting disciplinary action, shall forfeit his/her right to seek review
of the disciplinary action. To be eligible for vacation and sick time pay-out, an employee
must give two weeks’ notice and work all scheduled hours in the notice period. Vacation or
other leave time may not be taken between the notice of resignation and the last workday,
unless approved by the City Manager. Previously approved vacation during this time may
be rescinded at the discretion of the City Manager.



A7 TU FCl

An employee leaving the City of lowa Falls for any reason, whether resignation, dismissal,
layoff, or termination, will be responsible for returning any City property which he/she
may have in his/her possession. An employee owing money to the City of lowa Falls at the
time of separation shall pay all remaining debt owed to the City of lowa Falls. All property
shall be returned prior to the issuance of the final payroll check or the replacement value of

the non-returned equipment shall be deducted from the final payroll check as noted on the
Use of City Property Authorization Form.



1. COMPENSATION PRACTICES

2.01 EMPLOYEE ACCESS TO SALARY INFORMATION

Any employee may have access to compensation information about other employees in the
normal course of his/her job.

2.02 _EMPLO OMPL ND CL FICAT

The City of lowa Falls takes seriously compliance with the Fair Labor Standards Act (FLSA)
including proper employee classification of non-exempt and exempt status, payment of
overtime and only making proper deductions regarding employce pay. Itis the City of lowa
Falls’ policy that non-exempt employees will be paid for hours worked. Deductions from
an exempt employee will be made in accordance with FLSA.

Employees should report all questions, concerns or complaints regarding these issues and
other pay issues to the Office of the City Clerk. All questions, concerns or complaints will be
promptly and thoroughly investigated and any deficiencies found will be corrected. No
employee will suffer adverse employment consequences as a result of bringing questions,
concerns or complaints regarding these issues to the Office of the City Clerk.

03 P UCTIONS
The following deductions shall be made from the paychecks of all employees:

Federal Income Withholding Tax

State Income Withholding Tax

Federal Social Security / Medicare (FICA)

lowa Public Employees’ Retirement System (IPERS)

Insurance Coverage Costs (based on City policy)

Flexible Spending Account Funds (optional)

Health Savings Account Funds (optional)

Deferred Compensation Account (optional)

Court ordered deductions such as support/garnishments (ifapplicable)

Deductions from employee’s pay shall be based upon the amounts required by Federal and
State governments. Voluntary payroll deductions requested by the employees shall be
made at the employee’s risk. Neither the City administrative staff, City Council nor the City
of [owa Falls shall be liable in any way for losses incurred by the employee in any program
for which said employee requests a payroll deduction be made. Other deductions, such as
garnishments, may be made as they are ordered by the court system or mandated by law.



2.04 PAYDAY

Employees are paid every two (2) weeks, twenty-six (26) times annually. Paydays are on
alternating Fridays. For all employees, the paycheck received represents payment for the
two (2) weeks preceding the week in which the employee is paid.

2.05 CORD

To keep an accurate record of all hours worked, each exempt and non-exempt employee is
required to complete a timesheet. Each workweek begins on Sunday at 12:01 am. All
employees should record regular hours worked, overtime hours (as approved) and non
working hours, i.e., vacation hours, sick hours, compensation hours and holiday hours, etc.
All time sheets are to be submitted to the Office of the City Clerk by 8 a.m. Monday. A
supervisor, department head o the City Manager must sign and review all time sheets.

oV NON-E ' PLOYEES

All employees are expected to work overtime when necessary and approved in advance by
the department head or City Manager. All overtime requests must be approved prior to
incurring the hours that would result in the payment of overtime or compensation time. If
you are a nonexempt employee and work in excess of eight (8} hours in any one day, you
will be paid either cash or compensatory time at a rate of time and one-half, Non-exempt
employees may accumulate up to a maximum of 80 hours of compensatory time and may
carry forward any unused hours from one fiscal year to the next. Non-exempt employees
shall be paid for hours worked once the 80 hours maximum has been reached.

Exempt employees are eligible to receive administrative time for excess hours worked.
The intent of administrative time is not to provide hour-for-hour time off, but rather to
allow management the flexibility to recognize employees who work extra time to provide
services.

2.07 LUNCH HOURS AND WORK BREAKS

Lunch Hours

Each full-time employee shall be allowed an unpaid lunch period, which shall generally be
scheduled in the middle of the work shift. Lunch periods shall be scheduled by the
department head, who will give appropriate consideration to department needs and
regulations. Such periods will not be more than one (1) hour nor less than thirty (30)
minutes.

Work Breaks
Each employee working a full shift may take a 15-minute rest break in the morning and

another in the afternoon. The immediate supervisor is responsible for determining when
and where employees take rest breaks. Rest break time does not accrue; if unused it is lost.
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2.08 DIRECT DEPOSIT OF PAY CHE

The City offers employees the opportunity to have their payroll check directly deposited
into an account held with a financial institution of the employee’s choice. Pursuant to lowa
Code (2007), Section 91A.3(3), all full-time and part-time employees hired on or after july
1,2005 will be required to participate in direct deposit of the employee’s payroll check as a
condition of employment. For employees hired prior to July 1, 2005, they may choose to
opt out of direct deposit and continue to receive a physical payroll check. Payroll checks
are not mailed and physical payroll checks must be picked up in person.

2.09 LONGEVITY

City employees shall earn longevity step pay increases according to the following schedule:

After 5 years $5.00 per month

After 10 years $10.00 per month
After 15 years $15.00 per month
After 20 years $20.00 per month
After 25 years $25.00 per month

Years of service are computed from the employee’s date of employment.
210 PA OR TEMPO NMENT

During the course of normal City operations, it may become necessary for an employee to
perform the duties of an employee in a higher classification due to an extended absence
(not to include employee on vacation) or turnover in the position. Any person temporarily
filling a vacancy in a position of higher pay grade shall receive the rate of pay of the higher
classification after performing such duties of the higher classification for five (5}
consecutive workdays. The employee shall receive the lowest pay rate in the higher
classification or the most immediate step in the classification range, which is higher than
the employee’s normal regular wage. In no event shall the employee receive less than the
employee's normal hourly wage. This is subject to the approval of the City Manager.
However, unless a permanent change of classification is made for the employee performing
the duties, he/she shall return to the original rate of pay at the end of the temporary
assignment. A temporary assignment may last no longer than 120 working days.



11I. EMPLOYEE BENEFITS

3.01 VACATION

Eligibility: Unless covered otherwise by contract or other employment agreement, all
regular full-time employees shall be eligible for vacation on their anniversary date
according to the following applicable schedule, subject to meeting all conditions herein
including expressly providing proper notice of voluntary termination as set forth under

“Termination of Employment / Vacation and Sick Time.”

NON-EXEMPT EMPLOYEES

Vacation Maximum
Service Requirement Days with Accumulation
Pay Hours
After one (1) full year of service ' 10 160
After seven (7) full years of service 15 200
After fifteen (15) full years of service 20 240

One (1) extra
day of vacation
for each year
worked past

After twenty (20) full years of service

240 hours, plus
8 additional
hours for each
year worked

20th year past 20
EXEMPT EMPLOYEES
Vacation Maximum
Service Requirement Days with Accumulation
Pay Hours
After one (1) full year of service 10 160
After three (3) full years of service 15 200
After eight (8) full years of service 20 240

One (1) extra

240 hours, plus

After fifteen (15) full years of service day of vacation 8 additional
for each year hours for each
worked past year worked

15th year past 15

3.02_ VACATION SCHEDULING / USAGE

Employees shall schedule vacation, with the approval of their immediate supervisor,
department head or City Manager, in accordance with the work activity of the City of lowa



Falls. Requests for vacation leave in excess of four (4) days must be submitted ten (10)
days prior to the requested days.

Should an employee become ill during his/her approved vacation period, the time involved
shall be reported as vacation time. If a holiday occurs during the employee’s scheduled
vacation period, the day is treated as a holiday and not vacation.

Employees receiving twelve (12) days of vacation or less are strongly encouraged to take
five (5) consecutive days and the remaining amount of days may be split up or taken all at
once.

Employees receiving seventeen (17) days of vacation or less are strongly encouraged to
take five (5) consecutive days and the remaining amount of days may be split up or taken
all at once.

Employees receiving eighteen (18) days of vacation or more are strongly encouraged to
take two (2) increments of five (S) consecutive days and the remaining amount of days may
be split up or taken all at once.

3.03 EMERGENCY VACATION USAGE

All employees who require immediate time off from work may use their vacation or
compensation hours as necessary. All employees are required to notify their immediate
supervisor, department head or City Manager of the expected time off from work and also
provide an estimated return to work.

3.04 CARRYING OVER OF VACATION TIME

Employees may carry over a maximum of 80 hours of vacation time from one year to the
next upon approval of the respective department head and City Manager. All hours over
the maximum carryover of 80 shall be lost. Application to carry over unused vacation time
must be submitted for approval thirty (30) days prior to the employee's anniversary date.
Applications received within the thirty (30) day window will not be approved. If approved,
carry over hours must be used within 90 days after the employee’s anniversary date or
they will be lost. No extensions will be given beyond the 90 day period. As of the
employee's anniversary date, the maximum amount of vacation credited to an employee
shall not exceed the amount an employee shall receive for years of service based upon the
above schedule plus 80 hours. The City does not make cash payments in lieu of not taking a
paid vacation.

3.05 TERMINATION OF EMPLOYMENT / VACATION, COMPENSATORY AND MEDICAL
LEAVE

When an employee voluntarily terminates, the employee will be paid for the number of
vacation days he/she has not used at the time of termination and a percentage of the
employee’s unused sick days, but only if the employee has given the required advance
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notice. To receive pay for vacation leave and sick leave, employees must give a two (2)
week written notice and work ali scheduled hours within the notice period. Vacation or
other leave may not be taken in lieu of notice.

An employee not giving the required notice will NOT be paid for accrued vacation leave or
sick leave. Advance notice will be calculated from the day it is received in writing by the
Office of the City Clerk.

Upon termination, vacation, compensatory and sick leave pay shall be computed on the
employee’s current rate of pay. Terminating employees with five (5) years of continuous
service shall be paid 20% of accumulated sick leave, not to exceed a total of 24 days.

Please note: Upon the death of an employee, an amount equal to the unused annual
vacation shall be paid to the designated beneficiary of the deceased. A death beneficiary
form will be available in the Office of the City Clerk.

3.06 INVOLUNTARY TERMINATION OF EMPLOYMENT AND PAYMENT OF

REMAINING VACATION AND MEDICAL LEAVE

Any employee who is discharged by the City of lowa Falls for cause shall not be entitled to
his/her unused vacation hours or sick time.

3.07 HOLIDAYS

The City of lowa Falls observes the following holidays when they occur or are celebrated
during the employee's regular workweek:

1) New Year’s Day

2) President’s Day

3) Memorial Day

4) Independence Day

5) l.abor Day

6) Thanksgiving Day

7) Day after Thanksgiving
8) Day before Christmas
9) Christmas Day

10}  Employee Birthday
11}  One Floating Holiday

Regular full-time employees shall be paid for each of the holidays listed above at their
normal rate of pay. Employees required to work on a holiday shall be paid at the rate of
one and one-half (1%2) their normal rate of pay for all hours worked in addition to the
employee's holiday pay.

If a paid holiday falls on a Saturday, the holiday will be observed on the preceding Friday.
If a paid holiday falls on a Sunday, the holiday will be observed on the following Monday.
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The City of lowa Falls does not provide Veteran's Day as a paid holiday for employees. [f
you would like to take Veteran's Day off you may take it as unpaid or utilize any accrued
vacation you may have available to you. You must provide thirty (30) days written notice
of your intent to take the Veteran's Day holiday to his/her immediate supervisor,
department head, or City Manager. If the number of employees requesting the holiday
would detrimentally affect operations the holiday will be granted to those employees who
can provide the City of lowa Falls with a federal certificate or similar documents showing
release or discharge from active duty.

REL Y OBSERVATION

Employees who wish to observe a religious hohiday that falls during their regularly
scheduled workweek shall use vacation time or floating holiday. In the event no paid time
is available, the employee may request an unpaid one or two-day leave of absence.
Requests must be written and received no later than two (2) weeks prior to the occurrence
for review and approval by the immediate supervisor, department head or City Manager.

3.09 CONTINUING EDUCATION / SEMINARS

The City of lowa Falls encourages its regular full-time employees to attend conferences,
seminars and training sessions of benefit to the employee in enhancing job performance,
skills and knowledge.

A request for approval to attend conferences, seminars or training sessions must be
submitted on proper forms and signed by the department head. This form should then be
given to the City Manager. For a detailed description of policies and procedures on
employee training and travel, refer to the Travel Policy in Section 4.

EMPLOYEE (INSU C FIT.

The City of lowa Falls has established a comprehensive employee benefits program
designed to assist employees and their eligible dependents in mecting the financial
burdens that can result from illness, disability, or death and to help plan for retirement.
Unless noted otherwise, in this Employee Handbook or in the benefit contracts, all regular
full-time employees become eligible for benefits on the first day of the month following
their date of hire as a regular full-time employee. Any employee benefit paid 100% by the
City requires the eligible employee to enroll.

All employee benefits will be subject to all terms and conditions of the contracts and
certificates with the insurance carriers. The benefit descriptions contained in this
Employee Handbook are very brief, with the intention of providing a list of benefits
available. Enrollment and additional benefit descriptive materials will be provided to each
eligible employee. The City has a benefits-portal website which stores your benefit
information, benefit books, forms, descriptions, etc. in one easy to access location. Log on



to the portal from any Internet location: http://cif.benefits-portal.com {password:
cifpassword: benefits).

HEALTH INSURANCE

The City of lowa Falls provides a Group Health Plan that is selected solely by the City. The
City pays a portion of the premium for single or family coverage for each eligible employee.
All employees shall contribute to a portion of their respective insurance coverage. The
amount of contribution shall be determined annually by the City Council. Please see 3.10
above and/or the City Clerk regarding eligibility. As part of the City’s policy, a Health
Savings Account will be established in the name of the employee at a financial institution of
the City's choosing. The City will deposit an amount into each employee’s account annually
atan amount and distribution schedule determined by the City on an annual basis.

BASIC LIFE INSURANCE

The City provides to each eligible employee a $40,000 Life and a $40,000 Accidental Death
and Dismemberment insurance policy. In addition, the City also provides a $20,000 Life
insurance policy for the employee’s spouse, and'a $2,000 Life insurance policy for eligible
children. The City pays 100% of the cost of the basic Life and Accidental Death and
Dismemberment benefits. Please see 3.10 above and/or the City Clerk regarding eligibility.

VOLUNTARY LIFE INSURANCE

The City provides the opportunity for employees to purchase additional Life and Accidental
Death and Dismemberment insurance for themselves and eligible family members. Medical
underwriting (health questions) may be required. The premium is paid 100% by the
employee through payroll deduction. Please see 3.10 above and/or the City Clerk
regarding eligibility.

LONG-TERM DISABILITY

The City provides to each eligible employee a Long-Term Disability benefit of 60% of
monthly salary to a maximum of $3,000 per month for qualified non- work related
accidents or illnesses. The City pays 100% of the cost of the Long-Term Disability policy.
Please see 3.10 above and/or the City Clerk regarding eligibility.

EMPLOYEE ASSISTANCE PROGRAM (EAP)

The City provides to each cligible employee an EAP program. This program provides
confidential counseling to the employee and eligible family members. The City pays 100%
of the cost of the EAP program. Please see 3.10 above and/or the City Clerk regarding
eligibility.
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SECTION 125

The City provides to each eligible employee a Premium Pre-Tax program and the
opportunity to participate in a Flexible Spending Account (FSA) under IRC Section 125.
Please see 3,10 above and/or the City Clerk regarding eligibility.

Premium Pre-Tax: Your cost for eligible benefits are payroll deducted on a pre-tax basis
See the Benefit Election Form to determine which benefits are eligible for pre-tax. Your
eligible premiums will automatically be payroll deducted pre-tax.

Flexible Spending Account (FSA): The City provides you the opportunity to pay for out-
of-pocket dental, vision, and dependent care expenses with pre-tax dollars through an FSA.
An FSA lets you set aside a certain amount of your paycheck into an account before paying
income taxes. During the year, you may use these funds to pay for qualified expenses with
pre-taxed dollars. When participating in a FSA, you can save approximately 25% of each
dollar spent on these expenses. (Note: if you are not enrolled in the City's Group Health
Plan with a Health Savings Account you may be eligible to enroll in a ‘general purpose’ FSA
which allows health care expenses over and above dental and vision to be reimbursed pre-
tax. See the enrollment materials for additional detail.)

WELLNESS PROGRAM

The City provides each eligible employee with the opportunity to participate in a voluntary
wellness program. This program provides the tools and resources to allow employees to
lead a healthy life. Please see 3.10 above and/or the City Clerk regarding eligibility.

COBRA

By law the City must offer continuation of health coverage to employees and dependents
covered by the health insurance who lose coverage due to certain qualifying events.

Pleasc contact the City Clerk’s Office for a summary of your rights and obligations under
the law.

11 KERS' COMPENSATION

Employees are covered by workers’ compensation insurance to provide for payment of
medical expenses and for partial salary continuation in the event of a work-related accident
orillness,

[f an employee is injured or becomes ill due to a work-related incident, the employee must
report such injury or illness to his/her immediate supervisor as soon as possible.
Employees who experience an illness or accident due to a work-related incident will be
required by the City of lowa Falls to complete a Report of Accident form. The employee’s
supervisor and any witnesses to the incident will also be required to complete a statement.
Failure to report on-the-job illness or accident due to a work-related incident may result in
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disciplinary action or benefit disqualification. If an accident occurs, an employee will be
required to participate in a drug screen. Refusal of a drug screen is considered grounds for
termination.

2 PL E MPENSATION

The City of lowa Falls contributes to the Unemployment Compensation Plan. Employees
must satisfy the eligibility requirements of the law before receiving benefits,

3.13 RETIREMENT

All regular full-time employees may participate in retirement plans in accordance with the
terms and conditions of each plan. Further information is available in the Office of the City
Clerk. :

1 B |

The HST shot series is available to all City staff and provided by the City. Each staff person
has the option to receive or not to receive this series. If an eligible staff person elects not to
receive the series, he/she must sign an authorization form stating his/her refusal. If an
eligible employee elects to receive the series, he/she may do so from a provider of his/her
choice or a public health organization. Upon documentation of the series initiation, the
employee or the provider will be compensated for the series cost. If the private provider is
chosen, reimbursement will not exceed the amount of the cost to the City of providing the
injection. Any additional cost in such case must be borne by the employee. Failure to
proceed with the series of HST injections within 30 days of serum order waives the City’s
offer to pay for the series. In this case, the employee must reimburse the City any HST-
related fees paid to the employee or any provider on his/her behalf, or such fees shall be
withheld from the employee’s subsequent paycheck.



1V. TRAVEL POLICY
4.0 E PU S

Whenever an employee travels on behalf of the City, whether it is for business or training,
the policies and procedures stated herein shall apply. It is the expressed purpose of these
policies and procedures to provide the employee with reasonable travel accommodations
and related expenses, while maintaining prudent spending policy. It is each employee’s
responsibility to learn and abide by these rules. The policies and procedures found in this
manual supersede all previous policies, directives and rules governing City travel.

4.02 GENERAL POLICIES

Budget appropriations for travel and training should be reviewed by the department head
prior to requesting travel approval. Travel requests that exceed budget balances will not
be automatically approved and will require substantial justification to merit approval.

Expenses submitted for reimbursement must be accompanied by the actual receipt for the
expense. Without a proper receipt, the reimbursement will not be approved. Advances
made to the employee must be supported by attaching receipts to the post travel expense
report.

Expenses for entertainment, alcohol, or expenses for non-City employees, including
spouses, and for any cxpense deemed wasteful or extravagant will not be reimbursed.

Costs incurred above the applicable expense ceilings will not be paid and are the
responsibility of the employee, unless prior approval from the City Manager is obtained.

Employees are expected to seek the most reasonable prices available for lodging, meals and
fares, considering location and services. Lodging arrangements should accommodate two
(2) employees per room. Unless the circumstances prevent sharing a room, the City will
not pay for each individual employce to occupy his/her own room when two (2) or more
employees are attending the same event. Employees should carpool to events when more
than two (2) employees are attending.

When traveling in a group, each employee is responsible for paying and accounting for
his/her own meals and incidental expenses. However, payment and accounting of
registration fees, transportation and lodging can be consolidated and either advanced or
reimbursed to one person in the group. ’

For the purpose of this Employee Handbook, a full day is when departure for the business
trip occurs prior to 8 a.m. and return is after 5 p.m.

Before training and/or conference travel occurs, the appropriate approvals must be
obtained. Requests for advancements and reimbursements shall be made on the proper
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forms and include all documentation as required. The forms must be fully completed
including the brief narrative report on the purpose for the training or travel.

4.03 APPROVALS

To attend any training seminar or conference requiring travel expense, an employee must
first obtain approvals from his/her department head. Both the City Clerk and City Mahager
must also review and approve the request.

4.04 ADVANCES

An advance of funds for actual or estimated travel expenses will be made upon proper
request. Travel expenses eligible for advanced funding include registration, lodging,
mileage, public transportation (air, rental car, cab, rail or bus), and meals within the daily
expense ceiling. - Incidental expenses are considered reimbursable and will not be
advanced. None of the funds advanced may be used for any purpose other than those
applied for on the form, even if the employee intends to subsequently reimburse the City
those funds. For example, the employee may not use the advance for entertainment or
similar personal expense even if they intend to repay the City. An advance must be

requested a_minimum of five (5) working days prior to its jssuance. Except for

registration fees, advances for expenses less than $30 will not be made. The following
routine sequence applies: department head, City Clerk, and City Manager.

4.0 IMBURSEMENTS

A request for reimbursement of actual travel expenses must be submitted within ten (10)
working days of the end of the trip. To receive reimbursement for an eligible expense, the
corresponding receipt must be attached. Travel expenscs eligible for reimbursement
include registration, lodging, mileage, public transportation, meal expense and incidental
expenses such as tips, parking fees, business telephone use and business supplies.

Ineligible expenses include, but are not limited to, the following: entertainment, alcoholic
beverages, gifts, personal calls, laundry, any expense for spouse, dependents, guests, or
other non-City employees, transportation costs or mileage for travel unrelated to City
business and any incidental expense not pre-approved. The routing of the request is:
department head then City Clerk.

4.0 -S TRAVE
Unless another mode of transportation is specifically approved by the City Manager, all in-

state travel will be by either City vehicle or private car. In the case of the latter, mileage at
the current allowable IRS rate will be paid.
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The following expense ceilings apply to in-state travel:
¢ Lodging- $100 per day
o Meals - $40 per full day and $30 per half day

4.07 OUT-STATE TRAVEL

Unless time is a critical factor, all out of state travel within five (5) hours driving time will
be by car. Air travel will be approved, in lieu of the car, in those instances where it is
deemed absolutely necessary. For car travel, mileage at the current allowable IRS rate will
be paid.

The following expense ceilings apply to out-state travel:
o Lodging- $120 per day
¢ Meals - $40 per full day and $30 per half day

Travel to a major metropolitan area (population of one-half million or more):
¢ Lodging - $160 per day
» Meals - $60 per full day and $40 per half day

4, TRANSPORTATION

Arrangements for travel by airline are to be made with the assistance of the City Clerk.
Coordinating the purchase of air transportation in this manner is intended to secure the
lowest possible fares and to reduce complications. All air travel will be by coach class. No
first class fares will be paid by the City. Travel by rail or bus may be arranged by the
department head, with the assistance of the City Clerk if desired. Preferably, requests for
airline tickets should be made well in advance of the travel date, but under no
circumstances less than fourteen (14) days from that date.

4.09 LODGING

Arrangements for lodging should be made through the City Clerk. This manner of
purchasing is intended to secure reasonable rates and to avoid paying sales tax. When it is
not possible to make lodging arrangements through the City Clerk, the employee may
secure the room on his/her credit card and request an advance. Regardless of an advance
or a reimbursement, the employee must submit a hotel/motel bill upon completion of the
trip. A credit card receipt alone is not sufficient documentation. An amount up to the
expense ceiling will be advanced, unless pre-approval for a higher amount is given.

410 ROUTINE TRAVEL

Routine travel for mileage, meals, and parking for regular in-state meetings of professional
organizations, in which the employee holds membership, may be filed for reimbursement.
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4.1 0 UTING

Forms for approvals, advances, reimbursements, etc. are to be forwarded to department
head, City Clerk, and City Manager, for signing, then to City Clerk for processing and filing;
copies are then returned to: department head for notification to the employee.



V. ABSENCE FROM WORK

5. BSENCE / TARDINESS

The City of lowa Falls places a strong emphasis on employee attendance and promptness.
Absenteeism or tardiness that is unexcused or excessive in the judgment of the City of lowa
Falls is grounds for disciplinary action, up to and including termination. Excessive
absenteeism and/or tardiness may also substantially affect an employee’s eligibility for a
salary increase. If an employee knows he/she will be late or absent without prior approval,
the employee is required to notify his/her immediate supervisor, department head or City
Manager within thirty (30) minutes of his/her regularly scheduled start time to advise
him/her of the situation.

An employee will not, except in highly unusual circumstances, have the opportunity to
make up for tardiness. Only a supervisor, department head or City Manager can grant such
permission.

5.02 _OFFICE CLOSING

If the City Manager announces by public broadcast that City offices are closed, then only
persons designated as “essential personnel” need to report to work. Employees considered
“essential personnel” will be notified by their immediate supervisor if they are required to
report to work.

All leave or absences due to inclement weather shall be unpaid unless the employee elects
to take available vacation, compensatory time, or personal holidays with approval of the
immediate supervisor (and in accordance with the bargaining agreements, where
applicable).

503 U THORIZED L -

This is defined as any absence from duty, which has not been granted or approved in
accordance with established policy or procedure. In such cases, pay shall be denied for the
entire period of absence, in addition to any other discipline, up to and including
termination, to be determined by the City Manager.

However, where the City Manager determines that conditions rendered prior approval
impractical, vacation or medical leave shall be charged. An unauthorized absence by an
employee of three (3) or more working days shall be considered a voluntary resignation.
Instances of unauthorized leave shall be grounds for termination from employment. Any
verified cases of an employee knowingly claiming pay for hours worked when he/she was
actually absent from duty shall be grounds for immediate termination.



5.04 _SICK LEAVE

The City of lowa Falls recognizes that inability to work because of short-term illness or
injury may cause economic hardship. The City of lowa Falls also recognizes that employees
may require time off to secure necessary treatment for illness or disabilities. For these
reasons, the City of lowa Falls provides paid sick leave to full-time employees.

Employees eligible for sick leave because of a bona fide personal or immediate family
(spouse, child/children, parents, stepchild/children, foster child/children, stepparents)
sickness or injury should adhere to the following guidelines.

1)

2)

3)

4)

5)

6)

7)

Employees shouid report directly to their immediate supervisor, department head
or City Manager no later than their regularly scheduled starting time so
arrangements can be made for temporary coverage where appropriate. Employees
may not give notice to their immediate supervisor, department head or City
Manager by electronic means (i.e,, text, voicemail, e-mail) but shall talk directly with
their immediate supervisor, department head or City Manager. Employees must
advise their immediate supervisor, department head or City Manager of the reason
for the absence so that the City of lowa Falls can determine if the reason qualifies for
Family and Medical Leave. Employees should inform their immediate supervisor,
department head or City Manager when they plan to return to work. in addition, on
at least a daily basis, continue to keep immediate supervisor informed of their
status.

Employees with an absence likely to extend three (3) consecutive calendar days or
longer shall be required to complete a request for Family and Medical Leave. In the
event of an illness likely to extend three (3) consecutive calendar days or longer, the
City Manager should be contacted immediately.

Paid sick leave is accrued time off and is earned at the rate of one and one-half days
per month of continuous employment.

Eligible employees may carry over sick leave from year to year. Maximum accrued
sick leave for all full-time employees is 120 days. Employees are paid for accrued,
unused sick leave at the time of voluntary termination in accordance with policy in
Section 3.05.

Accrued sick leave shall be used for doctor / dental appointments.

A signed physician’s statement shall be required prior to an employee being
permitted to return to work following sick leave of three (3) consecutive days or
more. The City of lowa Falls may at its discretion require additional certification or

a second medical opinion.

Sick Leave may be taken in excess of time accrued with approval of the City
Manager. If approved, this medical leave will be taken without pay.
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8) Upon returning, following sick leave, all employees shall fill out a City of lowa Falls
absentee form, to be included in their personnel file.

5.05 SICK LEAVE POOL

Because the City of lowa Falls does not provide short-term disability coverage to its
employees, the sick leave accrual policy is very generous. Employees accrue eighteen (18)
days of sick leave per year and can accrue a total of one hundred-twenty (120) days of sick
leave. Employees are encouraged to save time in the event they should need extended
leave. Realizing extraordinary situations may arise, a sick leave pool has been established.

Contributions to Sick Leave Paol

The sick leave pool consists of leave hours contributed by employees. An employee
wishing to contribute time may do so as long as his/her combined sick leave and vacation
balance does not fall below four (4) weeks. All contributions made to the pool are
voluntary and confidential. Contributions are made to the pool, not to a designed
individual. Only sick leave and vacation time (not floating time) may be contributed to the
sick leave pool.

Employees interested in contributing to the sick leave pool must complete a Sick Leave
Pool Contribution Request Form. Full day increments only may be contributed. All
requests must be submitted to the Office of the City Clerk.

Terminating employees may not contribute their sick leave to the pool.

Withdrawal fram the Sick Leave Pool

Eligibility: An employee must have worked for the City of lowa Falls at least one (1)
continuous year to be eligible to withdraw time from the sick leave pool. Employees
applying for sick leave pool time must have exhausted all of their accrued sick, floating
holiday, compensation and vacation time off. Eligibility is further limited to employees in
good standing with no formal disciplinary write-ups within a given year. The request
should be submitted to the employee’s immediate supervisor.

Reasons for Withdrawal: Employees must qualify for sick lcave due to a serious health
condition of the employee or the employee’s spouse or kindred to the second degree, as
defined in the City’s Family and Medical Leave Policy, Section 5.06.

Maximum withdrawal from the sick leave pool is four (4) weeks per rolling twenty-four
(24) month period.

5.06 D L E

[n accordance with the Family and Medical Leave Act of 1993 (FMLA), the City of [owa Falls
provides its employees family and medical leave for those who have been employed at least

25



twelve (12) months with 1,250 hours of service during the previous twelve (12) months.
The provisions, requirements and definitions of the FMLA and its regulations will be
followed in applying this policy.

Eligible employees are entitled to twelve (12) weeks of leave during a “rolling” twelve (12)
month period measured backward from the date of the employee’s use of the leave. Leave
may be paid or unpaid; a combination of paid and unpaid time, depending on the
employee’s accrued sick leave or vacation; or eligibility for workers' compensation.
Eligible employees are entitled to leave based on the following:

1) To care for a newborn child;
2) To care for an adopted or foster child who has been placed with the employee;

3) To care for the employee’s spouse, child or parent when that individual has a
serious health condition;

4) A serious health condition that requires inpatient care in a hospital, hospice, and/or
residential medical facility, or a condition that affects regular daily activity for more
than three calendar days and also involves continuing treatment by a health care
provider; or

5) Caringfora disabled Service member and certain forms of exigent circumstances.

A Serious Health Condition means an illness, injury, impairment, or physical or mental
condition that involves one of the following:

1) Hospital Care Inpatient Care in a hospital, hospice or residential medical care
facility, including any period of incapacity or subsequent treatment in connection
with or consequence to such inpatient care.

2) Absence Plus Treatment A period of incapacity of more than three (3) consecutive
calendar days (including any subsequent treatment or period of incapacity relating

to the same condition), that also involves:

a) Treatment two (2) or more times by a health care provider, by a nurse or
physician’s assistant under direct supervision of a health provider, or by a
provider of health services under orders of, or on referral by a health provider,
or

b) Treatment by a health care provider on at least one (1) occasion which results in
a regimen of continuing treatment under the supervision of the health care
provider.

3) Pregnancy Any period of incapacity due to pregnancy, or for parental care.
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4) Chronic Conditions Requiring Treatment A chronic condition which:

a) Requires periodic visits for treatment by a health care provider, or by a nurse or
physician’s assistant under direct supervision of a health care provider;

b) Continues over an extended period of time (including recurring episodes of a
single underlying condition); and

¢) May cause episodic rather than a continuing period of incapacity.

5) Permanent / Long-term Conditions Requiring Supervision A period of incapacity
which is permanent or long term due to a condition for which treatment may not be
effective, the employee or family member must be under the continued supervision
of, but need not be receiving active treatment by, a health provider. Examples
include Alzheimer's, a severe stroke, or the terminal stages of a disease.

6) Multiple Treatments (Non-Chronic Conditions) Any period of absence to receive

multiple treatments (including any period of recovery therefrom) by a health care
provider or by a provider of health care services under orders of, or on referral by a
health care provider, either for restorative surgery after an accident or other injury,
or for a condition that would likely result in a period of incapacity of more than
three (3) consecutive calendar days in the absence of medical intervention
treatment, such as cancer (chemotherapy, radiation), severe arthritis {(physical
therapy), and kidney discase (dialysis).

Requesting leave. If the need for a leave is foreseeable, the employee must give thirty
(30) days notice by notifying his/her immediate supervisor and the Office of the City Clerk.
Ifit is not foreseeable, the employee must give as much notice as possible. This gencrally
means notifying your immediate supervisor and the Office of the City Clerk within one (1)
or two (2) workdays of the time an employee first learns of the need for leave, unless
extenuating circumstances exist. An employee who does not provide appropriate notice
may have the leave approval delayed. If the leave is foreseeable, the employee shall,
subject to the approval of the health care provider, schedule treatment so as not to disrupt
the City of lowa Falls' operation. An employee requesting leave will be provided a copy of
this policy, a summary of FMLA rights and duties and an Acknowledgement Form to be
signed and returned and other forms as needed such as a provider certification.

Health care provider certification. Employees who request FMLA leave because of a
serious health condition, whether their own or a family member’s, also must submit a
completed “Certification of Physician or Practitioner Form.” to the Office of City Clerk
before the leave can be approved. The employee will, in most cases, also be provided a
statement of job functions, if appropriate. The City of lowa Falls does not request or review
genetic information as part of its employment practices. If genetic information is mistakenly
received it will be shredded.



The Certification, if required, must be completed by the appropriate health care provider
and returned by the employee within fifteen (15) days of the employee receiving it. If a
Certification is not returned as required, the leave, continuation of the leave or restoration
following the leave may be denied. In certain circumstances, additional medical opinions
or recertification may be required.

Amount of leave. Each eligible employee is entitled to a maximum of twelve (12)
workweeks of family and medical leave in any twelve (12) month period, except that if an
employee and his/her spouse both work for the City of lowa Falls they are collectively
entitled to take no more than twelve (12) weeks of leave to care for a parent with a serious
health condition and/or to care for a newborn, adopted or foster child. However, each
employee is cligible to take any unused portion of the twelve (12) week for his/her own
serious health condition, the care of a seriously ill child, or the care of the other spouse.

A leave to cate for a newborn or newly adopted or newly placed foster child must be taken
during the twelve (12) month period beginning on the date of the birth or placement.
Unless medically necessary, leave taken for one of these reasons may not be taken on an
intermittent or reduced schedule basis.

During a leave, an employee must use accrued sick days, compensatory time, and vacation
if available unless the employee is on workers’ compensation. An employee may retain up
to five (5) days of accrued vacation time while on approved leave. Workers' compensation
benefits will be paid to an employee whose serious health condition is a result of a work-
related illness or injury.

Intermittent leave. Employees taking leave because of theirr own or a relative’s serious
health condition can take their allotment of FMLA leave intermittently or in accordance
with a reduced work schedule if this is medically necessary as indicated in a Certification of
Physician or Practitioner. Where employees have some contro! over the timing of their
leave, they are expected to consult with their immediate supervisor to try to arrange a
mutually acceptable time. Employees taking leave to care for a newly born or newly placed
child do not have a legal right to take intermittent leave. If an employee requests
intermittent leave or leave on a reduced schedule that is foresceable based on a planned
medical treatment, the employee may be required to transfer temporarily to an available
alternative position for which the employee is qualified and which better accommodates
recurring periods of leave than does the employee's regular position.

Family leave relating to service members.

Leave Relating to Care of a Service Member

1. A spouse, child, parent, or designated next of kin (nearest blood relative} may
receive up to twenty-six (26) work weeks of unpaid leave in a rolling twelve (12)
month period to provide needed care for a service member.

2. Aneligible service member must be:

a. amember of the armed services, including National Guard or Reserves:



b. who, while on active duty, sustained a serious injury or illness in the line of duty
that renders that person medically unfit for duty; and
¢. who is undergoing treatment, including outpatient treatment, through a military
facility for such serious injury or illness; or
d. ison the temporary disability retired list for such serious injury or illness.
3. Medical certification is required for the type of leave requested.

eave Relatin xige ili jrcumstances
1. A spouse, child, or parent of a service member called to active duty may receive up
to twelve (12) work weeks of FML due to exigent circumstances relating to the
active duty assignment.
2. Exigent circumstances may include deployment ceremonies, time to arrange for
alternate child care, time to complete legal issues and other matters.
3. Certification of such exigent circumstances is required.

Genera ui
1. To receive service member related FML, the employee must otherwise be eligible
for FML, meeting all FML requirements.
2. No combination of FML for any reason may exceed twenty-six (26) weeks in any
twelve (12) month period.
3. Leave may be taken consecutively or intermittently.
4. All other requirements of the FML policy apply to service member leave.

Compensation and benefits during leave. FMLA leave is unpaid unless it is taken
together with accrued paid leave. While on leave, the employee’s health insurance will
continue with the same coverage and cost to the employee as it would if the employee were
continuing to work. An employee's failure to pay the employee's share of the premium
within thirty (30) days after it comes due may result in the cancellation of coverage. FMLA
leave does not cause employees to lose any previously accrued employment benefits.

Employees on Family Medical Leave with retirement plan loans are required to make
regularly scheduled payments. Family Medical Leave represents a change in family status
for purposes of reimbursable medical expense spending accounts, dependent care
spending accounts and health/dental insurance enrollment,

Reinstatement following leave. On return from Family Medical Leave, an employee is
entitled to be returned to the same position or to an equivalent position with equivalent
benefits, pay, and other terms and conditions of employment. An employee, however, has
no greater right to reinstatement or to other benefits and conditions of employment than if
the employee had been continuously employed during the leave period. Paid time off
benefits will not accrue while an employee is on unpaid leave. An employee who is
returning from Family Medical Leave for the employee’s serious health condition will
normally be required to furnish a fitness-for-duty statement prior to assuming job duties.
Employees who fail to return to work from Family Medical Leave will be considered to
have voluntarily resigned and may be required to repay health insurance premiums paid
by the City of lowa Falls during the leave,

29



Privacy and leave requests. Employees must inform their immediate supervisor that
they need family or medical leave and when they expect to be absent. However,
supervisors should not ask or inquire about the reasons for the employee's Icave request.
Instead, to ensure the worker's privacy, the Human Resource Department makes any
necessary inquiries and evaluates whether there is a medical need for the leave. The
Human Resource Department also is responsible for ensuring that all medical information
provided by employees is maintained in confidence. Some communication with employees
or others, such as anticipated length of leave, may be necessary to address scheduling or
other work related issues.

Compliance with FMLA requirement. This policy is intended to comply with FMLA and
should be interpreted in light of regulations implementing that act. In particular, terms
used in this policy have the meanings they are given in the regulations implementing FMLA.

Effect of state law. Employer complies with all requirements, prohibitions, and other
provisions of the state and local laws applicable in areas where it operates or does
business. If a state law entitles an employee to more generous benefits than FMLA does,
the employee receives the more generous benefit.

Other pregnancy leave. An employee who does not otherwise qualify for FML (i, not
worked 12 months or 1,250 hours) will qualify for up to a maximum of eight (8) weeks of
pregnancy and pregnancy-related leave for a pregnancy. All requirements of the City of
lowa Falls’ leave policies apply. This leave is event based (pregnancy) and is not calculated
based on a 12-month period.

07 p DISAB

Employees who do not qualify for FML due to number of hours worked or length of
employment with the City and who have medically certified temporary disabilities may
apply for te a leave of absence according to the rule governing leave. FML and temporary
discretionary leave as described here may not be combined. Any combination of leave may
not exceed twelve (12) weeks in any leave year. Employees may be granted up to a
maximum of twelve (12) weeks leave at the discretion of the City Manager. When said
employee gives notification to the City Manager of the desire to return to work, along with
a medical release to work, the City shall reinstate said employee within two (2) weeks from
receipt of notification. Employees will be expected to utilize sick, vacation, compensatory
and/or other leave at the start of the leave of absence. Any time remaining on an approved
leave of absence once all leave is exhausted shall be unpaid. Employees on paid leave will
accrue seniority and benefits according to the City’s benefit provisions. Any employee who
does not report back to work by the expiration date set forth in the leave of absence notice,
or who accepts other employment while on leave from the City, will be considered to have
voluntarily resigned employment with the City.
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0 ILITARY LEA

Employees who interrupt their employment to serve in the U. S. Armed Forces or National
Guard, either on active or reserved training duty, which includes military fitness exams, are
eligible for a military leave with all the rights established under the Uniformed Services
Employment and Reemployment Rights Act of 1994 and/or applicable state laws.
Employees will be excused from work, without pay, for the days in which they engage in
service in the uniformed services. Written or verbal notice of the need for military leave
should be given by the employee or an appropriate officer of the uniformed service in
which such service is to be performed, to the employee’s immediate supervisor,
department head or City Manager as soon as the employee is advised of such leave or as
reasonable under the circumstances. Accrucd vacation or compensation time may be used
for such leave.

Employees on military leave extending thirty-one (31) days or longer will be responsible
for the maintenance of all group heaith insurance benefits to the extent allowed by law.

Upon returning, following military leave, all employees shall fill out a City of lowa Falls
absentee form, to be included in their personnel file and shall fully comply with USERRA.

5.09 JURYDUTY

If regular full-time employees are called to jury duty, upon providing proof of such duty,
the City will continue to pay your wage or salary for up to a maximum of four (4) weeks in
any calendar year. The amount paid shall be the difference between the employee’s jury
duty salary and the employee’s regular pay (based on a normal workweek).

If you are released and there are two or more hours left in your normal workday, you will
need to return to work.

5.10 FAMILY DEATH LEAVE

[f you are a regular full-time employee and there is a death in your immediate family
(except spouse, see below), you may take up to three (3) consecutive working days off
without loss of pay. Funeral leave in excess of three (3) continuous working days may be
granted for the death of a person in the immediate family by the City Manager with or
without pay. Attendance at funerals of persons other than the immediate family will be on
the approval of the City Manager. Employees may take up to five (5) continuous working
days off with pay in the case of the death of the employee’s spouse.

E L VE OF ABSE

The City of lowa Falls strongly discourages absence without pay. The authorization of such
leave without pay is a matter of administrative discretion and shall not be approved unless
there is a definite expectation that the ecmployee will return at the end of the approved
period. During an approved Personal Leave of Absence, an employee must use accrued
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medical, compensatory time or vacation if available. An employee requesting Personal
Leave of Absence is subject to the following guidelines:

1) An employee must request a Personal Leave of Absence from his/her
immediate supervisor, department head and City Manager for any period of
time away from work without pay.

2) If the leave is foreseeable, the employee must give as much notice as possible
by notifying his/her immediate supervisor, department head or City Manager
a minimum of thirty (30) days in advance.

3) The employee is required to pay the cost of benefits for each full pay period
he/she is absent without pay.

An employee on Personal Leave of Absence is prohibited from taking other outside
employment during such leave unless the employee is already engaged in the outside
employment at the time the personal leave is requested.

Once all accrued time is exhausted, the balance of the leave will be without pay. Vacation,
sick time, and floating holidays will not accrue during the unpaid portion of a Personal
Leave of Absence. Reinstatement is not guaranteed.

Upon returning, following a Personal Leave of Absence, all employees shall fill out a City of
lowa Falls absentee form, to be included in their personnel file.

5.12 VOTING
All City employees are entitled to vote in an election. However, if you do not have two (2)
consecutive hours of non-work time in the period between the opening and closing of the

polls, you are entitled to a limited paid time off to go vote. Notice must be given to the
employee’s immediate supervisor prior to taking time off.
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Vi. PERSONAL CONDUCT

6.01 EXPECTATIONS

As previously stated, employees have certain responsibilities to the City. They are expected
to work a full day and to do their part in maintaining good working relationships with
supervisors and fellow employees. Employees are expected to preserve and respect the
corporate image of the City.

6.02 PERSONAL APPEARANCE OF EMPLOYEES

All employees represent the City of lowa Falls. Your neat appearance and dress are
consistent with job responsibilities. They help to create a professional atmosphere and
reflect a good image of the City and you as an individual.

As an employee, you are encouraged to dress in a way that will convey the importance of
the services we provide. It is the policy of the City of lowa Falls that an employee’s dress
and grooming should be appropriate to the work situation. All clothes must be clean, in
good repair (no holes or frays) and be in good taste.

6. EMPLOYEE BEHAVIOR

It is the City of lowa Falls’ policy that certain rules regarding employee behavior are
necessary for the efficient operation of the City and for the benefit and protection of the
rights and safety of all employees.

Employees who violate the City of lowa Falls’ standards of job performance and/or
behavior shall be subject to disciplinary action by their immediate supervisor, department
head or City Manager.

Conduct that interferes with City operations and/or brings discredit to the City, City
officials or City employees will be grounds for termination.

6.04 CONFLICT OF INTEREST

1) General Standards of Conduct

An employee must avoid any action that might result in or create the appearance of
impropriety, including, but not limited to:

Using a position for private gain.

Giving preferential treatment to anyone.

Impeding any activity or function of the City of lowa Falls.
Losing independence or impartiality.

COow>
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E. Making decisions outside of established guidelines, as contained in the
Employee Handbook and other departmental guidelines.
F. Affecting adversely the confidence and integrity of all City of lowa Falls staff,

2) Specific Standards of Conduct

A Acceptance of gifts, entertainment or favors. Unless otherwise disclosed and
approved by the City Manager, an employee may not accept anything of monetary value
from any person whom:

1) Conducts a business or activity that is affected by the City of lowa Falls.
2) Has an interest that may be substantially affected by the performance of the
employee’s official duties.

Unsolicited gifts of merchandise of more than token value over $2.99 must be disposed of
by donation to unrelated third parties such as charities. Gifts of food may be made
available to all employees in the office kitchen area. Meals hosted during or after business
meetings are acceptable as long as the host personnel are in attendance.

B. Use of City of lowa Falls property for personal use is prohibited. Examples
include, but are not limited to:

1) Using the City of lowa Falls’ photocopy equipment.

2) Using the City of lowa Falls' phones for other than minimal time local calls.

3) Using the City of lowa Falls’ office supplies and postage.

4) The City of lowa Falls’ personal computers may be not used for personal
business purposes. In addition, personal computers must not contain any
software not supplied by the City of lowa Falls.

5) City equipment.

6) City credit cards.

7) City owned tools.

8) City vehicles.

9) Under no circumstances will the City of lowa Falls’ employees be allowed to
charge any personal items on any City of lowa Falls’ account.

10)  The use of City of lowa Falls facilities and properties for personal events will
be limited to nonprofit events; the aforementioned events would be limited
to family or group meetings with applicable fees or rents as paid by the
general public. The only exception to this would be a party-type event where
the host is receiving merchandise or credit towards purchasing items from
that party and is not the distributer of owner of the business.

C. Use of information obtained on the job. An employee may not use for

personal gain any information obtained through the position that is not available to the
general public.

D. Outside employment or activities that may affect job performance:
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1) Any outside employment must be disclosed to the City Manager.

2) Any outside activities that substantially impairs the employee’s job
performance are prohibited.

3) Any outside activities that cause a real or apparent conflict of interest are
prohibited and an employee should excuse himself/herself from such
situation.

3) Instruction loyee

Generally speaking, when an employee is in doubt of standards of conduct that employee
will disclose the nature of the situation to a supervisor or department head that can seek
approval from the City Manager when necessary or appropriate.

4) Contracting

When seeking competitive bids for consultants or services, family members are not
precluded from bidding. However, family members will only be awarded a contract if
approved by the City Council. “Family members” include: husband, wife, son, daughter,
stepson, stepdaughter, mother, father, stepmother, stepfather, brother, sister, stepbrother,
stepsister, son-in-law, daughter-in-law, mother-in-law, father-in-law, sister-in-law,
brother-in-law, grandmother, grandfather, grandchild, aunt or uncle.

6.05 S PROPERTY

The Office of the City Clerk shall prepare a detailed list of any surplus, obsolete, worn out,
or confiscated property that is recommended for disposal. Upon request, the items may be
transferred to another City department, subject to the approval of the City Manager.

All surplus property, not being transferred to another City department, is to be sold by
sealed bid or public auction with the authorization of the City Manager. The City Manager
may set a minimum bid amount. Such items shall be stripped of all City identification prior
to sale. Unsold items may be junked and sold for scrap upon approval of the City Manager.

6.06 CONFIDENTIALITY OF INFORMATION

Employees may have access to written or oral confidential material, Employees agree not
to disclose, publish or disseminate such confidential information and agree to use their
best efforts and take all reasonable steps to protect such confidential information from
unauthorized reproduction, publication, disclosure or distribution. Employees who violate
this confidentiality provision may be subject to disciplinary actions or immediate
termination.

6.07 -HARASSMENT PO

The City of lowa Falls is strongly committed to the principles of fair employment, and it is
our policy to provide employees a work environment free from all forms of discrimination.
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In recognition of each person’s individual dignity, harassment of employees will not be
tolerated.

Unwelcome harassment is verbal or physical conduct by an employee or any non-employee
(including but not limited to customers, vendors, suppliers, citizens or elected officials)
which denigrates or shows hostility or aversion toward an employee and/or his/her
relative, friends or associates because of his/her race, creed, color, religion, sex, sexual
orientation, gender identity, national origin, age, disability, veteran status, genetic
information or any other protected group under applicable state, federal or local law, and
which:

1) Has the purpose or effect of creating an intimidating, hostile, abusive or
offensive working enviranment; or

2) Has the purpose or effect of unreasonably interfering with an individual’s
work performance; or

3) Otherwise, adversely affects an individual’s work performance.

This includes acts which are intended to be “jokes” or “pranks” but which are hostile or
demcaning with regard to race, creed, color, religion, sex, sexual orientation, gender
identity, national origin, age, disability, veteran status, genetic information or any other
protected group under applicable state, federal or local law.

As part of this anti-harassment policy, no employee or any non-employee (including but
not limited to customers, vendors, suppliers, citizens or elected officials) may sexually
harass any employee. Sexual harassment includes unwelcome sexual advances, sexual
jokes or comments, requests for sexual favors or other unwelcome verbal or physical
conduct of a sexual nature. This policy is violated when:

1) Submission to such conduct is made, either explicitly or implicitly, a
condition of employment; or

2) Submission to or rejection of such conduct is used as a basis for employment-
related decisions such as promotion, discharge, performance evaluation, pay
adjustment, discipline, work assignment, or any other condition of
employment or career development; or

3) Such conduct otherwise unreasonably interferes with work performance or
creates an intimidating, abusive or offensive working environment, even if it
leads to no adverse job consequences.

An employee who has a question, concern, or complaint of discrimination, including

harassment, based on race, creed, color, religion, sex, sexual orientation, gender identity,
national origin, age, disability, veteran status, genetic information or any other protected
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group under applicable state, federal or local law, is encouraged to bring the matter to the
immediate attention of his/her immediate supervisor, department head or City Manager.

All reports of inappropriate conduct will be promptly and thoroughly investigated, and the
City of fowa Falls will act to provide that improper conduct ceases immediately and
corrective action is taken to prevent a recurrence. Any employee who violates this policy
will be subject to the full range of disciplinary action, up to and including termination of
employment. The City of lowa Falls will inform the complaining employee of the resolution
of the complaint as appropriate.

All complaints will be treated confidential to the extent practical for an effective resolution.
No employee will be retaliated against or suffer adverse employment consequences as a
result of making a good faith complaint or taking part in the investigation of a complaint.
An employee who believes he/she is being retaliated against should immediately report the
retaliation to the Mayor or a member of the City Council. Retaliation will not be tolerated
and if upon investigation it is determined that retaliation has occurred, the offending party
will be disciplined up to and including termination.

6.08 PERSONAL PHONE USAGE

It is the policy of the City of lowa Falis to have telephones available throughout all City
facilities for the purpose of conducting City business. Personal phone calls at work should
be brief, infrequent and should not disrupt the work flow. Supervisors and department
heads will monitor phone usage and take the appropriate disciplinary action in the case of
abuse. Employees may use City telephones for personal business if necessary, in
accordance with the guidelines below:

1. Personal use shall be limited.
2. Personal long distance telephone calls charged to the City shall not be
allowed.

This policy pertains to all City owned telephones and cellular telephones.
6.09 PERSONAL PURCHASI

Under no circumstances will City of lowa Falls employecs be allowed to charge any
personal items on any City of lowa Falls account.

6. CLE POLICY
All employees of the City of lowa Falls who operate a City of lowa Falls owned vehicle, a
City of lowa Falls rented vehicle, or operate a personal owned/leased vehicle while on City

of lowa Falls business must adhere to the following policy:

Driver must:
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1) Have a valid lowa driver’s license for the type of vehicle to be driven:

2) Wear seat belts and require passengers to wear seat belts at all times;

3) Report all accidents to appropriate police authority and his/her immediate
supervisor, department head or City Manager immediately;

4) Report all cases of vehicle damage or defects to his/her immediate
supervisor, department head or City Manager;

5) Not text or use similar media while driving;

6) Follow all traffic laws; and

7) Have personal vehicle insurance and provide proof of an acceptable driving

record upon the City's request.
Drivers must NOT:

1) Operate a personal owned/leased vehicle for the City of lowa Falls business

purposes or operate a City of lowa Falls owned or rented vehicle:

a) withalcohol or drugs in their systems;

b} while experiencing the effects of illness or fatigue;

c) atspeeds in excess of the posted speed limit or in a careless or reckless
manner;

d) if he/she has a medical or physical condition which prohibits operation
of the vehicle in a safe manner;

e) while texting or using similar media; or

f) inany unsafe condition.

6.11 DRUG AND ALCOHOL SUBSTANCE ABUSE POLICY AND PROCEDURE

1) General.

The City of lowa Falls is seriously concerned about the adverse effects of alcohol and drug
abuse on the health and safety of our employees and our community, and about
maintaining standards of high performance in our City. Dependence on alcohol and/or
drugs can interfere with an employee’s health and job performance and may pose serious
safety, health and security risks not only to the user but also to those who work with the
user. The possession, use, sale or presence of an illegal drug or alcohol in the workplace
poses unacceptable risks for safe, healthful and efficient operations. This includes the
misuse or abuse of prescription or over-the-counter drugs or supplements.

In order to maintain a safe work environment, it is the City's policy that unlawful use,
manufacture, distribution or possession of drugs or alcohol on the job is strictly prohibited.
Further, coming to work under the influence of drugs and alcohol is prohibited. All
employees and other persons covered by this policy must comply. Violation of this policy
will result in disciplinary action up to and including termination of the employee.
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If you take any prescription medication during scheduled work hours that will affect yaur
ability to reasonably and safely perform your job you must inform your immediate
supervisor and discuss any reasonable accommodation necessary.

Notification. Any person suspecting that an employee is impaired or improperly has in
his/her possession alcohol or illegal drugs should report this immediately to their
immediate supervisor. Issues arising under this policy shall be directed to their immediate
supervisor.

This policy applies to all Prospective Employees and CDL Holders employees.

2) CDL Holders.

a)

b)

d)

In accordance with Federal Highway Administration (FHWA), DOT ruling 49 CFR
Part 332, et. al, all employces required to maintain a CDL (commercial driver's
license) as part of their job shall be subject to testing, including random testing.

Any driver in a situation where an accident results in a reportable injury to the
employee or to another person will be tested (730.5(8)(f); 49 CFR Section 382.303).

Testing required on all CDL holders will be post-offer; post-accident; random:
reasonable suspicion; return-to-duty; and follow-up. The drug and alcohol testing
for the above categories will follow the procedures outlined in the Federal Register
Rules and Regulations.

When a driver is selected for random testing, he/she will be required to report to
the designated collection site to complete the testing process within one hour of
notification of testing.

3) Testing of Prospective Employees.

a)

b)

0)

The City of lowa Falls will, as a condition of hire, require potential regular full-time
employees to participate in a drug/alcohol test. If a non-regular full-time employees
transfers to a regular full-time employee position, drug/alcohol testing is not
required.

All CDL employees regardless of changes in employment status may be subject to
testing as set forth in the CDL Holders policy. )

The testing shall be conducted upon a sample from the human body capable of
revealing the presence of alcohol or drugs, or their metabolites as "sample" is
defined by the Administrative Rules and Regulations of the lowa Public Health
Department applicable to drug and alcohol testing under lowa Code Section 730.5,
specifically urine and/or breath.

Prospective employees may submit information relevant to the test, including
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identification of any prescription or non-prescription drug currently, or recently,
used or other relevant medical information. The medical review officer (M RO) will
evaluate the information provided.

d) In the event of a confirmed positive drug or alcohol test, the prospective employee
will be provided the following information via regular and certified mail from,
return receipt requested: (1) the drug and/or alcohol test results; (2) the address
and name of the MRO 'supervising the test; and (3) notification of the right to
request records concerning the test results.

e) Ifthe prospective employee is a minor, such notice of the confirmed positive drug or
alcohol test will also be mailed to an identified parent, step-parent, or guardian of
the prospective employee by certified mail, return receipt requested.

f) The prospective employee shall be entitled to receive records of a confirmed drug or
alcohol test only if a request for records is made within 15 calendar days from the
date that notice of the test results are provided. The request for records shall be
directed to the City of lowa Falls City Manager.

g) The City of lowa Falls will refuse to hire a prospective employee based upon a
confirmed positive drug or alcohol screen or upon refusal to provide a sample for
testing,

4.  Confidentiality of Records.

a) All communication received by the City of lowa Falls relevant to employee or
prospective employee drug or alcohol test results, or otherwise received through
the City of fowa Falls drug or alcohol testing program, is confidential
-communication and shall not be used or received in evidence, obtained in discovery
or disclosed in any public or private proceeding, except as otherwise provided or
authorized under Section 730.5 of the lowa Code.

b) An employee or prospective employee, who is the subject of a drug or alcohol test
pursuant to the City of lowa Falls written policy and for whom a confirmed positive
test result is reported shall, upon written request, have access to any records
relating to his/her own drug or alcohol test, including records of the laboratory
where the testing was conducted and records relating to the results of any relevant
certification or review by a medical review officer.

IBIT T R ION OF RE DS

The City of lowa Falls expects that each of its employees exercises due care in the
maintenance and storage of all records. As employees of the City of lowa Falls, our daily
decisions and actions, and the manner in which the decisions and actions are documented
into the municipal record, greatly impact the success of our City and its work. As we go
about our jobs each day, each of us is expected to adhere to the highest standards of
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honesty, integrity and fairness. These standards are not new to the City of lowa Falls; they
are part of our longstanding culture to behave in an ethical manner and be accountable for
appropriate business conduct, in accordance with all applicable policies and procedures of
the City of lowa Falls included in the Employee Handbook.

A record is defined as any written correspondence (e.g., memo, letter, e-mail, meeting
notes, etc.), contract or other business document that serves to document the employee's
conversations, meetings, business decisions, agreements and/or intent of the City of lowa
Falls to become party to any transaction.

6.13 REPORTING OF ETHICAL VIOLATIONS

The City of lowa Falls expects that each of its employees will avoid any conflict (or the
appearance of a conflict) involving their personal interests and the business interest of the
City of lowa Falls.

As employees of the City of lowa Falls, our daily decisions and actions greatly impact the
success of our municipality. As we go about our jobs each day, each of us is expected to
adhere to the highest standards of honesty, integrity and fairness. These standards are not
new to the City of lowa Falls; they are part of our longstanding culture to behave in an
ethical manner and in accordance with all applicable policies and procedures of the City of
lowa Falls, as contained in the Employee Handbook and in accordance with applicable State
and Federal laws. We are all accountable for our conduct, which includes the Employee
Conflict of Interest policy included in the Employee Handbook. All of these policies reflect
the principles that have supported our City through the years.

Each of us is responsible for ensuring that all City policies are fully observed by all
employees. If you have any questions, or require additional information about any of the
City's policies, or would like to report suspected violations of City policy or the law, you
may contact your immediate supervisor, department head, City Manager or Mayor.

614 COMMUNICA S POLIC

The City's reputation is a valuable public asset. As such, employees are expected to utilize
appropriate communications with respect to the City's corporate image both in and outside
of the workplace. A communication flow chart is attached to this document. Employees
should observe chain of command for the most effective and expeditious communications.
This applies to all employees, including members of management. Failure to observe the
appropriate flow of communications may result in disciplinary action, as found in Section
10.2 of this document. Clearly, the communications flow does not include conversation
which may be considered “whistleblowing.”

6.1 TICAL ACTIVITIES

City employees shall not be appointed or retained on the basis of their political activity.
Any conduct by a City employee that interferes with an appointment or election of
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candidates for any municipal office and brings discredit to City officials or fellow City
employees, will be grounds for termination.

If you become a candidate for any City elective office, you automatically receive a leave of
absence without pay. The leave without pay begins upon either an announcement of your
candidacy, campaigning for office, or filing of a petition for office. However, this will not be
later than 30 days before the primary or general election day, and the leave continues until
you are no longer a candidate.

Political Activities Prohibited:

* Solicit political contributions while on the job, or while using employer’s equipment
or when performing job duties;

* Engage in any political activity during work hours which impairs the efficiency of
the employee’s position or presence during working hours;

* Engage in any political activity that gives the appearance of favoritism or
inappropriate conduct; or

» Seek to use any political endorsement in connection with obtaining a job with the
employer.

Political Activity Not Affected:

* Becoming or continuing to be a member of a political club or organization;

* Attending a political meeting;

* Enjoying cntire freedom from all interference in casting his/her vote;

* Seeking signatures to any initiative or referendum petition directly affecting his/her
rates of pay, hours of work, retirement or other working conditions; or

* Distributing badges, pamphlets, dodgers, or handbills or other participation in any
campaign or campaign in connection with a petition, if the activity is not carried on
during hours of work or on City property.



VII. CITY OF IOWA FALLS WORK AREA

7.01 _SAFETY

The City of lowa Falls desires to provide a safe and healthy work environment for all
employees. Employees are reminded to follow safe work practices and to attempt at all
times to reduce the possibility of accident occurrence. All City of lowa Falls employees are
expected to comply with Occupational, Safety and Health Administration {OSHA) standards
and all other applicable federal, state and local laws. Any incidents involving personal
injury or property damage shall be immediately reported to the appropriate supervisor,
department head or City Manager.

7.02 EMPLOYEE'S PERSONAL PROPERTY

Any personal property that is brought into City of fowa Falls facilities or in City vehicles by
an employee does so at the employee’s discretion and at his/her risk. The City of lowa Falls
does not maintain insurance on employee’s personal property.

7.03 HOUSEKEEPING

Itis important that your work area is neat and clean. We need your cooperation in meeting
the City objective of making the workplace a pleasant and safe working environment.

7.04 SMOKING

This facility, all vehicles and work sites are non-smoking. Any employee violating our non-
smoking policy is subject to disciplinary action.

Employees are encouraged to report violations of this policy. No employee will be
retaliated against for reporting a policy violation or participating in any investigation. If
you believe you have been retaliated against or have concerns regarding the policy please
speak with the City Manager.

For questions, concerns or complaints regarding the state wide non-smoking policy/law
and how it applies to this company you may contact the lowa Department of Public Health.
1-888-944-2247 or www.lowaSmokefreeAir.gov. L E

7. VISITORS

For security reasons, every staff member is responsible for visitors while on City of lowa
Falls premises. Security of all City of lowa Falls property must be a priority.

06 REDEC

Under no circumstances will there be modification to City property without the approval of
the City Manager.
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7.07_WEAPONS

No weapons, concealable or otherwise, are allowed on City property, including offices,
parking lots, City vehicles and City equipment. This policy applies to both employees and
non-employees alike. If an employee notices an individual on City property or a work site
with a weapon, the employee should notify a supervisor, department head or City Manager
immediately. The exception to this rule is all police officers.

7.08 EMERGENCY MANAGEMENT PROCEDURES

For more information, pleasc see the City of lowa Falls Emergency Operations Plan manual
located in the Oftice of the City Manager.



VIIl. MISCELLANEQUS

8.01 PERSONNEL RECORDS

The City keeps a separate, confidential file for each employee that includes the employment
application, experience records, and other pertinent information. These files are used to
provide information for payroll deductions, determine eligibility for benefit programs, pay
increases, and other personnel related matters.

All information is kept confidential, with only authorized personnel having access to it.

You may review your file to examine the contents. You must do this in the City Managei’s
Office in the presence of the City Manager in order to preserve the security of your
information. You may not remove any item from the file. You may request a copy of your
file. A nominal copying fee will be charged.

We would appreciate your help in keeping your records up to date. Please contact the City
Clerk if you have any change in the following:

¢ Name

¢ Address / phone number

e Marital status

¢ Beneficiaries

e Dependents

¢ Persons to be notified in the event of an emergency

lowa law governs the access to City of lowa Falls records and information. Please refer to
Chapter 22 (Open Records) of the lowa Code for guidance on this matter.

8.0 1SCLOS YEE INFORM

All requests from sources outside the City of lowa Falls for personnel information
concerning applicants for employment, current employees and former employees will be
directed to the Office of the City Clerk. The City Clerk or the employee’s immediate
supervisor, department head or City Manager may release the following information
without first obtaining the consent of the individual involved who is the subject of the
inquiry: 1) Employment dates; 2) Position held; and 3) Location of job site.

Wage and salary information will be released only with the written consent of the
individual involved. No other information concerning an employee shall be released to
prospective employers, collection agencies, credit bureaus, etc., unless the employee has
designated them as his/her representative.



8,03 CITY OF IOWA FALLS EMPLOYEE SUGGESTION PROGRAM
Program Eligibility

Any full-time employees of the City of lowa Falls may individually or collectively participate
in this program.

Forms and Information Required for Suggestions

A suggestion under this policy must be submitted in writing to the Office of the City
Manager and should contain the following:

1) The specified suggestion stated concisely and clearly in a single sentence.

2) Detailed explanation of benefit(s) to the City (i.e., cost savings, revenue generation,
time efficiencies) including probable effect of the suggestion.

3) Detailed explanation of implementation procedures.

8.04 KPLACEV NCE

The City of lowa Falls is concerned about the increased violence in saciety, which has also
filtered into many workplaces throughout the United States. The City of lowa Falls has
taken steps to help prevent incidents of violence from occurring within the City of lowa
Falls. The City of lowa Falls expressly prohibits any acts or threats of violence by any City
of lowa Falls employee against any other employee in or about the City of lowa Falls’
facilities or elsewhere at any time. The City of lowa Falls also will not condone any acts or
threats of violence against City of lowa Falls employees, visitors or any other person on or
off the City of lowa Falls premises at any time while they are engaged in business with or
on behalf of the City of lowa Falls. In keeping with the spirit and intent of this policy, and to
ensure that City of lowa Falls’ objectives in this regard are attained, it is the commitment of
the City of lowa Falls:

1) To provide a safe and healthy work environment, in accordance with the City of
lowa Falls’ safety and health policy.

2) To take prompt remedial action up to and including immediate termination, against
any employee who engages in any threatening behavior or acts of violence or who
uses any abusive or threatening language or gestures.

3) To take appropriate action when dealing with former employees, or visitors to the
City of Towa Falls’ facilities who engage in such behavior. Action may include
notifying the police or other law enforcement personnel and prosecuting violators
of this policy to the maximum extent of the law.
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4) To prohibit employees, former employees and visitors, other than law
enforcement personnel, from bringing firearms or other weapons onto the
City of lowa Falls’ premises.

.0 UBPOENA DIS ERY RE

Employees served with subpoenas to testify or produce records on behalf of the City of
lowa Falls shall immediately notify the City Manager and/or City Attorney and their
immediate supervisor or department head. Employees shall respond to subpoenas only
through the City Attorney or other attorneys retained by the City of lowa Falls.

A subpoena is a court order to produce records or give testimony. The City Attorney will
assure that the response is accurate and complete as well as assert any privileges necessary
to protect the interests of the City of lowa Falls.

Employees approached to give informal interviews in legal matters shall give this type of
interview only in the presence of the City Attorney.

.06 LIABILITY FOR YOUR ACTIQNS

City employees are expected to be knowledgeable and competent in the performance of
their job. It is unfortunate that sometimes accidents or mistakes occur. When that
happens, the employee and the City may be sued. If the employee is served with legal
papers of any sort due to a work-related expericnce, the department head must be notified
atonce.

Generally, the City will provide for defense of work-related claims and is required by law to
pay all the judgment entered against an employec. Accordingly, the City will choose a
lawyer to represent the employee, and may decide to settle or not to settle any claim.

There are exceptions to this general rule. For instance, if the employee is doing something
outside the scope of the job (for instance, a secretary attempting to act as a peace officer),
or if the employee does something on the job that is wiliful and wanton, the City need not
defend the employee and in no event will the City pay punitive damages,

The odds of being sued are small. However, the possibility of being sued exists. Always be
careful and alert on the job.



IX. ELECTRONIC COMMUNICATION POLICY

9.01 _PURPOSE

The purpose of this policy is to provide guidelines regarding the use of the City of lowa
Falls’ electronic communication systems. For purposes of this policy, electronic
communication includes but is not limited to electronic mail, internet access, voice mail,
audio and video conferencing, aré facsimile messages, and any and all forms of social
media. This policy has been adopted to protect City employees who use the electronic
communication systems and to protect the City. Inappropriate use of electronic
communication may result in embarrassment to the City of lowa Falls and to you. This
policy is applicable to all City employees and officials.

9.02 USAGE

Employees are encouraged to utilize electronic communication as an appropriate means of
communication and research to improve the quality and productivity of employees.
Employees shall use these services responsibly and they shall not be used to transmit any
improper communications, such as messages which are derogatory, defamatory, or
obscene. Employees shall conduct themselves in a professional and polite manner in
keeping with the public nature of our positions and policies set forth in this Electronic
Communication Policy. Use of these communications shall be limited primarily to City
business purposes. Use of electronic communication for non-City business purposes is
discouraged during work hours. Employees who are terminated, laid off, or on an extended
leave of absence have no rights to the contents of their e-mail messages and are not
allowed to access the electronic communication systems.

9.03 PRIVACY

The City at its own expense provides internet, e-mail, and voice mail technology and it is
the private property of the City. All communications over and activity conducted on City-
owned systems and equipment are the property of the City. The City reserves the right to
monitor electronic communication without prior notification to employees. Users should
have no reasonable expectation of privacy in the use of these resources. Users should not
generally share their unique passwords for any electronic system as the use of any
password indicates use by the individual user. All electronic communication systems are
subject to all state and federal rules and laws including the Electronic Communications
Privacy Act of 1986.

9.04 PUBLIC INFORMATION

Electronic communication is considered to be a public record and may be subject to public
disclosure in accordance with applicable law.



9.05_ SECURITY

Generally, e-mail, internet access and other electronic communication systems are not
secure. This is true for the City’s systems as well. Employees using these systems should
assume that their messages can be intercepted or monitored by unauthorized persons.

.06 BLE USE

Employees shall use the electronic communication systems primarily for the purpose of
conducting City of lowa Falls business relating to the mission, function and work tasks of
the City of lowa Falls. Provisions for incidental personal use are outlined later in this

policy.

9.07 _PROHIBITED USES

The City of lowa Falls electronic communication systems may not be used for illegal or
wrongful purposes or in violation of any City policy. Authorized users may not use the
City's electronic communication systems to:
¢ Infringe the copyright or other intellectual property rights of third parties;
¢ Violate or infringe on the rights of any other person, including the right to privacy;
* Distribute defamatory, false, inaccurate, abusive, obscene, pornographic, profane,
sexually oriented, threatening, racially offensive, or otherwise biased,
discriminatory, or illegal material;

¢ Violate City regulations prohibiting harassment;

* Restrict or inhibit other users from using the system or impair the efficiency of the
computer systems;

¢ Solicit funds;

s Gamble;

* Promote or distribute political messages;

¢+ Conduct "spoofing" i.e. construct your message to appear to be from someone else;

* Conduct "snooping” i.e. obtain access to the electronic communication of others
without their permission;

¢ Attempt unauthorized access to data, breach security, or intercept any electronic
communication on any system without proper authorization;
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¢ Incurany unauthorized expense for the City.

9.08 PERSONAL USE

Employees may use electronic communication systems for personal use provided that such
use:

* Isincidental and infrequent.

* Does notinterfere with the job performance of the employee or co-workers.
* Does not generate a direct cost to the City.

* Does not interfere with or burden the e-mail or internet access systems.

* Isincompliance with all other sections of this policy.

* Isoutside of work hours. (i.e. break, lunch, before or after work)

9.09 VIOLATIONS

The use of the City's electronic communication systems is a privilege afforded to authorized
users. This privilege may be revoked at any time for violations of this policy. The City
Manager or a designee will evaluate violations of this policy. Employees found to have
.viglated this policy, or to have engaged in illegal or unethical practices, will be subject to
disciplinary action, which could include termination of employment and criminal
prosecution. Should an employee wish to clarify whether or not the use of any City
technology is questionable, it should be discussed with the City Manager for approval.
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X. DISCIPLINARY PROCEDURES

10.01 DISCIPLINE

The City of lowa Falls is not obligated to use all of the disciplinary steps available to it. The
City of lowa Falls may begin the disciplinary process at any level, up to and including

“immediate discharge, depending upon, among other things, the severity of the conduct, the
employee’s work performance and prior disciplinary history, the length of service, and any
mitigating circumstances. Depending on the circumstances of each individual case,
disciplinary action may consist of one or more of the following:

1)

2)

3)

4)

)

Formal Verbal Warning — Records of such warning shall be retained in the
employee’s personnel file.

Written Reprimand / Warning The supervisor and/or City Manager may
formally reprimand the employee in writing. The employee shall be required to sign
the written reprimand acknowledging receipt. One copy of the written reprimand
shall be transmitted to the employee’s personnel file by the Office of the City Clerk
or City Manager and shall be attached as part of the employee's next evaluation. The
employee shall have the right to enter into his/her personnel files written response
to any critical comments or reprimands contained in the file.

Suspension — Upon infraction of City rules and policies, or if the employee’s work
habits, attitudes, production, or ability to handle the duties of the position fall below
the desired standards for continued employment, the City Manager may suspend the
employee. The length of suspension shall be based on the nature of the offense and
the number and length of previous suspensions. Notification of a suspension shall
be in writing to the employee and shall become part of the employee’s personnel
file. An employee may also be suspended during a pending review or investigation.
All suspensions shall be unpaid.

Demotion — Demotion is permanent removal from one job to a job in a lower
classification or a pay decrease. This may occur as a reSult of a violation of a
standard of behavior and a preservation of the City's corporate image that the City
expects all employees to observe. All demotions will be recorded and retained in
the employee's personnel file.

Probation — Probation is a period during which an employee will be expected to
achieve certain goals or meet certain performance expectations as specified to the
employee. Employees placed on probation shall be notified in writing and will be
required to meet with their supervisor and/or the City Manager to formulate
performance goals. Once the goals have been presented to the employee, he/she
will be given 90 days to improve his/her job performance and be released from
probation. If the employee is not making satisfactory progress toward the
attainment of the identified goals, he/she may be dismissed.



6) Termination — Termination is permanent removal from the job and may occur at
any time.

10.02 PROHIBITED ACTIVITIES

Causes for disciplinary action include, but are not limited to items listed under this section.
The following conduct is unacceptable and will subject the employee to discipline, which
may include written reprimand, suspension, discharge or other appropriate measures such
as probation or required training and/or a combination of the aforementioned, without
previous warning or notice:

* Engaging in an activity that violates the City’s policies or impairs the employee’s
ability to perform his/her job;

e Theft, disobedience or insubordination, refusal to perform an assigned job;

* Destruction or defacing of City property;

¢ Actions which result in damage to the reputation of the City or monetary costs due
to error or omission of a serious nature;

+ Falsification of information in an employment application or other document;

* Alteration of timecard, including completing another employee's timecard;

* Verbal threats or inflicting bodily injury to another person;

* Possession of weapons, loaded or unloaded, on City property without prior
authorization from the City Manager (except for licensed peace officers required to
carry a weapon as part of their job duties and while on duty);

* Performance of unsafe acts or directing an employee to perform an unsafe act;

* Willful or reckless negligence resulting in a safety hazard;

* Unexcused or excessive absenteeism or tardiness or abuse of sick leave;

¢ Sleeping while on duty;

¢ Claiming pay for hours the employee was not performing his/her duties;

* Harassment of another employee, including use of abusive or obscenc language or
gestures toward another employee;

¢ Leaving the City premises during working hours without permission;

¢ Providing false or misleading documents or information to the City;

¢ Use of illegal drugs or alcohol during the workday or reporting to work under the
influence of drugs or alcohol or possessing opened containers of alcoholic beverages
on City premises (NOTE: This provision does not apply to an employee who is using
a park or shelter house while off duty);

* Use of alcohol within the prohibited time frame before work (“Safety Sensitive”
employees, employees who hold a Commercial Drivers License and employees
whose duties include operation of a City vehicle or who carry a firearm) are
prohibited from reporting to work within four (4) hours after having consumed
alcohol;

* Using tobacco products in City facilities, except where designated;

* Revealing, disclosing or making available any confidential information to any person
not authorized or entitled to receive it;

* Violation of City or departmental policies, rules or procedures,
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This is not meant to be an all-encompassing list. Other violations may be grounds for
immediate discipline or discharge at the discretion of the City Manager. An employee may
be dismissed for unsatisfactory work performance whenever work habits, attitude,
production, or ability to handle the duties of the position fall below the desired standards
for continued employment.

Since employment is at-will, termination may occur at any time, with or without reason or
notice. The City does not implement disciplinary action in any particular order. The City
will review each disciplinary case individually and issue disciplinary action as deemed
necessary and appropriate in each individual circumstance.

10.03 WRITTEN NOTIFICATION OF DISCIPLINARY ACTION

A supervisor, department head or City Manager disciplining an employee shall provide the
employee with written standards, which includes:

1) Astatement of what the acceptable standards are:
2) Adescription of the action or activity which is not meeting the acceptable standards;
3) Astatement as to why failure to meet the acceptable standards is a problem;

4) A summary of what has been done to make the employee aware of the acceptable
standards and to help him/her meet it;

5} A summary of the discipline that has already been imposed;
6) A description of the action the ecmployee must take to meet the standards;

7} A statement of the time limit in which the standards must be met; (This does not
apply to an involuntary termination.)

8) A statement of what consequences will be if the employee fails to meet the
standards within the established time frame. (This does not apply to an involuntary
termination.)

E SE

Employees must immediately notify their immediate supervisor, department head or City
Manager if they are arrested, charged, indicted, convicted, receive deferred adjudication, or
plead nolo contendere to any felony offense or any other offense that impairs their ability
to perform their essential job functions (i.e. a driver who now has a restricted license). The
supervisor, department head or City Manager shall have the authority to review the facts of
the situation(s) where an employee is indicted for a felony or job related offense and
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decide whether the employee should be suspended, with or without pay, until a verdict has
been determined by final judgment of a court.

An employee suspended under this provision may apply for reinstatement to the position
held before suspension, upon written request to the City Manager by the employee.
Reinstatement may include resumption of benefits or pay, including back pay, if the
indictment or information is dismissed, the employee acquitted or the conviction reversed
on appeal.

If the City Manager is charged with a felony or job related offense, the Mayor or City Council
will review the facts of the situation and decide whether the employee should be
suspended, with or without pay, until a verdict has been determined by the final judgment
of the court.

The City Manager suspended under this provision may apply for reinstatement to the
position held before suspension, upon written request to the Mayor and upon final
approval of the City Council. Reinstatement may include resumption of benefits or pay,
including back pay, if the indictment or information is dismissed, the employee acquitted or
the conviction reversed on appeal.

5 DOCU i 0 DISCIPLINARY
All documentation related to a disciplinary action shall be submitted to the Office of the

City Clerk. Any documentation in the files will be reviewed before the next evaluation. All
documentation shall become a permanent part of the employee’s personnel file.
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STATEMENT OF RECEIPT

Please read and sign the Statement of Receipt then return the completed sheet to the Office
of the City Clerk for your official personnel record.

I have received my copy of the Employee Handbook that outlines personnel policies of the
City of lowa Falls. 1 will familiarize myself with the material in the Employee Handbook
and I understand that | am governed by its contents.

These policies affect all City employees, except for some minor differences that may pertain
to employecs who are working under contract terms, or employees working under a

collective bargaining agreement.

I'understand that nothing in the Employee Handbook is considered as an explicit or
implicit employment contract between the City and me.

Unless prohibited by the Code of lowa or expressly agreed and confirmed in writing by
both the City, and myself, either the City or myself may terminate my employment at any
time for any reason.

I also understand that the City may change, rescind or add to any policies described in the
Employee Handbook at its discretion.

Your Signature

Y<_)ix-r -N'am.e (bieasé printj - Dty



XIL. INCIDENT REVIEW POLICY

The City of lowa Falls will have an Incident Review Board to review all employee accidents. It will
be chosen by the City Manager and consist of 4 Department Heads to review all accidents and to
send a letter to the Department Head and the Department on ways to improve and safety measures
when an accident occurs in one of the departments. If one of the members of the Board are ina
department that has an incident they will be asked to set out on the review of the incident.

This policy will help the City to become a safer working environment for all of our employees and
help to manage our insurance cost due to safer options being implemented after an incident occurs.



CITY OF IOWA FALLS
SEAT BELT USAGE POLICY

Required Seat Belt Use:

We value the lives and safety of our employees. Because it is estimated that seat belts
reduce the risk of dying in a motor vehicle crash, the City of Iowa Falls has adopted the
following policy concerning employee seat beit usage.

In addition to following all traffic regulations, all employees and their passengers are
required to use a seat belt when traveling in any vehicle while in the course of
conducting company business. The requirement applies to business travel in a vehicle
owned by the City, in a rental vehicle and in a vehicle owned by an individual employee,
regardless of whether the employee is compensated for the use of his/her vehicle.

The use of seat belts is to be considered a condition of employment with the City of
Iowa Falls. Failure to abide by this stated policy will be considered a breach of that
condition of employment and subject the person in violation to disciplinary action,
including suspension and possible termination.

This policy was adopted by the Mayor and City Council of the City of Iowa Falls on the
17th day of April, 2023.

Employee Signature

Employee Printed Name Date






City of lowa Falls Social Media Policy

Purpose:

This policy establishes strict guidelines for the creation, use, and administration of social media
sites by the City of lowa Falls. The sole purpose of these sites is to convey City-related
information to the public in a clear, civil, and unbiased manner. Social media is an official

communication channel and must reflect the values and professionalism of the City.

General Policy:

1.

All City social media sites must receive prior approval from the City Manager or their
designees. These sites will be administered solely by the Department Director and/or
their designees to ensure proper management and compliance.

Each City social media site must clearly state that it is maintained by the City of lowa
Falls and fully complies with the City of lowa Falls Code of Conduct Policy and/or this
Social Media Policy. Any content that does not adhere to either policy will be subject to
immediate removal.

City social media sites must direct users to the official City of lowa Falls website for
further details, forms, documents, and services required to conduct business with the
City. Social media should not be used as a substitute for official City communications.

Department Directors and/or their designees will actively monitor all content posted on
City social media sites to ensure compliance with the City of lowa Falls Code of Conduct
Policy and/or this Social Media Policy and the interests of the City. Non-compliant
content will be removed without exception.

All users of City social media sites must fully comply with applicable federal, state, and
local laws, as well as all City policies. Failure to do so will result in content removal or
user restriction.

The City reserves the right to restrict or remove any content that violates the Code of
Conduct Policy and/or this Social Media Policy, applicable law, or City interests. Content
removed under these guidelines will be documented and retained by the Department
Director and/or their designees, including the time, date, and identity of the poster
where available.

The City of lowa Falls’ official website, www.cityofiowafalls.com, remains the primary

and most authoritative online presence. City social media sites are secondary
communication channels.






8. All content on City social media sites is subject to the Freedom of Information Act and e-
discovery laws. Social media content must be managed, stored, and made retrievable in
accordance with these legal requirements.

9. Social media content that pertains to City business is classified as a public record under
State of lowa public records laws. Department Directors are responsible for ensuring
that such content is properly stored and can be produced in response to public records
requests. Social media sites must make it clear that any posts or content may be subject
to public disclosure.

10. Employees representing the City of lowa Falls through social media accounts must
maintain the highest level of professionalism at all times. Any failure to adhere to
appropriate conduct will result in disciplinary action as outlined in the Personnel Policy
Manual.

Comment Policy:

The City of lowa Falls encourages engagement on social media sites, but reserves the right to
moderate and remove content that violates any part of this policy. Social media sites are not
public forums but are City-controlled platforms for communication. The City may deactivate the
comment feature at any time without notice.

1. Acomment posted by a member of the public on any City social media site is the sole
opinion of the poster and does not reflect the views or policies of the City of lowa Falls.
The City does not endorse or approve of comments posted by others.

2. The following content is strictly prohibited on City of lowa Falls social media sites and
will be immediately removed:

o Profanity, vulgarity, or obscenity.
o Sexual content or links to sexual material.
Irrelevant or off-topic comments.

Discrimination of any kind, including on the basis of race, religion, gender,
national origin, age, sexual orientation, gender identity, or disability.

Defamation or personal attacks.
Threats or incitement of violence.
Political endorsements or opposition to campaigns or ballot measures.

Commercial solicitations or advertisements for businesses or products.






o Violations of any laws or regulations.
Encouragement of illegal activities.
Content that jeopardizes public safety or security.

o Violations of copyright or intellectual property laws.

3. Comments containing the following protected information must be removed
immediately after consultation with the City Attorney:

Social Security numbers, financial account numbers, dates of birth, names of
minor children, or any personal information that could be used for identity theft
or fraud.

4. Any individual found violating this policy may be denied access to City social media sites,
without prior notice. The City reserves the right to permanently block users who
repeatedly violate the policy.

5. The following message may be issued to individuals whose content violates the policy:
“Your recent post has violated the City of lowa Falls Social Media Policy. Future violations
may result in permanent removal from this forum. Please refrain from posting
inappropriate content in the future.”

6. Department Directors and/or their designees must actively monitor their social media
sites for violations of this policy and for any comments that require responses from the
City.

7. Employees participating in City-managed social media accounts must clearly identify
themselves as City representatives, as per the guidelines established by the Department
Director.

8. The Social Media Policy must be prominently displayed on all City-managed social media
sites, or users must be directed to where they can easily access it.

Employee Signature Date






