IL.

PURPOSE AND GENERAL GUIDELINES

. Purpose.

To establish a uniform and equitable system of personnel administration for employees
of the City of Shakopee. It should not be construed as contract terms for any city
employees.

No supervisor or city representative has any authority to enter into any agreement for
employment for any specific time period, or to make any agreement contrary to this
policy. Nothing in this or other city policies; constitutes a contract of employment for
any city employee.

This policy is not intended to cover every situation that might arise and can be
amended at any time at the sole discretion of the city. This policy supersedes all
previous personnel policies. As an employee, you are responsible for complying with
current city policies at all times.

. Scope

This policy applies to all employees of the city. Except where specifically noted, it does
not apply to:

e Elected officials

e (ity attorney

e Members of city boards, commissions, and committees

e Consultants and contractors

e Volunteers

If any specific provisions of this policy conflict with any current union agreement or
civil service rules, the union agreement or civil service rules will prevail. Union
employees are encouraged to consult their collective bargaining agreement first for
information about their employment conditions. Nothing in these policies is intended to
modify or supersede any applicable provision of state or federal law.

Departments may have special work rules for that department. Each employee will be
given a copy of such work rules by the department upon hiring and such rules will be
further explained, and enforcement discussed with the employee by the immediate
supervisor.

. Equal Opportunity Employment

The City of Shakopee is committed to providing equal opportunity in all areas of
employment, including but not limited to recruitment, hiring, demotion, promotion,
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transfer, recruitment, selection, lay-off, disciplinary action, termination, compensation
and selection for training. The City of Shakopee will not discriminate against any
employee or job applicant on the basis of race, color, creed, religion, national origin, sex,
sexual orientation, disability, age, marital status, or other unlawful reasons.

. Data Practices Advisory/Access to Personnel Files

Personnel data is retained in personnel files, finance files, and benefit/medical files.
Information is used to administer employee salary and benefit programs, process
payroll, complete state and federal reports, document employee performance, etc.
Employees have a right to know what data is retained, where it is kept, and how it is
used. All employee data will be received, retained, and disseminated according to the
Minnesota Government Data Practices Act.

Upon written request, the city shall provide the employee with an opportunity to
review the employee's personnel record, as provided by Minn. Stat. Sec. 181.960 et seq.
Unauthorized viewing, removal, alteration, or destruction of all or any part of an
employee's personnel file is prohibited.

Employee Status.

City employees may be disciplined and discharged for just cause as prescribed in this
policy. Probationary employees, as defined and described below, are employees at will
and may be discharged at any time for any reason.

. Administration of this Policy
The City Administrator is responsible for this policy and may enact procedures, develop
documentation, and delegate as needed.

With the approval of the City Administrator, department heads may establish
department and division specific personnel related standard operating procedures
provided such procedures do not conflict with any provision in this policy.

. Savings Clause

In the event any provision of this policy shall be held to be contrary to law by a court of
competent jurisdiction, from whose final judgment or decree no appeal has been taken
within the time provided or is contrary to an administrative ruling or is in violation of
legislation or administrative regulations, such provision shall be null and void. All other
provisions shall continue in full force and effect.

. Management Rights
The city retains the full and unrestricted right to operate and manage all personnel,
facilities, and equipment; to establish functions and programs; to set and amend
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