IV.

EMPLOYEE CONDUCT

A. Conduct as a City Employee

Employees are representatives of the city and have responsibility to assist and serve the
public. Employees should exhibit conduct that is ethical, professional, responsive, and of
standards becoming a city employee. To achieve this goal, employees must adhere to
established policies, rules, and procedures and follow the instructions of their supervisor.
The following values are important to our job of serving our citizens:

Commitment to excellence. Each employee is expected to perform their assigned
duties to the best of their ability at all times.

Excellence in customer service. Each employee is expected to strive to provide
efficient, effective, and equitable service to the citizens of Shakopee, and within the
city organization.

Reinforcing a supportive atmosphere. Each employee is expected to be motivated,
professional, courteous and respectful in working with citizens, co-workers and
partners.

Continuously improving and innovating. Each employee is responsible for
identifying opportunities for improvement and innovation and working through
appropriate channels to implement improvements to advance the City of Shakopee.

Working together to deliver public value. Each employee is expected to work
collaboratively with co-workers, citizens and partners toward shared outcomes to
deliver the best possible results for the City of Shakopee.

B. Work Hours and Rest Periods.

Work Hours. Standard hours for city offices are Monday through Friday from 8:00
a.m. to 4:30 p.m., City operations expand outside of these days and times which
would be scheduled within each department. Each employee is allowed a one-half
hour unpaid lunch break; except as otherwise established by the department head
in accordance with the custom and needs of the department. Every employee shall
be ready to begin actual operations at the employee's place of work at the specified
starting time.

Rest Periods. Each employee may take a 15-minute paid rest period for each four

hours that they work. Each department head may schedule rest periods so as not to
interfere with work requirements. With the approval of the department, employees
may combine their half-hour lunch break and rest periods for a longer lunch break.
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Overtime. Employees must receive approval from their supervisor prior to working
overtime and have an obligation to work overtime as requested by their
supervisors. Supervisors will make reasonable efforts to balance the personal needs
of employees when assigning overtime work, however, repeated refusal to work
overtime may result in disciplinary action.

Non-exempt employees are not permitted to work “off the clock”. Non-exempt
employees must accurately record, and report actual hours worked to ensure
compliance with FLSA and proper compensation.

C. Attendance and Absence.
The operations and standards of service in the City of Shakopee require that employees
be at work unless valid reasons warrant their absence. Employees who are going to be
absent from work are required to notify their supervisor (or the supervisor’s designee)
as soon as possible, in advance of the absence. In case of an unexpected absence,
employees should notify their supervisor (or designee) before the scheduled starting
time and keep in mind the following procedures:

e Ifthe supervisor is not available at the time, the employee should leave a message
that includes a telephone number where he/she can be reached and/or contact any
other individual who was designated by the supervisor.

e The employee must call the supervisor on each day of an absence extending beyond
one (1) day, unless arrangement otherwise have been made with the supervisor.

 Employees who are absent for three (3) days or more, and who do not report the
absence in accordance with this policy, will be considered to have voluntarily
resigned not in good standing.

e The city may waive this rule, if extenuating circumstances warrant such behavior.

e Failure to use the established reporting process will be grounds for disciplinary
action.

This policy does not preclude the city from administering discipline for unexcused
absences of less than three (3) days.

D. Emergency Closing of City Facilities

In cases where the City Administrator determines that circumstances exist which
pose a threat to the health or safety of employees and public patrons, or which
prohibit the normal use of the city’s facilities, he or she may order the full or partial
closing of such facilities. Such circumstances may include but are not limited to:
inclement weather, public health emergencies or natural disasters.
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The City Administrator may order employees to report to work, work remotely,
work at an alternate location or allowed to take paid or unpaid time off.

Employees unable to report to work are allowed to take paid or unpaid time off
from the office as a result of an emergency closing. Employees may record the time
missed as sick, vacation or comp time or may take the time as unpaid leave if they
do not have sufficient paid leave available.

The City Administrator may activate emergency operations protocol as deemed
advisable or expedient to ensure public safety, security and continuity of operations.

E. Dress.

The city of Shakopee allows non-uniformed employees to “dress for your day”. This means

employees should use their best judgment when deciding what to wear to work every day,

with some basic guidelines. The idea is that each employee should consider what their

workday looks like and dress accordingly.
For example, employees are allowed to wear casual clothing on workdays when they do
not have meetings with residents or other outside third parties. Employees are still
expected to wear clothing appropriate for an office environment, and traditional
business attire is always acceptable. There may be days when residents or visitors are
expected at city facilities and all staff may be required to forgo dress for your day and
required to wear business casual or business attire. These days will be communicated
within departments in advance so employees can plan accordingly.

In all instances, clothing and appearance must be neat, clean, not ripped, heavily frayed
or worn and not expose an excessive amount of skin.

The following are examples of clothing and shoe choices that are never acceptable, but
it is not an exhaustive list. When in doubt, consult with your manager.

e C(lothing and/or accessories that include offensive/inappropriate images or

words, including images/words that are discriminatory or sexual

e Sweatpants, yoga pants and other exercise apparel

e Leggings unless combined with a top that reaches at least mid-thigh

e Beach wear

e Very short skirts

e Spaghetti-strap tops or dresses unless combined with a jacket/sweater

¢ C(lothing showing midriffs

e Hats or caps

e Sports jerseys
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e Flip-flops, slippers, moccasins, Crocs shoes

The dress and appearance of city employees is a direct reflection on the professionalism
of our services. City employees meet with the public everyday as part of the regular
workday. A neat, well-groomed and appropriately dressed employee will present a
positive image of the city and demonstrate the pride of our city employees.

At all times, regardless of the style of clothing that is worn, clothing must be clean, neat
and free of holes, tears, fraying, patches, signs of wear or excessive wrinkles or
noticeable stains. Any clothing that, by fit or design, is revealing or provocative is not
suitable for our business environment. If one’s attire is most appropriate for the gym,
tennis court, beach or nightclub, it is not appropriate in a business environment.

When in doubt about the appropriateness of any attire, leave it out of the work
wardrobe. Employees are expected to use good judgment.

Employee Identification Cards.

All employees shall be issued employee identification cards. Each employee is
responsible for having their identification card in their possession always while
working and shall protect it from loss, theft or misuse. At any time while on duty or on
City premises, employees shall produce their identification card at the request of any
member of the public. Unauthorized or inappropriate use of the employee identification
card is prohibited and will be subject to discipline.

. Use of Tobacco Products.

The use of consumable tobacco products is not permitted in any City building or vehicle

or on City grounds except as follows:

e Police Department. Persons under extreme stress who come into the police
department, such as defendants and witnesses, may be allowed to smoke.

¢ Break Time. Employees may only use tobacco products on their break time and in
designated areas only.

. Conflicts of Interest.

City employees must be exceedingly careful to avoid a conflict of interest or even the
appearance of a conflict of interest. Therefore, a City employee, acting in the employee's
official capacity, may not transact official City business with a family member, or with a
business or person with whom that employee has a financial interest or involvement.

Employees shall not enter a relationship with a vendor where the employee’s actions
are, or may reasonably be viewed as, not in the best interests of the city. An employee
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who becomes involved in a possible conflict situation must report the possible conflict
to the employee’s supervisor and department head. If there is a question about whether
or not a conflict exists, please consult with the City Administrator.

Acceptance of Gifts.

General Rule. Pursuant to Minnesota Statutes section 471.895, no employee shall
request, solicit, or accept a gift from any person or representative of a person or
association that has a direct financial interest in a decision that the employee or the
city is authorized to make, except as permitted under Minn. Stat. Sec. 471.895, Subd.
3.

Employees should courteously decline all offers of gifts and gratuities.

Consult with Supervisor. Exceptions to the prohibition against gifts are rare. If an
employee has any doubt about the propriety of a gift, the employee shall report the
gift to his or her supervisor immediately.

Exceptions. The prohibition in this section does not apply if the gift or gratuity is one
of the following:

e contribution as defined in Minnesota Statutes section 211A.01, subdivision 5;

e services to assist an official in the performance of official duties, including but
not limited to providing advice, consultation, information, and communication in
connection with legislation, and services to constituents;

e services, trinket or memento of insignificant monetary value;

e aplaque or similar memento recognizing individual services in a field of
specialty or to a charitable cause;

e informational material of unexceptional value;

e food or a beverage given at a reception, meal, or meeting away from the
recipient’s place of work by an organization before whom the recipient appears
to make a speech or answer questions as part of a program;

The prohibitions in this section also do not apply if the gift is given:

e because the recipient’s membership in a group and a majority of members are
not local officials, and an equivalent gift is given to the other group members; or

e by an interested person who is member of the family of the recipient, unless the
gift is given on behalf of someone who is not a member of that family; or

e by a national or multi-state organization of governmental organizations or
public officials, if a majority of the dues to the organization are paid from public
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funds, to attendees at a conference sponsored by that organization, if the gift is
food or a beverage given at a reception or meal and an equivalent gift is given or
offered to all other attendees.

J. Use of City Property.

City Property. No employee shall negligently lose, damage, or waste city property.
No employee shall use city property for anything other than city work without the
prior explicit permission of the employee's department head. All such property
must be returned and accounted for by any employee leaving employment with the
city in order to resign in good standing.

City Vehicles. City vehicles may be used for official business only, although they may
be used for meals while the employee is otherwise driving about on city business.
The Police Chief, Fire Chief, and other officials or employees approved by the City
Council, may use a city vehicle for commuting as well as for official city business, so
that they have a vehicle available for emergency responses.

City Name. No employee may use the employee's job title or the city name to further
personal or political goals. Job titles and reference to the city may be used only for
official city business.

K. Personal Activities.

Outside Employment. Employees must devote all work time to city business. No
work relating to outside employment may be performed during work time.
Employees must notify their supervisor of any outside employment. If the outside
employment constitutes an irreconcilable conflict, as determined by the City
Administrator, the employee must resign from either their city position or the
outside employment.

Soliciting. All employee-to-employee solicitation on city property for products,
services or causes is limited to two weeks in length and must be conducted: a) on
break or meal time; b) in the lunchroom or break area of the worksite; c) in writing
with the use of sign-up sheets or self-serve displays (no verbal presentations) or the
city’s intranet site; and d) only for non-profit organizations or causes or small
personal items for sale.

Employees are not permitted to market, sell or promote products or services related
to on-going business ventures outside of city employment. The City Administrator
may approve waivers on a case by case basis for special occasions such as the city
employee health fair or wellness events.
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Political Activities. As provided in Minn. Stat. Sec. 211B.09, an employee or official of
the city may not use official authority or influence to compel a person (1) to apply
for membership in or become a member of a political organization, (2) to pay or
promise to pay a political contribution, or (3) to take part in political activity.

Personal Communications and Use of Social Media. It is important for city
employees to remember that the personal communications of employees may
reflect on the city, especially if employees are commenting on city business. The
following guidelines apply to personal communications, including various forms
such as social media (Facebook, Twitter, blogs, YouTube, etc.), letters to the editor of
newspapers, and personal endorsements:

 Remember what you write or post is public and will be so for a long time. It may
also be spread to large audiences. Use common sense when using email or social
media sites. It is a good idea to refrain from sending or posting information or
photos you would not want your boss or other employees to read, or you would
be embarrassed to see in the newspaper. Keep in mind harassment, bullying,
threats of violence, discrimination, or retaliation that would not be permissible
in the workplace is not permissible between co-workers online, even if it is done
after hours, from home and on home computers.

» The City of Shakopee expects its employees to be fair, courteous, and respectful
to supervisors, co-workers, citizens, customers, and other persons associated
with the city. Avoid using statements, photographs, video or audio that
reasonably may be viewed as malicious, obscene, threatening or intimidating,
disparaging, or might constitute harassment or bullying. Examples of such
conduct might include offensive posts meant to intentionally harm someone’s
reputation or posts that could contribute to a hostile work environment on the
basis of sex, race, national origin, age, color, creed, religion, disability, marital
status, familial status, veteran status, sexual orientation, gender identity, or
gender expression, status with regard to public assistance or membership or
activity in a local human rights commission.

e Ifyou publish something related to city business, identify yourself and use a
disclaimer such as, “I am an employee of the City of Shakopee. However, these
are my own opinions and do not represent those of the City of Shakopee.”

o (City resources, working time, or official city positions cannot be used for
personal profit or business interests, or to participate in personal political
activity. Some examples: a building inspector could not use the city’s logo, email,
or working time to promote his/her side business as a plumber; a parks
employee should not access a park after hours even though he or she may have a
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key; a clerk, while working at City Hall, should not campaign for a friend who is
running for City Council.

e Personal social media account name or email names should not be tied to the
city (e.g., (city name) Cop).

L. Media Requests
All city employees have a responsibility to help communicate accurate and timely
information to the public in a professional manner. Requests for private data or
information outside of the scope of an individual’s job duties should be routed to the
appropriate department or to the data practices authority. The city maintains a media
relations policy that all employees must be aware of and follow accordingly.

M. Lawsuits Against the City.
All questions pertaining to lawsuits shall be referred to the City Administrator. All city
employees must promptly notify their supervisor in the case of incidents, which
reasonably may be expected to result in a lawsuit. The supervisor must promptly report
the incident, in writing, to the City Administrator.

N. Safety

In General. Employees must take proper precautions to prevent accidents and work
safely. Employees shall follow safe practices and all safety regulations concerning
their job. Injuries should be reported immediately to the employee's supervisor. Any
employee who notices an unsafe condition must immediately report it to the
employee's supervisor.

Hazardous Substances. Any employee routinely exposed to hazardous substances or
harmful physical agents as defined in Minnesota Statutes Chapter 182 shall be
trained before being assigned or reassigned to work exposing the employee to such
substances or agents and shall be given training annually thereafter. Training shall
include an explanation of how and where information about hazards is stored in the
workplace, how the hazards are labeled, and where to obtain specific information.
Department heads shall provide for such training and for compliance with the
"Minnesota Employee Right to Know Act of 1983," including the establishment of
specific policies to insure compliance with the state law and regulations. An
employee acting in good faith has the right to refuse to work under conditions that
the employee reasonably believes present an imminent danger of death or serious
physical harm to the employee.
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0. Drug, Alcohol and Cannabis -Free Workplace Policy

In General. The city intends to provide a safe, and secure work environment. No
employee may be under the influence of, use, manufacture, possess, sell, or transfer
drugs, alcohol or cannabis while the employee is working or on city property or
operating a city vehicle, machinery, or equipment, except to the extent authorized
by a valid medical prescription, or when engaged in authorized Police Department
activities. This Policy shall be interpreted consistently with applicable state and
federal law.

Reporting. Employees must report, to their department head, any conviction under
a criminal drug statute for violations occurring on or off work premises, during the
employee's workday or while conducting city business. A report of the conviction
must be made within five days after the conviction as required by the Federal Drug-
free Workplace Act of 1988.

Drug, Alcohol and Cannabis Testing

Types of Testing. Applicants and employees may be subject to certain types of drug
,alcohol and/or cannabis testing. Applicants and employees who are required to
hold a commercial driver’s license (CDL) for their position will follow the city’s DOT
Drug and Alcohol Testing for Commercial Drivers Policy. All other applicants and
employees will follow the city’s Drug, Alcohol and Cannabis Testing Policy for Non-
Commercial Drivers Policy. In either policy, testing may be administered in the
following circumstances:

a. Job Applicant Testing. The city may require that all applicants who have received
conditional offers of employment undergo drug, alcohol and/or cannabis
testing.

b. Routine Physical Examination Testing. An employee may be required to undergo
drug, alcohol and/or cannabis testing as part of a routine physical examination.

c. Random Testing. An employee in a position in which impairment caused by drug
,alcohol and/or cannabis usage would threaten the health or safety of the
employee or any person may be required to undergo random drug, alcohol
and/or cannabis testing.
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d. Reasonable Suspicion Testing. Any employee may be required to undergo drug
,alcohol and/or cannabis testing if there is a reasonable suspicion that the
employee: (a) is under the influence of drugs, alcohol and/or cannabis; or (b)
has engaged in the use, possession, sale, or transfer of drugs, alcohol and/or
cannabis while the employee is working or while the employee is on City
property or operating a city vehicle, machinery, or equipment; or (c) has
sustained a personal injury arising out of and in the course of employment, or
caused another person to sustain a personal injury; or (d) has caused a work-
related accident or was operating or helping to operate machinery, equipment,
or vehicles involved in a work-related accident.

e. Treatment Program Testing. Any employee may be required to undergo drug
,alcohol and/or cannabis testing if the employee has been referred by the city for
chemical dependency treatment or evaluation or is participating in a chemical
dependency treatment program.

Testing Procedures. Any department head or the City Administrator may order drug
, alcohol and/or cannabis testing. Before undergoing drug, alcohol and/or cannabis
testing, the employee shall complete a consent form (1) acknowledging that the
employee has been given a copy of the city's policy specific to their position, and (2)
indicating consent to undergo the applicable testing. Testing will be conducted in a
laboratory consistent with state and federal regulations. Distribution of test results
will be given to the employee within three days of analysis.

For full details on testing rights, consequences for refusal, discipline or other
information on drug, alcohol and/or cannabis testing, see the applicable city policy.

P. Respectful Workplace

1. Applicability. Maintaining a respectful work environment is a shared responsibility.
This applies to the expectations for respectful conduct in the workplace and other
city-sponsored social events.

2. Abusive Customer Behavior. While the city has a strong commitment to customer
service, the city does not expect employees to accept verbal and other abuse from
the public. An employee may request that a supervisor intervene when a customer
is abusive, or the employees may defuse the situation themselves, including
professionally ending the contact. If there is a concern about the possibility of
violence, the individual should use his/her discretion to call 911, and as soon as
feasible; a supervisor, human resources or city administrator. Employees should
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leave the area immediately when violence is imminent unless their duties require
them to remain (such as police officers).

Types of Disrespectful Behavior. The following behaviors are unacceptable and
therefore prohibited, even if not unlawful in and of themselves:

a.

b.

Violent behavior: includes the use of physical force, harassment, bullying
or intimidation.
Discriminatory behavior: includes inappropriate remarks about or
conduct related to a person’s legally protected characteristic such as race,
color, creed, religion, national origin, disability, sex, gender, pregnancy,
marital status, age, sexual orientation, gender identity, or gender
expression, familial status, or status with regard to public assistance.
Offensive behavior: may include such actions as: rudeness, angry
outbursts, inappropriate humor, vulgar obscenities, name calling,
disparaging language, or any other behavior regarded as offensive to a
reasonable person based upon violent or discriminatory behavior as
listed above. It is not possible to anticipate in this policy every example of
offensive behavior. Accordingly, employees are encouraged to discuss
with their fellow employees and supervisor what is regarded as offensive,
considering the sensibilities of employees and the possibility of public
reaction.
Although the standard for how employees treat each other and the
general public will be the same throughout the city, there may be
differences between work groups about what is appropriate in other
circumstances unique to a work group. If an employee is unsure whether
a particular behavior is appropriate, the employee should request
clarification from their supervisor, human resources, or the city
administrator.
Sexual harassment: can consist of a wide range of unwanted and
unwelcome sexually directed behavior such as unwelcome sexual
advances, requests for sexual favors, and other verbal or physical conduct
of a sexual nature when:
i. Submitting to the conduct is made either explicitly or implicitly a
term or condition of an individual’s employment; or
ii. Submitting to or rejecting the conduct is used as the basis for an
employment decision affecting an individual’s employment; or
iii. Such conduct has the purpose or result of unreasonably
interfering with an individual’s work performance or creating an
intimidating, hostile or offensive work environment.
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Sexual harassment includes, but is not limited to, the following:

i.  Unwelcome or unwanted sexual advances. This means stalking,
patting, pinching, brushing up against, hugging, cornering, kissing,
fondling or any other similar physical contact considered
unacceptable by another individual.

ii.  Verbal or written abuse, making jokes, or comments that are
sexually oriented and considered unacceptable by another
individual. This includes comments about an individual’s body or
appearance where such comments go beyond mere courtesy,
telling “dirty jokes” or any tasteless, sexually oriented comments,
innuendos or actions that offend others. The harassment policy
applies to social media posts, tweets, etc., that are about or may be
seen by employees, customers, etc.

iii.  Requests or demands for sexual favors. This includes subtle or
obvious expectations, pressures, or requests for any type of sexual
favor, along with an implied or specific promise of favorable
treatment (or negative consequence) concerning one’s current or
future job.

4. Employee Response to Disrespectful Workplace Behavior. All employees should
feel comfortable calling their supervisor or another manager to request
assistance should they do not feel comfortable with a situation. If situations
involve violent behavior call the police, ask the individual to leave the area,
and/or take other reasonable action.

If employees see or overhear what they believe is a violation of this policy,
employees should advise a supervisor, human resources or the city
administrator promptly.

Employees who believe disrespectful behavior is occurring are encouraged to
deal with the situation in one of the ways listed below. If there is a concern about
the possibility of violence, the individual should use his/her discretion to call
911, and as soon as feasible, a supervisor. In the event the disrespectful behavior
occurring involves the employee’s supervisor, the employee should contact
human resources, the supervisor’s manager or the city administrator.

a. Step 1(a). If you feel comfortable doing so, professionally, but firmly, tell
whoever is engaging in the disrespectful behavior how you feel about
their actions. Politely request the person to stop the behavior because
you feel intimidated, offended, or uncomfortable. If practical, bring a
witness with you for this discussion.

b. Step 1(b). If you fear adverse consequences could result from telling the
offender or if the matter is not resolved by direct contact, go to your
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supervisor, human resources, your supervisor’s manager, or the city
administrator. The person to whom you speak is responsible for
documenting the issues and for giving you a status report on the matter.
In some situations, such as with an offender from the public, it is
preferable to avoid one on one interactions. Talk to your supervisor about
available options to ensure there are others available to help with
transactions with the offender.

c. Step 1(c). The city urges conduct which is viewed as offensive be reported
immediately to allow for corrective action to be taken through education
and immediate counseling, if appropriate.

5. Supervisor’s Response to Allegations of Disrespectful Workplace Behavior.
Employees who have a complaint of disrespectful workplace behavior will be
taken seriously. In the case of sexual harassment or discriminatory behavior, a
supervisor must report the allegations promptly to the city administrator, who
will determine whether an investigation is warranted. A supervisor must act
upon such a report even if requested otherwise by the victim. In situations other
than sexual harassment and discriminatory behavior, supervisors will use the
following guidelines when an allegation is reported:

a. Step 1(a). If the nature of the allegations and the wishes of the victim
warrant a simple intervention, the supervisor may choose to handle the
matter informally. The supervisor may conduct a coaching session with
the offender, explaining the impact of his/her actions and requiring the
conduct not reoccur. This approach is particularly appropriate when
there is some ambiguity about whether the conduct was disrespectful.

b. Step 1(b). Supervisors, when talking with the reporting employee will be
encouraged to ask him or her what he or she wants to see happen next.
When an employee comes forward with a disrespectful workplace
complaint, it is important to note the city cannot promise complete
confidentiality, due to the need to investigate the issue properly.
However, any investigation process will be handled as confidentially as
practical and related information will only be shared on a need to know
basis and in accordance with the Minnesota Government Data Practices
Act and/or any other applicable laws.

c. Step 2.If a formal investigation is warranted, the individual alleging a
violation of this policy will be interviewed to discuss the nature of the
allegations. Formal investigations will be prompt, impartial, and
thorough. The person being interviewed may have someone of his/her
own choosing present during the interview. Typically, the investigator
will obtain the following description of the incident, including date, time
and place:
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i. Corroborating evidence.
ii. A list of witnesses.
iii. Identification of the offender.

To facilitate fostering a respectful work environment, all employees are encouraged
to respond to questions or to otherwise participate in investigations regarding
alleged harassment.

d.

Step 3. The supervisor must notify the city administrator about the
allegations (assuming the allegations do not involve the city
administrator). For more information about what to do when allegations
involve the city administrator, the mayor or a councilmember, see
“Special Reporting Requirements” section below.

Step 4. In most cases, as soon as practical after receiving the written or
verbal complaint, the alleged policy violator will be informed of the
allegations, and the alleged violator will have the opportunity to answer
questions and respond to the allegations. The city will follow any other
applicable policies or laws in the investigatory process.

Step 5. After adequate investigation and consultation with the
appropriate personnel, a decision will be made regarding whether or not
disciplinary action will be taken.

Step 6. The alleged violator and complainant will be advised of the
findings and conclusions as soon as practicable and to the extent
permitted by the Minnesota Government Data Practices Act.

Step 7. The city will take reasonable and timely action, depending on the
circumstances of the situation.

The city is not voluntarily engaging in a dispute resolution process within the
meaning of Minn. Stat. § 363A.28, Subd. 3(b) by adopting and enforcing this
workplace policy. The filing of a complaint under this policy and any
subsequent investigation does not suspend the one-year statute of
limitations period under the Minnesota Human Rights Act for bringing a civil
action or for filing a charge with the Commissioner of the Department of
Human Rights.

6. Special Reporting Requirements. When the supervisor is perceived to be the
cause of a disrespectful workplace behavior incident, a report will be made to
the city administrator who will determine how to proceed in addressing the
complaint as well as appropriate discipline.

If the city administrator is perceived to be the cause of a disrespectful workplace
behavior incident, a report will be made to the city attorney who will confer with
the mayor and city council regarding appropriate investigation and action.

If a councilmember is perceived to be the cause of a disrespectful workplace
behavior incident involving city personnel, the report will be made to the city
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administrator and referred to the city attorney. In cases such as these, it is
common for the city council to authorize an investigation by an independent
investigator (consultant). The independent investigator will report his/her
findings to the city council. The city will take reasonable and timely action,
depending on the circumstances of the situation.
Pending completion of the investigation, the city administrator may at his/her
discretion take appropriate action to protect the alleged victim, other employees,
or citizens.
If an elected or appointed official is the victim of disrespectful workplace
behavior, the city attorney will be consulted as to the appropriate course of
action.
Confidentiality. A person reporting or witnessing a violation of this policy cannot
be guaranteed anonymity. The person’s name and statements may have to be
provided to the alleged offender. All complaints and investigative materials will
be contained in a file separate from the involved employees’ personnel files. If
disciplinary action does result from the investigation, the results of the
disciplinary action will then become a part of the employee(s) personnel file(s).
Retaliation. Retaliation is strictly prohibited. Retaliation includes, but is not
limited to, any form of intimidation, reprisal, or harassment. Individuals who
report harassing conduct, participate in investigations, or take any other actions
protected under federal or state employment discrimination laws will not be
subject to retaliation.
Retaliation is broader than discrimination and includes, but is not limited to, any
form of intimidation, reprisal, or harassment. While each situation is very fact
dependent, generally speaking retaliation can include a denial of a promotion,
job benefits, or refusal to hire, discipline, negative performance evaluations or
transfers to less prestigious or desirable work or work locations because an
employee has engaged in activity in furtherance of EEO laws.
It can also include threats or reassignment, removal of supervisory
responsibilities, filing civil action, deportation or other action with immigrant
authorities, disparagement to others or the media and making false report to
government authorities because an employee has engaged or may engage in
protected activities. Any individual who retaliates against a person who testifies,
assists, or participates in an investigation may be subject to disciplinary action
up to and including termination.
If you feel retaliation is occurring within the workplace, please report your
concern immediately to any of the following:

a. Immediate supervisor;

b. Your supervisor’s manager

c. City administrator;

Page 25 of 69



d. Mayor and city councilmember
e. Inthe event an employee feels retaliation has occurred by the city
administrator or the city council, then reporting may be made to the city
attorney.
Supervisors who have been approached by employees with claims of retaliation
will take the complaint seriously and promptly report the allegations to the city
administrator, or if the complaint is against the city administrator to the city
attorney, who will decide how to proceed in addressing the complaint.
Consistent with the terms of applicable statutes and city personnel policies, the
city may discipline any individual who retaliates against any person who reports
alleged violations of this policy. The city may also discipline any individual who
retaliates against any participant in an investigation, proceeding or hearing
relating to the report of alleged violations.

Q. Performance Evaluations.
City employees’ performance shall be evaluated by their immediate supervisor and/or
department head at least annually for the purpose of communicating strengths and
weaknesses to the employee, as they relate to fulfilling the position duties and
responsibilities.
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