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INTRODUCTION

Welcome to our work group. We trust that you will enjoy your work here and that we will
be proud of you as a good employee. In this handbook we explain what the city expects
from you and what you can expect from the city. We have tried to use simple and clear
language in order to avoid misunderstandings. If any statement in this booklet is not
completely clear to you, please ask a council member or city clerk to explain it. We hope
that you will be happy in your work and that we both enjoy pleasant relations for many
years.

SECTION | - GENERAL ADMINISTRATIVE PROVISIONS
1.1 NONDISCRIMINATION POLICY

Our policy is to select, place, train, and promote the best qualified individuals based
upon relevant factors such as work quality, attitude, and experience, so as to provide
equal employment opportunity for all our employees in compliance with applicable
local, state, and federal laws, and without regard to non work-related factors such as
race, color, religion/creed, sex, national origin, age, disability, pregnancy, citizenship,
or marital status.

This equal opportunity policy applies to all City of Mechanicsville's activities, including
but not limited to, recruiting, hiring, training, transfers, promotions, and benefits.

We will give equal treatment to all applicants for employment and to all employees.
Hiring, work assignments, rates of pay, promation, layoffs, recalls, and all other
employment decisions will be based purely on skill and ability, length of service,
satisfactory conduct, productivity, and quality of work.

1.2Management of Operations

These policies remain in effect until modified or revised by the City Council, and shall
cover all employees. Because we realize the importance of every employee to a
successful operation of our business and because we earnestly want each employee
to be successful and happy in his work, we declare the following policies:

1. We will hire the best available person whenever a vacancy occurs.

2. We will try to develop each employee to become an effective and enthusiastic
worker.

3. We will treat each person with consideration and respect.

4. We will try earnestly to avoid any favoritism of one employee over another.

5. We will provide a clean, healthy and safe place to work.

City of Mechanicsville November 2007



6. We will pay fair wages in line with job requirements and performance on the job.

7. We will provide steady employment as far as practical.

8. We will recognize length of service where other qualifications are approximately
equal.

9. We will avoid discharge except as the last resort.

10.We will cooperate with emplcyees in the purchase of those forms of group
insurance which minimize the effect of certain emergencies.

11.We will provide such other benefits as holidays with pay, and vacation with pay,
in line with current practices and business conditions.

12.We will inform employees of developments in the business which affects them.

13.We will expect each employee to show a real interest in his work and to do a
good day's work everyday.

These policies are intended to help create and maintain an employee relation climate
in which people will work together effectively and with enthusiasm.

1.3 HARASSMENT IS FORBIDDEN POLICY

A fundamental policy of the City of Mechanicsville is that the workplace is for work.
Our goal is to provide a workplace free from tensions involving matters which do
not relate to the City of Mechanicsville's business. In particular, an atmosphere of
tension created by nonworking-related conduct, including ethnic, racial, sexual or
religious remarks, animosity, unwelcome sexual advances or requests for sexual
favors, or other such conduct does not belong in our workplace.

Harassment of employees or of applicants by other employees is prohibited.
Harassment includes, without limitation, verbal harassment (epithets, derogatory
statements, slurs), physical harassment (assault, physical interference with normal
work or involvement), visual harassment (posters, cartoons, drawings), and
innuendo.

Sexual harassment is a violation of state and federal law. It includes unwelcome
sexual advances, requests for sexual favors, sexually motivated physical contact
and other verbal or physical conduct, or visual forms of harassment of a sexual
nature when submission to such conduct is either explicitly or implicitly made a
term or condition of employment or is used as the basis for employment decisions
or when such conduct has the purpose or effect of unreasonably interfering with an
individual's work performance or creating an intimidating, hostile, or offensive work
environment.

You cannot be forced to submit to such conduct as a basis for any employment
decision and the City of Mechanicsville will do its best to keep itself free of any
conduct which creates an intimidating, hostile or offensive work environment for our
employees.
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What To Do If You Feel Our Policy Has Been Violated

In the event that any sort of ethnic, racial, religious, or sexual harassment, or
similarly abusive verbal or physical conduct interferes with any individual's work
performance or creates an intimidating, hostile or offensive work environment, we
urge you to contact your Manager or Supervisor.

If you feel uncomfortable bringing the matter to your Manager or Supervisor or if
your Manager or Supervisor is thought to be involved in the harassment, you may
contact the City Clerk, who, to the extent possible, will treat the matter with the
degree of confidentiality that you require. If you feel uncomfortable bringing the
matter to the City Clerk, or if the City Clerk is thought to be involved in the
harassment, you may contact the Mayor, who, to the extent possible, will treat the
matter with the degree of confidentiality that you require. Charges of harassment
will be promptly and thoroughly investigated and a report will be made to you
concerning the results of the investigation.

If the City of Mechanicsville determines that harassment has occurred, appropriate
relief for the employee bringing the complaint and appropriate disciplinary action
against the harasser, up to and including discharge, will follow. A non-employee
who subjects an employee to harassment in the workplace will be informed of our
City of Mechanicsville's policy and appropriate action
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SECTION Il - DEFINITIONS

2.1 EMPLOYMENT AT WILL POLICY:

Unless you are given a written contract signed by the City Clerk specifying an
employment term, your employment is "at will". This means that both the City of
Mechanicsville and the employee have the right to terminate employment at any
time with or without cause. Nothing in this Handbook nor any oral or written
representation by any employee, official, Manager, or Supervisor of the City of
Mechanicsville shall be construed as a contract of employment.

2.2 REGULAR FULL-TIME EMPLOYEE
Full-time employees are normally scheduled to work 40 hours per week.

2.3 REGULAR PART-TIME EMPLOYEE

Part-time employees work regular stated hours and are employed on jobs with
fewer than 40 scheduled hours per week.

2.4 TEMPORARY OR SEASONAL EMPLOYEE
Temporary or seasonal employees may work either a full or part time schedule but
are hired for a specific project or for a finite period of time and do not receive any
benefits.

2.5 VOLUNTEER EMPLOYEE
Persons who volunteer their time in serving the library, ambulance, fire
departments, or other areas within the City of Mechanicsville.

2.6 CITY SENIORITY
Seniority is the employee's length of continuous service since the last date he
started to work for the city. If more than one person started to work on the same
day, they will be placed on the seniority list in alphabetical order.
Employees will serve a probationary period of ninety (90) days. If retained beyond
the probationary period, their seniority will date back to the date they last started to
work for the city. Seniority will be an important factor in promotion, as well as the

only factor in the length of vacations.

The seniority of an employee will be terminated for voluntary resignation.

City of Mechanicsville November 2007



2.7 NEW EMPLOYEES

New employees shall be considered as probationary employees for the first ninety
(90) days.

2.8 HOURS AND OVERTIME

To provide guidelines compensating employees working beyond their normal work
schedule. A work week shall be seven (7) consecutive days Monday through
Sunday each week.

Overtime shall be worked only when necessary. Employees required to work more
than forty (40) hours in a work week will be compensated at an overtime rate of one
(1) and one half (1/2) times their hourly rate. Overtime compensation may be taken
as pay or compensatory time.

Employees called or recalled to work after their normal work week or day shall be
compensated a minimum of two (2) hours. Employees called to work less than two
(2) hours early before a regular work day may adjust that days work hours or
receive overtime compensation for actual time worked.

Any change in working hours will be announced as much in advance as practical.

These are the hours expected to be worked under normal conditions but are not a
guarantee of hours to be worked or paid for.

Overtime rates will be paid to hourly employees for time worked as follows:

When an employee is called to work on a day being observed by the city as a
holiday, he shall be paid straight time for the time worked. Such pay shall be in
addition to holiday pay.

Time and one-half (1 1/2) will be paid for hours worked beyond forty (40) hours in
any established work week. The 40 hours will not include vacation time or sick time.
Holiday pay will be counted as hours worked. (Example: work 34 hours plus 8
hours holiday pay, would be 40 hours regular rate and 2 hours at time and 12.)

2.9 Compensatory Time

Compensatory time may be saved for later use as approved by the City Council up
to a maximum of eighty (80) hours. Accumulated compensatory time may be used
in fifteen (15) minute increments.
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The City Clerk will maintain compensatory time, use and accumulation, records for
all full time employees. Employees working overtime will advise the City Clerk in
writing, by the last day of each month, how they wish to be compensated for
overtime hours worked during the month.

Employees will record compensatory time use on weekly time cards. Employees
may take up to eight (8) consecutive hours of a work day off utilizing accumulated
compensatory time with department head permission providing there is no
necessary work needing immediate attention. Employees wishing to use more than
eight (8) consecutive hours of accumulated compensatory time must, in addition to
department head approval, request and secure City Council authorization.

Employees will be notified by the City Clerk if their accumulated compensatory time
total exceeds eighty (80). Any hours over the maximum must be used or paid for
by the last day of each calendar quarter.

2.10 EXEMPT EMPLOYEE
Exempt employees work in executive, administrative, outside sales and
professional capacities and are not covered by the Fair Labor Standards Act and
do not receive additional pay for overtime hours worked.

2.11 NONEXEMPT EMPLOYEE
Nonexempt employees are covered by the Fair Labor Standards Act and are paid
one and one-half times their regular base pay for hours worked over 40 hours in a
work week.

2.12 WORKING DAYS

The normal work day is eight (8) hours, excluding an unpaid lunch period. The
normal work week is forty (40) hours, Monday through Sunday.
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SECTION Il - RECRUITMENT AND EMPLOYMENT PROVISIONS

3.1 Applications / Relocation Expense

All applications need to be completed and signed in order to be considered a valid
application. Interviews will be granted, based on skills, experience, education and
qualifications submitted on the application. The city does not provide relocation
expenses.

3.2 NONDISCRIMINATION POLICY

Our policy is to select, place, train, and promote the best qualified individuals based
upon relevant factors such as work quality, attitude, and experience, so as to
provide equal employment opportunity for all our employees in compliance with
applicable local, state, and federal laws, and without regard to non work-related
factors such as race, color, religion/creed, sex, national origin, age, disability,
pregnancy, citizenship, or marital status.

This equal opportunity policy applies to all City of Mechanicsville's activities,
including but not limited to, recruiting, hiring, training, transfers, promotions, and
benefits.

We will give equal treatment to all applicants for employment and to all employees.
Hiring, work assignments, rates of pay, promotion, layoffs, recalls, and all other
employment decisions will be based purely on skill and ability, length of service,
satisfactory conduct, productivity, and quality of work.

3.3 Driver's License

All employees must have a valid driver's license. Failure to maintain a valid driver's
license may result in disciplinary action up to and including termination of employment.
Employees & volunteers shall annually provide a copy of their driver's license to the city
clerk. The information shall then be supplied to the police chief in order to complete
random checks for valid licenses effective January 1, 2006.

3.4 Bondable

The Council shall provide by resolution for a surety bond or blanket position bond
running to the City and covering the Mayor, Clerk, Treasurer and such other

officers and employees as may be necessary and advisable. Code of lowa Sec
64.13
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3.5 AMERICANS WITH DISABILITIES ACT

As stated elsewhere in this Handbook, the City of Mechanicsville shall not
discriminate against any applicant or employee because of a disability. The City of
Mechanicsville will endeavor at all times to provide reasonable accommodation to
applicants or employees with a disability. A disability will affect a person’s
employment only when and if it is determined that individual cannot perform the
essential functions of the job, even with a reasonable accommodation.

The City will keep medical information confidential, consistent with federal and state
law.

3.6 Citizenship & Alien Status Verification

Our policy, as an equal opportunity employer, is to employ persons legally entitled
to work in the United States. To ensure that the City of Mechanicsville complies
with the Immigration Reform and Control Act of 1986, all employees will be asked
to provide satisfactory documentation of their eligibility to be employed in the United
States within 3 days of the offer of employment.

3.7 Performance Evaluation

All employees are expected to work efficiently and harmoniously and to meet the
requirements and standards of their position.

During your employment with the City of Mechanicsville, your Manager or his or her
designee will evaluate your work. He or she will undertake a formal review of your
work performance giving consideration at each review to changes in your job
content or responsibility. Reviews shall occur after 90 days of employment and
then annually thereafter during the month of May.

Your salary is monitored in this manner so that it accurately reflects your job and
your performance. Based upon the evaluation of your Manager or his or her
designee and your total work record, your salary may be increased. It should be
understood that increases in your salary are not an automatic part of the
performance review but are within the City of Mechanicsville's discretion based
upon your entire work record and the evaluation of your Manager or his or her
designee.

3.08 Medical Examination
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Pre-employment or pre-duty drug and alcohol testing will be conductedtbefore
applicants are hired or after an offer to hire, but before actually performing safety-
sensitive functions for the first time. This test also is required when employees
transfer to a safety-sensitive position and can be used following an extended leave
under some DOT rules.

All applicants who drive a commercial motor vehicle and are required to have a
CDL shall be given a pre-employment medical examination at city expense, and a
report thereof shall be made as to suitability for employment in the position to be
filled. Such medical examination report and subsequent reports made during
person's term of employment shall be kept in a permanent file for each employee.

3.09 FAMILY AND MEDICAL LEAVE POLICY

Eligibility
In order to be eligible for Family and Medical Leave:
An employee must work at a site where 50 or more employees work within 75

miles. As the City does not employ 50 employees, no employees are eligible
for FMLA leave. The rest of this policy is for informational purposes only.

An employee must have worked for the City of Mechanicsville for at least 12
months; and

An employee must have worked for the City of Mechanicsville for at least 1,250
hours during the year preceding the start of the leave.

Because employees are not eligible for Family and Medical Leave, his or her
request for leave will be covered by the City of Mechanicsville's general leave
policy found elsewhere in this Handbook.

When an employee is eligible for Family and Medical Leave Act leave, he or she
may take leave in the following circumstances:

« for an employee's own serious health condition that makes the employee
unable to perform the functions of the employee’s job;

» for a serious health condition of an employee's child, spouse, or parent
where the employee is needed to care for that family member;

e upon the birth of a child to care for the child: or

» Because of the placement of a child with an employee for adoption or foster
care.
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