CITY OF HILLSBORO

Commission Members: 19 S Main, PO Box 400 Auditor: Casey Eggermont
Levi Reese, President Hillsboro, ND 58045 Public Works Director: Jim Anderson
Dave Sather, Vice President Phone: (701) 636-4620 Fax (701) 636-4621 City Attorney: John Juelson & J.R. Strom

Jason Pohlkamp, Paul Geray & Nicole Evans

REGULAR CITY COMMISSION MEETING
December 4, 2023, 6:30PM at MSCC
AGENDA

1. Open with Pledge of Allegiance
2. Reading of Minutes — November 6, 2023, Regular Meeting Minutes
3. Presentation of Bills

4. City Commissioners Reports

5. Report of City Officers

a. Superintendent
b. Attorney

c. Auditor

d. Sheriff’s Office
e. City Engineer

6. BC Ticket Items — See Attachment
a.
7. 0Old Business
a. Employee Handbook
8. New Business
a. Tax Exemption Amount Clarification from County (575,000 vs. $150,000 exemption)—Added by
Eggermont
b. Starion Bank Cash Management Business Request—Added by Eggermont
c. New City Sign—Added by Geray and Reese
d. Christmas Thank You—Added by Reese
9. Citizens Addressing the Commission

10. Adjournment

NEXT REGULAR MEETING:
Monday December 18, 2023, 6:30 PM
MAIN STREET COMMUNITY CENTER



HBC Ticket’s
Tickets from the November 2023 Meeting

> 2021001-318 2™ St SE
»  Closed
> 2021002- 206 4™ Ave SE
»  Closed
> 2021003-222 4" Ave SE
»  Done some clean up, keeping open

» 2021004- 103 4" St NE
»  Charged in July, Commissioner Reese and a resident from the community has talked to the
owner. The city is working on getting a storage container and a way to remove items from
ally way to store until fines are paid.

»  City commission had asked for a list of things that need to be done in order for this
property to be in compliance: clear sidewalk, driveway need to have 2 spots available for
parking with no trash or rubbish, anything on street needs to be moved, and anything
north of the pole/bushes (140ft property line)

»  Commission would like to move forward with charges
» 2021005-13 S Main St
»  The condemnation process started after the 12/05/22 meeting. The first deadline was
2/10/2023, the current deadline is October.
»  Extension granted by City Commissioners. New Deadline is January 1*,2024
» 2021007- 322 1* Ave NW
»  Closed
» 2022001- 203 4" St SW
»  Charged, has washer and snow blower in yard, also grass is unkept.
»  If not cleaned after court BC will recommend being charged again
» 202202- 205 4™ St SW
»  Sold to Manthey- Correspondence in June- they will be cutting down trees and filling in
low spots, snow will no longer be piled there in the winter. No other correspondence
has occurred
»  Commissioner Reese will reach out- notice sent out 9/28/23
»  The owner attended 10/9/23- will take down mare trees, filled in low spots, and talked
to county about not dumping snow on that property. Owners were asked to have
contact with BC by Dec. 11 to update on progress.
» 2022003- 310 E Caledonia
»  Refer to City Commission
» 2022004- 218 4" SENE
»  Charged, making progress, Commissioner Reese was contacted by the owner
»  Ifnot cleaned after court BC will recommend being charged again
» 2023001- 322 1% Ave NW
»  Notice sent out 9/28/23
> 2023002- 222 2™ Ave SW
»  Notice sent out 9/28/23




DATE: 11/20/2023
TIME: 6:30PM

THE HILLSBORO BOARD OF CITY COMMISSIONERS HELD A REGULAR MEETING AT
MAIN COMMUNITY CENTER AT THE ABOVE DATE AND TIME.

Commissioners present: Reese, Evans, Pohlkamp, Geray, Sather
Commissioners Absent: None

Commissioner Reese opened the meeting with the Pledge of Allegiance at 6:30 PM.

Reading of the Minutes:

Commissioner Sather made the motion to approve the November 6%, 2023 regular Commission minutes with
adjustment. Commissioner Geray seconded the motion.

None voted no

Motion carried.

A P to be approved on PAID on 11/20/2023 Amount Check
11/20/2023 #
AE2S 2023 1&C system service $3,545.25 27038
Airgas lease renewal 12-1-23/11-30-24 $209.56 27039
Aramark linen services 5169.74 27040
banner adds 5466.80 27044
Core and Main parts 5694.49 27041
Dakota Natural gas shop 544,05 27042
goose river heading ripple control wire 5$650.00 27043
HBA 2024 membership dues 5100.00 27045
KRJB bright energy ads 5$479.00 27046
LOWRY RIVERWALK SUBDIVISION $11,535.68 27047 | Void
Menards fvp rv marine -50 a/f 5$50.40 27048
Midwest inspections building permit 51,145.06 27049
MRES energy charge $138376.20 | 940E
MRES MISC SERV. 53,825.72 27050
ND ONE CALL Aug service calls $53.30 27051
ND water user membership dues $300.00 27052
NDPERS Casey's Insurance 5853.38 941F
Northern fire equipment extinguisher service 5562.95 27053
Ohnstad Twichell professional Services $7,391.83 27054
Paulson Gravel 20 yards 5§345.00 27055
Premium water city hall and shop $§72.75 27056
RMB NDRTCR monthly 5272.25 27057
waste management rs and comm totes/metal/roll off 526,424.98 | 27058
water environment fed WEF membership $90.00 27059
TOTAL $197,658.39

Presentation of Bills
Commissioner Geray made the motion to pay the bills as presented with omittance of Lowry until further clarification.

Commissioner Pohlkamp seconded.
None voted no
Motion carried.




Monthly Disconnect:

Commissioner Sather made the motion to disconnect delinqguent accounts November 28", 2023. Commissioner
Pohlkamp seconded.

Roll Call

Yes: Pohlkamp, Sather, Geray, Evans, Reese

None voted no

Motion carried.

City Commissioners Reports:
Commissioner Sather:
o Nothing to report
Commissioner Evans:
o  Airport- all is going well
o Stratais finishing up
o  Board meeting
L) Snow removal
= Financials
L] Projects to come
o] Commissioner Geray:
o Thank you to city crew for their work at RR park
o Thank you to the city office taking on the task of decorating the tree at RR park
o Electric
= Load control set will continue this winter
= Looking at plans for next year
o  HEDC
= Looking at ways to motivate sales at riverwalk
o  Commissioner Pohlkamp:
o  Nothing to report
Commissioner Reese:
o  Planning and Zoning would like approval from the commission to have J.R. send a letter to 2 residents for
not responding to building permit letters
Commissioner Sather made the maotion to approve J.R to send out reminder letters. Commissioner Geray seconded.
Roll call vote
Yes: Pohlkamp, Geray, Evans, Sather, Reese
None voted no
Motion carried
o 1881 extraction asked to have a lean taken off
Commissioner Geray made the motion to except the release of 1881 extraction from the lean. Commissioner Evans
seconded.
Roll call vote
Yes: Pohlkamp, Geray, Evans, Sather, Reese
None voted no
Motion carried

City Officers Reports:
Public Works Director Anderson:
o Nothing to report
City Attorney Strom:
o Nothing to report.
City Auditor Eggermont:
o Nothing to report
Sheriff's Office:
o Nothing to report
City Engineer Swanson:
o Water Sewer project
©  Breidenbach is boring to the lagoon
o Finishing up clean up
o 129 sidewalk project
Bid came in under budget
City’s 19% reduced $67,000 and the engineering cost will be $38,850
DOT looking at paperwork
Will not start until spring
Need notice to award approved

o 0 0 ¢ o



Commissioner Sather made the motion to approve notice to award pending DOT review. Commissioner Pohlkamp
seconded.
Roll call vote
Yes: Pohlkamp, Geray, Evans, Sather, Reese
None voted no
Motion carried

o Need approval for engineering work
Commissioner Sather made the motion to approve task order for engineering work. Commissioner Geray seconded.
Roll call vote
Yes: Pohlkamp, Geray, Evans, Sather, Reese
None voted no
Motion carried

o Storm Water Master Plan
o Jesse Presented 2 plans for storm water systems
= Alt 1- gravity fed storm sewer

Adding new sewer pipes
Replacing some existing with bigger pipe
Adding additional inlets
Loyal Ave

Lift station

Construct swale to connect to northside of 7th Ave

Back yards between McDonald and Loyal under draining to connect
to existing draining

o 0 O

=  Alt 2- ponds
e  Replacing some existing pipes with bigger pipe
e  (Creating 3 dry ponds to hold water when storm sewer system is overloaded
e  Acquire land to create the ponds
*full discussion can be found on the Hillsboro You Tube channel

BC Tickets:
o  Oster property
No new updates J.R still working on it

Old Business:
Employee Handbook
o Next meeting
Curb and gutter
o Main St
o  Looking into funds for this

New Business:

Burro Statue
o Moved from RR park to High School
o  Will be working on it

Citizen addressing commission
o None

Adjournment:
Commissioner Sather made @ motion to adjourn the meeting at 7:55PM. Commissioner Evans seconded the motion.

None vote no
Motion carried.

Casey Eggermont Levi Reese
City Auditor Commission President

The next regular meeting of the Hillsboro Board of City Commissioners
will be at 6:30 PM on Monday, December 4th, 2023, at Main Street Community Center.



A P to be approved on 12/04/2023

PAID on 12/04/2023

Amount

Abby Hjelmstad
Acme Tool

Aramark

Border States
Bright Way Window
Canon Financial
David Groven

HEDC

Miller's fresh foods
Napa

ND League of Cities
Nodak Electric
Olympic sales

RMB

Sara Myers

Sorum Oil

Valley Plains Equipment

Verizon

Mileage

Tools

Linen services
Parts/services

City hall window cleaning
Monthly charge
Cemetary

Sales tax

Coffee, water, peroxid
Parts

Drug and alcohol testing program
Campgrnund‘

Garbage totes

WTP

Reimbursement

Gas

Parts

Phone

$65.50
$513.94
$169.74
$5,611.76
$51.00
$120.00
$2,984.00
$10,175.19
$28.87

$420.00
$824.61
$2,590.00
$106.72
$127.60
$1,712.07
$139.05
$432.76

TOTAL $26,072.81



Experience Hillsboro

sMALL TOWN. B](G OPPORTUNITY.
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City of Hillsboro, North Dakota
Employee Handbook

Effective 11/20/2023



CITY OF HILLSBORO

EMPLOYEE HANDBOOK

INTRODUCTION

GENERAL POLICIES

NATURE OF EMPLOYMENT
EMPLOYEE RELATIONS

CHAIN OF COMMAND

EQUAL EMPLOYMENT OPPORTUNITY
EMPLOYMENT APPLICATIONS
EMPLOYMENT REFERENCE CHECKS
VETERAN'S PREFERENCE

JOB DESCRIPTIONS

PROBATIONARY PERIOD
HARASSMENT

SEXUAL HARASSMENT

ALCOHOL & DRUG FREE WORKPLACE
SMOKING

EMPLOYEE CONDUCT AND WORK RULES
CONFLICTS OF INTEREST
IMMIGRATION LAW COMPLIANCE
OUTSIDE EMPLOYMENT

HIRING OF RELATIVES

EMPLOYMENT CATEGORIES
AT-WILL EMPLOYMENT
EXEMPT/NON-EXEMPT
REGULAR FULL-TIME
REGULAR PART-TIME
TEMPORARY OR SEASONAL
EMPLOYMENT TERMINATION
RESIGNATION

SALARY ADMINISTRATION

PAY DAYS

PAY DEDUCTIONS

OVERTIME

CALL-OUT PAY

ON-CALL PAY

PAY ADVANCES

ADMINISTRATIVE PAY CORRECTIONS
TIMEKEEPING
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INTRODUCTION

Citizens of the City of Hillsboro elect the Board of City Commissioners. Remaining department heads
are appointed by the Board of City Commissioners. Employees are hired by department heads with the
approval of the Commissioners or within guidelines authorized by the Commissioners.

Employees are accountable to their department head or to a designated supervisor. Department heads
are responsible for day-to-day activities within their departments and are accountable to the Board of
City Commissioners. The Commissioners are directly accountable to the citizens of the City of Hillsboro.

This handbook is designed to acquaint you with the City of Hillsboro and provide you with information
about working conditions, employee benefits, and some of the policies affecting your employment. You
should read, understand, and comply with all provisions of the handbook. It describes many of your
responsibilities as an employee and outlines the programs developed by the employer to benefit
employees. One of our objectives is to provide a work environment that is conducive to both personal
and professional growth.

No employee handbook can anticipate every circumstance or question about a policy. As the City
continues to grow, the need may arise to change policies described in this handbook. The
Commissioners therefore reserve the right to revise, vary, change, supplement, or rescind any policies
or portion of the handbook from time to time as they deem appropriate, in their sole and absolute
discretion.

Fhkxkrkhhhkhkkhkhhhkrhhrhkhkhhhddkhikkkhkitiik PLEASE NOTE**************************************

THIS PERSONNEL POLICY MANUAL HAS BEEN DRAFTED AS A GUIDELINE FOR OUR
EMPLOYEES. IT SHALL NOT BE CONSTRUED TO FORM A CONTRACT BETWEEN THE CITY OF
HILLSBORO AND ITS EMPLOYEES. RATHER, IT DESCRIBES THE COMMISSIONERS’ GENERAL

PHILOSOPHY CONCERNING POLICIES AND PROCEDURES.

e e e e e e e e e e e e e e ke e e v e e ke e ke e e e e e vk e e e e e e s ke vk ke ok e o e o e e vk e vk e e e e e e e e vk e ke e vk e v e ke e ok ke ok o ke ke ke ok e ok e sk e e e ke e e e ke e ok

NATURE OF EMPLOYMENT

This handbook is intended to provide employees with a general understanding of our personnel policies.
Employees are encouraged to familiarize themselves with the contents of this handbook, for it will
answer many common questions concerning employment with this organization.

However, this handbook cannot anticipate every situation or answer every question about employment.
It is not an employment contract and is not intended to create contractual obligations of any kind.
Neither the employee nor the City of Hillsboro is bound to continue the employment relationship if either
chooses, at its will, to end the relationship at any time.
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To retain necessary flexibility in the administration of policies and procedures, the Commissioners
reserve the right to change, revise or eliminate any of the policies and benefits described in this
handbook.

EMPLOYEE RELATIONS

The City of Hillsboro believes that the work conditions, wages and benefits it offers to its employees are
competitive with those offered by other employers in this area and in this industry. If employees have
any concerns about work conditions or compensation, they are encouraged to voice these concerns
openly and directly to their supervisors.

Our experience has shown that when employees deal directly with supervisors, the work environment is

excellent, communications are clear, and attitudes are positive. We believe that the City of Hillsboro has
amply demonstrated its commitment to responding effectively to all employee concerns.

CHAIN OF COMMAND

If employees have any work-related issues or concerns, they are advised to go to their direct supervisor.
The City of Hillsboro Chain of Command is as follows:

Hillsboro City Commission

Commission President

If PC is President, thengo Personal Commissioner
o Commissioner of Choice

Public Works
Pool Commissioner Superintendent or
Eguivalent
| |
|

i
Public WorksSt=ff i Auditor Staff
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EQUAL EMPLOYMENT OPPORTUNITY

The City of Hillsboro is an equal opportunity employer. It is the policy of the City of Hillsboro to recruit,
hire, train, and promote employees without discrimination because of race, color, religion, sex, age,
creed, status of marriage or public assistance, national origin, or physical or mental handicap except
where specific age, sex, or physical requirements are a bona fide occupational qualification.

EMPLOYMENT APPLICATIONS

The City of Hillsboro relies upon the accuracy of information contained in the employment application, as
well as the accuracy of other data present throughout the hiring process and employment. Any
misrepresentation, falsifications, or material omissions in any of this information or data may result in the
City’s exclusion of the individual from further consideration for employment or, if the person has been
hired, termination of employment.

EMPLOYMENT REFERENCE CHECKS

To ensure that individuals who join the City are well-qualified and have a strong potential to be
productive and successful, it is the policy of the City of Hillsboro to check the employment references of
all applicants.

In addition, criminal background checks will be administered by the Traill County Sheriffs Dept.

VETERAN’S PREFERENCE

Qualified veterans shall have preference for employment with the City of Hillsboro as set forth in Chapter
37-19.1 of the North Dakota Century Code.

JOB DESCRIPTIONS

At the start of employment, each employee is provided with a written job description of his/her position.
Annually or as otherwise needed, the job description will be reviewed by the employee’s immediate
supervisor with the employee for any changes in duties.

PROBATIONARY PERIOD

An employee, excluding elected officials, should use the initial period after being hired or rehired,
promoted, demoted, or transferred within the city to determine whether the new position meets the
employee’s expectations. The City of Hillsboro uses this period to evaluate employee capabilities,
attitude, and work habits. Either the employee or the city may end the employment relationship at will at
any time during or after the probationary period, with or without cause or advance notice.

All new employees work on a probationary basis for a minimum of the first 180 calendar days after their
date of hire. Any significant absence of the employee will automatically extend the probationary period
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by the length of the absence. If the Commissioners or a department head determines that the
designated probationary period does not allow enough time to thoroughly evaluate the employee, the
Commissioners may extend, reduce, or waive the probationary period for a specified period.

Regular full-time employees are eligible for benefits during the probationary period.
Employees needing accommodation to perform the essential functions of their job should request such

accommodations from their direct supervisor in writing at any time either during or after the probationary
period.

Completion of the probationary period does not alter the employment at-will status of the employment
relationship.

HARASSMENT

It is the City’s goal that all employees will enjoy a safe workplace free from unreasonable interference,
intimidation, hostility, or offensive behavior on the part of managers, co-workers, or visitors. Therefore, it
is the City's policy to maintain a productive work environment free from harassment of any kind and from
any source, and to treat all complaints fairly and equitably.

Harassment based on an individual's race, color, religion, sex, national origin, age, disability, marital
status, pregnancy, status regarding public assistance, or participation in lawful activity off the employer's
premises during non-working hours which is not in direct conflict with the essential business-related
functions of the employer is unlawful under state and federal laws and is strictly prohibited.

Harassment based on any other factor is also strictly prohibited by the city.

If an employee has a complaint about harassment, the City’s main concern is to have the harassing
behavior stopped and to have the matter resolved as quickly and efficiently as possible. The procedures
to follow are:

1. Be sure that the conduct is discriminatory or harassing. If possible, find witnesses or other
substantiation of the conduct.

2. Discuss improper behavior with the person(s) involved to let them know their conduct is
offensive.

3. If the harassment does not stop or if it recurs, the employee should report the conduct
perceived as harassment as soon as possible to his/her supervisor, or to the Personnel
Commissioner if the complaint involves the supervisor.

4. The Personnel Commissioner will conduct a complete investigation concerning the complaint
in an impartial and confidential manner, with the results being conveyed to all involved
individuals. Every reasonable effort will be made to determine the facts and resolve the
situation.

The City has the right to apply any sanction or combination of sanctions to deal with unreasonable
conduct or harassment, including:
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Counseling with the offender(s).

Probation with a warning of suspension or termination for continuing or recurring offenses.
Suspension, with or without pay, depending on the seriousness of the charge.
Termination of employment.

PR P

These actions may be taken in any order, depending upon the seriousness of the situation. The City's
responsibility is to treat all employees with dignity, sensitivity, and respect. Each employee is expected
to use common sense in determining whether his/her conduct may be offensive or unwelcome to
another.

SEXUAL HARRASSMENT POLICY

While all forms of harassment are prohibited, it is important to emphasize that sexual harassment is
specifically prohibited.

Sexual harassment is a form of discrimination which is prohibited by law. Sexual harassment includes
unwelcome sexual advances, requests for sexual favors, sexually motivated physical conduct, or other
verbal or physical conduct or communication of a sexual nature when:

1. Submission to that conduct or communication is made a term or condition of employment,
either explicitly or implicitly; or

2. Submission to or rejection of that conduct or communication by an individual is used as a
factor in decisions affecting that individual's employment; or

3. That conduct or communication has the purpose or effect of substantially interfering with an
individual's employment or work performance, or creates an intimidating, hostile, or offensive
working environment.

Examples of sexual harassment include inappropriate touching or feeling that is unwelcome; sexual
innuendoes and comments and sexual remarks about a person’s clothing, body, or sexual activities;
jokes about sex which the employee finds offensive; sexual propositions or demands for sexual favors;
posting obscene pictures, drawings, or cartoons in the workplace; or making obscene gestures. These
are some of the common complaints, but many other types of conduct can also constitute sexual
harassment.

As with other types of harassment, if an employee has a complaint about sexual harassment, the main
concern is to have the harassing behavior stopped and to have the matter resolved as quickly and
efficiently as possible. The procedures to follow are:

1. Be sure that the conduct in question is discriminating or harassing. If possible, find witnesses
or other substantiation of the conduct.

2. The employee should discuss improper behavior with the person involved to let him/her
know the conduct is offensive.

3. If the harassment does not stop or if it recurs, the employee should report the conduct
perceived as harassment as soon as possible to his/her supervisor or to the Personnel
Commissioner if the complaint involves the supervisor.

4. The Personnel Commissioner will conduct a complete investigation concerning the complaint
in an impartial and confidential manner, with the results being conveyed to all involved



individuals. Every reasonable effort will be made to determine the facts and resolve the
situation.

The City has the right to apply any sanction or combination of sanctions to deal with unreasonable
conduct or discrimination, including:

1. Counseling with the offender(s).

2. Probation with a warning of suspension or termination for continuing or recurring offenses.
3. Suspension, with or without pay, depending on the seriousness of the charge; and or

4. Termination of employment.

These actions may be taken in any order depending upon the seriousness of the situation. It is the
City's responsibility to see that all co-workers are treated with dignity, sensitivity, and respect. Each
employee is asked to use common sense in determining whether his/her conduct may be offensive or
unwelcome to another.

ALCOHOL & DRUG FREE WORKPLACE

The city recognizes the use of alcohol and illegal drugs as a serious health problem, as well as a
potential safety and security problem. Through this policy, the City intends to provide for a drug-free
workplace by:

1. Assuring those employees are not impaired in their ability to perform assigned duties in a safe,
productive manner.

2. Creating a workplace environment free from the adverse effects of drug and alcohol misuse and
abuse.

3. Prohibiting the unlawful manufacture, distribution, dispensing, possession, and/or use of
controlled substances.

4. Encouraging employees to seek professional assistance any time problems, including drug or
alcohol abuse, adversely affect their ability to perform their assigned duties.

5. Meeting or exceeding all Federal Transit Administration regulations, which require affirmative
actions to eliminate the impact of the misuse of alcohol and drugs in the workplace.

In accordance with the Federal Drug Free Workplace Act, the City is notifying all employees of its intent
to maintain a workplace free from illegal drugs. The unlawful manufacturing, distribution, dispensing,
possession, or use of a controlled substance by employees is prohibited on any work site (at any time)
and elsewhere during all working hours.

Employees are hereby notified that compliance with this policy is a condition of employment. If an
employee fails to comply with this policy, he/she will be subject to disciplinary action. The City reserves
the right to initiate a drug or alcohol test for a pre-employment test, random testing, post-
accident/incident, and reasonable cause according to the federal and ADA guidelines.

If an employee is convicted of a criminal drug violation for manufacturing, distributing, dispensing,
possessing, or using controlled substances, he/she must notify his/her supervisor within five (5) days of
the conviction. Pursuant to federal law, if the convicted employee is working on a project funded through
a federal contract or grant, the City is required to notify the relevant federal contracting or granting
agency within ten (10) days of receiving such notice of conviction.
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An employee who suspects that a co-worker is under the influence of alcohol or other drugs should
contact his/her supervisor immediately. An employee who suspects that a supervisor is under the
influence of alcohol or other drugs should contact the Personnel Commissioner.

If an employee requests, information on any available alcoholism, drug counseling, rehabilitation, and
employee assistance program will be given to him/her, and he/she will be afforded the opportunity to
participate in an appropriate program. Some of the cost of such treatment may be covered by the
employee’s health insurance. An employee will be allowed a leave of absence to enter a treatment and
rehabilitation program. An employee will be allowed to use up to 30 days of earned annual leave or sick.

leave. If no such balance of earned annual leave or sick leave exists, a leave of absence of up to 30 days
without pay may be granted.

SMOKING
The City of Hillsboro is a smoke-free workplace. Including vehicles, equipment, and property.

EMPLOYEE CONDUCT AND WORK RULES

ROLE OF EMPLOYEES:

You are expected each day to remember that, as an employee of the City of Hillsboro, you serve the
public and, specifically, the citizens of the City of Hillsboro (your real “employers”). Your actions in this
capacity reflect favorably or unfavorably upon you, your supervisor(s) and City Government as a whole.
We expect that you will maintain favorable visibility with the public, that you will act responsibly within the
means of your position in meeting the needs of the public and that you will be accountable for your
actions in this capacity.

GETTING STARTED:

You have been carefully selected to perform an essential service for the City of Hillsboro. To help you
get started, your supervisor will provide you with a description of your job and will discuss your duties
with you. If you have any questions about your job, don't hesitate to ask your supervisor. Your
supervisor is just as concerned about your success on the job as you are and will do everything possible
to see that you receive the help you need.

ORIENTATION AND INTRODUCTION:

As soon as possible after employment, the employee should go to the City Auditor’s office to complete
the various fringe benefit program forms, tax table status and any other forms necessary for their
employment.

DRESS CODE/APPEARANCE:

Appearance and dress should be in keeping with the job being performed, both for safety reasons and to
reflect a positive image for the city. Should an employee arrive for work wearing clothing or accessories
which, in the opinion of their supervisor, is inappropriate, they may be required to go home and change
prior to commencing work. Proper ANIS approved work attire is required.

INCLEMENT WEATHER:
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A decision to close the City offices due to inclement weather shall be in consultation with the City
Auditor, Sheriff, and a City Commissioner who will make the necessary arrangements to notify
employees and determine compensation. Should an employee choose not to attend work due to
inclement weather when the city offices are still open, that employee will have that time off charged to
either vacation or leave without pay.

To ensure orderly operations and provide the best possible work environment, the City expects
employees to follow rules of conduct that will protect the interests and safety of all employees and the
employer. It is not possible to list all the forms of behavior that are considered unacceptable in the
workplace, but the following are examples of infractions of rules of conduct that may result in disciplinary
action, including suspension or termination of employment.

» Theft or inappropriate removal or possession of property.
Falsification of timekeeping records.

o Working under influence of alcohol or illegal drugs.

* Possession, distribution, sale, transfer, or use of alcoholic or illegal drugs in the workplace, while
on duty, or while operating employer-owned vehicles or equipment.

¢ Fighting or threatening violence in the workplace.

o Boisterous or disruptive activity in the workplace.

* Negligence or improper conduct leading to damage of employer-owned or customer-owned
property.

¢ Insubordination or other disrespectful conduct.

e Violation of safety or health rules.

e Sexual or other unlawful harassment.

e Possession of dangerous or unauthorized materials, such as explosives or firearms, in the
workplace.

e Excessive absenteeism or any absence without notice.

e Unauthorized absence from workstation during the workday.

* Unauthorized use of telephones, mail system, or other employer-owned equipment.

Unauthorized disclosure of confidential information.
* Violation of personnel policies.
e Unsatisfactory performance or conduct.

Misconduct can occur either on or off the job. Examples of misconduct on the job are cited above.
Examples of misconduct off the job include, but are not limited to, involvement in criminal activity or
activity involving moral turpitude which, in the judgment of the City Commissioners, reflects adversely on
the image or standing of the city.

Employment with the City of Hillsboro is at the mutual consent of the City and the employee, and either
party may terminate that relationship at any time, with or without cause and with or without advance
notice.

CONFLICTS OF INTEREST

Employees have an obligation to conduct business within guidelines that prohibit actual or potential
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