CITY OF HILLSBORO

Commission Members: 19 S Main, PO Box 400 Auditor: Ashley Frederick
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

Mike Kress, Paul Geray & Nicole Evans

REGULAR CITY COMMISSION MEETING
January 3, 2023, 6:30PM at MSCC
AGENDA

1. Open with Pledge of Allegiance
2. Reading of Minutes — December 19, 2022, Regular Meeting Minutes & December 28, 2022, Special Meeting
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. BCTicket Items — See Attachment

7. Old Business
a. FEMA Disaster Relief
b. Amended Budget

c. Employee Raises

8. New Business
a. Employee Handbook - review

9. Citizens Addressing the Commission

10. Adjournment

NEXT REGULAR MEETING:
Monday January 17, 2023, 6:30 PM
MAIN STREET COMMUNITY CENTER



HBC Ticket’s

HBC Ticket #2021001 — 318 2"¢ St SE— Referred to Sheriff Department

HBC Ticket #2021002 — 206 4" Ave SE- Referred to Sheriff Department/ motion was
made to close this ticket.

HBC Ticket # 2021003 — 222 4t Ave SE — Referred to Sheriff Department

HBC Ticket # 2021004 — 103 4t St NE— Waiting on finalization from District court.

HBC Ticket # 2021005- 13 S Main St. — Condemnation process started after 12/05/22
Meeting.

HBC Ticket #2021007- 322 1%t Ave NW- Property has been sold/ motion was made to
close this ticket for now.

HBC Ticket # 2022001- 203 4" St SW- Referred to Sheriff Department

HBC Ticket # 2022002- 205 4t St SW- Property is up for sale, Kumar is willing to work
with city.

HBC Ticket # 2022003- 310 E Caledonia- Motion was made to refer to City Commission.
HBC Ticket # 2022004- 218 4" St NE- Referred to Sheriff Department



DATE: 12/19/2022
TIME: 6:30 PM

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

Commissioners present: Reese, Sather, Kress, Geray, Evans

Commissioners Absent: none

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

Reading of the Minutes:

Commissioner Evans moved to approve the December 5, 2022, Regular City Commission Meeting Minutes.

Commissioner Kress seconded. None voted no. Motion carried.

Presentation of Bills

A P to be approved on PAID on 12/19/2022 Amount Check
12/19/2022 #
AE2S Professional Services $14,268.67 2619
6
Alicia’s Cleaning Services Cleaning $500.00 2619
7
Allegiant Utility Services Load m $9,012.17 2619
8
Aramark Rugs & Mops $136.39 2619
9
Bell State Bank & Trust Qtrly base fees $375.00 834F
Boe's Tree Care. LLC removal of select trees $15,000.00 2620
0
Border States Electric parts $2,641.10 2620
1
Business Essentials office supplies $431.81 2620
2
Butler Machinery Snowblade & skid shoes & electronics $6,420.51 2620
3
Dakota Natural Gas heat shop $266.33 2620
5
Eaton Parts $3,178.16 2620
4
Ewing Oil Fuel $255.03 2620
6
Grainger Inv 9526917183, box end wrench, earmuffs 555.38 2620
7
Hawkins Chemicals $374.51 2620
8
Hillsboro Airport Authority Oct & Nov contribution 5859.74 2620
9
Hillsboro Park Board Rev Sharing Nov 52,492.34 2621
1
HLB Economic Development Billboard project - City share $4,695.00 2621
0
HLB Economic Development Sales tax $16,312.86 2621
0
HLB Economic Development Lodging tax $852.60 2621
0
Jet-Way Multiple Services televise home sewer line at park entrance $1,147.50 2621
2
Jim Knudson Refund MSCC Rental (Never used due to weather) $50.00 2621
3
JP Morgan Chase Credit card Nov $1,115.91 835F
Lawson Products Degreaser, solder tube $169.05 2621




Lowry Engineering construction documents $1,611.25 2621
5
MEI Engineering System Electrical Mapping $2,465.00 2621
6
Missouri River Energy Services Nov Energy Services $140,977.11 836E
Naastad Brothers Equipment hauling, Sewer repair, Water leak $10,691.75 2621
7
NAPA Auto Parts Shop supplies $330.15 2621
8
Nodak Electric Cooperative repair outage on west side, transformer Breen $1,999.10 2622
0
North Dakota League of Cities Drug & alcohol testing program - 2023 fee $350.00 2621
9
Ohnstad Twitchell Legal Fees $14,800.00 2622
1
Paulson Gravel services Sand for water break $1,050.00 2622
2
Premium Waters Water service shop & city hall $101.17 2622
3
Railroad Management Company | License Fees $344.67 2622
4
RMB Environmental Lab Water testing $103.46 2622
5
Sandbo Plumbing® Public Works shop 51,483.67 2622
6
Spray Advantage Hose & couplers wtp $126.18 2622
7
T & R Electric Supply Three phase pad mounts 5$8,904.83 2622
8
Team Lab Super Bugs, Mega Bugs Plus Winter Blend $3,619.00 2622
9
USA Blue Book Water Testing supplies $2,794.69 2623
0
Valley Plains Equipment Hose fitting, hardware $30.32 2623
1
Waste Management Trash account $22,575.83 2623
2
$294,968.24

Commissioner Sather moved to pay bills as presented. Commissioner Evans seconded. None voted no. Motion carried.

December 2022 Disconnects:
Commissioner Kress moved to approve the December 2022 disconnects. Commissioner Geray seconded. None vote no,
motion carried.

City Commissioners Reports:
Commissioner Reese —
e Signed a letter of intent for possible cyber security grant program. Will send out more information on this.
e Snow removal- reminding residents that its ok to pile snow on Blvd. Storm of this scale they will open
streets that are a priority first and then move from there.
. Reviews are done, waiting on signatures.

Commissioner Geray —
e  HEDC Meeting was cancelled
e  Load Control- Still working on those. If you haven’t already, please schedule your appointment to get that
done.

Commissioner Evans —
e  True up, City Auditor Frederick will talk about this in a meeting coming up.
e Alley behind the Main St businesses on the north side of Caledonia.
e  People have been getting stuck/risking hitting buildings.
o  Commissioner Sather will investigate this and will talk with Public Works Director Anderson.




Commissioner Kress — Nothing to report.

Commissioner Sather —
e  Commend Public Works Director Anderson and his crew for the work they have done in keeping our roads

cleaned.
e  Some issues that need cleared up, will be having a conversation with Public Works Director Anderson.
e  Bridge
o  There may be money available with a grant to replace the bridge 100% according to Cory from

Traill County.

City Officers Reports:
Public Works Director Anderson — Out sick

City Attorney Strom - Nothing to report

City Auditor Frederick —
e  Follow County holiday hours
o  Commissioner Kress made the motion to approve closing City Hall at noon on Friday December 23,
2022. Commissioner Sather seconded the motion
In a roll call vote.
Yes- Geray, Evans, Kress, Sather, and Reese.
Motion carried
e  True up scheduled for January 30, 2023. Miranda from AE2S has been helping get all the numbers together.
e  4H was wondering about coming to a commission meeting to shadow/watch.

AE2S

e  Change order for the USDA water and sewer project.

e  Modify date

. Extended it to May 31, 2022

e  Contractor hoping to complete boring across the interstate next week.
Commissioner Sather make a motion to accept both the change order and the pay. Commissioner Kress
seconded the motion.
In a roll call vote
Yes- Kress, Evans, Sather, Geray, and Reese
Motion carried.

Sheriff’s Office - Nothing to report

BC Ticket Items —
e  Two of the Beautification tickets will be appearing in court next week.
e  Commissioner Reese plans on attending.

Old Business:

FEMA Disaster Relief:
. Meeting with Kevin tomorrow morning at 7:30am.

Second reading of snow ordinance:

Commissioner Sather moved to approve the second reading of the Snow Ordinance. Commissioner Kress seconded the
motion.

In a roll call vote:

Yes- Sather, Geray, Kress, Evans, and Reese

Motion carried.

New Business:

Airport Authority- New Appointment Approval for Jon Aslesen:

Commissioner Kress moved to approve the new appointed Jon Aslesen. Commissioner Geray seconded the motion.
In a roll call vote

Yes- Evans, Sather, Geray, Kress, and Reese.

Motion carried.

Remark Technology 2023 Service Agreement Approval:




Commissioner Sather made a motion to approve our annual Remark Service Agreement. Commissioner Geray
seconded the motion.
In a roll call vote
Yes- Kress, Sather, Evans, Geray, and Reese.
Motion carried.
Amended Budget Approval:
e  Commissioner Sather feels we need some help with this.
e  Commissioner Geray would like to have a meeting with just the Commissioners and City Auditor Frederick.
e  Commissioner Evans would like to know the ins and out of the whole process.
e  Special Commission meeting to be held on December 28, 2022, at 1pm in the Commission Chambers at City
Hall.
e Visit our website under the YouTube tab to listen to complete discussion on the amended budget approval.
Tyler Technologies Utility Software:

e Tabled
City Employee Raises:
e Tabled

City Christmas Gifts:

Commissioner Kress made a motion to approve the Christmas gifts for city employees. Commissioner Sather seconded
the motion.

In a roll call vote

Yes- Evans, Geray, Kress, Sather, and Reese

Motion carried.

Moving Emergency fund into Street Fund 201

Commissioner Sather made the motion to accept the resolution of moving the emergency fund into the street fund.
Commissioner Kress seconded the motion.

In a roll call vote

Yes- Geray, Kress, Sather, Evans, and Reese.

Motion carried.

Citizens Addressing the Commission:

Jorden Hjelle- Discussing his utility bill.

Adjournment:
Commissioner Sather moved to adjourn the meeting at 8:05pm. Commissioner Kress seconded. Motion carried.

Ashley Frederick 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, January 3, 2023, at Main Street Community Center.



DATE: 12/28/2022
TIME: 1:00PM

THE HILLSBORO BOARD OF CITY COMMISSIONERS HELD A SPECIAL MEETING IN THE
COMMISSION CHAMBERS AT THE ABOVE DATE AND TIME.

Commissioners present: Reese, Sather, Evans, Geray, and Kress
Commissioners absent: None

Commissioner Reese opened the meeting at 1:00pm

Financial overview of accounting software/spreadsheet process:

This meeting was an information meeting to go over finances over each individual fund.
Full discussion on this is available on the city’s website under the YouTube tab.

Policy Handbook Overview in Two Sections

e  Chain of Command

e  Evaluation process
This will be discussed further at the regular City Commission meeting January 3, 2023
Full discussion is also available on the city’s website.

Adjournment:
Commissioner Evans moved to adjourn the meeting at 4:25 PM. Commissioner Sather seconded. Motion

carried.

Ashley Frederick 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 January 3, 2023, at Main Street Community Center.



A P to be approved on 01/03/2023

PAID on 01/03/2023

Amount

Check #

Aramark

Border States

Breidenbach Excavating

Business Essentials
Butler Machinery
Cole Papers

HEDC

HEDC

Hillsboro Buck
Hillsboro Park Board
Millers Fresh Foods
Nodak Electric
RMB

Spray Advantage
Valley Plains

Verizon Wireless

Linen Service

Parts

Water main replacement

Office Supplies

Troubleshoot fuel gauge

Ice-melt/disinfectant wipes

Lodging Tax
Sales Tax
Christmas Cash
Rev Sharing- Dec
Silverware

Outage Thomas Shop

Monthly Drinking Water

Water Pipes
Part sale

Phones

136.39
4,083.85
69,906.70
33.78
862.00
217.44
48.98
14,036.71
250.00
2,496.32
9.57
334.40
92.57
126.18
227.47
432.40



Experience Hillsboro

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

Effective 01/18/2022



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

PERSONNEL DATA CHANGES
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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.

***********************************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.

*kkkkkkkkkkkkkkhkkkkkkkhhhhhhhhhkhkkhkkkkhkkkkhhhhhhhhhkkhkkkhkkkhkkkkkhhhhhhhhkhkkhkkkkkkkkkkkhkkkkkkkkkkk

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:

City Commission
Commission
President

Personnel Portfolio
Commissioner

L
. . Public Work
City Auditor uDiIchtgrr °
I Eeg':ty Public Works
HGItor Employees

Assistant
Administrator
Custodian/Maintanance

I

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.

5|Page



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 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
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 accommodations 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.

6|Page



Compiletion 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 the 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:

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.

4. Termination of employment.

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.
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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 withesses
or other substantiation of the conduct.

2. The employee should discuss the 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:

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; and or
Termination of employment.

BN =
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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.

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
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leave. If no such balance of earned annual leave or sick leave exists, a leave of absence 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:

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 assure 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.
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Theft or inappropriate removal or possession of property.

Falsification of timekeeping records.

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.

e 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.

Violation of safety or health rules.

Sexual or other unlawful harassment.

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

Excessive absenteeism or any absence without notice.

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.

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
conflicts of interest. This policy establishes only the framework within which the City Commissioners
wish the City business to operate. The purpose of these guidelines is to provide general direction so
that employees can seek further clarification on issues related to the subject of acceptable standards of
operation.

Transactions with outside firms must be conducted within a framework established and controlled by the
City Commissioners. Business dealings with outside firms should not result in unusual gains for those
firms. Unusual gain refers to bribes, product bonuses, special fringe benefits, unusual price breaks, and
other windfalls designed to ultimately benefit either the city, the employee, or both. Promotional plans
that could be interpreted to involve unusual gain require specific executive-level approval.

An actual or potential conflict of interest occurs when an employee is able to influence a decision that
may result in a personal gain for that employee or for a relative as a result of this organization’s business
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dealings. For this policy, a relative is any person who is related by blood or marriage, or whose
relationship with the employee is like that of persons who are related by blood or marriage.

No “conflict of interest” is created by the mere existence of a relationship with outside firms. However, if
an employee has any influence on transactions involving purchases, contracts, or leases, it is imperative
that he or she disclose to the City Commissioners as soon as possible the existence of any actual or
potential conflict of interest so that safeguards can be established to protect all parties.

Personal gain may result not only in cases where an employee or relative has a significant ownership in
a firm with which the City of Hillsboro does business but also when an employee or relative receives any
kickback, bribe, substantial gift, or special consideration because of any transaction or business dealings
involving the City.

The materials, products, designs, plans, ideas, and data of this organization are the property of the City
of Hillsboro and should never be given to an outside firm or individual except through normal channels
and with appropriate authorization. Any improper transfer of material or disclosure of information, even
though it is not apparent that an employee has personally gained by such action, constitutes
unacceptable conduct. Any employee who participates in such a practice will be subject to disciplinary
action, up to an including possible discharge.

IMMIGRATION LAW COMPLIANCE

The City of Hillsboro is committed to employing only United States citizens and aliens who are
authorized to work in the United States and in compliance with the Immigration Reform and Control Act
of 1986.

As a condition of employment, each employee must properly complete, sign, and date the first section of
the Immigration and Naturalization Service Form |-9. Before commencing work, newly rehired
employees must also complete the form.

OUTSIDE EMPLOYMENT

It is the policy of the City of Hillsboro that employees disclose outside employment opportunities,
circumstances, or situations to their supervisor. An employee may hold a job with another organization if
he or she satisfactorily performs his or her job responsibilities with the City of Hillsboro. Employees
should consider the impact that outside employment may have on their health and physical endurance.
All employees will be judged by performance standards and will be subject to the City’s scheduling
demands, regardless of any existing outside work requirements.

If the department head and City Commission determine that an employee’s outside work interferes with
performance or the ability to meet the requirements of this organization as they are modified from time to
time, the employee may be asked to terminate the outside employment if the employee wishes to remain
employed with the City of Hillsboro.

Outside employment will present a conflict of interest if it has an actual or potential adverse impact on
the City of Hillsboro.
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HIRING OF RELATIVES

The city does not restrict employment of more than one member of a family or persons related by law or
marriage. For purposes of this policy, immediate family includes the following relationships (natural,
adoptive, step, and foster relationships are included): parent, child, spouse, sibling, grandparent, and in-
law.

A City employee may take part in decisions to hire, retain, promote, or determine the salary of his or her
immediate family, with Commission approval, to avoid potential conflicts. In addition, a city employee
may be assigned responsibility for supervising and/or directing the work of an immediate family member,
with Commission approval.

EMPLOYMENT CATEGORIES

AT-WILL EMPLOYMENT

Unless otherwise provided, all employment with the city is on an “at-will” basis and may be terminated at
the will of either party upon notice to the other (NDCC 34-03-01).

It is the intent of the City of Hillsboro to clarify the definitions of employment classifications so that
employees understand their employment status and benefit eligibility.

Each employee is designated as either EXEMPT or NON-EXEMPT from the federal and state wage and
hour laws.

EXEMPT employees are excluded from specific provisions of federal and state wage and hour laws (i.e.,
Fair Labor Standards Act).

NON-EXEMPT employees are entitled to overtime pay under the specific provisions of federal and state
laws.

In addition to the above categories, such employee will belong to one other employment category.

REGULAR FULL-TIME: Employees who occupy positions that are approved and budgeted, have no
specific duration of employment and who have an assigned work week of not less than 40 hours are
classified as regular full-time employees. A regular full-time employee is eligible for all benefits.

REGULAR PART-TIME: Employees who occupy positions that are approved and budgeted, have no
specific duration of employment and who have an assigned work week of less than 40 hours are
classified as regular part-time employees. Regular part-time employees are eligible for certain benefits
as outlined in the benefits and leave sections of this policy manual.

TEMPORARY OR SEASONAL: Temporary positions may be created to meet special needs.
Temporary positions can either be full time or part time positions.

A temporary or seasonal employee is one who is employed for a maximum duration. A temporary or
seasonal employee is paid on an hourly basis and is not eligible for benefits.
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Employment status changes determine anniversary dates for purposes of benefits.

EMPLOYMENT TERMINATION

Since employment with the City of Hillsboro is based on mutual consent, both the employee and the City
have the right to terminate employment at will at any time. Terminations are an inevitable part of
personnel activity within any organization, and many of the reasons for termination are routine. Below
are examples of some of the most common circumstances under which employment is terminated:

RESIGNATION — employment termination initiated by an employee who chooses to leave the city
voluntarily.

DISCHARGE — employment termination initiated by the city.
LAYOFF — involuntary employment termination initiated by the city for non-disciplinary reasons.

MEDICAL TERMINATION — employment termination initiated by the employee or by the city when an
employee is unable, for health reasons, to continue to work.

RETIREMENT - voluntary retirement from active employment status initiated by the employee.

Employee benefits will be affected by employment termination. All accrued, vested benefits that are due
and payable at termination will be paid. Some benefits may be continued at the employee’s expense if
the employee so chooses. The employee will be notified in writing of the benefits that may be continued
and of the terms, conditions, and limitations of such continuance.

RESIGNATION

Resignation is a voluntary act initiated by the employee to terminate employment with the City of
Hillsboro. Although advance notice is not required, the City requests at least two (2) weeks written
resignation notice from all employees.

PAY DAYS

All employees are paid monthly on the last working day of the month for the city. Each paycheck will
include earnings for all work performed through the end of the previous payroll period. All timecards
must be turned in weekly to the auditor’s office.

PAY DEDUCTIONS

The law requires that the City of Hillsboro make certain deductions from every employee’s
compensation. Among these are applicable federal, state, and local income taxes. The city also must
deduct Medicare and Social Security taxes on each employee’s earnings up to a specified limit that is
called the Social Security “wage base.” The city matches the amount of Social Security taxes paid by
each employee.

The city offers programs and benefits beyond those required by the law. Employees who wish to
participate in these programs may voluntarily authorize deductions from their checks. If you do not
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understand why deductions were made or how they were calculated, your supervisor can assist in
having your questions answered.

Pay setoffs involve pay deductions taken by the city, usually to help pay off a debt or obligation to the
employer or others.

OVERTIME

All non-exempt employees shall be eligible for overtime compensation. Department heads will have the
authority to handle overtime within the allotted budget and within the policies adopted by the
Commission.

Overtime shall be defined as all hours (worked, vacation or sick) more than forty (40) per week or 8hrs
per day.

Time spent in training, up to a maximum of eight (8) hours per day and required by management is
considered as time worked. Travel to and from such required training or any other time outside of the
core training activity (s) will not be considered as compensable by the City unless time spent in traveling
occurs during normal working hours on non-working days (Saturday, Sunday, and Holidays) as well as
on regular working days.

All overtime must be approved by the department head and plan for compensation made prior to accrual
whenever possible. Overtime shall be paid by paying the employee time and one-half the employee’s
regular rate of pay for all overtime hours.

Employees classified as exempt may be eligible to receive overtime monetary or time compensation with
the Commission’s approval. The employees are not considered to be on a standard forty (40) hour work
week as are other City employees and are expected to work if it is reasonably necessary to fulfill their
job responsibilities.

CALL-OUT PAY

If an employee is called back to work, the employee shall receive a minimum of two hours pay at 1.5
time.

ONCALL PAY
Employees who are on call will be paid at a rate of $2.50 per hour they are required when called in to
report in within 30 minutes. On call schedule will be set up by the supervisor.

PAY ADVANCES

Neither pay advances nor extensions of credit on unearned wages can be provided to employees.

If a regular payday falls during an employee’s vacation, the employee may receive his or her earned
wages after returning from vacation.

ADMINISTRATIVE PAY CORRECTIONS

15|Page



The City of Hillsboro takes all reasonable steps to assure that employees receive the correct amount of
pay in each paycheck and those employees are paid promptly on the scheduled payday.

In the unlikely event that there is an error in the amount of the pay, the employee should promptly bring
the discrepancy to the attention of the City Auditor so that corrections can be made as quickly as
possible.

Once underpayments are identified, they will be corrected on the next regular paycheck.

Overpayment will also be corrected on the next regular paycheck unless this presents a burden to the
employee (where there is a substantial amount owed). In that case, the city will attempt to arrange a
schedule of repayments with the employee to minimize the inconvenience to all involved.

TIMEKEEPING

Accurately recording time worked is the responsibility of every non-exempt employee. Federal and state
laws require the City of Hillsboro to keep an accurate record of time worked to calculate employee pay
and benefits. Time worked, is the time spent on the job performing assigned duties.

Non-exempt employees should accurately record the time they begin and end their work, as well as the
beginning and ending time of each meal period. They should also record the beginning and ending time
of any split shift or departure time from work for personal reasons. Overtime work must always be
approved before it is performed. Timecards will be turned in their supervisor the first workday of the
week and be signed off by the supervisor.

Tampering, altering, or falsifying time records or recording time on another employee's time record may
result in disciplinary action, including discharge.

PERSONNEL DATA CHANGES

It is the responsibility of each employee to promptly notify the City Auditor’'s Office of any changes in
personnel data. Personal mailing addresses, telephone numbers, number and names of dependents,
individuals to be contacted in the event of an emergency, educational accomplishment, and other such
status reports should be accurate and current at all times.

PERFORMANCE EVALUATION

Supervisors and employees are strongly encouraged to discuss job performance and goals on an
informal, day-to-day basis. Formal performance evaluations are conducted at the end of an employee’s
initial period in any new position. This period, known as the probationary period, allows the supervisor
and the employee to discuss the job responsibilities, standards, and performance requirements of the
new position. Additional formal performance reviews are conducted to provide both supervisors and
employees the opportunity to discuss job tasks, identify and correct weaknesses, encourage, and
recognize strengths, and discuss positive, purposeful approaches for meeting goals. You cannot
assume that you will necessarily receive a wage or salary increase each time your performance is
reviewed. Formal performance reviews will be done annually by the first commission meeting in
December by the immediate supervisor or by the Personal Commissioner. Supervisors will be evaluated

16| Page



by the Personal Commissioner and one other Commissioner appointed by the President of the
Commission. Below is the evaluation form that will be used and placed into the employee’s personal file.

CITY OF HILLSBORO
EMPLOYEE PERFORMANCE APPRAISAL
Hightlight One
Exempt Non-Exempt
Employee Name: Position: Date in Position:
Department: Type of Review:  Probationary Annual Date of Appraisal:

Circle the number that best describes the employee's performance in each category. Written comments support the rating.

5 4 3

Performance is exceptional, constantly exceeding
expected job standards.

Performance is above average,
occasionally exceeding expected job
standards.

Performance is satisfactory, expected job
standards are continuously maintained.

2

Performance is
unsatisfactory,
occasionally expected
job standards are
achieved; improvement
required.

1

Performance is
unacceptable, expected
job standards are
constantly not achieved;
improvement required.

SECTION 1: Personal Effectiveness Rating:
1. Attendance & Punctuality: at work and on time, good attendance, punctual breaks
Comments:

Rating:
2. Quality of work: accurate, degree of correctness, strong with detail, neatness, thoroughness, high standards
Comments:

Rating:
3. Productivity: volume, speed, consistency, productivity, efficiency
Comments:

Rating:
4. Jobunderstanding: clear knowledge of responsibilities and tasks
Comments:

Rating:
5. Dependability: tasks completed and on time, follow-through, reliable
Comments:

Rating:

6. Communication skills: communicates ideas, data, information in an effective manner, listens to others” ideas
effectively

Comments:
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Performance Evaluation Form

Rating:

7. Conflict Management: works through opposition or differences of opinion with others in an effective manner,

addresses issues rather than avoids conflict

Comments:

Rating:

8. Teamwork orientation/Work Attitude: shows interest and enthusiasm, has positive effect on the morale of

other employees, works well with others under all work situations

Comments:

Rating:

9. Adaptability: variety, diversity, flexibility, ability to operate various equipment

Comments:

Rating:

10. Shows initiative: willing to go the extra mile, self-motivated, acts independently without needing to be directed

often, willing to attempt new or difficult assignments

Comments:

SECTION 2: Summary and Signatures

Strengths/Tasks Done Well:

Overall Rating:

Devel al Opportunities/Areas for Improve

Devel Plan:

Supervisor Name

Supervisor Signature

Date

This performance appraisal has been discussed with me and I have had the opportunity to provide my input. Iunderstand I may include an additional written statement with this appraisal form,

which will be retained in my employment file with this appraisal.

Employee's Signature

€
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EMPLOYEE BENEFITS

Eligible employees in the City of Hillsboro are provided a wide range of benefits.
Several programs (such as Social Security, Worker's Compensation, and
unemployment insurance) cover all employees in the manner described by law.

Benefits eligibility is dependent upon a variety of factors, including employee
classification. Your supervisor can identify the programs for which you are eligible.
Details of many of these programs can be found elsewhere in this book.

The following benefit programs are available to eligible employees:

Auto (employer-owned and insured vehicles)
Auto mileage (in accordance with the ND Century Code)
Benefit Conversion at Termination (COBRA of insurance)
Bereavement leave
Holidays
Jury duty leave
Medical/Dental/Vision Insurance paid by the City for Full-Time employees only.
- Family or single policies available
- Note- If you choose family, you forego your annual raise for 2 years.
Military leave
Maternity Related Leave (as per FMLA)
Retirement Plan (8% Profit share through Bell Bank)
Sec. 125 (flexible benefits plan)
Uniform Allowance — (in accordance with the ND Century Code)
e Public works
e 5 shirts per year
1 High visibility Winter jacket every 2 years
1 High visibility light jacket every 2 years
Boots
Coveralls

Vacation Benefits
Witness duty leave

Some benefit programs require contributions from the employee, but most are fully paid
by the City of Hillsboro.

VACATION BENEFITS

The following employee classifications are eligible for vacation benefits according to the
guidelines set forth in this policy:

Regular full-time employees
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Following the completion of their probationary period, employees will be entitled to take
vacation time off as it accrues. A benefit year is based on a calendar year. This benefit
year will be adjusted to reflect the length of any unpaid leave of absence.

Vacation pay will be calculated based on the employee’s straight time pay rate (in effect
when vacation benefits are used) times the number of hours the employee would
otherwise have worked on the days of absence. Vacation pay does not include shift
differentials, incentive pay, bonuses, or other special forms of compensation. Vacation
benefits for salaried employees will be based on their normal wages.

Employees who have satisfied all eligibility requirements may submit vacation requests
to their supervisor. Requests will be evaluated based upon various factors, including
anticipated operating requirements, and staffing considerations during the proposed
period of absence.

Employees are strongly encouraged to take earned vacation during the benefit year of
its accrual. Employees are allowed to carry over accrued vacation to a limit of 15 days
and accrue/accumulate the appropriate number of hours they are entitled to in the new
year. Unused vacation days that cannot be carried over will be paid out if a written
request is submitted by the first Monday in April to the Personnel Commissioner which
is then approved by the City Commissioner provided there is no formal reprimands in
the employee’s personal file. Overtime may be traded for vacation days up to 5 days
per calendar year and may not be carried over.

Upon termination of employment, employees will be paid for vacation benefits that have
accrued through the last day of work.

The eligibility table below defines when vacation benefits become available to full-time
regular employees.

Vacation Benefits Eligibility Table

LENGTH OF SERVICE ACCRUAL RATES

HOURS DAYS DAYS
PER MONTH PER MONTH PER YEAR

0 thru 3 years 8 1 12

4 thru 7 years 10 1% 15

8 thru 12 years 12 17% 18

13 thru 20 years 14 1% 21

over 20 years 16 2 24

20| Page



SICK LEAVE BENEFITS

The City of Hillsboro provides paid sick leave benefits to all eligible employees for
periods of temporary absence due to ilinesses or injuries. Eligible employee
classification(s):

Regular full-time employees

Eligible employees will accrue sick leave benefits at the rate of 12 days per year (1 day
per month, a day to be defined as an 8-hour day).

An eligible employee may use sick leave benefits for an absence due to iliness or injury
sustained by either that employee or a family member who resides in the employee’s
household. Sick leave may be used for illness or injury sustained by other family
members who do not reside in the employee’s household upon the approval of the City
Commission.

Employees who are unable to report to work due to an illness or injury should notify
their supervisor before the scheduled start of their shift if possible. The supervisor
should also be contacted each additional day of absence. If an employee is absent for
three or more consecutive days due to illness or injury, a physician’s statement may be
requested verifying the nature of the disability and its beginning and expected ending
dates. The verification may be requested for other sick leave absences as well and
may be the basis for payment authorization of sick leave benefits. Before returning to
work from a sick leave absence of five (5) calendar days or more, an employee may be
requested to provide a physician’s verification that he or she may safely return to work.

Sick leave may be used for doctor appointments that are in another town, but no more
than one-half (1/2) day may be taken, unless approved by the employee’s immediate
supervisor.

Sick leave benefits will be calculated based on the employee’s base pay rate at the time
of absence and will not include any special forms of compensation, such as incentives,
commissions, bonuses, or shift differentials. As an additional condition of eligibility for
sick leave benefits, an employee must apply for other available compensation and
benefits, such as state disability insurance. Sick leave benefits will be used to
supplement any state disability insurance or workers’ compensation benefits that an
employee is eligible to receive. The combination of any such disability payments and
sick leave benefits cannot exceed the employee’s normal earnings.

Unused sick leave benefits will be allowed to accumulate to a limit of 180 days. Unused
sick leave may or accrued sick leave may be donated to another employee with undue
hardship and have exhausted their own sick leave and vacation benefits a max of 40
days may be donated to another employee. Because sick leave benefits are intended
to provide income protection in the event of an actual iliness or injury, unused sick leave
benefits cannot be used for any other paid or unpaid absence and will be paid off at the
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time of termination of employment at the rate of 10% of the accrued but unused sick
leave time to a limit of 180 days.

FAMILY MEDICAL LEAVE

This section provides basic information on the Family Medical Leave Act (FMLA). If an
employee believes he/she may be eligible for family medical leave (FML), the employee
should notify his/her supervisor who will provide more detailed and specific information
about applying for FML.

All City employees should be aware of the following about FML:

FML is an unpaid leave of absence available for the birth of the employee’s
newborn and to care for the employee’s newborn; for the placement of a newly
adopted or foster child and to care for a newly placed adopted or foster child; to
care for the employee’s spouse, son, daughter, or parent who has a serious
health condition; or for a serious health condition that makes the employee
unable to perform one or more of the essential functions of the employee’s job.

City employees are eligible for FML if they:

Work for a covered employer.
Have worked for the employer for a total of 12 months.
Have worked at least 1,250 hours over the previous 12 months; and
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Up to 12 weeks of leave will be allowed in a twelve-month period.

Employees eligible to take FML are required to use accrued paid leave during the
authorized leave of absence. Employees will first use any available sick leave and then
use any accrued annual leave in conjunction with authorized FML taken for any reason
other than an employee’s own serious health condition. Employees will first use any
accrued sick leave and then use any accrued annual leave in conjunction with any
authorized FML taken because of an employee’s own serious health condition.
Employees who have exhausted the applicable types of paid leave will be provided
unpaid leave to fulfill the remaining authorized period of FML. Use of paid leave,
including sick leave, will run concurrently with FMLA leave.

It is the employer’s duty to notify the employee if/when requested leave qualifies for
FML. When requesting leave for a serious health condition that the City determines
may qualify for FML, an employee may be required to supply a physician’s verification
of the condition stating that the condition is serious, and that the employee will be
unable to perform one or more essential functions of his or her job as a result of the
condition. An employee may be required to submit to an examination by a physician
selected and paid for by the city.
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An employee may be required to furnish periodic verbal or written reports to the
supervisor or department head indicating his/her status and intent to return to work.

The city will continue to pay the employer’s share of the health plan coverage during the
period of FML. If an employee fails to return from FML, the city may recoup the cost of
health plan premiums for any period of the leave which was taken as unpaid leave.

Employees who are using the required paid leave will continue to receive or accrue
benefits as normally provided employees on paid leave. Employees who are provided
with unpaid leave status will not accrue annual or sick leave during the period of unpaid
leave.

The FMLA program is complex. Any employee needing more information is
encouraged to discuss the subject with his/her supervisor or the personnel
commissioner.

HOLIDAYS

The City of Hillsboro will grant holiday time off to all employees on the holidays listed
below.

New Year’'s Day (January 1)

Martin Luther King Day (third Monday in January)
Presidents’ Day

Good Friday

Memorial Day (last Monday in May)
Independence Day (July 4)

Labor Day (first Monday in September)

Veterans Day

Thanksgiving Day (fourth Thursday in November)
Day after Thanksgiving

After dinner on Christmas Eve

Christmas (December 25)

Juneteenth

Any other day appointed by the President of the United States or the Governor of the
State of North Dakota.

The City of Hillsboro will grant holiday time off to an employee on the employee’s
birthday.

According to applicable restrictions, the City will grant paid holiday time off to all eligible

employees immediately. Holiday pay will be calculated based on the employee’s
straight time pay rate (as of the date of the holiday) times the number of hours the
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employee would otherwise have worked on that day. Eligible employee
classification(s):

Regular full-time employees
Probationary employees

A recognized holiday that falls on a Saturday will be observed on the preceding Friday.
A recognized holiday that falls on a Sunday will be observed on the following Monday
(In accordance with provisions of the North Dakota Century Code).

If an eligible employee works on a recognized holiday, the employee will receive wages
at time and one-half the employee’s straight time base pay rate for the hours worked on
the holiday. The employee will also receive the holiday as a paid holiday.

If a recognized holiday falls during an eligible employee’s paid absence (e.g., vacation),
holiday pay will be provided instead of the paid time off benefit that would otherwise
have applied.

BEREAVEMENT LEAVE

If an employee wishes to take time off due to the death of an immediate family member,
the employee should notify supervisor immediately. Paid time off will be granted to
allow the employee to attend the funeral and make any necessary arrangements
associated with the death.

Up to five (5) working days of paid bereavement leave for funerals of immediate family
members will be provided to eligible employees in the following classification(s):

Regular full-time employees
Probationary employees

Bereavement pay is calculated based on the base pay that an employee would
otherwise have earned had he or she worked on the day(s) of the absence.

The employer defines “immediate family” as the employee’s spouse, parent (natural,
adoptive, foster, or stepparent), child (natural, adoptive, foster, or stepchild), sibling, the
employee’s parent, child or sibling, the employee’s child’s grandparents, or
grandchildren. For the purpose of this policy, a relative is any person who is related by
blood or marriage, or whose relationship with the employee is similar to that of persons
who are related by blood or marriage.
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JURY AND WITNESS LEAVE

The city will pay the difference between jury pay and regular base pay, providing the
employee furnishes proof of service and payment from the court.

An employee may use annual leave to perform jury duty and keep any jury duty
payment.

MILITARY LEAVE

An employee who is either an enlisted person or an officer in the National Guard or
Armed Forces Reserve shall be granted military leave annually in accordance with
Section 37-01-25 and 37-01-25.1 of the North Dakota Century Code which provides in
substance that military leave with pay shall be granted to all City employees up to a
maximum of thirty (30) calendar days for those employees who have been employed
continuously for a minimum period of ninety (90) calendar days. (Note: Thirty calendar
days shall be equivalent to one month’s pay.) Active duty includes “summer camp” for
National Guard and Reserves but does not include regular drill sessions.

LEAVE OF ABSENCE

Leave without pay may be granted to full-time or part-time employees who have
maintained a satisfactory employment record.

An employee requesting a leave of absence without pay shall submit the request in
writing to his or her supervisor. The request should state the date the employee wishes
to begin leave, the date the employee would return from leave, and the reason for the
leave request. The city will evaluate each request on a case-by-case basis and will
decide whether to honor a request for an unpaid leave. If an employee’s leave of
absence request qualifies as FML under the FMLA, the city will notify the employee.

Leaves may be granted for a period of up to 30 calendar days. Pending the
Commissioners’ approval, employees may take any available vacation leave prior to the
effective date of the personal leave of absence.

Requests for personal leave will be evaluated based on several factors, including
anticipated operational requirements, and staffing considerations during the proposed
period of absence.

The City will continue to provide insurance benefits.

Accruals for benefit calculations, such as vacation, sick leave, or holiday benefits, will
be suspended during the personal leave.
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To the extent possible, employees returning from personal leave will be returned to their
former position or will be offered the first available comparable position for which they
are qualified.

If an employee fails to report to work at the expiration of the approved leave period, the
employer will assume that the employee has resigned.

EXPENSE REIMBURSEMENT

Reasonable travel, meal, and lodging costs while attending meetings and conferences
on City business will be paid. To receive payment, a written expense report must be
submitted within [30] days after the expense is incurred. Receipts substantiating the
expenses must be submitted with the expense report.

Mileage
Employees required to use their personal vehicle on City business will be paid

mileage at the current state rate on 9/25/2018 that rate is .545. Follow Federal
mileage rate.

Meals

The City shall reimburse meal expenses for individuals required to attend
meetings at the rate set by state law. Under NDCC 44-08-04, the meal
allowance in-state is up to $35.00 per day. Follow Federal guidelines.

In-state

First quarter (breakfast) $7.00
Second quarter (lunch) $10.50
Third quarter (dinner) $17.50

The City shall reimburse meal expenses for individuals required to attend
meetings in-state at the rate set by local ordinance under the home rule charter.

Meal expenses out-of-state are set by local ordinance under the home rule
charter.

Lodging
Lodging allowance for in state and out-of-state lodging is established by local
ordinance under the home rule charter.

TRAINING
Training is provided as needed to maintain and improve performance and skills. All
training must be approved in advance by the employee’s supervisor. Time spent

participating in approved training opportunities related to the employee’s job is
compensable work time.
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WORKERS’ COMPENSATION INSURANCE

The City of Hillsboro provides comprehensive workers’ compensation insurance
program at no cost to employees. This program covers any injury or iliness sustained in
the course of employment, as defined by law, that requires medical, surgical, or hospital
treatment. Subject to applicable legal requirements, workers’ compensation insurance
provides benefits after a short waiting period or, if the employee is hospitalized,
immediately.

Any employee, who sustains a work-related injury or illness, as defined by law, should
inform his or her supervisor immediately. No matter how minor an on-the-job injury may
appear, it is important that it be reported immediately. This will enable an eligible
employee to qualify for coverage as quickly as possible.

USE OF PHONE AND MAIL SERVICES

Employees shall reimburse the City of Hillsboro for charges resulting from their personal
use of the city issued phone.

The use of city-paid postage for personal correspondence is not permitted.

To assure effective telephone communications, employees should always use the
approved greeting and speak in a courteous and professional manner. Please confirm
information received from the caller and hang up only after the caller has done so.

The City has established a policy regarding access to and disclosure of electronic mail
messages created, sent, or received by City employees using the City’s electronic mail
system or computer network. It is important for all employees to understand that
the City is subject to the North Dakota open records laws; therefore, all non-
exempt records or information contained on computers or telephones are subject
to disclosure upon request of any citizen.

The City’s electronic communications policies are:

1. The city maintains an electronic mail system. The system is provided to assist in
the conduct of City business.

2. The electronic mail system hardware and all computers are City property.
Additionally, all messages composed, sent, or received on all electronic systems
are, and remain the property of the City. They are not the private property of any
employee.

3. The use of electronic mail system and computers is reserved solely for the
conduct of business at the city. They may not be used for personal business.

4. The electronic system or computers may not be used to solicit or proselytize for
commercial ventures, religious or political causes, outside organizations, or other
non-job-related solicitations.

27| Page



5. The electronic mail system and computers may not be used to create any
offensive or disruptive messages. Among those considered offensive are any
messages containing sexual implications, racial slurs, gender-specific comments,
or any other comment that offensively addresses someone’s age, sexual
orientation, religious or political beliefs, national origin, or disability.

6. The electronic mail systems and computers shall not be used to send (upload) or
receive (download) copyrighted materials, trade secrets, proprietary financial
information, or similar materials without prior authorization by the department
head.

7. The City reserves and intends to exercise the right to review, audit, intercept,
access, and disclose all messages created, received, or sent over the City’s
electronic communication system for any purpose.

8. The confidentiality of any message should not be assumed. Even when a
message is erased, it is still possible to retrieve and read that message. Further,
the use of passwords for security does not guarantee confidentiality. All
passwords must be disclosed to the department head, or they are invalid and
cannot be used.

9. Notwithstanding the City’s right to retrieve and read any electronic mail
messages, such messages should be treated as confidential by other employees
and accessed only by the intended recipient. Employees are not authorized to
retrieve or read any e-mail messages that are not sent to them. Any exception to
this policy must receive prior approval by the department head.

10.An employee shall not use a code, access a file, or retrieve stored information
unless authorized to do so by the employee’s supervisor. Employees shall not
attempt to gain access to another employee’s messages without the employee’s
permission.

11. All electronic mail messages, as well as other nonproprietary information in the
City computers, may be public record and may be subject to public access upon
request.

12. Any employee who discovers a violation of this policy shall promptly notify his/her
supervisor.

13. Any employee who violates this policy or uses the electronic mail system or
computers for purposes in violation of this policy shall be subject to discipline, up
to and including termination.

USE OF EQUIPMENT AND VEHICLES

Equipment and vehicles essential in accomplishing job duties are expensive and may
be difficult to replace. When using property, employees are expected to exercise care,
perform required maintenance, and follow all operating instructions, safety standards,
and guidelines.

Please notify the supervisor if any equipment, machines, tools, or vehicles appear to be

damaged, defective, or in need of repair. Prompt reporting of damages, defects, and
the need for repairs could prevent deterioration of equipment and possible injury to

28| Page



employees or others. The supervisor can answer any questions about an employee’s
responsibility for maintenance and care of equipment or vehicles used on the job.

The improper, careless, negligent, destructive, or unsafe use or operation of equipment
or vehicles, as well as excessive or avoidable traffic and parking violations, can result in
disciplinary action, including discharge.

Equipment, facilities, and vehicles shall not be available for personal or civic use without
the Public Works Directors approval. Use of city’s tools shall be at the employee’s risk.

WORKPLACE SAFETY

It is the policy of the City to prohibit acts or threats of violence and threatening behavior
by or against its employees during assigned duty times. Violations of this policy by
employees of the City will lead to disciplinary action that may include termination of
employment.

Violent acts or threats of violence include any activity by an individual that would cause
another individual to feel unsafe. Violent behavior may be verbal threats to harm
another person or damage property, physical aggression, or harassment, including
sexual harassment. Threats of violence include possession or display of a weapon of
any type or exhibiting an object in such a manner that it appears to be a weapon.

If an employee is subject to or becomes aware of any violent acts or threats of violence,
he/she should immediately report the matter to his/her supervisor or a higher level of
authority.

RETURN OF PROPERTY

Employees are responsible for all property, materials, or written information issued to
them or in their possession or control. All property must be returned by employees
upon request of the supervisor.

SOLICITATION

To assure a productive and harmonious work environment, persons not employed by
the city, may not solicit or distribute literature in the workplace at any time for any
purpose, unless approved in advance by the City Commissioners.

CORRECTIVE ACTIONS AND DISCIPLINE

Employees are always expected to comply with City policies and standards of conduct.
Supervisors and department heads are responsible for assuring compliance with
policies and procedures.
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If corrective action is warranted, the following may occur: Verbal reprimand, written
reprimand, suspension of employment with or without pay and dismissal from
employment. These actions may be taken in the order listed, although this order is not
mandatory, and the decision may be made at the discretion of the employee’s
immediate supervisor. All warnings, verbal or written, should be documented.

Verbal Reprimands. Verbal reprimands are the least severe disciplinary action and are
intended to influence an employee toward improved performance. Verbal reprimands
should be documented in the employee’s personnel file. An employee who feels
aggrieved by this disciplinary action may implement grievance procedures.

Written Reprimands. Written reprimands are the next most serious type of corrective
action. They may be appropriate when a trend toward unacceptable performance is
recognized, and the use of verbal reprimands has been unsuccessful. A written
reprimand may also be appropriate when, in the judgment of the supervisor, an
employee’s poor performance or job-related behavior warrants more than a verbal
reprimand. Written reprimands shall be maintained in the employee’s personnel record.
An employee who feels aggrieved by disciplinary action under this subsection may
implement grievance procedures.

Suspension of Employment with or without Pay. This level of action is normally used
when less severe actions have been ineffective. Suspension with or without pay may
also be appropriate when, in the judgment of the supervisor, an employee’s poor
performance or job-related behavior warrants more than a verbal or written reprimand.

Suspension with or without pay may also be used when the supervisor deems it
necessary to investigate to make an informed determination concerning an allegation
asserted against an employee.

The length of the suspension and whether it shall be with or without pay shall be
determined by the employee’s supervisor. An employee who feels aggrieved by
disciplinary action under this subsection may implement grievance procedures.

Dismissal From Employment. This is the most severe disciplinary action. This level of
discipline will normally be taken when previous disciplinary actions have been
ineffective. However, an employee may be dismissed without using any of the steps
listed above. If the supervisor determines it is appropriate to recommend the dismissal
of an employee, the employee shall be immediately suspended without pay pending
determination of the Commissioner’s on the recommendation for dismissal.

The supervisor shall submit a recommendation in writing to the commissioner’s stating
the reasons for recommending dismissal. The employee shall be provided a copy of the
supervisor's recommendation.

The commissioners shall notify the supervisor and the employee, either in writing or
verbally, of the date and time at which the recommendation shall be considered. The
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employee may submit a written statement to the commissioner’s concerning the
recommended dismissal. Both the supervisor and the employee may attend the
meeting and may offer any pertinent information to the commissioners for consideration.
The commissioners may also seek and consider any other information it deems
appropriate.

If the commissioners determine not to dismiss the employee, it may impose other
disciplinary measure as it deems appropriate. If the governing board determines to
dismiss the employee, the dismissal shall take effect immediately. The decision of the
governing board is final and not subject to review under the grievance procedures.

Dismissal of appointive officers shall be governed by NDCC 40-15-07 under the
commission form of government.
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GRIEVANCE PROCEDURES

It is the policy of the City to encourage resolution of disputes in an informal manner
whenever possible. If an employee feels an unsatisfactory condition is having an
adverse effect on his/her performance or on the office operations, the employee is
encouraged to discuss the issue with his/her supervisor. If the dispute involves unlawful
acts or other misconduct on the part of the immediate supervisor or department head,
the employee shall discuss the issue with the City Auditor or a city commissioner.

A written complaint may be filed with the employee’s immediate supervisor, who will
have ten business days after the written complaint is filed to resolve the issue. If the
dispute involves unlawful acts or other misconduct on the part of the immediate
supervisor or department head, or if the employee’s immediate supervisor has not
resolved the issue to the employee’s satisfaction, the employee shall file the written
complaint with the City Auditor or a City commissioner. The complaint must state the
person(s) against whom the complaint is filed, the nature of complaint, and the effort
that has been made to informally resolve the problem. The City Auditor or a city
commissioner will attempt to resolve the dispute within ten business days after the
written complaint is filed.

If an acceptable solution cannot be reached within ten business days after the written
complaint is filed with the City Auditor or a city commissioner, he/she will present a
written report to the city commissioners at its next regular meeting and the
commissioner’s will have 40 days from receipt of the written report to resolve the
dispute.

An employee may be accompanied, advised, and represented throughout a work-
related grievance proceeding by another employee or by a representative chosen by the
employee involved in the proceeding. (NDCC 34-11.1-04.2) Any expenses of
representation are the responsibility of the employee.

If the employee is not satisfied with the remedy or process, he/she may request
information from the North Dakota Department of Labor.

WORK PERIODS

HOURS OF WORK

Auditor’s Office:

The regular office hours of the city are observed Monday through Friday from 7:30 a.m.
to 4:30 p.m. With a 1-hour lunch break from Labor Day through Memorial Day. Hours
from Memorial Day to Labor Day are Monday through Thursday 7:00 a.m.- 4:30 p.m.
with a %2 hour lunch. Friday’s 8:00 a.m. — Noon. Hours may be changed at the
discretion of the city auditor if it is brought before the city commission and the work
week is still at 40 hrs. for each full-time employee.
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City Crew

7:00 a.m. to 3:30 p.m. With a 2 hour lunch break. Hours may be changed at the
discretion of the public works director if it is brought before the city commission and the
work week is still at 40 hrs. for each full-time employee.

Work Breaks

Breaks from work are provided to relax and refresh the employee. Each employee may
take up to two paid work breaks of 15 minutes each, one in the forenoon and one in the
afternoon. Breaks may not be accumulated, nor may they be used for coming to work
late or leaving early.

Meal Periods

Employees are required to take an unpaid lunch break of at least 30 minutes during the
workday if an employee works for more than five hours. The work schedule will allow
for lunch breaks. An employee is not to perform work duties during his/her lunch break,
and employees may leave the premises during lunch breaks.

ATTENDANCE AND PUNCTUALITY

To maintain a safe and productive work environment, the City of Hillsboro expects
employees to be reliable and to be punctual in reporting for scheduled work.
Absenteeism and tardiness place a burden on other employees and on the city. In the
rare instance when an employee cannot avoid being late to work or is unable to work as
scheduled, he or she should notify the supervisor as soon as possible in advance of the
anticipated tardiness or absence.

Poor attendance and excessive tardiness are disruptive. Either may lead to disciplinary
action, including termination of employment.

EMPLOYMENT STATUS OF INDIVIDUALS WITH LIFE-THREATENING ILLNESSES

The City of Hillsboro recognizes that employees with life-threatening illnesses, such as
cancer, heart disease, and AIDS, may wish to continue their normal pursuits, including
work to the extent that their condition allows. The decision to continue work will be
based on the ability to meet normal performance standards and on the receipt of
satisfactory medical evidence that the employees do not present an immediate threat to
themselves or others. Evaluation of the potential dangers presented by individuals with
life-threatening diseases will occur on a case-by-case basis and will consider existing
medical and scientific advances.
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EMPLOYEE PAY SCALE

The City Auditor and Public Works Director shall be considered exempt employees and
their yearly salary shall be set by the City Commission upon their hire the salary range
shall be $40,000 to $75,000. After the probationary period the new Auditor or Public
Works Director is entitled to $1000 increase to their annual salary. They are also
entitled to a $2000 a year pay increase if they have an annual performance review that
does not show any disciplinary action if there is disciplinary action on the review or in
the file the raise of $2000 will come before the full City Commission.

Annual pay raises are based of the employee evaluation that is complete by their
supervisor or by the Personnel Commissioner, if an employee is below standard on their
employee evaluation in more than one area or they have had a disciplinary action in
their file in the last year the annually raise may be denied, this is to be determined by
the City Commission form direction of the employee’s supervisor or Personnel
Commissioner.

Public Work Employees & Deputy Auditor Salary Range is $17.00 to $26.00 new hires
will be hired at the $17 to $19 per hour after their probationary period the new hire is
entitled to a $.75/hour raise. Administrative Assistant employee’s salary range is $15.00
to $17.00 per hour. Annually each employee may receive a $.75/hour raise. If the city
commission raises the base pay, then every employee that is in this group also receives
araise. (For example, is employee A is paid 23.25 per hour and the commission raises
the salary to $18 to $26 then the employee new rate would be $24.25 per hr.)

Public Works Employees have the choice to complete certification for Water Treatment,
Water Distribution, Wastewater Treatment, and Wastewater distribution. Below are the
incentives for completing those certification courses. Please talk to the Public Works
supervisor for more information.

Water Treatment

Class Rate Increase/Hour
One $2.00
Two $3.00
Three $5.00
Total Allowed to Earn 10.00
Water Distribution
Class Rate Increase/Hour
One $1.00
Two $1.00
Total Allowed to Earn $2.00
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Wastewater Treatment

Class Rate Increase/Hour
One $1.00

Total Allowed to Earn $1.00

Wastewater Distribution

Class Rate Increase/Hour
One $1.00
Two $1.00

Total Allowed to Earn $2.00

Summer Public Works and Pool Employees

The pool manager and part time employees shall be paid at a rate of $15.00 to $25.00.
Annually each employee may receive a $1/hour raise. If the city commission raises the
base pay, then every employee that is in this group also receives a raise. (For example,
if employee A is paid $15.25 per hour and the commission raises the salary to $16 to
$20 then the employee new rate would be $16.25 per hr.)

The pay rate for other summer employees is $12.00 to $18.00 per hour. $1 raise with
WSI Certification Annually each employee may receive a $.50/hour raise. If the city
commission raises the base pay, then every employee that is in this group also receives
araise. (For example, is employee A is paid $13.25 per hour and the commission
raises the salary to $12 to $19 then the employee new rate would be $14.25 per hr.)

Any other employee that is not covered by this pay scale the City Commission shall set
the pay range and the handbook shall be amended. The City commission shall review
this handbook annually at the first meeting in December. All annual raises and raises in
the base shall be in effect on the first day of the new year. The increase in pay will go
into effect the 15t day of the New Calendar year. At any time, the commission may do a
salary freeze if needed. The commission may also increase the increase above the set
increase per year based off performance reviews.

Summer Recreation Employees’ Salaries and Benefits are set by the Summer
Recreation Board.

CITY OF HILLSBORO FRAUD POLICY

BACKGROUND

This city-wide fraud policy is established to facilitate the development of controls which
will aid in the detection and prevention of fraud against the City of Hillsboro. It is the
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intent of the City of Hillsboro to promote consistent organizational behavior by providing
guidelines and assigning responsibility for the development of controls and conduct of
investigation.

SCOPE OF POLICY

This policy applies to any fraud, or suspected fraud, involving employees as well as
consultants. Vendors, contractors, outside agencies doing business with employees of
such agencies. And/or any other parties with a business relationship with the City of
Hillsboro (also called the City). Any investigative activity required will be conducted
without regard to the suspected wrongdoer’s length of service, position/title, or
relationship to the city.

POLICY

All employees and elected officials of the city are responsible for the detection and
prevention of fraud, misappropriations, and other inappropriate conduct. Fraud is
defined as the intentional, false representation of concealment of a material fact for the
purpose of inducing another to act upon it to his or her injury. Each member of the
management team will be familiar with the types of improprieties that might occur within
his or her area of responsibility and be alert for any indication of irregularity. Any fraud
that is detected or suspected must be reported immediately to the city auditor, who
coordinates all investigations with city commission president. The city auditor and/or
commission president shall lead the investigation unit and include the commissioner of
any affected portfolio until the matter is resolved.

ACTION CONSTITUTING FRAUD

The terms defalcation, misappropriation, and other fiscal wrongdoings refer to, but are
not limited to:
- Any dishonest or fraudulent act
- Forgery or alteration of any document or account belonging to the city
- Forgery of alteration of a check, bank draft, or any other financial document
- Misappropriation of funds, securities, supplies, or other assets
- Impropriety in the handling or reporting of money or financial transactions
- Disclosing confidential and proprietary information to outside parties
- Accepting or seeking anything of material value from contractors, vendors, or
persons providing services/materials to the city. Exception: Gifts less than $50 in
value.
- Destruction, removal or inappropriate use of records, furniture, fixtures, and

equipment.
- Any similar or related inappropriate conduct.

OTHER INAPPROPRIATE CONDUCT
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Suspected impropriate conduct concerning an employee’s moral, ethical. Or behavioral
conduct, which may constitute fraud, should be brought to the attention of the city
auditor. If there is any question as the weather an action constitutes fraud, contact your
supervisor or the auditor for guidance.

INVESTIGATION RESPONSIBILITIES

The auditor has the primary responsibility for the investigation of all suspected
fraudulent acts as defined in the policy. If the investigation substantiates those
fraudulent activities have occurred, the auditor will issue reports to appropriate
designated personnel including the appropriate commissioner holding an affected
portfolio, and if appropriate, to the city commission. Decisions to prosecute or refer the
examination results to the appropriate law enforcement and/or regulatory agencies for
independent investigation will be made in conjunction with legal counsel and senior
management, as will final decisions on disposition of the case.

CONFIDENTIALITY

The auditor treats all information received confidentially to the extent possible within the
constraints of the law. Any employee who suspects dishonest or fraudulent activity will
notify the auditor immediately and should not attempt to personally conduct
investigations or interviews/interrogations related to any suspected fraudulent act (see
REPORTING PROCEDURE section below) Investigation results will not be disclosed or
discussed with anyone other than those who have a legitimate need to know. This is
important to avoid damaging the reputations of persons suspected but subsequently
found innocent of wrongful conduct and to protect the city from potential civil liability.

REPORTING PROCEDURES

Great care must be taken in the investigation of suspected improprieties or wrongdoings
to avoid mistaken accusations or alerting suspected individuals that an investigation is
under way. An employee who discovers or suspects fraudulent activity will contact the
city auditor immediately. The employee or other complainant may remain anonymous.
All inquiries concerning the activity under investigation from the suspected individual,
his or her attorney or representative, or any other inquirer should be directed to the city
auditor or the city’s legal counsel. No information concerning the status of an
investigation will be given out. The proper response to any inquiries is: “| am not at
liberty to discuss this matter”. Under no circumstances should any reference be made to
“the allegation,” “the crime,” “the fraud,” “the forgery,” “the misappropriation.” Or any
other specific reference.

The reporting individual should be informed of the following:

- Do not contact the suspected individual in an effort to determine facts or demand
restitution.
- Do not discuss the case, facts, suspicions, or allegations with anyone unless
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specifically asked to do so by the city auditor or city’s legal counsel.

ADMINISTRATION

The city auditor is responsible for the administrations, revision, interpretation, and
application of this policy. The policy will be reviewed annually and revised as needed.

APPROVAL

X X

City Commission President Date
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EMPLOYEE ACKOWLEDGMENT FORM

| understand that this employee handbook describes important information about the
City of Hillsboro and that | should consult my supervisor regarding any questions not
answered in the handbook.

Since the provisions of the handbook are subject to change, | further understand that
revisions to the handbook may supersede or eliminate one or more existing policies.

My employee relationship with the City of Hillsboro is voluntarily entered into and is
subject to termination by me or my employer at will, with or without cause; at any time
either party believes such action to be appropriate.

| acknowledge that this handbook is not a contract of employment. | have received,
read, understood, and will comply with both the policies contained in this handbook and
any subsequent revisions.

| also understand that this handbook is mine to use only while | am a City of Hillsboro
Employee, and that is remains the property of the City of Hillsboro. | will return this
handbook to the City of Hillsboro at the conclusion of my employment with the city.

| have read and understand the section on harassment:
(initials) (date).

| have read and understand the section on sexual harassment:
(initials) (date).

| have read and understand the section on the Alcohol & Drug Free Workplace:
(initials) (date).

By signing below, | agree to the above provisions. This form must be returned to the
City Auditor’s Office.

EMPLOYEE’S NAME (TYPED OR PRINTED)

EMPLOYEE’S SIGNATURE DATE
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