
CITY OF HILLSBORO
i .:,mission lvlembers: 19 S Main, PO Box 400
i.eriReese, President Hallsboro, ND 58045
Dave Sather, Vice President Phone: (701) 636-4620 Fax (701) 636-4621
Jason Pohlkamp, PaulGeray & Nicole Evans

Auditor: Ashley trederick
Public works Directori lim Anderson
CityAttorney: John Juelson & J.R. Strom

REGULAR CITY COMMISSION MEETING

September 5,2023,6:30PM at MSCC

AGENDA

1. open with Pledge ofAllegiance

2. Public Hearing for Riverwalk specials- 6:30

3. Reading of Minutes - August 21, 2023, Regular Meeting Minutes

4. Presentation of Bills

5. City Commissioners Reports

6. Report of City Officers
a. Superintendent
b. Attorney
c. Auditor
d. Sheriff's Office
e. City Engineer

7, BC Ticket ltems -See Attachment

a. Re-evaluate Oster Property

8. old Business

a. Policy Handbook

b.

c.

9. New Business

a, Cyber Grant

b. Road Closure Our Saviors Lutheran Church September 10, 2023

c. Appointment of Mr. Grothman to Planning & Zoning.

d. utility Agreement

e. Bond Resolution

f. Draft Budget

10. Citizens Addressing the Commission

u. Adjournment



NEXT REGUTAR MEETING:

Tuesday September 5,2023,6:30 PM

MAIN STREET COMMUN]TY CEI{TER

HBC Ticket's

a. HBC Ticket #2021001 - 318 2"d 5t SE- Referred to Sheriff Department

b. HBC Ticket #2O21OOZ - 206 4th Ave SE- Referred to Sheriff Oepartment/ motion was

made to close this ticket.

c. HBc Ticket # 2o21o13 - 222 4rh Ave SE - Referred to Sheriff Department

d. HBC Ticket # 2O21OO4 - 103 4th St NE- waiting on finalization from district court. New

letter for new items on property.

e. HBC Ticket i 2O2LOO5- 13 S Main St. - Condemnation process stafted afler !2105/22

Meeting. First Dead line was O2hOl2O23.

f. HBC Ticket #aOZLOO7 - 322 1't Ave NW- Property has been sold/ motion was made to

close this ticket for now.

g. HBC Ticket # 2022001.- 203 4th St SW- Referred to Sheriff Department

h. HBC Ticket # 2022OO2- 205 4th St SW- Property is up for sale, Kumar is willing to work

with city.

i. HBC Ticket # 2022003- 310 E Caledonia- Motion was made to refer to City Commission.

j. HBC Ticket # 2O22OO4- 218 4th St NE- Referred to Sheriff Department



DAtE:0812112023
TIME: 5:30PM

THE HII.LSBORO BOARD OF CITY COMMISSIONERS HELD A REGULAR MEETING AT

MAIN COMMUNIW CENTER AT THE ABOVE DATE AND TIME.

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

Commissioners Absent: none

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

Readins of the Minutes:
Commissioner Sother mode the motion to opprove the August Vh, 202j, Commission meeting minutes with a change
on the ormory lighting motion. Commissioner Evans seconded the motion.
None voted no, Motion corried.

Presentation of Bills

A P to be approved on
08l2tl2023

PAID on 0812,-12023 Amount

AE2S l&C SERV, Storm water master plan,

sanitary to ponds 2nd i-29 main , GIS

workshop

s34,34s.95

American Red Cross swim lesson/contract $36o.oo

App river Microsoft 365 backup s1s8.2o

Aramark linen serv $L69.74

BRITE WAY WINDOW CTEAN WINDOW CLENAING ss1.oo

Brown, Paul Special Assessment Meeting sso.oo

Cole Paper cleaner, Clorox wipes, garage bags $224.2s

Dakota Fence Substation Repair $4,692.50

Dakota Natural Gas shop bill s16.00

Engineering Unlimited padlock,2keys $2s7.76

Ewing Oil fuel s34.77

Ferguson 2T10 measure chamber $1s9.47

FORKLIFTS OF MN SERVICE WORK NISSAN s2,144.98

Grainger PVC ball s220.36

Grand forks welding cut materials, shop sup, hr chan Sr69.z6

Hawkins pool chem, stackable poly tote Ss,s28.26

HCV BOOSTER CLUB GAME SPONSOR+ACTION ITEM s27s.00

HERITAGE INSURANCE ENDORSEMENT FOR INLM Se4.oo

HILLSBORO BANNER ADS AND AFFIDAVIT $1,026.2o

Hillsboro Economic Dev Sales Tax s13,050.40

Hillsboro Economic Dev Lodging Tax s436.67

Hillsboro Park Board Rev/Share s2,911.s9

KRJB.FM JULY AD s70s.0o

Loffler alarm monitoring float, daily test signal s74.8s

Midwest inspections residential permit/inspection fee s1,030.94

Missouri River misc. services S4,sos.43

Missouri River July elect s160,776.59

Missouri River lnfrared inspection/distribution infrared S1,780.13
Myers, Jon Special Assessment Meeting ss0.00



PTRCF registration fee s30o.00

NODAK restore 3phase wire, locate fault s1,818.3s

PREMIUM WATER WATER s83.97

Railroad management co license fees s34/..67

Rec supply Pentair flex strip s2s.ss

RMB WTP chemicals s32]-.26

Team lab super bugs, mega bugs plus s3,635.s0

Valley Plains Equip hose fittings s76.s7

Waste Management garbage, roll off $27,01s.86

TOTAL s268,932.44

ND dept of Enviro Quality

Commissioner Geroy mode the motion to poy the bills os presented. Commissioner Pohlkomp seconded.

None voted no
Motion carried.

Monthly Disconnect:
Commissioner Geroy made the motion to disconnect delinquent accounts August 29th, 2023. Commissioner Pohlkomp
seconded.

Roll Call
None voted no
Motion carried.

Discussion: payment plan options for delinquent accounts. Having a document/contract made for people

needing payment plans.

a

City Commissioners Reports:
Commissioner Sather:

o Fire department Rescue truck is in SD. lt should be back in a month and a half.
Commissioner Evans:

o Airport: accepted the resignation ofJustin Kleckner and nominated Don Hanson to fill the term that ends
December 31,2025. Kyle Klapper moved to chairman.

Commissioner Gerav:
o Load control: will be looking at a different option to get. lf service is needed call the city to get put on the

list.
o lf citizens have ideas for railroad parks or are interested in taking lead in the mural project attend the

Beautification meeting.
o HEDC will be having a meeting on August 28th.

o Brought up issue about main St./business district curb and gutter replacement: Public works director
Anderson said the are already looking into approximate costs for concrete work.

Commissioner Pohlkamp:
o Would like to thank Ray Weber for all his years of service to the City of Hillsboro.

Commissioner Reese:

o Proposed getting estimates for air conditioning and heat for the armory using a grant.
o A public hearing for Riverwalk specials was held with no public contention.
o During the beautification meeting it was brought up that the Main Street Community Center and City Hall

building could use a wash.
o The city received 13 applications for the Auditor position. The hiring committee narrowed it down to 4

applicants to interview. The possible interview dates to offer to the 4 applicants are:
o August 30th 6pm-8pm
o September 4th 5pm-7pm
o September 7th 6pm-8pm
o September 12th 6pm-8pm

Come up with 5 questions from each commissioner to ask applicants and emailto
group.

o Thanked Mark F., Paula S., Nicole, Sara, and Jim M. for being part of the committee that helped narrow
down the applicants.

o Working on the budget for the October 10th deadline
o Possibility of painting curbs and cross walks throughout town

Citv Officers Reports:



Public Works Director Anderson:
o Would like to pour concrete at the shop. Currently there is gravel in front of both large overhead doors and

under the sand and salt bunker. Would like to pour concrete in front of one door and under the sand and

salt bunker. city will do the labor, asking for up to S8,0o0 for concrete and rebar.

commissioner Geroy fidde the motion to opprove up to 58,@0 fot concrcte/rcbor in front of 7 shop door ond buhket
to come out ol electtic dnd wdtetlunds. Commissionet Sothet seconded.

Roll cdll vote
Yes: Pohlkdmp, Evons, Gercy, Sother, Reese

None voted no
Motion cofiied.

Would like to budget for next year: canopy for sand and salt bunker and concrete/rebar in front of 2'd door

City Attornev Strom:
o Nothing to report

Citv Deputy Auditor Sara:

NDLC annual conference September 20-22. Would like to send Abby or Sara. There is a complementary
registration for 1st time registratioh.

o All commissioner in agreement to send Abby to the conference.

o Commissioner Geray would like to attend.
Sheriff's office:

o Nothine to report.
Citv EnEineer Swanson:

o Pay app for water/sewer project to Breidenbach in the amount 5317,025.45

commissioner Sothet mode the motion to opptuve pdy dpp to Bteidenboch fot 5317,025.45. commissionet Pohlkomp
seconded.

Rollcollvote
Yes: Pohlkomp, Evdns, Geruy, Sdthet, Reese

None voted no
Motioh cdftied-

o Storm water master plan- still looking into alternative for repair-
o Sent master plan to DOT for sidewalk- possible closing date: November

BC Tickets

old Business:

Polica Handbook:
o Tabled until next meetin8.

Cemeterv lot- citizen tmnsfer reauest
o Buy new lots at current cost and advertise that lots are available in another cemetery to new

customers at owner's price.

o Cemetery lot- citizen transfer reoueit
o The citizen needs to purchase new lots at current pricing.
o lf the citizens would like to privately sell the lots they own, they may.
o The city will inform new customers of individuals that are selling their lots

Commksionet Getuy mode the motion thdt new lots ore to be purchosed ot currcnt ptices, ond the city will inforfi new
customers of individuols selling lots. Cofimissionet Pohlkomp seconded.
Roll cdll vote
Yes: Pohlkomp, Evons, Geroy, SotheL Reese
None voted no
Motion corried.

New Business:

Moving forward and most properties are making improvements.
Still lining up items for Oster Property

Reslqnation of Lavern Suahol
Commissioner Evans mode the motion to opprove the resignotion of Lovern Suchor. Commissioner Sothet seconded.
Rollcollvote



Yes: Pohlkomp, Evons, Geroy, Sother. Reese

Postihg ofthe public works positiq!
Commissionet Sother mode the motion to post the public woak position. Cofifiissioner Evons seconded

Rollcollvote
Yes: Pohlkomp, Evdns, Geray, sdtheL Reese

None voted no

lnt€rest rate for Riverwalk
o 3% interest rate

Cohmissiohet Geruy mode the motion to opprcve setting the intetest rote ot 3% fot Rivetwolk sryciols eflective
septembet lgh, 2023. commissioher Pohlkomp seconded.

Rollcdllvote
Yes: Pohlkonp, Evdnt Getuy, SotheL Reese

None voted no
Motion cortied.

snow removal/mowing contract
o Advertise for bids on mowing and snow removal of armory and city hall. 2-year contract
c Due to City Hall by September 18th at 4pm

Commissioner Sother made the motion to opprove opening lot bids fot mowing cemetery ond snow removol dt orfiory
ond city hollfot o 2-yeor controd. Commissionet Evons seconded.

Roll coll vote
Yes: Pohlkomp, Evons, Geroy, Sother, Reese

None voted no
Motion coried.

Citizens Addressins the Commission:
none

Adiournment:
Comnissioner Sother node a motion to adjoum the meeting ot 7:44PM. Commissioner Evdhs seconded the notion.

Motion corried.

Sara Myers
Deputy Auditor

levi Reese

Commission President

The next regular meeting of the Hillsboro Board of City Commissioners
will be at 6:30 PM on Tuesday, September sth, 2023, at Maln Street Community Center.



A P to be approved on 09/05/2023 PAID on 09/05/2023 Amount Check f
Anderson, Jim

Border States

Breidenbach Excav

CORE&MAIN

EATON

Goose river heating and cool

Hawkins

holcim

Jet Way

Mau, Simon

Midwest inspt

Miller's Electrical

Missouririver

napa

Nodak Elect

Olsen hardware

paulson Gravel

travel expences RR Hydro elect tour 5/27

shop-

water main&sanitary impro

PVC, SWR REPAIR, MACRO HP

ANNUALYUKON SOFTWARE, EQUIP MANG FEE

mni split Armory

water department

load charge

clean sanitary sewer

Mowing- Sept

architect correspondence funeral/caf6

arnory lights & fan

ami meter count/ami monthly fee

parts- wheel, axle

replace cutout S of Elem School

pa rts-

gravel-shop, sand- street repair

new load control requested by alligiant

wtp, pool

kiwanis off peak controller

M longthorene water heater control box

SWEEPER

fuel

Road tar removalfrom car

city hall/ armory brick work

Sheriff Contract

parts- wheel, axle

phonejuly 13-aug12

circuit breaker, labor/mileage

s845.1s

S1,028.s4

s377,025.45

57,917.94

s1s,630.00

s4s0.00

ss33.72

S845.oo

S11,042.50

s1,333.30

s440.00

s8,000.00

s472.20

53s7.74

597s.9s

51s3.54

s880.00

Red river Electric

RMB

RS Electric

51,s00.00

s204.7 4

s142.s0

s90.00

s869.1s

s23,ss3.81

s400.00

s3,000.00

s19,190.83

s33.94

5433.81

$7,t7t.43

sandbo plumbing

SANITATION PRODUCTS

sorum oil

Spokley, Angie

st. joseph masonry

Traill County Treasurer

Valley Plains equip

Verizon

ziegler

TOTAT 5412,527.24



Experience Hillsboro
sMALL rowN. BIG oppoRruNrry.

Gity of Hillsboror North Dakota

Employee Handbook

Effective O{/09 12023



CITY OF HILLSBORO
EMPLOYEE HANDBOOK

INTRODUCTION

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
,l

PAGE

4
5
5
5
b
b
6
b

7
8
I
10
10
11

12
12
13

4

13
13
13
13
13
14
14

14
14
15
15
15
15
16
16

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 CONDUCTAND WORK RULES
CONFLICTS OF INTEREST
IMMIGRATION LAW COMPLIANCE
OUTSIDE EMPLOYMENT
HIRING OF RELATIVES



PERSONNEL DATA CHANGES
PERFORMANCE EVALUATION
PERFORMANCE EVALUATION FORM

EMPLOYEE BENEFITS
EMPLOYEE BENEFITS
VACATION BENEFITS
SICK LEAVE BENEFITS
FAMILY MEDICAL LEAVE
HOLIDAY LEAVE
BEREAVEMENT LEAVE
JURY AND WITNESS LEAVE
MILITARY LEAVE
LEAVE OF ABSENCE
EXPENSE REIMBURSEMENT
TRAINING
WORKERS' COMPENSATION INSURANCE

MISCELLANEOUS POLICIES

USE OF PHONE AND MAIL SERVICES
USE OF EQUIPMENTAND VEHICLES
WORKPLACE SAFEry
RETURN OF PROPERTY
SOLICITATION
CORRECTIVE ACTIONS AND DISCIPLINE
GRIEVANCE PROCEDURES

WORK PERIODS
HOURS OF WORK
WORK BREAKS
MEAL PERIODS
ATTENDANCE AND PUNCTUALITY

EMPLOYMENT STATUS OF INDIVIDUALS
WITH LIFE THREATENING ILLNESS

EMPLOYEE PAY SCALE

CITY OF HILLSBORO FRAUD POLICY

EMPLOYEE ACKNOWLEDGEMENT FORM
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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'rejponsible for day{o-day activities withln their departments and are accountable to the Board of

City Commissioners. ihe 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. lt 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

Commissionjrs 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.

INTRODUCTION

***********************************PLEASE NOTE,(**********:r*************************"

THIS PERSONNEL POLICY MANUAL HAS BEEN DRAFTED AS A GUIDELINE FOR OUR

EMPLOYEES. IT SHALL NOT BE CONSTRUED TO FORM A C NTRACT BETWE EN THE C ITY OF

HILLSBORO D ITS EMP OYEES. RATHER IT DES RIBES THE OMMISSIONERS' GENE

PHILOSOP HY CONCERN ING POLICIES AND PROCEDURES

**,.**********************,.**************************,r**,(*,.*************,.********************

TURE OF E PLOYME T

However, this handbook cannot anticipate every situation or answer every question about employ

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.

It is not an m me contract nd is not intended to c co ual obli ns ofa kind.

Neither the employee nor the City of Hillsboro is bound to continue the employment relationshi

chooses, at its will, to end the relationship at any time'

ment.

either

4l
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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 otfered by other employers in this area and in this industry. lf 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.

GHAIN OF COMMAND

lf 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:

i-.'g ir ir[: rPoot Cornrnis*xsr
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Pt6lkl!H.s
Supedrrten&rtar

Esrivatent
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U PC is Preritenl thergo
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The city of Hillsboro is an equal opportunity employer. lt 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 oi marriage or public assistance, national origin, or physical or mental handicap except

where specific age, sei, or physical requirements are a bona fide occupational qualification'

EMPLOYMENT APPLICATIONS

The city of Hillsboro relies upon the accuracy of information contained in the employment application, as

well as ihe accuracy of other data present throughout the hiring process and employment Any

misrepresentation, ialsilications, oi material omiasions in any ofthis information or data may result in the

city,s'exctusion ofthe individual from further consideration for employment or, if the person has been

hired. termination of employment.

MPLOYM PPORTUNI

CHECKSEMP NT REFERENC

VETERAN'S PREFERENCE

eualified veterans shall have preference for employment with the City of Hillsboro as set forth in Chapter

37-19.1 ofthe North Dakota Century Code

JOB ONS

To ensure that individuals who join the city are well-qualifled and have a strong potential to be

productive and successful, it is ihe policy ;f the city of Hillsboro to check the employment references of
all applicants.

ln addition, criminal background checks will be administered by the Traill county sheriffs Dept.

At the start of employment, each employee is provided a written iob description of his/her position.

Annually or as otherwise needed, th; jo6 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,

pio.oi"o, o"mot"o, oitransferred within the city to determine whether the new position meets the

!mpfoyeJs expectations. The City of Hillsboro uses this period to evaluate employee capabilities'

uttlira6, .nA *o* f',abits. Either the employee or the city may end the employment relationship at will at

anV t,m" Ouring or after the probationary period, with or without cause or advance notice

Allnewemployeesworkonaprobationarybasisforaminimumofthe,firstl80calendardaysaftertheir
olr" 

"i 
rrir"f (ny significant absence of the employee will automatica y extend the probationary period

6l



by the length ofthe absence. lf the Commissioners ora 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 benelits 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 afrer the probationary
period.

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

HARASSMENT

It is the City's goalthat 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 laMul aativity offth! employer,s
premises during non-working hours which is not in direct conflict with the essential business+elaied
functions of the employer is unlaMul under state and federal laws and is stricfly prohibited.

Harassment based on any other factor is also stricfly prohibited by the cjty.

lf 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 proce-dures
to follow are:

,|

2

3

Be sure that the conduct is discriminatory or harassing. lf possible, find witnesses or other
substantiation of the conduct.
Discuss the improper behavior with the person(s) involved to let them know their conduct is
offensive.
lf 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, orto the personnel
Commissioner if the complaint involves the supervisor.
The Personnel commissioner wifl conduct a comprete investigation concerning the compraint
in an impartial and confidential manner, with the results being conveyed to all involved
individuals. Every reasonabre effort will be made to determin; the facts and resorve the
situation.

4

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

7l



1. Counseling with the offende(s)
2. Probation with a warning ofsuspension ortermination 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 toireat allemploy;es with dignity, sensilivity, and respecl. Each employee is expected

to use common sense in determining whether his/her conduct may be offensive or unwelcome to

another.

S 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 sexualfavors, 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 ofthat conduct or communication by an individual is used as a

factor in decisions affecting that individual's employment; or

3. That conduct, or communiaation has the purpose or etfect 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 favorsi

posting obscene pictures, drawings, or cartoons in the workplace; or making obscene gestures. These

are s;e 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. Besurethatthe conduct in question is discriminating or harassing. lf possible, find witnesses

or other substantiation of the conduct
Z. it e emptoye" strould discuss the improper behavior with the person involved to let him/her

know the conduct is offensive.
3.lftheharassmentdoesnotstoporifitrecurs,theemployeeshouldreporttheconduct

perceived as harassment as soon as possible to his/her supervisor or to the Personnel

bommissioner ifthe complaint involves the supervisor'

4. ihe personnel Commisstoner will conduct a complete investigation concerning the complaint

in in impartial and conridential manner, with the results being conveyed to all involved

8l


