Sec. 2.04 RESIDENCY

All Department Heads are required to reside within 15 minutes of the city limits of the City of
Crete. All Emergency Services employees and Utilities Department employees are required to
reside within 30 minutes of the city limits of the City of Crete. Utility employees who are assigned
“On Call” status shall reside within 20 minutes of the city limits of the City of Crete. Street
Department employees who are assigned “On Call” shall reside within 30 minutes of the city limitS
of City of Crete.

Employees subject to particular residency requirements shall establish residency within six (6)
months after the calendar day of the start of employment in the position subject to the residency
requirement. That residence, or another meeting the particular residency requirement, will be
maintained during the term of employment. For purposes of these Personnel Rules and
Regulations, residency will mean the employee’s normal place of domicile. Failure to comply with
the residency requirement shall result in termination.

Sec. 3.06 HOURS OF WORK

The 40-hour workweek shall be the standard workweek unless otherwise provided. All employees
may be required to work over 40 hours per week. Employees in non-exempt classifications shall
be compensated at a rate of time and one half of their regular rate of pay for all hours actually
worked over 40 in the work week.

For purposes of calculating overtime, the work week starts at 12:00 a.m. on Monday and ends at
11:59 pm on the following Sunday. Hours worked shall include actual hours worked. Any payment
for time not actually worked (leave time) shall not count towards the calculation of overtime.
Holidays shall count toward the calculation of overtime. Overtime shall not be paid more than
once for the same hours worked.

Department Heads may establish work periods and hours of work, which differ from the standard
to meet special department needs or workloads with the approval of the City Administrator.



Adjustments may be made to an employee’s hours in an effort to maintain the hours worked by an
employee at or below forty (40) hours in a week.

Overtime shall be paid out in the next regular pay period unless the employee designates on the
time sheet that the overtime worked is to be banked as compensatory time. An employee may
accrue no more than 120 hours of compensatory time.

Exempt employees are not eligible for overtime for hours worked in excess of 40 during the
workweek.

LUNCH PERIODS: Lunch periods may be established in one-hour increments. In the event that
the employee is required to work through the lunch period or have lunch at their desk, the time
will be added to the hours worked for the day.

REST PERIODS: Rest periods, more commonly referred to as “breaks” may be taken in 15-minute
increments during each one-half workday when possible. No more than one break per half workday
is permitted. Employees are encouraged to take breaks when the workload allows, but may not
save up break time to use in larger increments than 15 minutes or to leave work early. Break time
i to be used in the spirit in which is intended for and abuse of rest periods may be cause for
disciplinary action.

PAY SCHEDULES: The City Clerk’s Office will maintain pay schedules for approved
classifications as prescribed by City Ordinance. The City may revise the pay schedule when
changes in classes, availability of labor supply, prevailing rates of pay/comparability, or economic
conditions so dictate. The new pay schedules will become effective upon the effective date of the
ordinance that has been approved by the Mayor and City Council.

All new employees will normally be hired at Step 1 of the pay grade of their position. However,
due to extenuating circumstances, an employee may be hired at a higher step with the written
approval of the City Administrator. Employees will remain in each step for at least 1 year with
their performance to be evaluated on the anniversary of the change of status. After a successful
introductory period, an employee may advance more than 1 step.

Prior to advancing in a step or grade, employees will be evaluated on their performance at least
annually. An employee must receive satisfactory performance ratings in order to receive an
increase in pay, other than a salary table adjustment. Such adjustments in pay shall be effective on
the first day of a pay period falling on or immediately after the employee is eligible for the pay
increase. During employment with the City of Crete, an employee receiving the highest possible
rating in all categories of the evaluation may be considered for more than a one-step increase when
recommended by the Department Head and approved by the City Administrator. This type of
increase shall only happen one time during the employee’s tenure with the City of Crete.

PROMOTIONS: An employee who is promoted will be placed in the lowest step of his/her new
pay grade that will permit an increase of at least 3%. After successfully completing the six-month
introductory period in his/her new position, he/she may be reviewed by their Department Head for
a step increase at this time.



PAY PERIODS: All employees will be paid biweekly. The pay period may be larger or smaller
than two weeks. The Clerk-Treasurer, with the Mayor’s approval, may, because of unforeseen
incidents, change the day on which paychecks will be issued. If a holiday falls in the payroll
processing week, the direct deposits may be delayed by one day. Direct deposit is required for all
City employees.

SAFE HARBOR: The City uses a payroll cycle that runs bi-weekly (every two weeks). Any
employee that identifies a mistake in his/her paycheck should contact his/her supervisor and/or the
City Clerk so that it may be corrected. The City makes every effort to correctly process its payroll
and prohibits improper deductions. Any such errors will be corrected as they are identified.

CALL BACK PAY: An employee that is called into work from his/her home will be eligible to
receive compensation at the rate of time-and-one-half for the actual hours they are engaging in
work.

ON CALL DUTY: Designated employees will be required to be accessible and available for
emergency call-out duty outside of regular working hours. This applies to the Street, Electric,
Water, and Wastewater Departments.

This duty will extend for a one-week period of time, and will normally be rotated among qualified
employees in the department. During this one-week period the employee must be located at all
times within twenty (20) minutes of response. This will apply to Electric and Water Departments.
Street Department employees must be located within thirty (30) minutes of response during this

period.

An employee will be compensated for “on call” duty for seven days of consecutive duty, beginning
8:00 a.m. on Monday and continuing to 7:59 a.m. the following Monday. From Memorial Day
until Labor Day the time period is from 7:00 a.m. on Monday and continuing to 6:59 a.m. the
following Monday.

The rate of compensation shall be four (4) hours pay at the Employee’s regular rate of pay orfour
hours added to the Employee’s comp time bank. The employee shall notify the Department Head
of the method of compensation before the “on call” duty begins.

When the “on call” duty falls on an observed official City holiday, the rate of compensation shall
be eight (8) hours pay at the Employee’s regular rate of pay or eight hours added to the Employee’s
comp time bank. The employee shall notify the Department Head of the method of compensation
before the “on call” duty begins. Only one employee, per department, will receive credit for “on
call” duty over the holiday and/or the day off granted “in lieu” of a holiday falling on a Saturday
or Sunday.

Employees temporarily assigned duties out of standard working hours, requiring their attendance
during the hours that would normally be “on call” for the work attendance, will be compensated
at actual time required, to be set by the Department Head. An employee assigned “on call” who is
called out for unscheduled emergency work outside regular working hours, not a holiday, shall be
compensated by a minimum of two hours at one and one-half the standard rate of pay.



Additional hours of work shall be compensated in pay or compensatory time off in increments
of one-half hour actually worked, at a rate of one and one-half times the standard rate of pay
unless callout falls within two hours of a previous call - then contiguous.



