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PERSONNEL MANAGEMENT
WELCOME

Welcome to the City of Crete, we want to thank you for joining our team. We believe that each
employee contributes directly to the growth and success of our organization. We hope that the
employment relationship that we share is a long and mutually rewarding one. The purpose of this
handbook is to acquaint you with policies set forth by the City of Crete. These Personnel Rules and
Regulations state the intent of the Mayor and City Council in providing for the employment conditions
and benefits for employees of the City of Crete. You should familiarize yourself with the contents of the
Personnel Rules and Regulations, as you are responsible for abiding by the rules that are outlined within.

For convenience, in this handbook, we will refer to your employer as The City of Crete, The City, we, our,
or us. If you have questions regarding the material presented here, please feel free to ask your
supervisor or call the Human Resources Department.

Again, best wishes for success in your new position with the City of Crete!
LEGAL EFFECT

The contents in this manual are subject to change as the City grows and changes. Any changes in this
manual shall apply to existing as well as future employees. If and when provisions are formally changed
by City Council action, there will be notification and appropriate replacement documentation provided
to employees. No statement or promise made by a supervisor, manager, or Department Head may
modify any provision in this policy, nor will it constitute an agreement with an employee.

The City Personnel Rules and Regulations are not a contract, expressed, or implied. This handbook
replaces (supersedes) all other previous Personnel Rules, Regulations, or Administrative Policies for the
City of Crete as of date printed above.

The titles Department Head and Director are interchangeable in this document.
EQUAL EMPLOYMENT OPPORTUNITY

The City of Crete affirms its commitment to providing a work environment that does not discriminate in
employment opportunities or practices on the basis of race, color, religion, age, sex, sexual orientation,
mental or physical disability, marital status, national origin, genetic information (as defined in the
Genetic Information Nondiscrimination Act), or any other prohibited basis of discrimination under
applicable local, state, and federal law. The City will operate in full compliance with applicable federal,
state, and local laws prohibiting discrimination in employment.

This policy governs all aspects of employment, including selection, job assignment, compensation,
discipline, termination, and access to benefits and training. Anyone found to be engaging in any type of
unlawful discrimination will be subject to disciplinary action, up to and including termination of
employment.

SCOPE

The City of Crete is made up of several different departments. The departments that are governed by
these rules are as follows:



Administration

o Attorney

. Clerk

° Finance/Treasurer
o Human Resources

. Park and Recreation
o Public Works

Building Inspector
Community Development
Electric Utility

Streets Department
Wastewater Utility
Water Utility

O O O O O O

Fire and Rescue Department
Police Department
Public Library

The following are exempted from these rules:

. The Mayor and City Council
. Members of appointive boards, commissions, and committees
° Independent contractors

Although persons employed as temporary employees, interns, and citizen volunteers are not eligible for
benefits under the City’s policy, they are still expected to follow the policies set forth as they represent
the City.

The City Administrator’s Office is governed by the Personnel Rules and Regulations; however,
the City Administrator serves at the pleasure of the Mayor.

The City Personnel System shall be divided into two classifications of service, classified and unclassified.
Classified service includes all employees governed by the Civil Service Act of the State of Nebraska.
Employees that fall under this category are the paid full-time police officers in the Police Department. All
other employees of the City are considered unclassified.

All appointments and removals of employees who are in the classified service shall be subject to Civil
Service Rules and Regulations.

These rules and regulations apply to all employees of the City except where superseded by labor
contracts, Civil Service Rules, Federal/State statutes, Regulations, or other City ordinances.

These rules and regulations may be updated from time to time and the City will provide notice of the
changes. It is the Employees responsibility to make sure they are aware of the most up to date rules and
regulations. The most up to date policies are available on the City of Crete website.



MAYOR AND CITY COUNCIL

The Mayor and the City Council shall be the ultimate policy-making authority for the City of Crete. The
Mayor as chief executive officer of the City shall be responsible for the proper administration of the
affairs of the City. The Mayor is the appointing authority under the Civil Service Act of the State of
Nebraska. The Mayor shall upon approval of the City Council, appoint or remove a city administrator,
city clerk, city treasurer, city engineer, city attorney, and such other officers as required by law.

The Mayor may designate his/her administrative responsibilities under these rules to the City
Administrator, as the Chief Administrative Officer, provided the Mayor may not designate any duties or
responsibilities in violation of the State statute. The Mayor has the right to approve or disprove any
personnel actions taken pursuant to these personnel rules.

APPLICATION PROCESS

The City’s Human Resources Department is responsible for the posting of all employment opportunities.
Vacancies will be simultaneously advertised publicly as well as internally. The City of Crete is an Equal
Opportunity Employer and Equitable consideration will be given to all applicants. Upon request,
reasonable accommodations will be made for applicants pursuant to the ADA (Americans with Disability
Act).

The City may refuse to consider an applicant or place his/her name on an eligibility list for any of the
following reasons:

e The applicant lacks the minimum qualifications stated in the official job description.

e The applicant has been dismissed or resigned for disciplinary reasons from any employment
within the past five years for a cause that would constitute a cause for termination under these
rules.

e The applicant has made a false statement on his/her application.

e The applicant does not hold a valid driver’s license when required by the nature of the job.

e The applicant for a position is a member of the same household and/or an immediate family
member within the same supervisory chain of command.

e Failure to successfully pass a drug/alcohol screen.

AMERICANS WITH DISABILITIES ACT
Reasonable Accommodation Policy

It is the policy of the City of Crete to comply with the Americans with Disabilities Act, Title VII of the Civil
Rights Act of 1964 (ADA), and any amendments thereto. The City of Crete will not (1) discriminate
against a qualified individual with a disability because of the disability of such individual in regard to job
application procedures, the hiring, advancement, or discharge of employees, employee compensation,
job training, and other terms, conditions, and privileges of employment; or (2) discriminate against an
individual who is pregnant, who has given birth, or who has a related medical condition in regard to job
application procedures, the hiring, advancement, or discharge of employees, employee compensation,
job training, and other terms, conditions, and privileges of employment.

Disability Defined



An individual is considered to have a "disability" if that individual either (1) has a physical or mental
impairment which substantially limits one or more of that person's major life activities, (2) has a record
of such an impairment, or (3) is regarded by the covered entity as having such an impairment. The
determination of whether any particular condition is considered a disability is made on a case by case
basis.

How to Request a Reasonable Accommodation

To request a reasonable accommodation, the employee/applicant must communicate his/her need to
his/her supervisor or Human Resources. It is not required for the request to be in writing; however,
submitting a written request can help to expedite the process. If the request is verbal, the supervisor or
Human Resources should document the request. Any request, whether verbal or written, should
contain the following information:

e The type of accommodation requested,;

e An explanation of the limitation for which the accommodation is needed;

e A description of how the accommodation will allow the individual to perform the essential
functions of his/her job.

If the disability, pregnancy and/or need for accommodation is not obvious, or insufficient information
has been submitted, an employee may be asked to submit medical documentation to provide evidence
of his/her functional limitation in support of the request for reasonable accommodation. All medical
documentation will be kept in a confidential reasonable accommodation file.

The medical documentation must include the following:

e Adescription of the functional limitation as it relates to the employee's job duties, including the
anticipated duration (e.g. temporary or permanent). If temporary, specify the date it is
anticipated the functional limitation will end.

e Adescription of the functional limitations caused by the disability in work related terms. For
example, if "no prolonged walking" is requested, the medical statement should specify how long
or how far the employee is able to walk; if "no prolonged sitting" is requested, the medical
statement should specify how long and under what circumstances the employee can sit; if rest
periods are required, the medical statement should specify how often and how long the rest
periods should be.

e The City of Crete may decline to put an employee on a particular job if it will pose a "direct
threat" to the safety of themselves or others. A "direct threat" is defined as a "significant risk of
substantial harm that cannot be eliminated or reduced by reasonable accommodation."

e State the accommodation and describe how it will help the employee to perform his/her
essential job duties.

e The medical documentation must be written/typed on the official letterhead stationery of the
health professional or health professional's organization. The documentation must identify the
health professional's credentials (e.g., M.D., D.O., R.N.) and practice specialty (e.g., Physical
Therapist, Social Worker, Chiropractor), and be signed and dated by the health professional

Interactive Process



Within five (5) workdays of receiving a request for Reasonable Accommodation the City of Crete and its
representatives shall engage in a timely, good faith, interactive process to determine effective
reasonable accommodations. To ensure that all effective accommodations have been considered, the
supervisor and Human Resources must discuss the request with the employee when the specific
limitation, problem, or barrier is unclear; where effective accommodation is not obvious; where
modifications to the request may be appropriate; where the parties are choosing between different
possible reasonable accommodations; or in other situations where the interactive process can further
promote resolution of the request for accommodation. The interactive process should take place in
person, unless it is impractical to do so. The interactive process with the employee or applicant shall
include, but is not limited to:

e Discussing the purpose and the essential functions of the specific position;

e Reviewing how the functional limitations of the disability or pregnancy can be overcome with
reasonable accommodation;

e Identifying potential accommodation options;

e Evaluating the effectiveness of each potential accommodation option;

e Documenting all options discussed and reasons for selecting particular option(s);

e Implementing the most appropriate option(s), after consulting with appropriate staff; and

o Keeping the applicant or employee informed until accommodation is provided or denied.

The duty to accommodate is a continuing duty that is not exhausted by one effort. If a previously
granted accommodation is not working, the City of Crete is committed to further engagement through
the interactive process to identify alternative appropriate accommodations, as discussed above.

DRESS CODE

Clothing on the job must be in good taste, clean, neat, and reflect the requirements of the working
conditions. A neat, well-groomed appearance is important to assure professionalism and competence in
the workplace. The responsibility for determination of what is appropriate for a department will be
made by the Department Head.

First and foremost, common sense and safety must apply. Employees who are required to work in the
outside elements should dress appropriately for their own protection. However, the clothing should be
clean and well maintained.

If an employee wears a uniform, the uniform should be worn properly and kept well maintained. The
uniform identifies them as a City of Crete employee and proper care of the uniform reflects favorably on
them and the City. Uniforms should never be worn after hours in public where alcohol is served.

Department Heads and Supervisors are responsible for ensuring that staff meets the dress code as
stipulated. Staff wearing inappropriate clothing will be required to leave work and change into
appropriate attire without compensation.

Exceptions — Fieldwork:

If approved by the Department Head, employees who are required to work out-of-doors during the
summer months are allowed to wear shorts- clean, in good taste (no short-shorts or cut-offs) and
appropriate T-shirts (along with their City identification) or T-shirt bearing the City of Crete logo.



Employment beyond any initially stated period does not in any way imply a change in employment
status. While temporary employees receive all legally mandated benefits, such as worker’s

compensation and social security, they are not eligible for any other benefit programs offered by the
City of Crete.

REGULAR PART-TIME employees are those that work less than 40 hours per week and are not
seasonal/temporary or in their introductory period. Employees that work 30 hours per week or more
are eligible for single coverage health insurance benefits. Employees that work less than 30

hours per week will not be eligible to take part in the City’s health insurance benefits plan. Benefits

for regular part-time employees who work at least 30 hours per week, are prorated based on their
scheduled hours of work during the year.

REGULAR FULL-TIME employees are those who are not in a temporary, introductory, or part-time status
and who are regularly scheduled to work a full-time schedule with the City. These

employees are eligible for the City’s benefits program.
VOLUNTEER POLICY

The City of Crete recognizes the valuable role volunteers have as support to City staff. A volunteer is
described as someone who voluntarily offers their services without pay or other compensation for a
service or undertaking. Volunteers may be motivated by a number of factors, some of which may
include:

e Being active

e Helping or meeting others

e Gaining recognition

e Completing an educational or service requirement
e Completing court ordered service

While individuals must apply and be accepted for volunteer service, volunteers are not considered
employees of the City of Crete and serve at the discretion of the City Administrator. The City
Administrator must also approve all Department requests for volunteer services. This policy is designed
to give direction and information to volunteers, City staff, and Department Directors.

VOLUNTEER SERVICE APPLICATION

Volunteer applications include the potential volunteer’s name, age, address, past addresses, emergency
contact information, references, interests, desired work duties, service dates/times, current employer
information, education and training, criminal history check, and a signature certification line.

VOLUNTEER POSITION DESCRIPTION

Volunteer Position Descriptions are very helpful for volunteers and the City staff who will be working
closely with them. Position Descriptions help volunteers understand the type of volunteer opportunities
available within a Department and if they will enjoy the work duties, and the descriptions help City staff
understand what services can be expected from the volunteers. When requesting volunteer services



with the City Administrator, Department Directors must include a clear description of the volunteer
position and its duties.

VOLUNTEER INTERVIEW

Volunteers should be interviewed to see if they will be a good fit for the City, to discuss the operations
of the Department, and to provide realistic expectations of the position’s responsibilities and work
duties. Efforts will be made to place volunteers in positions based upon their fitness for the position and
their motivations for volunteering.

AGE OF VOLUNTEERS AND THE FAIR LABOR STANDARDS ACT

Under the Fair Labor Standards Act, minors ages 14 and 15 years old may work outside school hours in
various non-manufacturing, non-mining, non-hazardous jobs under certain conditions. Work hours for
14 or 15 year-olds are limited to:

e 3 hours or less per school day

e 18 hours or less per school week

e 8 hours or less per non-school day

e 40 hours or less per non-school week
e 7am-7pm Labor Day — May 31st

e 7am-9pm June 1-Labor Day

Minors between the ages of 16 and 18 may work as volunteers but must not perform hazardous work as
defined by the Department of Labor. Hazardous work generally includes dangerous work, driving
motorized equipment, the use of ladders or scaffolding, or the use of power or motor-activated
equipment. Questions on what could be considered hazardous work can be answered by the Human
Resources Department. At age 18, the Department of Labor allows workers to engage in hazardous
work; however, individuals in Nebraska are still not considered adults until they reach age 19. Therefore,
a parent or guardian must approve and co-sign a waiver and release of liability for any volunteers under
the age of 19.

Some Departments may have volunteer positions that are suitable for minors below the age of 16 and
organized groups of school, scout, church, or similarly affiliated groups may request non-hazardous
volunteer projects for their group if adults organize and agree in writing to supervise and hold the City of
Crete harmless from all injuries and loss.

VOLUNTEER BACKGROUND CHECK

Volunteer applications will be forwarded to the Human Resources Department, where the applicant will
be checked through a formal criminal history check by the third-party background check company One
Source. Any applicant seeking to volunteer must sign a One Source Applicant Release Authorization
Form. The last two pages of the Authorization Form summarize the applicant’s rights under the Fair
Credit Reporting Act and provide information about further federal rights.

The Fair Credit Reporting Act (FCRA) sets a national standard that employers must follow in using a
third-party background check company. Amendments to the FCRA have increased the disclosure and
consent requirements of employers who use those reports. To be covered by the FCRA, the Federal
Trade Commission (FTC) requires a report to be prepared by an independent company that is a



consumer reporting agency or a business that assembles information on consumers for the purpose of
furnishing consumer reports to third parties. All volunteers should receive the information about their
federal rights under the FCRA.

WAIVER AND RELEASE OF LIABILITY

A Waiver and Release of Liability Form must be signed by every volunteer. If the volunteer is under the
age of 19, a parent or guardian must also approve and sign the Waiver.

VOLUNTEER TRAINING AND ORIENTATION

Volunteers are to receive training and general orientation regarding their duties on their first day of
work. The orientation should include a detailed explanation of the expected duties of their position, an
introduction to the City staff they will be working with and their immediate supervisor, and information
on any policies or procedures specific to their Department. Volunteers shall be accompanied by a City
staff member at all times while conducting their duties.

VOLUNTEER CONDUCT

Volunteers, when acting in their volunteer capacity, become representatives of the City of Crete and
should conduct themselves in a respectful, professional manner. Volunteers must not smoke, drink
alcohol, use vulgar language, or engage in any unlawful activities. At times, volunteers could be subject
to confidential information, and a failure to maintain confidentiality will result in immediate dismissal.
Volunteers are subject to the same policies and procedures as City staff where applicable.

Volunteers are not authorized to drive City of Crete licensed motor vehicles.
VOLUNTEER DRESS CODE

Volunteers are expected to have a clean and professional appearance, with clothing appearing clean and
modest. Volunteers will be issued a badge identifying them as such and must wear it at all times while
fulfilling their duties.

VOLUNTEER SAFETY

Volunteer safety is extremely important, and volunteers must comply with all federal, state, and local
safety laws and regulations and any specific Department standards. Any volunteers injured while
performing their duties must immediately advise their supervisor and are not eligible for worker
compensation benefits.

EXISTING EMPLOYEES AS VOLUNTEERS

City of Crete employees may want to volunteer their services to another City Department. Pursuant to
the Fair Labor Standards Act’s regulations (29 CFR 553.100-106), current City employees may volunteer
as long as the volunteer services are not “the same type of services for which the individual is employed
to perform” for the City. Questions regarding these regulations can be answered by the Human
Resources Department.

HOURS OF WORK



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 is 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.

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.

TIMEKEEPING

The following procedures and guidelines have been created to ensure accurate record keeping within
the City of Crete. The Fair Labor Standards Act (FLSA) and Nebraska state law require the City to keep
accurate time records for employees.

ELECTRONIC TIMEKEEPING SYSTEM

All employees are required to use the electronic timekeeping system to record hours worked or days
present. All employees and supervisors are required to take training on the electronic timekeeping
system and to be familiar with the City’s policies on timekeeping and attendance. Employees are
responsible for verifying the accuracy of the hours worked on their time and attendance report for the
applicable pay period, and each supervisor is responsible for making sure accurate data is logged in the
electronic timekeeping system and submitted to Human Resources. Any discrepancies between hours
worked or leave taken should be reported to the employee’s supervisor or Human Resources
immediately.

CLOCKING IN AND OUT

All hourly employees are required to clock in at the start of their workday, clock in/out for lunch breaks,
and clock out at the end of their workday. Employees are expected to clock in and out at their worksite
and at their regularly scheduled times. Under certain conditions when an employee cannot clock in and



out at their worksite (i.e. for off-site training), the employee must report their time to their supervisor
for manual entry. If an employee forgets to clock in or out, they must provide notice to their supervisor
immediately.

Employees who repeatedly clock in/out early or late without supervisor approval will be subject to
disciplinary action, up to and including termination.

PROHIBITED ACTIONS

The following actions are prohibited and will be subject to disciplinary action. See the Section on
Discipline and Appeal Procedure for more details on disciplinary actions.

e Employees using another employee’s user ID/password to clock in or out for another employee.
e Clocking in or out, outside of work station/facility

e Any attempt to tamper with timekeeping software.

e Any time spent working while not clocked in.

UNREPORTED HOURS

All hours worked must be reported using the electronic timekeeping system. Employees must clock in
before performing any work and are not permitted to clock out until all work has stopped. Any time
spent working while not clocked in is strictly prohibited. Employees that under report or fail to report
hours worked will be subject to disciplinary action, up to and including termination. Examples of working
off the clock may include:

e Forgetting to clock in or out

e Voluntarily continuing to work at the end of regular working hours

e Taking work home to complete on the weekend or in the evening

e Checking/reading/reviewing work-related emails or listening to work-related voicemail
messages while away from the office or workplace

e Answering phones, emails, or attending to customers while clocked out for a lunch break

Once clocked in, employees are responsible for working on appropriate City-related tasks, and when the
workday is complete, employees are responsible for clocking out. With the exception of breaks,
employees conducting personal business or simply not working while clocked in may be considered
“riding the clock” and may be subject to disciplinary action, up to and including termination.

END OF PAY PERIOD

Supervisors are required to correct, approve and submit time cards to Human Resources through Caselle
no later than 10:00 AM on the day immediately following the last day of the pay period. These
exceptions and changes must be fixed prior to approving the time card to Human Resources or they will
not be made. It is highly recommended that supervisors check their employees’ leave requests and time
entries weekly, if not daily, to avoid errors at the end of a pay period.

SEXUAL AND OTHER UNLAWFUL HARASSMENT

The City of Crete is committed to providing a work environment that is free from all forms of
discrimination and conduct that can be considered harassing, coercive, or disruptive. Actions, words,



jokes, or comments based on an individual’s sex, race, color, national origin, age, religion, disability,
sexual orientation, mental or physical disability, marital status, genetic information, or any other legally
protected characteristic will not be tolerated. Everyone is to be treated equally with dignity and respect.

Sexual harassment is defined as unwanted sexual advances, or visual, verbal, or physical conduct of a
sexual nature. This form of employee misconduct undermines the integrity of the workplace and will not
be tolerated. The following is a partial list of examples of sexual harassment:

e Unwelcome sexual advances — physical or verbal.
o Offering employment benefits in exchange for sexual favors.
e The use of derogatory comments, epithets, slurs, or jokes.

If an employee experiences or witnesses sexual or other unlawful harassment in the workplace, it must
be reported immediately to his/her supervisor and the Human Resources Coordinator. All allegations of
sexual harassment will be quickly and discreetly investigated. Any supervisor or Department Head who
becomes aware of possible sexual or other unlawful harassment is to report it immediately to the
Human Resources Coordinator. If the Human Resources Coordinator is not available, report to the City
Attorney.

An employee shall not suffer retaliation for coming forward with a complaint of harassment. Anyone
engaging in sexual or other unlawful harassment will be subject to disciplinary action, up to and
including termination. Retaliation against someone that makes a complaint of harassment is strictly
forbidden. An employee that feels that they have been retaliated against for coming forward with a
complaint should make their supervisor and the Human Resources office aware of it immediately.
Should the Human Resources Coordinator be unable to handle the complaint, it should be forwarded to
the Legal Department.

TOBACCO USAGE

Tobacco use is prohibited by all persons in any city facility or vehicle. This policy does not prohibit
tobacco use in designated outdoor areas.

A. Definitions:

e (City facility shall mean any indoor office, work area, or location used by the general public or
serving as a place of work for City employees that is owned, leased, or rented and under the
day-to-day control of the City of Crete.

e Tobacco use shall mean carrying a lighted cigar, cigarette, pipe, or any other tobacco substance,
including chewing tobacco, snuff, and e-cigarettes.

e Vehicle shall mean any self-propelled conveyance designed for use upon City streets that is
owned, leased, or rented by the City of Crete.

B. Enforcement:

Department Heads shall ensure that the supervisor in charge of such City facility or vehicle shall make
reasonable efforts to prevent tobacco use in the City facility or vehicle by:

e Posting appropriate signs.



e Asking tobacco users to refrain from using tobacco in the tobacco-free area, citing Nebraska
Clean Indoor Air Act and this City policy.

e Taking any other appropriate means, including disciplinary action for City employees pursuant to
appropriate union contract or Personnel Rules and Regulations.

C. Complaints:

Persons observing a violation of this policy are responsible to bring it to attention of their supervisor.

DRUG-FREE WORKPLACE

The City of Crete is committed to providing a safe work environment. The City prohibits the distribution,
manufacture, possession, sale, use, transfer, transport, or purchase of illegal drugs, or being under the
influence of alcohol or drugs at the workplace, on City premises, or in City vehicles. Any violation of this
policy is subject to discipline up to and including termination, for the first offense. An exception may be
made for Police Officers if transporting and/or storing of evidence.

The substances that are prohibited include but are not limited to the following:

e Alcohol

e Cannabinoids (marijuana, hashish)

e Depressants (tranquilizers)

e Hallucinogens (PCP, LSD, “designer drugs”, etc.)
e Narcotics (heroin, morphine, etc.)

e Stimulants (cocaine, methamphetamines, etc.)

Any employee convicted of violating a criminal drug/alcohol statute must inform the City of such a
conviction (including pleas of guilty and no contest) within five days of the conviction occurring. Failure
to inform the City will subject the employee to disciplinary action, up to and including termination for
the first offense. By law, the City will notify the federal grant agency or contracting officer within 10 days
of receiving such notice from an employee or otherwise receiving notice of such conviction.

The City reserves the right to offer employees convicted of violating a criminal drug/alcohol statute, the
opportunity to participate in a rehabilitation or drug/alcohol abuse assistance program, at the
employee’s expense, as a form of discipline. If such an opportunity is offered and accepted, the
employee must successfully complete the program before returning to their position as a condition of
employment.

The City may test all applicants who have been offered a position with the City prior to starting their
new job. Job placement is contingent on the results of the drug/alcohol testing. The City may test all
new hires for the following substances:

e Amphetamine/Methamphetamine
e Cannabinoids

e Cocaine metabolites

e Opiates

e PCP



The City reserves the right to test any employee that it has reasonable cause to believe is under the
influence of alcohol or drugs while in the workplace.

Any employee that is involved in a worker’s compensation claim involving an injury or an accident

involving an injury requiring medical attention shall be required to submit to a drug/alcohol test for
cause. Additionally, if an employee is operating a city vehicle/equipment and is involved in a reportable
accident, pursuant to City Policy, while in the operation of said vehicle, there shall be drug/alcohol
testing for cause. Any employee involved in any such injury or accident shall immediately notify his or
her supervisor and the Human Resources Department so that immediate arrangements can be made for
drug/alcohol testing to be promptly carried out.

The City shall also maintain a testing program as is required by the U.S. Department of Transportation
(DOT). This program will apply to employees in job classifications that require a Commercial Driver’s
License (CDL). Employees in this classification will receive additional information in the orientation
process from the Human Resources Department.

The City of Crete Drug and Alcohol testing procedures used will follow the City of Crete Drug and Alcohol
Testing Procedures Manual as approved and/or amended by the Governing Body.

CORRECTIVE AND DISCIPLINARY ACTIONS

e Employees are expected to act in a mature and professional manner while performing services
for the City of Crete. Below is a non-exclusive partial list of unacceptable behaviors that may
result in disciplinary action.

e Failure to observe safety rules and regulations.

e Failure to report to work at the appointed time or place, or for departing prior to the designated
time, including abuse of rest periods.

e Solicitation, distribution, or display of non-work-related materials while on City time.

e QOperating a personal business while on City time.

e Intimidation or coercion.

e Overuse (“waste”) of City equipment, tools, or material beyond what is required to complete a
task.

e Using abusive language or making false or malicious statements concerning any employee, the
City, or its services.

e Unnecessary physical games (i.e., “horseplay,
job.

e Unauthorized posting, removing, or altering of bulletin board notices.

e Violation of City, Department, or Division written or verbal policies or procedures.

e Unauthorized use or release of confidential, sensitive or privileged information.

e Intentional unavailability for or refusal to work over-time or respond to emergency call-out.

e Abuse of medical leave or other paid leave.

e Conduct that negatively impacts the professional appearance/reputation of the City.

n u

roughhousing,’ etc.), loitering or sleeping on the

B. An employee may be terminated, even for a first offense, for the following violations. This list is
representative of dischargeable behaviors but is not all-inclusive.



Insubordination.

Theft of public or private property.

Misappropriation of public property.

Harassment.

Consumption or possession of alcohol or non-prescribed drugs on City time or property.
Being under the influence of alcohol or non-prescribed drugs while in the workplace.
Gambling on City time or property.

Fighting on City time or property unless such is lawful and/or objectively reasonable as part of
the employee’s official duties or in response to an attack.

Conviction of a felony.

Abusive, offensive, or obscene language or conduct towards the public, City officials, or
employees unless such act is lawful and/or objectively reasonable as part of the employee’s
official duties.

Demeaning or, disruptive conduct in the workplace.

Intentional or negligent damage or destruction of private or public property.

Fraud, falsification, or deceit in the conduct of City business unless such act is lawful and/or
objectively reasonable as part of the employee’s official duties.

Incompetence or unsatisfactory performance.

Unauthorized possession or use of firearms or hazardous materials on City time or property.
Work disruption or stoppage, strike, or other forms of job action or withholding of services.
Act or threat of physical violence directed towards City officials or employees unless such act is
lawful and/or objectively reasonable as part of the employee’s official duties.

Soliciting or accepting bribes in the conduct of City business.

Conduct tending to discredit or impair the duties and the responsibilities of the employee’s
position.

Violation of the “Employment of Relatives” Policy.

Failure to maintain licensure required to perform job duties.

Any employee cited, arrested or convicted of any offense other than a minor traffic violation must
report the incident to his/her supervisor within 24 hours (excluding weekends/holidays). Failure to

report such matters can result in discipline, up to and including termination.
DISCIPLINE PROCEDURE
A. General Statement

It is the policy of the City of Crete to provide a system of progressive discipline, which affords an

opportunity for the resolution of unsatisfactory employee performance or conduct. Except in the case of
a verbal or written reprimand, such system shall include an appeal procedure to assure the equitable

and consistent application of discipline. Discipline may begin with the least severe, appropriate

disciplinary action and progress, if necessary, to more severe actions. The severity of the incident may

warrant any level of initial disciplinary action as appropriate for the offense.

B. Progressive Discipline



Progressive discipline is the successive application of increasingly severe disciplinary actions. These
actions, in order of severity, are verbal reprimand, letter of counseling, written reprimand, probationary
status, suspension, and termination.

Verbal Reprimand

A verbal reprimand may be imposed by the employee’s immediate supervisor for minor violations or
incidents. The reprimand must inform the employee of the violation or incident, the required corrective
action, and the consequences of a reoccurrence of the violation or incident.

D. Letter of Counseling

A letter of counseling may be used to notify the employee that performance with regard to an issue
continues to be unacceptable and must be improved immediately. The letter shall include the following:

e outline of the unacceptable performance and/or conduct;

o reference to discussion and actions taken to date regarding the unacceptable performance
and/or conduct;

e specific directives for correcting the unacceptable performance and/or conduct and include
timetables and dates;

e reference to additional disciplinary actions if performance and/or conduct is not improved; and,

e s to be signed by the employee, immediate supervisor and copied to Department Head. The
Letter of Counseling shall be maintained in the employee’s personnel file.

Written Reprimand

A written reprimand may be imposed by a Department Head, the City Administrator, or the Mayor. A
written reprimand is warranted for repeated minor violations or incidents, or for a violation/ incident of
a more serious nature. The written reprimand shall include the following:

e Must inform the employee of the violation or incident(s);

e The required corrective action to be taken;

e The consequences of a reoccurrence of the violation or incident(s); and,
e Copies of the written reprimand shall be delivered to the employee.

The employee shall sign an acknowledgement of receipt. A copy is to be provided to the Human
Resources Department and maintained in the employee’s personnel file.

H. Termination
A Termination may be imposed by the Department
Termination may also be imposed as initial discipline for a violation or incident of a serious nature.

Prior to imposition of termination as a disciplinary action, a written notice of termination shall be
prepared and signed by the Department Head. The notice of termination must inform the employee of
the following:

e A statement of the violation(s) or incident(s)
e A brief explanation of the evidence underlying the violation(s) or incident(s)



e A statement that termination is to be imposed
EMPLOYEE GRIEVANCES

If you think that unfair, unnecessary corrective, discriminatory, sexual harassment or other illegal action
has been taken against you, you have a right to file a grievance against the action. The following will be
the grievance procedure for employees of the City of Crete, except those that are members of a
recognized bargaining unit. Members of bargaining units shall use the grievance procedures provided in
their respective labor agreements.

Each person may present a grievance to their immediate supervisor. Written notification of this
grievance will be forwarded to the Human Resources Coordinator, Department Head, and City
Administrator.

o If the grievance is against the immediate supervisor, then the grievance shall be presented to
the Department Head. In the event the grievance is against the Department Head, then the
grievance shall be presented to the City Administrator. In the event the grievance is against the
City Administrator, then the grievance shall be presented to the Mayor. In the event the
grievance is against the Mayor, then the grievance shall be presented to the City Council
President.

e All grievances shall be responded to in writing within 5 working days or, if present to the City
Council, within 5 working days after the next regularly scheduled Council meeting that complies
with the notice requirements for Council action.

If the person is not satisfied with the decision of theirimmediate supervisor, they may present the
grievance to the Department Head who will notify the Human Resources Coordinator and City
Administrator. The Department Head will respond in writing within 5 working days.

In the event that the person is not satisfied with the decision of the Department Head, they may notify
the Human Resources Coordinator in writing within 5 working days. The Human Resources Coordinator
will notify the City Administrator who will investigate the grievance and forward the results to the
grievant and the Mayor. The Mayor (the City Council if the Mayor is the subject of the grievance) may
conduct a review of the record and notify the grievant of the Mayor’s decision (the City Council if the
Mayor is the subject of the grievance).

The following are the prerogative of management and are not subject to the grievance process. Except
where limited by provisions elsewhere in these rules, nothing in the rules shall be construed to restrict,
limit, or impair the rights, powers, and the authority of the City as granted to it under the laws of the
State of Nebraska and City ordinances. These rights, powers, and authority include but are not limited to
the following:

e Discipline or termination for just cause arising under the City Personnel Rules.

e Providing lawful direction to employees.

e Hire, assign, or transfer employees.

e Determine the mission of the City.

e Determine the methods, means, and/or number of personnel needed to carry out the Cityd€™s
mission.

e Introduce new or improved methods or facilities.



e Change existing methods or facilities.

o Relieve employees because of lack of work.

e Contract out for goods or services.

e The right to classify jobs and allocate individual employees to appropriate classifications based
upon duty assignments.

USE OF CITY PROPERTY AND EQUIPMENT

Property and equipment that is provided by the City to carry out the duties of day to day business is to
be used in the way that it is intended. Personal use of City property and equipment including computers
and City issued personal devices is prohibited. Personal use of City Internet service is prohibited.
Equipment that is available for the public to rent may be rented by employees in the same manner.

Employees shall be responsible for proper operation, care, and conservation of city vehicles, equipment,
tools and supplies. The following guidelines are provided regarding use of these resources:

e (City vehicles, equipment and supplies shall not be used for unauthorized purposes.

e Employees shall promptly report accidents, breakdowns or malfunctions of any unit in order
that necessary repairs may be made.

e When safety devices are installed on vehicles and equipment, such devices shall be maintained
in good working order and shall be used by all occupants of vehicles or equipment.

e If available, seatbelts shall be worn by all occupants of city vehicles when such vehicles are in
operation.

e City employees shall not use city equipment or vehicles to transport unauthorized persons
except where such transportation is necessary in the provision of emergency services.
Authorized passengers will have a definable business need to be in the vehicle.

e No employee will operate any City vehicle or equipment while under the influence of alcohol or
drugs. No illegal drugs or open containers of alcohol are permitted in any city vehicle, except
when such materials are transported as evidence by Police Department personnel. Decisions
regarding the ability of an employee to operate equipment or vehicles while taking physician
prescribed medications shall be made on a case by case basis by the Department Head, and shall
be based upon physician recommendation. No employee shall be permitted to operate city
vehicles or equipment while under the influence of non-prescription medications unless such
operation can be accomplished safely. Decisions regarding non-prescription medications shall be
made on a case by case basis by the Department Head.

CITY GOVERNMENT COMPUTER NETWORK
A. Overview

The intentions for publishing a security awareness and acceptable use policy are not to impose
restrictions that are contrary to the established culture of openness, trust and integrity. The City of
Crete is committed to protecting all employees, partners, and the City of Crete from illegal or damaging
actions by individuals, either knowingly or unknowingly.

Internet/Intranet/Extranet-related systems, including but not limited to computer/City issued personal
electronic device(s), software, operating systems, storage media, network accounts providing electronic



mail, www browsing, and File Transport Protocol, are the property of the City of Crete. These systems

are to be used for business purposes in serving the interests of the City of Crete, and of our clients and
customers in the course of normal operations. All internet/intranet activities are continually recorded

and logged. All logs are the property of the City of Crete.

Effective security is a team effort involving the participation and support of every City of Crete employee
and affiliate who deals with information and/or information systemes. It is the responsibility of every
computer/City issued personal electronic device user to know these guidelines, and to conduct their
activities accordingly.

B. Purpose

The purpose of this policy is to outline the acceptable use of computer/City issued personal electronic
device equipment of the City of Crete. These rules are in place to protect the employees and the City of
Crete. Inappropriate use exposes the City of Crete to risks including virus attacks, compromise of
network systems and services, and legal issues.

C. Scope

This policy applies to employees, contractors, consultants, temporary employees, and all other workers
at the City of Crete, including all personnel affiliated with third parties. This policy applies to all
equipment that is owned or leased by the City of Crete

D. General Use and Ownership

While network administration desires to provide a reasonable level of privacy, users should be aware
that the data they create on the government systems remains the property of the City of Crete. Because
of the need to protect the network, management cannot guarantee the

confidentiality of employee’s personal information stored on any network device belonging to the
City of Crete.

An e-mail system and Internet access are provided to City employees for the purpose of conducting
official City business. These may not be used for prohibited purposes, such as conducting private
business, or political campaigning, pornography, or any illegal uses. Computer/City issued personal
electronic device use on government systems may be audited.

Computer/City issued personal electronic devices owned by City government or purchased with public
funds should not have any recreational games installed. This includes the games supplied as part of the
operating system of “free” additional programs. The Information Technology Department will be
notified before any new program is knowingly installed on any computer/City issued personal electronic
device that is connected directly or through wireless to the City Government Network before the
program is installed.

For security and network maintenance purposes, authorized individuals within the City of Crete may
monitor equipment, systems and network traffic at any time. The City of Crete reserves the right to
audit networks and systems on a periodic basis to ensure compliance with this policy.



All systems and infrastructure located and used on City of Crete property and/or are connected to City
of Crete network infrastructure are governed by the policies and procedures set forth and approved by
the City Council, except for the Library Public Access system which is governed by separate Library Board
Policy.

E. Security and Proprietary Information

The user interface for information contained on Internet/Intranet/Extranet-related systems should be
classified as either confidential or not confidential.

Examples of confidential information include, but are not limited to: customer credit card information,
employee information, customer receivable lists, vendor information and research data, except for the
Library Public Access system which is governed by separate Library Board Policy. Confidential
information is established by Federal, State, or local law, or approved policy. Employees should take all
necessary steps to prevent unauthorized access to confidential information.

Employees dealing with customer credit cards will not retain, email, or write down customer credit card
information in any fashion.

Employees shall keep passwords secure and shall not share accounts. Authorized users are responsible
for the security of their passwords and accounts. It is highly recommended when practical, that user
passwords be changed every 90 days. Users desiring to change their password should contact IT before
attempting to do so.

All PCs, laptops, and workstations should be secured with a password-protected screensaver with the
automatic activation feature set at 15 minutes or less where appropriate. Employees should secure their
workstations by logging off or locking (control-alt-delete for Windows users) when the host will be
unattended. If for some reason a screen saver timeout interferes with system operation, then special
approval must be obtained from their Department Head with IT Department concurrence.

Postings by employees from a City of Crete email address to online forums, social media, or any other
message posting system shall be made only when related to City of Crete business and only when
approved by the Department Head, City Administrator, or Mayor. All social media sites, forums, and
posting boards that are created, owned, operated, and/or updated by city employees while on duty or
representing the City of Crete, shall be governed by the terms set forth by the Crete City Council.

All devices used by the employee that are connected to the City of Crete Internet/Intranet/Extranet,
whether owned by the employee or the City of Crete, shall be continually executing approved virus-
scanning software with a current virus database.

Employees must use extreme caution when opening e-mail attachments, which may contain viruses, e-
mail bombs, malware, spyware, or Trojan horse code.

F. Unacceptable Use

The following activities are prohibited. Employees may be exempted from these restrictions during the
course of their legitimate job responsibilities (e.g., systems administration staff may have a need to
disable the network access of a device if that device is disrupting production services).



Under no circumstances is an employee of the City of Crete authorized to engage in any activity that is
illegal under local, state, federal or international law while utilizing City of Crete-owned resources.
Certain features of the internet such as streaming media, radio or music stations can clog the City’s
network and e-mail system and should be used only for work-related purposes.

Internet usage should not interfere with an employee’s or co-worker’s work in either time or network
bandwidth.

The lists below are by no means exhaustive, but attempt to provide a framework for activities which fall
into the category of unacceptable use.

G. System and Network Activities

The following activities are strictly prohibited, with no exceptions:

Violations of the rights of any person or company protected by copyright, trade secret, patent or
other intellectual property, or similar laws or regulations, including, but not limited to, the
installation or distribution of "pirated" or other software products that are not appropriately
licensed for use by the City of Crete.

Exporting software, technical information, encryption software or technology, in violation of
international or regional export control laws, is illegal. The appropriate management should be
consulted prior to export of any material that is in question.

The intentional introduction of malicious programs into the network or server (e.g., viruses,
worms, Trojan horses, e-mail bombs, spyware, malware, etc.).

Revealing your account password to others or allowing use of your account by others. This
includes family and other household members when work is being done at home.

Using a City of Crete computing asset to actively engage in procuring or transmitting material
that is in violation of sexual harassment or hostile workplace laws in the user's local jurisdiction.
Making fraudulent offers of products, items, or services originating from any City of Crete
account.

Effecting security breaches or disruptions of network communication. Security breaches include,
but are not limited to, accessing data of which the employee is not an intended recipient or
logging into a server or account that the employee is not expressly authorized to access, unless
these duties are within the scope of regular duties. For purposes of this section, "disruption"
includes, but is not limited to, network sniffing, pinged floods, packet spoofing, denial of service,
and forged routing information for malicious purposes.

Port scanning or security scanning is expressly prohibited unless prior notification to IT is made.
Executing any form of network monitoring which will intercept data not intended for the
employee's device, unless this activity is a part of the employee's normal job/duty.
Circumventing user authentication or security of any device, network or account.

Providing information about, or lists of, City of Crete employees to parties outside the City of
Crete, unless this activity is part of the employee’s approved job duties.

H. E-mail and Communications Activities

The following activities are strictly prohibited, with no exceptions:



Sending unsolicited email messages, including the sending of "junk mail" or other advertising
material to individuals who did not specifically request such material (e-mail spam). Creating or
forwarding “chain letters”, “jokes”, “Ponzi” or other non-related work items of any type.

Any form of harassment via e-mail, telephone or paging, whether through language, frequency,
or size of messages.

Unauthorized use, or forging, of e-mail header information.

Solicitation of e-mail for any other e-mail address, other than that of the poster's account, with
the intent to harass or to collect replies.

Use of unsolicited e-mail originating from within the City of Crete's networks or other
Internet/Intranet/Extranet service providers on behalf of, or to advertise, any service hosted by
the City or connected via the City’s network.

Use of e-mail accounts other than city issued accounts. Third party e-mail accounts such as
Yahoo Mail, Gmail, and Hotmail accounts are prohibited unless there is a business reason for its
use, for example law enforcement investigations.

Posting the same or similar non-business-related messages to large numbers of Usenet
newsgroups (newsgroup spam), online forums, electronic bulletin boards or any other similar
message posting system.

Sending broadcast e-mails to all employees within the city email system unless used for notice
or critical information dissemination. Use of broadcast e-mails i.e., “city-all” is reserved for
administration and Department Head use. Department staff may utilize broadcast e-mails only
with the permission of the Department Head, City Administrator, or the Mayor.

I. Social Media

The City shall use social media to project positive themes and provide timely and accurate

information to benefit those both in and outside of our community and interested in Crete’s future.

The purpose of this policy regarding Social Media and Social Networking Activities is to guide and direct
those employees who are accountable for lawfully and appropriately representing the City through
social media. Working together, City employees will not only represent their respective departments
but, more importantly, blend their professional experiences, training and skills to coordinate, integrate
and unify messages and images to support City interests. This policy covers all forms of and technology
used for all Social Media and Social Networking Activities, both currently existing and any that may be
developed in the future.

1.

City Owned and Maintained Accounts
Employee Access

Any employee authorized to post items on any of the City's social media sites shall review, be
familiar with, and comply with the Social Media Policy.

Any employee authorized to post items on any of the City's social media sites shall not express
his/her own personal views or concerns through such postings. Instead, postings on any of the
City's social media sites by an authorized City Employee shall only reflect the views of the City.



City employees granted permission to use the City websites, social media pages, or engage in
social networking activities are responsible for complying with applicable federal, state, and city
laws, ordinances, regulations, and policies.

City employees posting content must ensure their posting does not violate the City's privacy,
confidentiality, and applicable legal guidelines. They must ensure they have the legal right to
publish all materials, including photos and articles pulled from other sites.

Confidential or proprietary information or similar information of third parties who have shared
such information with the City of Crete should not be shared on social media.

City employees may not post to City websites or social media pages or engage in social
networking activities related to the City during personal time, unless otherwise specifically
authorized by the City Administrator and their Department Head.

Employees representing the City of Crete via social media must conduct themselves at all times
as representatives of the City. Employees that fail to conduct themselves in an appropriate
manner may be subject to disciplinary action. The City Administrator or his/her designees will
determine how employees must identify themselves when participating in a City of Crete social
media forum.

Site Setup

The City reserves the right to remove any content from its social media sites at any time.
The City's social media site serves as an online information source focused on City issues,
projects, news and events, and is not intended as a public forum.

The establishment and use of social media sites is subject to approval by the City
Administrator or his/her designee. All City social media sites shall be administered by the
City Administrator or his/her designee. They will monitor the content on the City’s social
media sites to ensure the site meets with both the City's social media policy and the interest
and goals of the City of Crete.

The social media site(s) will be maintained by the City of Crete and follow the City’s social
media policy.

City social media sites, where possible, should link back to the City's official website for
forms, documents, online services, and other information.

Use and Content

The City’s social media sites content shall only pertain to City-sponsored or City- endorsed
programs, services, and events. Content includes, but is not limited to, information,
photographs, videos, and hyperlinks.

Department Heads as directed by the City Administrator are responsible for the compliance
with the provisions of this policy by City Employees under such Department Head's
supervision and for investigating non-compliance.

Suspension of a City Employee's internet access may occur when deemed necessary to
maintain the operation and integrity of the City’s internal network, or if a City Employee has
violated this policy.

Internet user account and password access may be withdrawn without notice.

Lack of adherence to this policy may result in disciplinary action up to and including
termination.



If a City Employee violates any applicable laws, the City may pursue criminal or civil action
against the City Employee.

All information posted or created for the City's social media sites will become the exclusive
property of the City of Crete.

Security

The City reserves the right to deny access to the City's social media sites for any person who
violates the City’s social media policy at any time without prior notice.

The City reserves the right to terminate any City social media site at any time without prior
notice.

All city department social media pages, created previously or in the future, must attach to
and be representative of the City’s main account with an approved department page name
and must use a City-assigned email account and password for log-in access. Separate
department social media pages previously created will invite and grant the City
Administrator to administrative access of the page. A list of all City employees having access
to the log-in and password must be submitted to the City Administrator.

Citizen Conduct

The City reserves the right to restrict or remove any content that is deemed in violation of
the City's social media policy or any applicable law.

A comment posted by a member of the public on any City social media site is the opinion of
the commentator or poster only, and publication of a comment does not imply
endorsement of or agreement by the City nor do such comments necessarily reflect the
opinion or policies of the City.

Comment on topics or issues not within the jurisdictional purview of the City may be
removed.

Comments containing any of the following inappropriate forms of content shall not be
permitted on the City’s social media sites and are subject to removal and/or restriction by
the City Administrator or his/her designee:

Comments not related to the original topic

Profane, obscene, violent, or pornographic content and/or language

Content that promotes discrimination on the basis of race creed, color age religion, gender,
or national origin

Defamatory or personal attacks

Encouragement in illegal activities

Conduct in violation of any federal state, or local law

Comments in support of or in opposition to any political campaign or ballot measure
Violates the legal ownership interest of another party

Promotes commercial services or products

Personally Owned and Maintained Accounts

Use of City technology and equipment (including computer, internet, and City issued cell
phones) to access personal social media websites, accounts, or other related personal
material, except for de Minimis use, shall be prohibited during work hours.



. Employees shall have no right to privacy for any matter passed through, viewed,
downloaded, printed, created, stored, received, sent, or otherwise transmitted from City
technology and equipment.

. Internet and social media information in the public domain may be considered in employee
personnel issues.

. Please remember to be respectful of others and avoid posts which could be viewed as
malicious, obscene, threatening, or intimidating.

. City Employees and Management shall not request or require access to employee or
applicant password protected personal internet accounts (including personal social media
accounts).

. Employees shall not disclose confidential information on personal social media accounts

website, or other online forums. Disclosure of information by the City of Crete shall be
regulated by the City of Crete Public Records Policy.

. Misuse of Employer property, software, and social media accounts may subject the
employee to discipline.

Enforcement

Any employee found to have violated this policy may be subject to disciplinary action, up to and
including termination of employment.

TELEPHONE USAGE

Personal long-distance telephone calls on landlines are prohibited when charged to the City of Crete
unless prior approval from the Department Head is obtained to reimburse the City.

An allowance is made for telephone calls charged to their parties, such as:

e C(Calling card
e Charged to your home phone
o Collect call

The telephone calls authorized by this allowance are still restricted by departmental polices. Personal
directory assistance calls are allowed when charged to the employee’s personal calling card.

Cellular phones should be used in a manner that is not disruptive in the workplace. Personal calls will be
prohibited except with urgent personal business or the exception will be made at the discretion of the
Department Head.

POLITICAL ACTIVITY

City employees may not interfere or use the influence of their office for political reasons. They shall not
participate in any political activity during normal working hours or when otherwise engaged in the
performance of official duties. No employee shall engage in any political activity while wearing a uniform
required by the City. An employee may not represent themselves as an employee of the City while being
involved in an outside political activity.



Employees in certain departments will be additionally restricted due to funding of that department
through state and federal funds. Employees are urged to contact their Department Head to determine
the degree of political involvement allowed.

Employees may not be dismissed or disciplined because they refuse to make a contribution to a political
organization.

City employees may not be a candidate or be elected to the office of Mayor or City Council while
employed by the City.

EMPLOYEE ORGANIZATIONS

City employees have the right to choose whether they wish to belong to employee organizations. No
employee may be reprimanded, threatened, or discriminated against because the employee elects to
join or refrain from belonging to an employee organization.

SAFETY AND RISK MANAGEMENT
It is the goal of the City of Crete to provide a safe and healthful workplace for all employees. The

City’s policy is aimed at minimizing exposure to health or safety risks of employees and visitors at the
City’s facilities.

In order to accomplish this, each employee is expected to obey safety rules and to exercise caution in all
work activities. Employees shall immediately report any unsafe condition to their supervisor. Employees
that violate safety standards, who cause hazardous or dangerous situations, or who fail to report or
where appropriate, remedy such situations, may be subject to disciplinary action up to and including
termination of employment.

In the case of accidents that result in injury, regardless of how insignificant the injury may appear,
employees shall immediately notify their supervisor. Such reports are necessary to comply with

laws and initiate worker’s compensation benefits.

The City has safety committees comprised of employees and management to help ensure a safe and
healthful workplace. In addition to departmental safety committees, the City shall maintain a Risk
Management Committee that is comprised of members that represent and act as liaisons between the
different departments of the City. This committee is responsible for the coordination of all citywide
safety activities, analysis of citywide accident trends, and recommending procedures that may improve
safety in the departments.

WORKER’S COMPENSATION

The City of Crete will comply fully with the Worker’s Compensation Program that has been established
under State statute.

When accidents occur at work, they shall be reported immediately to the supervisor and the appropriate
paperwork filled out at that time and sent into the Human Resource Office. A supervisor must have prior
knowledge and approve a doctor’s visit, except in an emergency a doctor’s report may be required to
substantiate the injury.



