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SECTION 1: GENERAL PROVISIONS 
A. PURPOSE. The Town of Jerome adopts these Personnel Policies to establish a policy system 
that (1) provides structure for attracting, retaining and developing competent, cooperative and responsive 
employees; (2) establishes an organizational framework in which personnel actions are free of unlawful 
and political considerations; and (3) formulates fair and consistent standards for personnel 
administration.  
 
B. NO CONTRACT. Employment with the Town is “At-Will”.  Either the Town or any employee may 
terminate the employment relationship for any reason or for no reason at all.  These personnel policies 
do not create an employment contract or guarantee employment to any employee. No individual or 
representative has the express or implied authority to enter into any agreement to the contrary.  
 
C. RULES SUBJECT TO CHANGE. These personnel policies are subject to change at any time at 
the discretion of the Town Council.  
 
D. SEVERABILITY. Should any article, paragraph, sentence, clause or phrase of these personnel 
policies (or application of same to any circumstance, group or individual) be declared illegal, 
unconstitutional or invalid for any reason, the remainder of these policies shall not be affected. 

 
E. APPLICABILITY. These personnel policies shall apply to all paid Town employees, including full-
time, part-time, permanent, temporary or emergency employees, unless otherwise expressly provided in 
these policies.  These personnel policies shall not be applicable to members of the Town Council, its 
boards and commissions or to contract officials, or volunteers.  
 
F. EQUAL OPPORTUNITY EMPLOYER. The Town of Jerome is an equal opportunity employer.  It 
is the policy of the Town that decisions regarding recruitment, hiring, compensation, benefits, transfers, 
training, promotions, layoff, recall and other employment decisions shall be made on the basis of the 
qualifications of applicants and employees without regard to race, religion, color, age, sex, national 
origin, veteran’s status, or non-disqualifying disability. The Town prohibits discrimination and harassment 
on the basis of any classification protected by applicable federal or state law.   

 
SECTION 2: DEFINITIONS 
Adverse personnel action – means verbal or written warnings, suspension with or without pay, and/or 
demotions, but not terminations. 
 
Confidential information – means information obtained, created, received, or maintained through Town 
employment or service that is not authorized for public disclosure or must be protected by law, policy, 
privilege, privacy interest, security requirement, personnel rule, medical confidentiality rule, law 
enforcement sensitivity, litigation hold, or other legitimate Town interest. 

Contract official – means any of the following: Town Attorney, Town Magistrate, Town Engineer and any 
other independent contractor providing services pursuant to a written contract.  This term does not 
include employees who may have a written employment agreement with the Town.  
 
Council-appointed employee – means any one of the following: Town Manager, Chief of Police, Fire 
Chief and Town Clerk. 
 
Cybersecurity incident – means any actual or suspected event that compromises, disrupts, misuses, 
damages, or threatens the confidentiality, integrity, availability, security, or lawful use of Town technology 
resources, data, records, networks, devices, accounts, or electronic communications, including phishing, 
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malware, ransomware, unauthorized access, lost or stolen devices, compromised passwords, or 
accidental disclosure. 

Emergency employee – means an employee hired by the Town Manager for up to ten (10) working 
days without regard to minimum qualifications of the position or examination.  

Employee – means a person employed by the Town in a paid position, including full-time, part-time, 
regular, trial, provisional, temporary, seasonal, or emergency employees, unless a policy expressly 
provides otherwise. The term does not include elected officials, members of boards or commissions, 
independent contractors, contract officials, applicants, or volunteers except where a specific policy 
expressly applies to those persons. 

Essential Functions of a job – means the fundamental, non-marginal, core job duties crucial to a 
position and is characterized by the fact that the job exists to perform the function, which an employee 
must be able to perform with or without a reasonable accommodation.  
 
Exempt employee – means an employee who meets the requirements for exemption from the overtime 
provisions of the Fair Labor Standards Act and applicable regulations. Exempt status is determined by 
the Town based on job duties, compensation, and applicable law, not by job title alone. 

Full-time – means forty (40) hours per week on a continuing and indefinite basis, or otherwise under an 
applicable Fair Labor Standards Act public safety work period or Town-approved schedule. For insurance 
coverage purposes an employee who works an average of 30 hours per week (130 hours per month) in 
accordance with provisions of ACA (Affordable Care Act). 

Full-time employee – means an employee hired to work forty (40) hours each week on a regular basis 
and for an indefinite period of time or falls under a FLSA public safety exception.  
 
Gendered terms – Words that refer to one gender include all genders (for example, “he” includes “she,” 
and “his” includes “hers”). 
 
Lateral Reclassification – is a change to a job description at the same level without an accompanying 
salary adjustment.  
 
Non-exempt employee – means an employee who is not exempt from the overtime requirements of the 
Fair Labor Standards Act and who is eligible for overtime compensation or compensatory time when 
required by law and Town policy. 

Paid Time Off or PTO – means accrued paid leave provided by the Town that may be used for vacation, 
personal time, illness, medical appointments, family needs, or other approved purposes, subject to the 
eligibility, accrual, scheduling, use, carryover, and payout rules in these Personnel Policies. 

Part-time employee – means an employee hired to work fewer than thirty (30) hours per week.  
 
Provisional employee – means an employee who does not meet the minimum training and experience 
qualifications for a particular position and who is considered a “trial employee” until such time as the 
minimum requirements of the position are met, as determined by the Town Manager.  
 
Public record – means any record made, received, maintained, or used by the Town in connection with 
the transaction of public business, regardless of physical form or format, including paper records, 
electronic records, emails, text messages, photographs, recordings, databases, and other information 
that may be subject to Arizona public records and records-retention requirements. 
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Reclassification – occurs when an employee changes job description. 
 
Regular employee – means an employee who has successfully completed a trial period.  A regular 
employee may be either a full-time employee or a part-time employee. 
 
Retaliation – means any adverse action, threat, intimidation, interference, coercion, discipline, change in 
work conditions, or other conduct that would discourage a reasonable person from reporting a concern, 
participating in an investigation, opposing conduct believed in good faith to be unlawful or contrary to 
Town policy, requesting accommodation, using protected leave, or exercising any right protected by law 
or Town policy. 

Seasonal employee – means an employee hired or assigned to perform work during a recurring season, 
peak workload period, special event period, weather-related period, or other limited operational period, 
whether full-time or part-time, and whose employment is not intended to be continuous or indefinite. 

Substantial interest – means an interest that is not a remote interest and that is defined, interpreted, or 
applied under Arizona conflict-of-interest law. Employees and officials should seek guidance from the 
Town Manager, Mayor, or Town Attorney when there is uncertainty about whether an interest is 
substantial or requires disclosure and recusal. 

Temporary assignment – means an assignment of a current employee on a temporary basis to a 
position other than is normally covered by his job description.  
 
Temporary employee – means an employee hired to work for the duration of specific projects or 
assignments, either part-time or full-time for a period not to exceed ninety (90) calendar days. 
 
Town – means The Town of Jerome. 
 
Town Council or Council – means the Town Council of the Town of Jerome.  
 
Town resources – means Town funds, facilities, vehicles, equipment, supplies, uniforms, badges, official 
titles, records, data, technology systems, software, networks, communications tools, work time, 
purchasing authority, and any other property or resource owned, leased, maintained, controlled, or 
provided by the Town. 

Town technology resources – means Town-owned, leased, licensed, managed, or authorized 
computers, mobile devices, phones, networks, internet access, email, software, applications, cloud 
services, databases, data, electronic communications systems, security tools, access credentials, and 
related technology used for Town business. 

Transfer – is when an employee moves from one department to another within the Town. 
 
Trial employee – means an employee serving a trial period. 
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SECTION 3: RECRUITMENT AND HIRING 
A. RECRUITMENT AND FILLING JOB OPENINGS. 
All employment openings shall be submitted to the Town Manager as soon as the need is known.  
Advertisements for jobs will be based on job descriptions and Town’s needs. 
 

1. Applications for Employment: The Town will maintain employment applications to be 
completed by applicants.  The Town Manager may reject any application which indicates on its 
face that the applicant does not possess the minimum qualifications required for the position.  
Defective applications may be returned to the applicant with notice to amend the same, 
providing the time limit for receiving applications has not expired.  No question in any 
application form shall be so framed as to attempt to elicit information concerning race, color, 
national origin, or religious or political opinion or affiliations of an applicant.  Applications will be 
kept on file by the Town for a period of one (1) year.  

 
2. Minimum Qualifications: the minimum qualifications for a job position shall be reasonably 

related to the duties of the position, utilizing the established job descriptions. 
 

3. Internal Posting of Job Openings: All vacancies will be publicized for internal applicants only 
prior to solicitation to the general public.  All vacancies will be posted for internal applicants 
only for three (3) working days.  

 
a. The Town Manager will make available information on employment to all Town 
departments and shall post vacancies on the Town Hall bulletin boards.  Vacancy 
announcements shall specify the title and pay for the positions and minimum qualifications.   
b. Existing employees interested in a vacant position shall complete all application materials 
and submit them for consideration.  
 

B. METHOD OF FILLING VACANCIES FROM THE GENERAL PUBLIC. 
When a vacancy is not filled through existing employees or applications on file, the town will conduct an 
appropriate search.  
 

1. The Town Manager will make information on employment openings available to the public and all 
other Town departments and shall post vacancies on the Town Hall bulletin boards and may advertise 
vacancies locally, state-wide, or nationally.  Vacancy announcements shall specify the title and pay 
range for the positions, minimum qualifications, the closing date, and instructions concerning where to 
file an application.  

 
2. The hiring procedures may include review of applications, interviews of qualified applicants by 
supervisors and/or the Town Manager, job-related testing and a final decision regarding the hiring of 
an applicant by the Department Head, as may be approved by the Town Manager, and or Council 
where applicable. 

 
C. EMPLOYMENT. 
Only the Town Manager is authorized to hire Town employees, except for volunteer firefighters and 
Council appointed positions.  The Town Manager and Department Heads will review applications on file, 
seek new additional applications, if necessary, and arrange for applicants to be interviewed.  The hiring 
of Police and Fire personnel shall be by joint decisions of the respective Department heads, the Police 
Chief and Fire Chief (with regard to budgetary, employee salary, and human resources matters of the 
Town).  The Police Chief, Fire Chief and Town Manager may be involved in interviews and research of 
police officer and firefighter applicants.  
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D. PROMOTIONS AND TRANSFERS. 
It is the policy of the Town to promote from within when practical and feasible.  Vacant positions within a 
department should generally be filled in the following order of preference: First consideration should be 
given to promotion of a qualified employee within the department; second consideration should be given 
to promotion of a qualified employee from another department of the Town.  
 
E. JOB DESCRIPTIONS. 
The Town Manager or his designee shall prepare job descriptions for all job positions in the Town. Job 
descriptions shall set forth the job duties and responsibilities of the position, essential functions of the 
job, minimum qualifications and required knowledge and skills.  These descriptions shall be updated 
periodically to reflect the actual nature and skills and requirements to perform the duties of the position. 
The addition of new classes of job positions shall require approval by the Town Council.  

 
Classes of Job Positions:  

1. Regular full-time employees 
2. Regular part-time employees 
3. Trial employees 
4. Provisional employees 
5. Temporary employees 
6. Emergency employees 
 

F. BACKGROUND AND CRIMINAL CHECKS. 
The Town of Jerome reserves the right to perform background and criminal record checks on all new 
employees.   
 
G. EXAMINATIONS AND TESTING. 
 

1. PHYSICAL EXAMINATION. If required by a job description, or a position requirement, a 
prospective employee shall undergo a physical examination and submit a statement of health 
prior to commencement of employment, but only after securing a conditional offer of 
employment. 

 
2. FIRE DEPARTMENT EXAMINATIONS AND TESTING. All applicants for positions with the 

Fire Department (career and volunteer) may be required to pass examinations and/or other 
selection processes as determined by the Fire Chief. The Fire Chief shall be responsible for 
establishing qualification requirements and procedures for filling Fire Department positions in 
accordance with applicable state and local laws, guidelines, and standards, as well as 
applicable NFPA and OSHA standards. Selection techniques used in the examination process 
shall be impartial, practical in nature, and related to the duties of the position. 

 
Examinations may include, but are not limited to, written tests, personal interviews, 
performance or skills tests, physical ability/agility tests, illegal drug test, evaluation of work 
history, medical/fitness-for-duty evaluations, background checks, or any combination of these 
or other lawful tests. 

 
3. POLICE DEPARTMENT EXAMINATIONS AND TESTING. All applicants for positions with the 

Police Department shall be required to pass an examination given by the Chief of Police.  The 
Chief of Police shall be responsible for setting all qualification and requirements and for the 
filling of all sworn positions in accordance with AZPOST standards. The selection techniques 
used in the examination process shall be impartial, of a practical nature, and relate to those 
subjects which, in the opinion of the Chief of Police, fairly measure the relative capacities of 
the class to which an applicant seeks to be appointed. Examinations shall consist of selection 
techniques which will test fairly the qualifications of candidates such as, but not necessarily 
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limited to, achievement and aptitude tests, other written tests, personal interviews, 
performance tests, integrity tests, physical agility tests, evaluation of daily work performance, 
work records, medical tests, illegal drug tests, or any combination of these or other tests.  

 
4. NOTIFICATION OF EXAMINATION RESULTS. Each candidate who undergoes an 

examination shall be given notice of the results, including the candidates final earned score 
and/or rank on the employment or promotion list. 

 
5. REIVEW OF EXAMINATION PAPERS. Any candidate shall have the right to request to 

inspect their own examination papers within five (5) working days after the date the exam was 
scored.  Any error in computation shall be corrected.  

 
6. JOB RELATED TESTING. Integrity tests, medical examinations, drug and alcohol tests, 

background checks, and credit checks are conducted only after a conditional offer of 
employment has been issued. The conditional offer clearly states the conditions that must be 
met. The conditional offer is provided to a candidate after an objective screening indicates that 
the candidate appears qualified for the position and is being considered contingent on 
successful results from further job-related testing. 

 
SECTION 4: EMPLOYMENT AND CONDITIONS OF EMPLOYMENT 
A. AT-WILL EMPLOYMENT. 
All employees of the Town are “at-will” employees. Either the Town or any employee may terminate the 
employments relationship for any reason or for no reason.  Nothing in these personnel policies shall be 
interpreted to be a statement of contractual rights, or to create a contract of employment whether 
express or implied.  
 
B. PROVISIONAL EMPLOYEE. 
A provisional appointment of an employee may be made even if the employee does not meet the 
minimum training and experience qualifications for a particular position.  The employee who has received 
a provisional appointment shall be a trial employee until such a time as he or she meets the minimum 
requirements of the position, as determined by the Town Manager.  
 
C. TRIAL PERIOD. 
The trial period is a part of the hiring and testing process and shall be utilized for closely observing the 
trial employee’s work and for securing the most effective adjustment of the employee to the position.  All 
appointments, except as otherwise provided in these policies, shall be subject to a trial period of six (6) 
months. The Town Manager may establish a longer trial period for specified classes of employees.  The 
trial period for police officers shall be one year.  The trial period of a trial employee may be extended 
three additional months by the Town Manager.  During the trial period, the employee may be subject to 
monthly reviews and a heightened level of supervision, or both.  
 
D. SEASONAL APPOINTMENT. 
When conditions of employment such as summer work or other seasonal variations warrant, the Town 
Manager may compensate hourly or salaried employees at an hourly rate of pay.  Such hourly rates are 
established by the Town Manager. 
 
E. PART-TIME EMPLOYEES. 
Part-time employees shall be paid an hourly rate for the number of hours worked.  Part-time employees 
are not eligible for PTO, except as set forth in Section 8 of these Personnel Policies.  
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F. TEMPORARY EMPLOYEES. 
If the Town Manager determines in writing that a temporary employee is needed by the Town, he may 
hire a temporary employee for a period of not more than ninety (90) calendar days, plus one extension 
not to exceed ninety (90) calendar days.  Temporary employees are not eligible for PTO, holidays, 
vacation leave or insurance benefits, except for worker’s compensation.  Hiring temporary employees 
shall not be used to circumvent the normal recruitment and hiring process of the Town.  
 

1. A temporary employee who was appointed after advertising to the general public shall be eligible 
for consideration for a regular position through internal recruitment.  

2. A temporary employee who was appointed without advertising to the general public shall be 
ineligible for consideration for a regular position through internal recruitment and shall be required 
to submit their qualifications through the public recruitment process.  
 

G. TEMPORARY ASSIGNMENT. 
Upon approval by the Town Manager, an employee may be assigned, on a temporary basis, to a higher-
level position than that normally covered by the employee’s job description. When applicable and when 
the budget allows, the employee shall be paid, while on temporary assignment, at the rate of the new 
position or receive an increase of ten percent (10%), whichever is greater.  
 
H. EMERGENCY EMPLOYEES. 
To ensure job coverage in emergency situations, the Town Manager may hire an emergency employee 
for up to ten (10) working days without regard to the minimum qualifications of the position or 
examination. No emergency employee shall work more than sixty (60) days in any twelve (12) month 
period. Emergency employees are not eligible for paid sick leave, PTO, holidays, vacation leave or 
insurance benefits except for worker’s compensation.  Emergency employees are not eligible for merit 
increases.  
 
I. LOYALTY OATH. 
All employees are required to sign a loyalty oath as required by Arizona state law.  
 
J. POLITICAL ACTIVITY PROHIBITED. 
Town employees may be a member of a political party, attend political meetings, cast votes in elections 
and contribute money to a political party or candidate. Except as herein provided, employees are 
prohibited from engaging in any political activity relation to Town elections or taking part in Town political 
issues beyond the private expression of personal opinion, registering to vote, and voting in any special, 
primary, or general election.  No employee in his or her official capacity with the Town shall solicit any 
contributions in cash or services from any Town employee to support any candidate for public office.  
 
Town employees may not serve as members of the Board of Adjustment, Design Review Board, Planning 
and Zoning Commission, or Town Council while employed by the Town of Jerome; however, volunteer 
firefighters who receive per-call pay from the Town may serve as Council, Board, or Commission 
members, provided that they refrain from voting when required by Title 38 of the Arizona Revised 
Statutes. 
 
Town employees shall not, while on duty or acting in an official capacity; 

1. Engage in political activity related to Town elections or political issues; 
2. Use Town facilities, equipment, vehicles, uniforms, electronic systems, or other resources for 

political purposes; or 
3. Coerce, pressure, or solicit political contributions or support from another Town employee. 

 
Nothing in this section is intended to prohibit lawful off-duty political activity or personal expression of 
political views, provided that such activity does not interfere with job performance or create the 
appearance that the employee is acting on behalf of the Town.  



8 | P a g e  
 

K. RESIDENCY REQUIREMENT. 
All employees are required to live within one (1) hour driving time of their place of work.  Other residency 
requirements for certain Council-appointed employees are set forth in Section 3-1-1 of the Jerome Town 
Code.  
 
L. FITNESS FOR DUTY EXAMINATIONS. 
The Town may require a fitness for duty examination by a physician selected by the Town at any time 
after employment.  The Town will pay all reasonable costs associated with fitness for duty examinations 
in accordance with the current budget.  Prior to employment, the Town may only require a fitness for duty 
examination as the last stage in the application process, after providing a written conditional offer of 
employment.  All examinations shall be conducted with the prior consent of the employee.  Failure to 
grant consent may result in adverse employment action.  
 
M. OUTSIDE EMPLOYMENT. 
The Town recognizes that employees may engage in outside employment or self-employment in addition 
to their employment with the Town.  Outside employment is permitted provided that is does not interfere 
with the employee’s ability to perform the duties of their Town position, create an actual or perceived 
conflict of interest, adversely affect the Town’s operations, or violate applicable law or Town policy.  
 

1. Employees shall devote their full working time, attention and efforts to the performance of their 
assigned Town duties during scheduled work hours. 
 

2. Prior to accepting or engaging in outside employment that could reasonably present a conflict of 
interest or interfere with Town employment, an employee shall notify their Supervisor or 
Department Head and obtain written approval from the Town Manager.  Employees shall promptly 
notify the Town Manager of any material change in their outside employment.  
 

3. Outside employment shall not: 
a. Interfere with an employee’s scheduled work hours, overtime assignments, emergency call-

back responsibilities, or on-call obligations; 
b. Result in excessive fatigue or otherwise impair the employee’s ability to safely and 

effectively perform Town duties; 
c. Create an actual or apparent conflict of interest with the employee’s official duties; 
d. Involve the use of Town equipment, vehicles, facilities, supplies, confidential information, 

uniforms, logos, or other Town resources without express authorization; 
e. Involve work for any individual or entity when such employment could reasonably 

compromise the employee’s impartiality or independence in performing official Town duties; 
or 

f. Violate any federal, state, or local law or Town policy.  
 

4. Employees remain responsible for reporting to work as scheduled, performing assigned duties and 
fulfilling all work-related obligations. 
 

5. The Town Manager may deny or revoke approval for outside employment whenever it is 
determined that the outside employment interferes with Town operations, creates an actual or 
perceived conflict of interest, negatively affects employee performance, or otherwise is 
inconsistent with the best interests of the Town.  
 

6. Employees who engage in outside employment without required approval or who fail to comply 
with this policy may be subject to disciplinary action, up to and including termination.  
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7. Authorized Public Service and Intergovernmental Assignments. Nothing in this policy is intended to 
prohibit employees from participating in authorized law enforcement, public safety, emergency 
management, emergency response, mutual aid, intergovernmental, grant-funded, or other public 
service assignments approved by the Town Manager or designee.  Such assignments may include 
services performed for or in cooperation with federal, state, tribal, county, regional or other 
government agencies.  
When approved, these assignments shall be considered an extension of the employee’s public 
service responsibilities and not prohibited outside employment, regardless of whether the 
employee, the Town, or another governmental entity receives reimbursement for the services 
performed.   
Employees participating in such assignments shall remain subject to all applicable Town policies, 
department policies, grant requirements, and applicable laws.  
 

8. Private security or traffic control assignments performed while representing the Town or utilizing 
Town uniforms, vehicles, equipment or authority must be approved in advance by the Police chief 
and/or Town Manager and shall comply with all applicable departmental policies. 
  

N. WIRELESS DEVICES. 
 

1. Employees whose position require regular Town-related mobile phone use may be assigned a 
Town-issued mobile device, or when approve by the Town, may use their personal mobile device 
and receive a monthly cellular phone stipend in accordance with the Town’s approved 
reimbursement policy.  The Town reserves the right to determine eligibility for either option based 
on the operational needs, job responsibilities, and budget considerations. 
  

2. Employees receiving a cellular phone stipend are responsible for maintaining an active service 
plan and ensuring their device is available for work-related communications as required by their 
position.   
 

3. Employees using a personal device for Town business must comply with all applicable Town 
policies regarding records retention, confidentiality, cyber security, and public records. 
 

4. Employees are not eligible to receive both a Town-issued device and a phone stipend. 
A cellular phone stipend is intended to offset a portion of the cost of using a personal mobile 
device for Town Business.  The stipend is not a reimbursement of actual expenses and shall be 
treated as taxable compensation in accordance with applicable federal and state tax laws. 
Applicable payroll taxes and withholdings will be deducted from the stipend. 
 

5. Town issued mobile devices are provided primarily for official Town business.  Limited (de minimis) 
personal use is permitted, provided such use is infrequent, incidental, incurs no additional cost to 
the Town, does not interfere with the employee’s job performance or Town operations, and 
complies with all applicable Town policies.  Employees should have no expectation of privacy 
when using Town-issued devices, as the devices, data, and communications may be subject to 
monitoring, inspection, retention, and disclosure in accordance with applicable law and Town 
policy.  

 
SECTION 5: CLASSIFICATION AND COMPENSATION  
A. PURPOSE. The Town’s classification and compensation policies are intended to support fair, 
consistent, fiscally responsible, and legally compliant administration of employee pay, position 
classification, and related personnel actions. Compensation shall be administered within the limits of the 
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adopted budget, approved pay schedules, applicable law, and the authority granted to the Town Manager 
and Town Council. 
 
B. CLASSIFICATION and COMPENSATION PLAN. The Town Manager shall maintain a 
classification plan covering Town positions, and may periodically review job descriptions, classifications, 
duties and organizational needs.  The Town Council may establish, modify or abolish classifications 
through the budget process, and may create or amend a compensation plan, pay schedule, salary range, 
or other pay structure for Town positions. The compensation plan may identify position classifications, pay 
grades, pay ranges, hourly rates, salary rates, and other authorized forms of compensation. No employee 
shall be paid outside the applicable approved range or budgeted amount unless approved by the Town 
Council or otherwise authorized by these policies. 
 
C. PAY ADMINISTRATION. The Town Manager shall administer employee compensation in 
accordance with the adopted budget, approved pay schedules, job descriptions, position classifications, 
applicable law, and these Personnel Policies. The Town Manager may recommend changes to the 
compensation plan when necessary to address recruitment, retention, market conditions, internal equity, 
operational needs, or budgetary considerations. 
 
D. STARTING PAY. Starting pay for a new employee shall normally be set within the approved pay 
range for the position, based on the applicant’s qualifications, experience, training, internal equity, market 
conditions, recruitment needs and available budgeted funds. Starting pay above the minimum of the 
approved range requires approval by the Town Manager and must be supported by the employee’s 
qualifications, recruitment needs, or other Town business reasons. 
 
E. EMPLOYEE EVALUATIONS. Department Heads, Supervisors, Town Manager or the Town 
Council, in the case of a Council-appointed employee, may conduct performance evaluations during the 
employee's trial period and annually thereafter.  Evaluations should address performance, conduct, 
attendance, responsibilities, duties, skills, and job-related contributions.  Evaluation records shall be 
maintained in the employee’s personnel file.  
 
F. PAY ADJUSTMENTS. Pay adjustments may include cost-of-living adjustments, merit increases, 
market adjustments, promotion increases, reclassification adjustments, equity adjustments, or other 
increases approved by the Town Council or authorized in the adopted budget. Pay adjustments are not 
automatic and depend on budget availability, Council authorization, performance, position duties, and the 
needs of the Town. 
 
G. MERIT INCREASES. Merit increases are not automatic and may be granted when approved by 
the Town Manager, when funds are available. Consideration may include employee’s performance 
evaluations, conduct, attendance, training, certifications, increased responsibilities, and other job-related 
factors. Completion of a trial period, length of service, or receipt of a satisfactory evaluation does not 
guarantee a merit increase. 
 
H. PROMOTION, RECLASSIFICATION, and TRANSFER PAY. When an employee is promoted, 
reclassified, laterally reclassified, demoted, or transferred, the employee’s rate of pay shall be determined 
by the Town Manager within the approved pay range for the position and consistent with the adopted 
budget. The Town Manager may consider the employee’s qualifications, current pay, new duties, internal 
equity, and the circumstances of the personnel action. 
 

1. Promotions may include a salary increase. 
2. Transfers to positions at the same grade or classification generally will not result in a salary 

increase unless approved by the Town Manager or Council for documented business reasons. 
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3. Reclassifications, demotions, and other pay changes shall be determined by the Town Manager 
within the approved pay range and adopted budget. 

4. The Town Manager may require a trial period following a substantial reclassification or 
promotion. 

5. An employee involuntarily transferred or reclassified to a lower-paying position may use the 
appeal procedure provided in Section 12. 
 

I. TEMPORARY ASSIGNMENT or ACTING PAY. When an employee is temporarily assigned to 
perform the duties of a higher-level positions for a substantial period, the employee may receive temporary 
assignment or acting pay as approved by the Town Manager. Such pay does not change the employee’s 
regular classification, does not create a right to promotion and will remain within the adopted budget. 
Temporary assignment or acting pay is not guaranteed and ends when the temporary assignment ends. 
 
J. SPECIALTY, STANDBY, CALL-BACK, or OTHER ADDITIONAL PAY. The Town may authorize 
specialty pay, standby pay, call-back pay, certification pay, shift differential, or other additional 
compensation when approved by the Town Council, included in the adopted budget, required by law, or 
specifically authorized by Town policy. Eligibility, amount, and conditions for any additional pay shall be 
determined by the Town Manager and approved by Town Council unless otherwise established by the 
Town Council. 
 
K. PAYROLL PRACTICES. Employees shall be paid on the regular payroll schedule established by 
the Town. Regular payroll is 26 pay periods equaling 52 weeks of pay. Employees are responsible for 
accurately reporting time worked, leave used, holidays worked, and any other payroll information required 
by the Town. Supervisors and Department Heads shall review and approve time records before payroll is 
processed. Falsification of time records or payroll information may result in disciplinary action, up to an 
including termination. 
 
L. DEDUCTIONS AND WITHHOLDINGS. The Town shall make payroll deductions required by law 
and may make authorized deductions for benefits, retirement, insurance, taxes, garnishments, or other 
lawful purposes. It is the responsibility of the employee to notify the payroll department of any additional 
deductions or withholdings outside of what is legally required. Improper deductions should be reported 
promptly to the Town Manager so that the matter can be reviewed and corrected when appropriate. 
 
M. CLOTHING ALLOWANCE and UNIFORMS. Clothing allowances, uniform allowances, uniform 
privileges, or Town-provided uniforms may be authorized when required for identification, safety, 
professional appearance, regulatory compliance, or department operations. Any clothing or uniform 
allowance shall be established by the Town Manager, approved department policy, or the Town Council 
through the adopted budget. No allowance or uniform purchase may exceed the amount authorized in the 
adopted budget unless approved in accordance with Town purchasing and budget procedures. If a uniform 
purchase exceeds the authorized amount, the employee shall be responsible for the difference. 
 
N. UNIFORM STANDARDS and EMPLOYEE RESPONSIBILITY. Departments may establish 
reasonable uniform or clothing standards for positions that require uniforms, protective clothing, safety 
apparel, or identifying apparel. Employees issued Town-provided clothing or uniforms are responsible for 
maintaining those items in a clean, professional, and serviceable condition and for using them only as 
authorized. Town-provided uniforms, badges, insignia, equipment, and other items remain Town property 
unless otherwise approved by the Town Manager and must be surrendered at the time of separation from 
employment or upon request. 
 
O. NO CONTRACT or VESTED RIGHT. Nothing in this section creates a contract of employment, a 
guarantee of continued employment, a guarantee of any specific wage increase, or a vested right to any 
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compensation, allowance, benefit, or pay practice. Compensation policies may be amended, suspended, 
or discontinued by the Town Council or Town Manager as permitted by law and these Personnel Policies. 

 
SECTION 6: HOURS OF WORK AND OVERTIME COMPENSATION 
A. SCOPE. The Town establishes a standard work week of forty (40) total hours. Work schedules 
are assigned by department and may vary to support operational needs and service delivery. For 
example, five (5) eight-hour days, or four (4) ten-hour days. Fire and Police Department personnel may 
have alternative schedules based on staffing availability and the nature of their operations. 
 
B. DEFINITION. A standard work week is defined as beginning at 12:00:00 a.m. on Sunday and 
ending at 11:59:59p.m. the following Saturday. Work periods for Fire and Police Department public 
safety personnel are established by departmental policy and are administered in compliance with the Fair 
Labor Standards Act (FLSA). 
 
C. ATTENDANCE. Employees are required to maintain consistent and reliable attendance and 
perform their assigned duties in accordance with all applicable Town policies governing work schedules, 
holidays, and leave usage.  Each department shall maintain accurate daily attendance records for all 
employees and submit such records to the Town Manager. 
  
Attendance is an essential function of employment; therefore, patterns of attendance issues, or abuse, 
including abuse of paid time off (PTO), excessive unpaid absences, or similar conduct, may result in 
progressive disciplinary action, up to immediate discharge.  An employee who is absent without 
approved leave and fails to return to duty within two (2) working days may be considered to have 
abandoned their position and may be subject to immediate discharge. Employees are prohibited from 
being absent without paid leave.  
 
D. The provision in this section apply to non-exempt employees only, as that term is defined in the 
Fair Labor Standards Act.  Overtime shall be paid in accordance with the Fair Labor Standards Act. 
 
E. Overtime shall be paid to non-exempt employees after forty (40) hours physically worked in any 
week, with the exception of Section 6, subsection I.  Leave hours shall not be considered to be “hours 
worked” for purposes of determining overtime compensation.  
 
F. It is the Town’s policy to manage staffing and schedules to avoid overtime whenever practicable, 
except when operational needs, emergencies, or other extraordinary circumstances require additional 
hours. Non-exempt employees may not work overtime unless it is authorized in advance by the Town 
Manager or the appropriate Department Manager(s). Prior to authorizing overtime, the approving 
authority shall verify with the Town Manager that sufficient budgeted funds are available. 
 
G. When an employee is required to work overtime, he or she shall be compensated for overtime in 
accordance with the FLSA. When overtime is worked, compensation will be paid at one and one-half 
(1.5) times the employee’s regular rate of pay for each overtime hour worked.  Compensatory time 
(“comp time”) is provided in lieu of cash overtime as permitted by law and may be granted only pursuant 
to an agreement reached, at the request of the employee, before work is performed. Employees may not 
waive their right to overtime compensation required by law. 
 
H. Refusal to work overtime when required may be grounds for disciplinary action.  
 
I. Police and Fire Department staff shall comply with overtime compensation policies as established 
by departmental work periods in compliance with the Fair Labor Standards Act.  



13 | P a g e  
 

All overtime compensation, compensatory time accruals, payouts, and maximum accumulation limits 
shall be administered in compliance with the Fair Labor Standards Act (FLSA) and applicable federal 
regulations.  In the event of any conflict between this policy and federal law, federal law shall control.  

 
SECTION 7: REMOTE WORK, FLEXIBLE SCHEDULES, AND 
ALTERNATIVE WORK ARRANGEMENTS 
A. PURPOSE. The Town may allow remote work, flexible schedules, hybrid work, compressed 
workweeks, or other alternative work arrangements when such arrangements serve Town operations, 
maintain public service levels, protect confidential information, comply with wage and hour laws, and are 
approved in advance. Remote work and flexible schedules are management tools and are not 
guaranteed employee benefits. 
 
B. ELIGIBILITY. Eligibility depends on the nature of the position, essential job duties, staffing needs, 
performance, attendance, reliability, ability to work independently, availability for public service, 
cybersecurity requirements, records-management requirements, equipment needs, and the Town’s 
operational needs. Positions requiring in-person public service, field work, emergency response, 
supervision of on-site staff, secure records handling, physical presence, or direct operation of Town 
equipment may be unsuitable for remote work. 
 
C. APPROVAL REQUIRED. Employees must obtain written approval from the Town Manager before 
beginning any remote work, hybrid work, flexible schedule, or compressed schedule. Approval may be 
granted, denied, modified, suspended, or revoked at any time based on operational needs, performance, 
staffing, service delivery, legal compliance, technology limitations, budget considerations, or other Town 
business reasons. 
 
D. WRITTEN AGREEMENT. Approved arrangements should be documented in a written agreement 
identifying the work schedule, remote work location, required availability, communication expectations, 
equipment issued, cybersecurity requirements, records-handling requirements, timekeeping obligations, 
expense limitations, and any department-specific conditions. The agreement should be reviewed 
periodically and at least annually if the arrangement continues. 
 
E. WORK HOURS, AVAILABILITY, and TIMEKEEPING. Remote and flexible work employees must 
remain available and responsive during approved work hours, attend required meetings, maintain service 
levels, and comply with all attendance, leave, overtime, call-back, and timekeeping policies. Non-exempt 
employees must accurately record all time worked and may not work outside approved hours, work 
overtime, or perform off-the-clock work without prior authorization. Leave must be requested and 
approved in the same manner as for on-site employees. 
 
F. WORK LOCATION and SAFETY. Employees approved for remote work are responsible for 
maintaining a safe, secure, and professional remote work location suitable for performing assigned 
duties. Employees must promptly report work-related injuries occurring during approved work time and 
must cooperate with any workers’ compensation or safety review. Approval to work remotely does not 
authorize employees to conduct in-person Town meetings at a private residence. 
 
G. EQUIPMENT, EXPENSES, and RECORDS. Town equipment, software, records, supplies, and 
access credentials may be used only for authorized Town business. Employees may not store Town 
records on unauthorized personal devices, personal email accounts, or unauthorized cloud services. The 
Town will reimburse only those remote-work expenses approved in advance and required by law or Town 
policy. Employees must return all Town property immediately upon request or separation from 
employment. 
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H. NO CHANGE IN EMPLOYMENT STATUS. Remote work, hybrid work, flexible schedules, or 
compressed schedules do not change an employee’s classification, compensation, benefits, at-will 
employment status, performance expectations, essential job functions, workers’ compensation coverage, 
confidentiality obligations, public records obligations, or obligation to comply with all Town policies and 
applicable laws. 

 
SECTION 8: PAID TIME OFF AND LEAVE 
A. PAID TIME OFF (PTO). 
 

1. Purpose. The Purpose of Paid Time off (PTO) is to provide employees with flexible paid time 
off from work that can be used for a variety of needs such as vacation, personal or family 
illness, medical appointments, school, volunteerism and other activities of the employee’s 
choice.  
 

2. Applicability. Regular full-time employees and employees of the municipal court will accrue 
PTO in accordance with this policy.  Paid Time Off will replace all vacation and sick time 
allotted under prior policies. Temporary employees and part time employees are not eligible to 
accrue PTO.  
 

3. General Provisions. 
 
a. PTO is added to the employees PTO bank when the bi-weekly paycheck is issued.  

PTO taken will be subtracted from the employee’s accrued time bank.  
b. Eligibility to accrue PTO at the accrual rates specified in Sections 8(A)(4) and 8 (A)(5) 

is contingent on the employee either working or utilizing paid leave for the entire bi-
weekly pay period.  

c. Town-recognized holidays that occur during an employee’s PTO leave will not be 
counted against PTO leave and will be considered a holiday taken. 

d. Employees may not use PTO in the same pay period in which it was earned.  PTO 
accrued during a biweekly pay period becomes available for use only after the pay 
period has ended and the accrued hours have been credited to the employee’s PTO 
balance.   
 

4. Accrual of PTO hours – Regular full-time employees.  Each regular full-time employee will 
accrue PTO bi-weekly in hourly increments according to the following schedule, based on a 
40-hour work week: 
 

After sixty (60) days: 88 working hours per year, earned at the rate of 1.69 hours for each 
full work week in a calendar year. 
After two (2) years: 128 working hours per year, earned at a rate of 2.46 hours for each full 
work week in a calendar year.  
After five (5) years: 192 working hours per year, earned at a rate of 3.69 hours for each full 
work week in a calendar year.  
After ten (10) years: 220 working hours per year, earned at a rate of 4.23 hours for each full 
work week in a calendar year.  
After fifteen (15) years: 250 working hours per year, earned at a rate of 4.81 hours for each 
full work week in a calendar year.  
 
For regular full-time employees, a “full year of service” is 12 months of full-time service, 
calculated from the first day of full-time employment. 
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5. Accrual of PTO hours – Municipal Court Employees. For the purposes of this section, the 
Town of Jerome acknowledges that employees of the municipal court work full time during the 
hours that the court offices are open.  Each employee of the municipal courts, other than 
employees working under separate contract, will accrue PTO bi-weekly in hourly increments, 
according to the following schedule, based on a 24-hour work week: 
 

After sixty (60) days: 53 working hours per year, earned at a rate of 1.02 hours for each full 
work week in a calendar year.  In the event that an employee works more than 30 hours in 
any given week, additional PTO shall be accrued for that week at the rate of 0.033 hours for 
each hour worked above 30.  For employees hired after July 1, 2017, this accrual shall 
begin at the inception of employment.  
After two (2) years: 77 working hours per year, earned at a rate of 1.48 hours for each full 
work week in a calendar year.  
After five (5) years: 115 working hours per year, earned at a rate of 2.21 hours for each full 
work week in a calendar year. 
After ten (10) years: 132 working hours per year, earned at a rate of 2.54 hours for each full 
work week in a calendar year.  
After fifteen (15) years: 150 working hours per year, earned at a rate of 2.88 hours for each 
full work week in a calendar year.  
 
For municipal court employees, a “full year of service” is 12 months of service averaging 24 
hours per week, calculated from the first day of employment.  

 
6. Use of Paid Time Off. 
 

a. Time that is not covered by the PTO policy, and for which separate guidelines and 
policies exist, include Town paid holidays, bereavement leave, required jury duty, and 
military or wildland service leave.  

b. To take PTO requires advance approval by the employee’s supervisor and the Town 
Manager, unless the PTO is used for legitimate unexpected illness or emergencies. 

c. PTO leave for the Town Manager in excess of three consecutive days, other than PTO 
used for legitimate, unexpected illness or emergencies, or scheduled medical and/or 
dental appointments, must be communicated to the Mayor and Council.  

d. Failure to report for work without any paid leave, thereby being in a status of Absent 
Without Pay (AWOP) or Absent Without Leave (AWOL) is subject to progressive 
disciplinary action. 

 
7. Carryover of accrued leave time. Each employee may carry over unused accrued PTO into 

a new calendar year.  No employee may carry over more than 480 hours of PTO leave into the 
succeeding year.  Any hours exceeding 480 will be paid out to the employee at the end of the 
calendar year at 100% of the employee's current rate of pay.  

 
8. Leave without notice. Any employee who misses three consecutive days of work without 

notice to their supervisor may be considered to have voluntarily quit their job.  
 

9. Donation of Paid Time Off. Donations of PTO from one employee to another will be permitted 
under the following conditions: 
 

a. Request for donation of PTO must be made in writing on a form to be provided by the 
Town Manager. 

b. Donated hours may be used only for legitimate medical or other emergencies involving 
the employee or his/her immediate family, as determined by the Town Manager. 

c. Recipient must have utilized all of his/her available PTO.  
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d. Donated hours are not subject to reimbursement by the Town.  
e. Donor may not donate more than 50% of his or her available PTO bank. 
f. Donated hours must be approved by the supervisors of both donor and recipient, and by 

the Town Manager. 
g. Donor must have a PTO balance exceeding 80 hours.  Only PTO hours exceeding 80 

will be available for donation. 
h. An employee receiving any amount of donated time does not accrue PTO for that pay 

period. 
 

10. Buyback by Town of unused PTO. 
 

a. Employees may, at their option, receive reimbursement during December of any year for 
up to 50% of their accrued PTO, up to a maximum of 40 hours.  Requests for same must 
be made in writing no later than November 1 of that year.  

b. At the end of employment with the Town, employees will be paid for 100% of the PTO 
remaining in their time bank, up to a maximum payout of 600 hours. 

 
B. WORKER’S COMPENSATION. 
Employees are covered by the Town under the Arizona State Workmen’s Compensation Act against most 
injuries and illnesses occurring in the course of Town employment.  The law provides for payment of 
most medical expenses and under certain circumstances, compensation for loss of income.  To establish 
entitlement, it is mandatory that every job-related injury or illness, regardless of the severity, be 
immediately reported to the employee’s supervisor and a written report prepared and submitted to the 
Town Manager. In most instances the occupational health practitioner’s report will suffice.   
 
Workmen’s Compensation benefits, except for payment of medical expenses, shall not be paid for the 
first seven (7) days after injury or illness.  If the disability extends beyond the seven-day period, 
Workmen’s Compensation benefits shall begin on the eighth day.  If this continues beyond the thirteenth 
day, Workmen’s Compensation benefits shall be computed and made retroactive to the date of injury or 
illness.  These are standards set by State Law and may be modified from time to time.  

 
C. MILITARY LEAVE. 
Military leave shall be granted in accordance with the provisions of State and Federal law.   
 
D. LEAVE OF ABSENSE WITHOUT PAY. 
The Town Manager may grant any employee a leave of absence without pay for not more than three 
months.  Failure of an employee on leave to report promptly upon expiration of leave shall be cause for 
discharge.  No PTO benefits will accrue during periods of leave without pay.  The employee may, solely 
at his or her expense, maintain insurance benefits during a period of approved leave without pay.  
 
E. JURY DUTY. 
Every employee of Town who is called or required to serve as a juror shall be entitled to be absent from 
his or her duties with the Town during the period of such service or while necessarily being present in 
court as a result of such call.  
 

1. Jury leave covers only time spent while actually engaged in jury duty, the jury selection 
process in person and travel time to and from. No provision is made or intended to cover 
payment of lost time outside of jury hours.  

2. Each employee is expected to report daily to work before and after jury service, when 
possible, in order to give as much attention as possible to regular duties.  
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3. All pay received by an employee for serving on jury duty will be deposited with the Town 
Manager.  The employee will receive regular pay from the Town. Reimbursement for mileage 
by the court need not be reported to the Town.  The employee will thus receive his or her 
regular rate of pay.  This procedure prevents payment from two public bodies for the same 
amount of time in the public service.  

 
F. ADMINISTRATIVE LEAVE. 
Administrative leave is a privilege, granted solely at the discretion of the Town Manager.  Approval or 
denial of a request for such leave is not subject to appeal. Administrative leave shall be permitted for the 
following:  
 

1. Appearance in court as a witness in the employee’s own defense. 
2. Attendance at an authorized instruction directly related to the employee’s duties. 
3. Other work-related purposes, at the sole discretion of the Town Manager. 
 

G. BEREAVEMENT LEAVE. 
Following the death of an immediate family member, a regular, provisional or trial employee may be 
granted bereavement leave.  Immediate family shall be defined to include mother, father, mother-in-law, 
father-in-law, spouse, domestic partner, civil union partner (as based on the State of Celebration), child, 
stepchild, grandchild, grandparent, niece, nephew, aunt or uncle. Bereavement leave may be granted for 
up to three (3) days for in-state funerals, and up to five (5) days for out-of-state funerals.  In the event of 
the death of a spouse, domestic partner, civil union partner, child or stepchild, up to five (5) days of leave 
shall be granted for in-state funerals, and up to seven (7) days for out-of-state funerals. 

 
H. PARENTAL LEAVE. 
Parental leave with pay shall be granted to all regular full-time employees immediately following the birth 
or adoption of a child.  Parental leave with pay shall not be granted to regular part-time, provisional, 
temporary and emergency employees.  Parental leave is not a form of additional vacation leave.  
Parental leave with pay is limited to a period of two weeks.  At the request of the employee, and with the 
consent of the Town Manager, an additional ten (10) weeks of unpaid leave may be granted.   
 
Accrued vacation and/or PTO leave may be used for the additional ten (10) weeks of parental leave.  In 
order to receive compensation while on leave, the employee shall notify the Town Manager as soon as 
possible prior to the beginning of the leave period.  

 
I. SICK LEAVE. 
 

1. All employees not eligible for Paid Time Off (PTO) shall earn sick leave at the rate of one hour 
accrued for every 30 hours worked, up to a maximum of 40 hours per year. 
 

2. Sick leave may be used as soon as it is accrued.  Any accrued, unused sick leave, up to 40 hours 
at the end of a calendar year, shall be rolled over to the following year; however, employees not 
eligible for PTO may use only 40 hours of sick leave per year.  
 

3. A request to use earned paid sick leave may be made orally, in writing, by electronic means, or by 
any other means acceptable to the employer.  When and where possible, the request to use 
earned paid sick time must include the expected duration of the absence.  When foreseeable, an 
employee must make a good faith effort to provide notice of the need to use earned pad sick leave 
in advance and should schedule the leave in a manner that does not unduly disrupt the 
employer’s operations.  
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4. Sick leave shall be used for any reason permitted under Arizona’s paid sick time laws, including: 
 

a. The employee’s own physical or mental illness; 
b. Care for the employee’s family member who has a physical or mental illness; 
c. A public health emergency; 
d. Absence due to domestic violence, sexual violence, or stalking of the employee or the 

employee’s family member. 
 

5. The Town Manager will require reasonable medical documentation from the employee after three 
(3), or more consecutive workdays of paid sick leave used. 
 

6. Misuse of sick leave may result in disciplinary action, up to and including termination. Misuse 
includes, but is not limited to: 
 

a. Requesting or taking paid sick leave when no leave is available, or otherwise misreporting 
an absence as sick leave; 

b. Providing false, incomplete, or misleading information or documentation in connection with 
sick leave; 

c. Failing to follow required notice, call-in, or reporting procedures for an absence when able to 
do so; 

d. Using sick leave for purposes not permitted by policy or applicable law; 
e. Engaging in activities inconsistent with the stated reason for the absence while using sick 

leave; 
f. Demonstrating a pattern of call-offs that appears intended to extend weekends, holidays, 

scheduled leave, or other non-work periods. 
 

7. Unused sick leave is subject to buyback by the Town and will be compensated at the end of 
employment at 50%. 
 

8. Employees earning Paid Time Off (PTO) are not eligible to accrue sick leave in addition to PTO, 
as sick leave is accounted for in PTO.   
Employees shall not be retaliated against for requesting or using earned paid sick leave for 
purposes permitted by the law.  Disciplinary action may be imposed only for misuse or abuse of 
sick leave, not for the lawful exercise of earned paid sick time, and includes employees earning 
PTO instead of Sick Leave. 

 
SECTION 9: HOLIDAYS 
A. All full-time and regularly scheduled part-time personnel are given the following paid holidays: 
 
  
  
  
  
  
  
  
  
  
 

New Year’s Day January 1  Memorial Day May 

Martin Luther King Day January Juneteenth June 19 

President’s Day February Independence Day July 4 

Labor Day September Christmas Eve December 24 (1/2 Day) 

Veteran’s Day November 11 Christmas Day December 25 

Thanksgiving November New Year’s Eve December 31 (1/2 Day) 

Day After Thanksgiving November   
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B. When a holiday falls on a Saturday, the preceding workday shall be observed.  When a holiday 
falls on a Sunday, the following Monday shall be observed.  For employees working Monday thru 
Thursday, when a holiday falls on a Friday, it will be considered a “floating holiday” and may be taken on 
any day selected by the employee or will be observed for all eligible employees on Thursday as 
determined by the Town Manager.  
 
C. Police, Fire or other emergency personnel may be required to be on duty on holidays as set forth 
in the Police Department Policies and Procedures Manual.    
 
D. If a holiday occurs while on Paid Time Off, the day will be paid as a holiday and not as PTO. 

 
E. Holiday pay is computed and paid on the employee’s typical scheduled work day.  An employee’s 
typical scheduled work day will be determined as of the effective date of this policy, or at the time of 
hiring, whichever is later, and will be recalculated if the employee’s scheduled hours change.  
 
F. Additional holidays may be declared from time to time by the Town Council.  
 
G. An employee who is required to work on a Town-recognized holiday shall be paid for the hours 
actually worked in addition to any holiday pay for which the employee is eligible. Regular non-exempt 
employees shall be paid at one and one-half (1.5) times their regular rate of pay for hours actually 
worked on the holiday, unless a greater rate is approved by the Town Council or required by law. FLSA 
employees, including eligible Police and Fire Department personnel assigned to an established FLSA 
work period, shall be compensated for holiday hours actually worked in accordance with the applicable 
departmental work period, the Fair Labor Standards Act, and these Personnel Policies. Holiday hours 
actually worked shall count as hours worked for purposes of determining overtime eligibility; holiday pay 
for hours not worked shall not count as hours worked for overtime purposes unless required by law or 
approved Town policy. 

 
SECTION 10: DISCIPLINE 
The examples of disciplinary actions and procedures described in this section are guidelines only.  The 
Town retains the discretion to determine the appropriate level of discipline, including termination, based 
on the circumstances of each situation. 
 
A. COUNCIL-APPOINTED EMPLOYEES. The following employees shall serve at the pleasure and 
at the will of the Town Council and may be disciplined or removed at any time by the Town Council, with 
or without case, without a statement of reasons, and without right of appeal or grievance.  However, at 
the request of the employee, a statement of reasons for dismissal, if any, will be provided. 
 

1. Town Manager 
2. Town Clerk 
3. Police Chief 
4. Fire Chief 
5. Such other positions as the Town Council shall designate from time to time.  

 
B. DISCIPLINARY ACTION. Disciplinary action taken for violations of these Personnel Policies may 
result in rejection of a personnel application and/or adverse personnel action.  Every allegation of 
misconduct and alleged violation of these Policies shall be investigated.  
 
C. DISCIPLINARY GROUNDS. Grounds for adverse personnel actions include, but are not 
necessarily limited to, the following:  
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1. Falsification of application for employment;  
2. Unauthorized absenteeism; 
3. Unauthorized tardiness; 
4. Malingering; 
5. Insubordination; 
6. Conviction of crime involving moral turpitude; 
7. Incompetence; 
8. Participating in prohibited political activities; 
9. Discrimination or failure to abide by Equal Employment Opportunity regulation; 
10. Any action, on or off the job, bringing discredit to the Town; 
11. Drug and/or alcohol abuse; 
12. Violation of any sections of these regulations, Town ordinances or State or Federal law; 
13. Negligence; 
14. Two written reprimands or other disciplinary actions in twelve (12) consecutive months; 
15. Other reasons deemed valid by Town officials; 
16. Sexual harassment; 
17. Such other act, error, or omission detrimental to the mission of the Town; 
18. Discourtesy to another employee or member of the public; 
19. Gambling, drinking intoxicating liquor or beer, or taking non-prescription illegal drugs, and 

disorderly conduct of any kind are forbidden during working hours and breaks; 
20. Theft, destruction, or abuse of Town property or money; or 
21. Violation of Police or Fire Department policy or procedure by a police officer or firefighter. 

 
NOTHING IN SECTION 10 (C) IS INTENDED TO OR DOES MODIFY THE “AT-WILL” EMPLOYMENT 
RELATIONSHIP DESCRIBED IN SECTION 1, PARAGRAPH B OR SECTION 4, PARAGRAPH A.  THE 
TOWN MAY TERMINATE THE EMPLOYMENT RELATIONSHIP AT ANY TIME FOR ANY REASON.  
 
D. PROCEDURE. The Town may use a progressive sequence of disciplinary actions but is not 
required to do so. That sequence may include the following: 
 

1. Counseling. Counseling in a broad sense includes any informal discussion with an employee 
designed to assist him or her to fully develop skills and abilities. Usually, the Department Head 
counsels the employee. The discussion may clarify standards, evaluate the employee’s 
strengths and weaknesses, seek information, or solve problems. When there is a discipline 
problem, counseling is usually the first action taken to assist the employee in clarifying and 
remedying the problem.  Ideally, counseling will resolve the problem early and avoid the need 
to escalate the punitive approach.  When it becomes necessary to use this first approach in 
the disciplinary process, documentation of the counseling shall be entered into the employee’s 
personnel record.  

 
2. Oral Reprimand. This is a step up from counseling and a more formal disciplinary action.  The 

Department Head may document the oral reprimand in his or her own records.  
 

3. Written Reprimand. The content of the written reprimand is essentially the same as the oral 
reprimand. The written reprimand shall describe the unacceptable conduct or performance and 
the rule, policy or contract provision violated. The employee shall be advised in writing of the 
consequences of failing to improve his or her performance or behavior. A copy of the written 
reprimand shall be placed in the employee’s personnel file.  

 
4. Suspension. An employee may be suspended without pay only with the approval of the 

Department Head and the Town Manager.  A written letter of suspension documenting the 
suspension and the reasons for it shall be placed in the employee’s personnel file.   
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5. Demotion. An employee may be demoted in grade or classification to a lesser position and/or 
lower rate of pay by the Town Manager.  

 
E. Documentation. All disciplinary action more severe than an oral reprimand requires 
documentation in writing. Such documentation will be placed in the employee's personnel file.  Prior to 
the effective date of the demotion or suspension without pay, a pre-disciplinary conference must be held 
between the employee and the Department Head and Town Manager, or, in the case of a Council-
appointed employee, the Town Manager and Town Council.  In all cases, the employee shall be advised 
of the basis for discipline and given an opportunity to rebut.  

 
SECTION 11: APPEAL PROCEDURE 
The appeal process described herein is an internal administrative procedure intended to promote fair 
consideration of employee concerns.  Nothing in this section creates a property interest in employment or 
limits the Town’s at-will employment authority.  
 
A. APPLICABILITY. This appeals procedure applies to regular employees, including Council-
appointed employees. Only adverse personnel actions may be appealed.  
 
B. FORMAL APPEAL PROCEDURE. The Town considers the fair and impartial treatment of all 
employees essential to organizational effectiveness.  An employee may file a written grievance with his 
Department Head within seven (7) working days after receiving notice of the adverse personnel action 
giving rise to the complaint.  The Department Head shall render a written decision regarding the 
grievance within five (5) working days of receiving the grievance, unless the employee and the 
Department Head agree on a longer time or unless the investigation requires more time, in which case 
the decision shall be made as soon as practical. In Most cases the Department Head will be able to 
handle the problem.  If the Department Head is not able to resolve the problem within five (5) working 
days, or it has been resolved in a way the employee finds unsatisfactory, the employee may appeal the 
matter to the Town Manager. Such appeal shall be in writing and filed with the Town Manager within five 
(5) working days of the written decision of the Department Head. The Town Manager shall render a 
written decision within five (5) working days of receiving the grievance, unless the employee and Town 
Manager agree on a longer time or unless investigation of the grievance requires more time, in which 
case the decision shall be made as soon as practical.  The Town Manager has the final authority over all 
employee complaints.  
 
C. INFORMAL SETTLEMENT. Nothing contained in this policy shall be construed as limiting the 
right of an employee to discuss the matter informally with his immediate supervisor and having the matter 
informally settled. In the event that the matter is settled without a formal determination, the settlement 
shall not create a precedent for the Town.  
 
D. FREEDOM FROM REPRISAL. Employees shall be assured freedom from reprisal for using the 
grievance procedures except for repeated, clearly frivolous complains.  
 
E. NO MODIFICATION OF AT-WILL EMPLOYMENT RELATIONSHIP. NOTHING IN THESE 
APPEAL PROCEDURES SHALL BE INTERPRETED TO MODIFY THE AT-WILL EMPLOYMENT 
RELATIONSHIP CREATED IN SECTION 1, PARAGRAPH B OR SECTION 4, PARAGRAPH A. 

 
SECTION 12: SEPARATION FROM TOWN EMPLOYMENT 
A. VOLUNTARY TERMINATION. An employee terminating employment voluntarily, in order to 
terminate in good standing, is expected to give the Town advance notice of a minimum of two weeks.  
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The Town, in turn, will provide equal notice in writing when an employee is terminated as a result of a 
reduction in force. 
 
B. REDUCTION IN FORCE. 
 

1. Employees selected for a reduction in force will be chosen based on the Town’s operational 
needs, without regard to age, race, color, disability, national origin, sex, religion, or any other 
protected class or status. 

2. Employees on layoff status, rehired within six months, will be reinstated with no reduction of 
longevity benefits.  
 

C. RETIREMENT. Retirement of an employee is considered to be a voluntary termination by the 
employee. 
 
D. EXIT INTERVIEW. All terminating full-time employees shall be referred to the Town Manager or 
his designee for an exit interview, at the request of the employee or Town Manager. The purpose of the 
exit interview is to: 
 

1. Document the circumstances of termination for unemployment compensation claims files; 
2. Obtain the individual’s suggestions concerning Town operations and policies; 
3. Assist departments in severing relationships with terminating staff members on an amicable 

basis; and 
4. Explain all rights, privileges, and benefits of a continuing nature. 

 
SECTION 13: INSURANCE BENEFITS 
The Town provides a benefits program intended to support employee health, financial security, 
recruitment, and retention. Benefits are subject to the terms of the applicable plan documents, insurance 
contracts, carrier requirements, enrollment forms, Internal Revenue Code requirements, federal and 
state law, and Town budget approval. If there is a conflict between this policy and the applicable plan 
document or insurance contract, the plan document or insurance contract will control. 
 
A. MEDICAL, DENTAL, AND VISION COVERAGE. The Town offers eligible employees medical, 
dental, and vision insurance coverage. Subject to the terms of the applicable plans and annual budget 
approval, the Town pays the full cost of employee-only medical, dental, and vision coverage and pays a 
percentage of the cost of eligible dependent coverage. Employees are responsible for any employee 
contribution, dependent contribution, premium share, co-payments, deductibles, coinsurance, out-of-
pocket expenses, or costs not covered by the applicable plan. 
 
B. ELIGIBILITY AND ENROLLMENT. Eligibility for insurance benefits, effective dates of coverage, 
dependent eligibility, enrollment deadlines, required documentation, waiting periods, and continuation 
rights are governed by the applicable plan documents and law. Employees must complete all required 
enrollment forms and provide requested documentation within the time established by the Town or plan 
administrator. Coverage changes may be made only during open-enrollment or following a qualifying life 
event, as permitted by the applicable plan and law. 
 
C. MEDICAL PLAN OPTIONS AND HEALTH SAVINGS ACCOUNT. The Town may offer more than 
one medical plan option, including a high-deductible health plan. When an eligible employee enrolls in a 
qualifying high-deductible health plan, the employee may be eligible to open or maintain an HSA (Health 
Saving’s Account). Subject to annual budget approval and applicable law, the Town may contribute 
money to an eligible employee’s HSA each pay period in an amount established by the Town, approved 
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by Council. HSA eligibility and contribution limits are governed by federal law, and employees are 
responsible for determining whether they are eligible to make or receive HSA contributions. 
 

1. Supplemental and voluntary benefits. The Town may make available additional benefits such 
as short-term disability, supplemental life insurance, and other voluntary or supplemental offerings. 
Availability, eligibility, coverage levels, premiums, employee contributions, underwriting 
requirements, evidence of insurability, exclusions, limitations, and benefit amounts are determined 
by the applicable plan documents and carriers. Unless otherwise approved by the Town, voluntary 
or supplemental benefits are paid by the employee through authorized payroll deductions. 
 

2. Payroll deductions. Employee premium shares, dependent coverage costs, voluntary benefit 
premiums, retirement deferrals, HSA contributions, and other authorized benefit-related 
deductions may be withheld from pay as permitted by law and the applicable benefit election. 
Employees are responsible for reviewing pay statements and promptly reporting any suspected 
deduction or enrollment error. 
 

3. Continuation, conversion, and portability. When coverage ends, or an employee experiences a 
qualifying event, continuation, conversion, or portability rights, if any, will be administered in 
accordance with applicable law and plan documents. Employees are responsible for timely 
completing required forms and paying any required premiums to continue coverage when 
continuation coverage is available. 
 

4. No guarantee of tax treatment. Certain benefit elections, HSA contributions, retirement deferrals, 
and reimbursements may have tax consequences. The Town does not provide tax advice, and 
employees are responsible for consulting their own tax advisor regarding individual tax questions. 

 
D. WORKERS’ COMPENSATION INSURANCE. The Town provides workers’ compensation 
coverage at no cost to employees for covered work-related injuries and illnesses, subject to Arizona 
workers’ compensation law and the requirements of the Town’s workers’ compensation carrier or 
administrator. Employees must report any work-related injury, illness, accident, exposure, or near-miss 
immediately to their supervisor or Department Head and complete all required reports. Workers’ 
compensation benefits are administered under applicable law and are not a substitute for required 
accident reporting, safety compliance, or disciplinary rules. 
 
E. 457(b) RETIREMENT PLAN. The Town provides eligible Town employees participation in a 
457(b) deferred compensation retirement plan, subject to the terms of the applicable plan documents, 
federal contribution limits, payroll procedures, and Town Council budget approval. Subject to annual 
budget approval and plan requirements, the Town contributes a percentage of each eligible employee’s 
pay into the employee’s 457(b) account each pay period in an amount established by the Town. 
Employees are also encouraged to make voluntary contributions to their 457(b) accounts through 
authorized payroll deductions, subject to applicable contribution limits and plan rules. 
Police Department personnel participate in the Public Safety Personnel Retirement System (PSPRS) 
when required by law or applicable plan rules. Police Department personnel who participate in PSPRS 
do not receive an additional Town contribution to a 457(b) account. Vesting, investment options, 
distributions, loans, withdrawals, beneficiary designations, employee contributions, employer 
contributions, and account administration are governed by the applicable retirement system or plan 
documents. Participation in any retirement plan does not create a guarantee of investment performance, 
continued employment, or any vested right beyond the terms of the applicable plan.  
 
F. The Town reserves the right to modify, amend, suspend, or discontinue any insurance, HSA 
contribution, supplemental benefit, retirement contribution, or other benefit offering at any time, subject to 
applicable law, plan documents, insurance contracts, and Town Council budget authority. Benefits 
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described in this section do not create a contract of employment, do not alter the at-will employment 
relationship, and do not guarantee continued employment or continuation of any specific benefit. 

 
SECTION 14: SAFETY, OSHA AND ACCIDENT REPORTING 
PROCEDURES 
It is the purpose of this Policy to outline the Town’s policy on safety and the Occupational Safety and 
Health Act (OSHA). 
 
A. POLICY. 
 

1. Safety. Employees are responsible for the safety and protection of themselves and fellow 
workers and shall perform their duties safely and carefully.  Employees will report immediately 
to the Department Head and/or Town Manager equipment needing repair, any area needing 
lighting, or any condition of the Town which is likely to cause an accident.  Should an 
employee have an accident, it should be reported to the Town Manager.  

 
2. Department Heads shall be responsible for on-site safety and shall: 

 
a. Make available all necessary personal protective equipment, job safety materials, and 

first aid equipment within budget limitations; and 
b. Instruct supervisors and employees that they are not to require or permit employees to 

take chances, but rather, that all employees be instructed in proper and safe procedures; 
and 
 

c. Review all accidents and near accidents with the immediate supervisor or if there is 
none, directly with the employee, file full reports with the appropriate agencies, and see 
that corrective action is taken immediately; and 

d. Make copies of federal and state regulations available to employees; and 
e. Remain familiar with the laws pertaining to safety and their basic requirements.  

 
3. All employees shall: 

 
a. Work according to good safety practices as posted, instructed, and discussed; and  
b. Refrain from any unnecessary unsafe act that might endanger the employee or others; 

and 
c. Use all safety devices provided for protection; and 
d. Report any unsafe situation or act to the supervisor immediately.  

 
B. TOWN VEHICLE USE. 

 
1. Purpose. Town-owned vehicles are provided to support municipal operations and shall be 

operated in a safe, responsible, and lawful manner.  Employees entrusted with Town vehicles 
are responsible for protecting Town property, ensuring public safety, and complying with all 
applicable laws and Town policies. Misuse of a Town vehicle is considered to be a serious 
offense and shall be sufficient cause for disciplinary action. 
 

2. Authorized Drivers. Only the employees authorized by the Town may operate Town-owned 
vehicles. Employees must possess and maintain a valid driver’s license approved for the 
vehicle being operated. Employees shall immediately notify their Department Head of any 
suspension, revocation, restriction or change in driving status.  
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3. Authorized Use. Town vehicles shall be used only for official Town business unless otherwise 
authorized by the Town Manager. Unauthorized personal use of a Town vehicle is prohibited. 
Employees shall not permit unauthorized persons to operate or ride in a Town vehicle unless 
required for official Town business. Employes shall comply with all federal, state and local 
traffic laws and shall operate vehicles in a safe and courteous manner. Employees are 
responsible for any traffic citations, parking violations, or fines resulting from their operation of 
a Town vehicle.  
 

4. Vehicle Inspection and Condition. Prior to operating a Town vehicle, employees shall 
conduct a visual inspection of the vehicle and report any unsafe condition, damage or 
mechanical deficiency to their supervisor.  
 

At minimum the inspection should include: 
• Tires and visible damage; 
• Lights, turn signals, and brake lights; 
• Windshield, mirrors, and wipes; 
• Fluid leaks or other obvious mechanical concerns; 
• Fuel level; and 
• Required safety equipment. 

 
Upon completion of use, employees shall: 
• Remove trash and personal items; 
• Secure the vehicle and remove keys as required; 
• Report any damage, maintenance issues, or safety concerns;  
• Document mileage, and fuel levels on the vehicle mileage log; and 
• Ensure the vehicle is left in a clean and serviceable condition for the next driver. 

 
5. Safety Requirements. Seat belts shall be worn by all occupants whenever the vehicle is in 

operation. Employees shall not operate a vehicle while impaired by alcohol, drugs, 
medications, fatigue, or any condition affecting safe operation. The use of handheld mobile 
devices while driving is prohibited except as permitted by law for emergency situations. 
Employees shall exercise additional caution during adverse weather, road or traffic conditions.  

 
C. ACCIDENT REPORTING. Any accident involving a Town vehicle shall be reported immediate to 
the employee’s supervisor and the appropriate law enforcement agency when required.  The Supervisor 
or Department Head shall report every accident to the Town Manager or their designee within twelve (12) 
hours.  
 

Employees involved in an accident shall: 
• Stop immediately and assess injuries; 
• Request emergency medical assistance when necessary; 
• Obtain identifying and insurance information from involved parties; 
• Cooperate with law enforcement; 
• Refrain from admitting fault or liability; and 
• Complete all require Town accident reports. 
• Not move the vehicle from the accident scene unless directed to do so by law enforcement or 

necessary for safety. 
 
Any accident requiring medical attention must be reported to the Department Head and/or the Town 
Manager (or designee) as soon as practicable, and the Town’s Occupational Health provider must be 
contacted. Reports must be made promptly; however, employees should not delay emergency medical 
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treatment when needed. The Town Manager shall insure that all required forms are complete and 
submitted. Any accident involving damage to Town equipment, vehicles, or buildings, or injury to 
personnel, shall be investigated to determine cause and corrective actions and to ensure compliance 
with applicable safety requirements. Employees shall cooperate with the investigation, including 
providing statements and completing required reports. The Police Department shall investigate incidents 
involving Town equipment, vehicles, buildings, and/or personnel in accordance with its standard 
operating policies and procedures. The Police Department shall submit a written report to the Town 
Manager within seven (7) working days.  
 
Any accident after normal working hours shall be reported the morning of the next working day to the 
Town Manager, unless circumstances require earlier notification.  
 
Any serious injury or accident involving damage to Town equipment, vehicles, buildings, or any 
personnel, occurring after normal working hours or weekends.  

 
D. POLICE CONTACT/TRAFFIC STOP. Any employee who is contacted, cited, detained, arrested, 
or otherwise involved in a traffic stop by a law enforcement agency while operating a Town vehicle, 
conducting Town business, or while off duty shall conduct themselves in a professional, respectful, and 
cooperative manner. Employees shall comply with all lawful orders and requests of law enforcement 
officers and shall not interfere with, obstruct, or attempt to influence any law enforcement action. 
 
Employees shall not use, reference, or imply their position, title, authority or employment with the Town in 
an attempt to obtain preferential treatment, avoid enforcement action, influence the outcome of a stop or 
investigation, or otherwise gain personal advantage.  This prohibition applies whether the employee is on 
duty, off duty, operating a Town vehicle, or operating a personal vehicle.  
 
Any employee who is issued a citation, receives a criminal traffic complaint, is arrested, or is the subject 
of a law enforcement investigation arising from a police officer contact or traffic stop shall notify their 
immediate supervisor as soon as practicable, but no later than the end of the employee’s next scheduled 
workday.  The supervisor shall promptly notify the Department Head, if applicable, and the Town 
Manager. If the supervisor is unavailable, the employee shall notify the Department Head or Town 
Manager directly.  
 
Nothing in this section shall prohibit an employee from truthfully identifying themselves as a Town 
employee when requested by law enforcement.  Failure to comply with this policy, including failure to 
report a qualifying police officer contact or traffic stop, may result in disciplinary action up to and including 
termination.  

 
SECTION 15:      EDUCATION, TRAINING, AND TUITION 
REIMBURSEMENT 

A. PURPOSE. The Town encourages employee training, professional development, and continuing 
education that improve job performance, support safe and effective municipal operations, maintain 
required certifications or licenses, and prepare employees for advancement or other reasonably 
attainable positions within the Town. 
 
B. REQUIRED TOWN TRAINING. Employees shall attend and successfully complete training 
required by the Town, by a Department Head, by the Town Manager, by law, or by a licensing or 
certification authority. Required training may include orientation, safety training, harassment prevention, 
ethics, public records, emergency response, equipment operation, software systems, and department-
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specific training. Time spent in required training shall be treated as work time in accordance with 
applicable law. 
 
C. OPTIONAL TRAINING AND PROFESSIONAL DEVELOPMENT. Subject to operational needs 
and available funds, the Town Manager may approve attendance at schools, seminars, workshops, 
conferences, certification programs, and other training opportunities that are directly related to an 
employee’s current duties or reasonably related to future Town needs. Approval may be denied when the 
training is not job-related, is not cost effective, interferes with staffing needs, or is not included in the 
adopted budget. 
 
D. APPROVAL PROCEDURE. Employees must obtain written approval from their Department Head 
and the Town Manager before enrolling in or attending training for which Town work time, reimbursement, 
travel, lodging, registration fees, tuition assistance, or other Town resources are requested. The request 
should identify the course or program, provider, dates, costs, relationship to the employee’s position or 
career path within the Town, and any expected impact on the employee’s work schedule. 
 
E. TRAINING EXPENSES. Approved training expenses may be paid or reimbursed only when 
authorized in advance and within the adopted budget. Eligible expenses may include registration fees, 
required course fees, and other costs approved by the Town Manager. Travel, meals, lodging, and 
mileage associated with approved training shall be governed by the Town’s travel and expense policies. 
Employees are responsible for any costs not approved in advance. 
 
F. TUITION REIMBURSEMENT PROGRAM. The Town may provide tuition reimbursement to 
encourage employees to maintain and improve job-related skills through formal education at accredited 
colleges, universities, community colleges, or technical schools. Tuition reimbursement is a discretionary 
benefit, subject to annual budget appropriation and availability of funds, and may be modified, 
suspended, or discontinued at any time. 
 
G. ELIGIBILITY FOR TUITION REIMBURSEMENT. Regular full-time employees who have 
successfully completed the applicable trial period and who are meeting performance, attendance, and 
conduct expectations may apply for tuition reimbursement. Temporary, emergency, seasonal, volunteer, 
and contract personnel are not eligible unless specifically approved by the Town Council. Employees 
must remain employed by the Town and in good standing at the time reimbursement is requested and 
paid. 
 
H. COURSE CRITERIA. Courses must be approved in advance, must be offered by an accredited 
institution, and must be related to the employee’s current position, required certification, or a logical 
career path within the Town. Degree programs, individual courses, and job-related certifications may be 
considered. Courses taken solely for personal interest, courses unrelated to Town employment, and 
courses started before approval are not eligible for reimbursement. 
 
I. REIMBURSABLE COSTS AND LIMITS. Reimbursement may be approved for tuition and 
required course fees only, unless otherwise authorized by the Town Manager. Books, supplies, parking, 
technology fees, late fees, testing fees, licensing fees, travel, meals, lodging, and similar expenses are 
not eligible for tuition reimbursement unless specifically approved in advance under another Town policy. 
The Town Manager may establish an annual maximum reimbursement amount per employee within the 
adopted budget. 
 
J. GRADE AND COMPLETION REQUIREMENTS. To qualify for reimbursement, the employee 
must complete the approved course and receive a grade of “C” or better for undergraduate coursework, 
“B” or better for graduate coursework, or a passing grade in a pass/fail course. The employee must 
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submit proof of completion, final grade, itemized proof of payment, and any other documentation required 
by the Town Manager. 
 
K. OTHER FUNDING SOURCES. Employees must disclose scholarships, grants, veterans’ benefits, 
outside reimbursements, or other educational assistance received for the same course or program. The 
Town will not reimburse amounts paid by another source, and reimbursement shall not exceed the 
employee’s actual eligible out-of-pocket cost. 
 
L. SCHEDULING AND WORK TIME. Employees are expected to schedule voluntary education 
outside regular working hours whenever practicable. Attendance during scheduled work hours requires 
prior approval and may be approved only when it serves a Town purpose and staffing needs allow. 
Required training assigned by the Town shall be treated as work time as required by applicable law. 
 
M. REPAYMENT OBLIGATION. The Town may require an employee to repay all or a portion of any 
tuition reimbursement, training costs, certification expenses, course fees, or other educational expenses 
paid or reimbursed by the Town if the employee voluntarily separates from Town employment before 
fulfilling the required service commitment associated with the educational benefit.  
 
For tuition reimbursement, an employee who voluntarily separates from Town employment within twelve 
(12) months after receiving reimbursement, may be required to repay the reimbursed amount, unless the 
Town Manager waives repayment due to unusual or extenuating circumstances.  
 
For Town-paid training, certification, or professional development programs, the employee may be 
required to repay the Town if the employee voluntarily separates from Town employment within the 
period specified in a written repayment agreement.  Unless otherwise approved by the Town Manager, 
the required service commitment for Town-paid certification or training programs shall be two (2) years 
following successful completion of the course or program.  
 
Any repayment obligation or service commitment shall be documented in a written agreement executed 
before the Town pays or reimburses the educational expense and shall comply with all applicable federal 
and state laws.   
 
N. RECORDS. Documentation of completed required training, certifications, licenses, approved 
education, and tuition reimbursement shall be maintained in the employee’s personnel or training file as 
appropriate. Employees are responsible for providing proof of completion and maintaining any licenses 
or certifications required for their position. 

 
SECTION 16: CONVENTIONS, SEMINARS AND TRAVEL 
A. PURPOSE AND SCOPE. This section applies to employee attendance at conventions, 
conferences, seminars, meetings, special training courses, and other work-related events that require 
travel, registration, Town-paid expenses, or time away from regular duties. This section is intended to 
support professional development and effective municipal operations while ensuring that attendance and 
travel are approved, budgeted, and documented.  The Town Manager may establish administrative 
procedures and forms necessary to implement this section and may interpret its provisions in a manner 
consistent with applicable federal and state law, the Arizona State Accounting Manual (SAAM) and the 
federal travel reimbursement practices outlined in the Joint Travel Regulations (JTR). Nothing in this 
section creates an entitlement to reimbursement, absent prior approval and compliance with Town 
procedures.  
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B. ADVANCE APPROVAL REQUIRED. Employees must obtain advance approval from the Town 
Manager before attending any convention, seminar, training, meeting, or similar event for which leave, 
work time, registration fees, travel expenses, lodging, meals, mileage, or other Town resources are 
requested. Requests should be submitted before registration, or travel arrangements are made 
whenever practicable. 
 
C. APPROVAL CRITERIA. Approval may be granted when the event is directly related to the 
employee’s current position, required certification, department operations, or a reasonable Town 
business need. Approval is subject to available budgeted funds, staffing needs, workload considerations, 
anticipated benefit to the Town, and compliance with applicable Town policies. 
 
D. REQUEST INFORMATION. A request for approval should identify the event name, sponsor or 
provider, date and location, estimated cost, requested work time or leave, travel requirements, and the 
relationship between the event and the employee’s job duties or Town responsibilities. The Town 
Manager may require additional information before approving the request. 
 
E. TRAVEL AND REIMBURSABLE EXPENSES. Employees traveling on authorized Town business 
may be reimbursed for reasonable and necessary travel expenses incurred in the performance of official 
duties. Approved expenses may include registration fees, lodging, transportation, mileage, meals, or 
other costs authorized in advance and permitted by Town policy.  

 
Employees are responsible for expenses that are not approved in advance or that exceed approved 
limits. Reimbursement shall require appropriate receipts or documentation and shall be subject to the 
adopted budget and any applicable travel or purchasing procedures. 
 
F. TOWN MANAGER ATTENDANCE. The Town Manager may attend conventions, seminars, 
training, educational courses, or similar events related to the Town Manager’s position when funds have 
been included in the approved budget. If sufficient funds have not been pre-approved or budgeted, the 
Town Manager shall obtain Town Council approval before incurring registration, travel, or related 
expenses. 
 
G. WORK TIME AND LEAVE. Attendance during an employee’s regular working hours may be 
treated as work time when the attendance is approved by the Town Manager and serves a Town 
business purpose. Voluntary attendance outside regular working hours shall be handled in accordance 
with applicable law and Town policy. Employees may be required to use approved leave for time away 
from work that is not treated as work time. 
 
H. EMPLOYEE CONDUCT WHILE TRAVELING OR ATTENDING EVENTS. Employees attending 
approved events or traveling on Town business remain subject to all Town personnel policies, including 
standards of conduct, harassment, substance abuse, vehicle use, safety, and ethics policies. Employees 
are expected to represent the Town professionally and use Town funds responsibly. 
 
I. DOCUMENTATION AND RECORDS. Employees may be required to provide proof of 
attendance, completion, certification, receipts, agendas, or other documentation requested by the Town 
Manager. Records of approved attendance, travel expenses, training, and reimbursement shall be 
maintained by the Town as appropriate. 

 
J. TRAVEL REIMBURSEMENT.  

 
1. Local Travel and Radius Threshold. Travel occurring within a fifty (50) mile radius of the 

employee’s regular office location, or Town Hall, shall generally be considered local travel and is 
not eligible for per diem or lodging reimbursement unless specifically approved by the Town 
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Manager due to exceptional circumstances or operational necessity. Approved reimbursable 
expenses within this radius threshold are taxable according to IRS rules and regulations and will 
be treated as such.  
 

2. Per Diem and Meals. The Town shall utilize the State of Arizona Accounting Manual (SAAM) Meal 
Reimbursement Table for guidance on maximum allowable per diem rates by area, unless a lower 
amount is authorized by the Town Council or Town Manager. Meal reimbursement shall be limited 
to meals incurred while in approved travel status and may not exceed the applicable per diem 
amount for the travel destination. Meals that are reimbursed to an employee when there is no 
overnight stay, and the venue is less than 50 miles away, is taxable income to the employee. 
Meals are not reimbursable when: 
 

a. The meal is provided at no cost as part of a conference, seminar, registration fee, or event. 
b. The employee is not approved for travel.  
c. The expense is personal in nature. 
d. The meal is incurred during routine commuting or local travel unless specifically authorized. 

 
For days the employee is actually traveling, the employee is reimbursed for meals based on a 
partial day reimbursement. An employee may not claim more than three meals in any single 
calendar day or travel day. For example, if an employee purchases meals at 10:00 a.m., 2:00 p.m., 
and 7:00 p.m. during an approved travel day, any additional meal claimed at any other time during 
that same day would not be eligible for reimbursement.  

If the employee does not purchase a meal or is provided a meal in the cost for other travel related 
expenses, such as included with a hotel stay, conference or airfare, the employee is not eligible for 
reimbursement for that meal.  

3. Lodging. Lodging expenses may be reimbursed when overnight travel is authorized and/or 
required for official Town Business.  Lodging reimbursements shall not exceed the applicable 
federal lodging rate for the destination unless: 
 

a. Conference or event lodging is required and exceeds standard rate; 
b. Comparable lodging is unavailable within the applicable rate; or 
c. The Town Manager approves an exception in advance.  

 
Original itemized lodging receipts are required for reimbursement. Employees are expected to 
exercise reasonable prudence in selecting accommodations and shall utilize government, 
conference and/or other discounted rates whenever available.  
  

4. Transportation Expenses. Transportation shall be selected based upon cost-effectiveness, 
safety, operational needs, and the best interest of the Town. Authorized transportation expenses 
may include:  
 

a. Commercial Airfare 
b. Ground Transportation 
c. Rental Vehicles, only when approved 
d. Parking fees 
e. Toll charges, if applicable 
f. Mileage Reimbursement 

 
5. Travel Advances. Employees traveling on approved Town business may request a travel advance 

when anticipated out-of-pocket expenses for lodging, meals, registration fees, or other authorized 
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travel expenses would create a financial hardship or when otherwise determined appropriate by 
the Town Manager.  
 

a. Requests for travel advances shall be submitted on approved forms and approved by the 
Department Head and Town Manager prior to the advance being issued. 

b. Travel advances shall be limited to the estimated amount of authorized travel expenses and 
shall not include expenses that can be reasonably paid directly by the Town.  

c. Within fifteen (15) calendar days following completion of travel, the employee shall submit a 
travel reimbursement request with all required receipts and supporting documentation. Any 
unused portion of the travel advance shall be returned to the Town at the time the 
reimbursement request is submitted.  

d. If the amount of the travel advance exceeds the allowable reimbursement expenses, the 
employee shall reimburse the Town for the difference.  If the allowable expenses exceed the 
amount advanced, the employee shall be reimbursed in accordance with this policy.  

e. Failure to timely reconcile a travel advance or repay any outstanding balance may result in 
payroll deduction to the extent permitted by applicable law and may affect eligibility for future 
travel advances.  
 

6. Mileage Reimbursement. Employees authorized to use a privately owned vehicle (POV) for 
official Town business shall be reimbursed at the mileage rate established periodically by the 
Internal Revenue Service (IRS)or such rates as may be adopted by the Town Council.  
 
Mileage reimbursement is intended to compensate for: 

a. Fuel 
b. Vehicle Maintenance 
c. Wear and Tear 
d. Insurance 
e. Ordinary operating costs of the privately owned vehicle. 

 
Mileage reimbursement shall not be paid for an employee’s normal commute between home and 
their regular work place. 
 
Mileage claims must identify: 

a. Date of Travel 
b. Destination 
c. Purpose of Travel 
d. Beginning and ending odometer readings or total mileage traveled. 
e. Any required supporting documentation. 
f. Subtract miles from employee’s home to the employee’s normal worksite 

 
7. Personally Owned Vehicle vs. Town-Owned Vehicle (TOV)Employees shall utilize a Town-

owned vehicle whenever one is reasonably available, and its use is practical and cost effective.  
Fuel, maintenance, and authorized operating expenses for Town-owned vehicles shall be paid by 
the Town in accordance with established procedures.  
 
Use of a privately owned vehicle for official travel requires prior approval when a Town-owned 
vehicle is available unless otherwise authorized by the Town Manager. Mileage reimbursement 
may be denied or limited if any employee elects to use a privately owned vehicle when a Town-
owned vehicle was available and would have resulted in lower overall costs to the Town.  
 
Employees operating privately owned vehicles on Town business are responsible for maintaining a 
valid driver's license, insurance coverage required by Arizona law, and compliance with all 
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applicable traffic laws.  
 
The Town assumes no responsibility for damage to an employee’s privately owned vehicle except 
as may otherwise be provided by law or Town insurance coverage.  
 

8. Travel Time and Compensation. Travel during an employe’s regular work schedule for approved 
Town Business shall be considered compensable work time. 
 
For non-exempt employees, travel time shall be compensated in accordance with the Fair Labor 
Standards Act (FLSA) and applicable Arizona law, including: 
 

a. Travel required during normal working hours, including corresponding hours on non-working 
days when applicable. 

b. Travel between job sites during the workday. 
c. Required travel that is integral and indispensable to the employee’s assigned duties.  
d. Travel time is not generally granted for training in accordance with Section 15 (I) of this 

policy, nor is the time spent considered work time.  
 

Ordinary commuting time between home and the employee’s regular work area is not 
compensable.  
 
Travel outside an employee's normal working hours may or may not be compensable depending 
upon the purpose of the travel, whether work is performed while traveling, and applicable federal 
wage and hour requirements. 
 
Non-exempt employees shall not work unauthorized overtime while traveling. The Town Manager 
and or Department Heads are responsible for approving travel schedules that minimize 
unnecessary overtime whenever practicable. 
 

9. Non-Reimbursable Expenses. The following expenses are generally not reimbursable unless 
expressly authorized in writing by the Town Manager. 
 

a. Alcoholic beverages. 
b. Entertainment expenses. 
c. Personal expenses or purchases. 
d. Traffic citations or parking violations. 
e. Personal vehicle repairs or maintenance.  
f. Expenses incurred by spouses, family members, or guests. 
g. Additional hotel charges unrelated to official travel. 
h. Luxury or upgraded transportation or lodging accommodations. 
i. Travel insurance purchase for personal convenience. 
j. Expenses incurred without required approval or documentation. 
k. Airline clubs. 
l. Passport and/or Visa expenses. 
m. Currency conversion, check cashing fees or travelers checks.  
n. Magazines or guides. 

 
10. Documentation Requirements. Employees requesting reimbursement shall submit required 

reimbursement forms and all supporting documentation, including receipts, within thirty (30) 
calendar days of completing travel unless an extension is approved by the Town Manager. 
Incomplete or untimely submissions may result in denial or delay or reimbursement. Required 
documentation may include: 
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a. Itemized receipts. 
b. Conference or event agendas. 
c. Lodging receipts. 
d. Mileage logs. 
e. Proof of registration or attendance. 
f. Any other records reasonably required for audit or accounting purposes. 
g. Reconciliation of any travel advance received, including repayment of unused funds, if 

applicable.  

 
SECTION 17: PROFESSIONAL ORGANIZATIONS 
In certain instances, employees may find it to be in the Town’s best interest to join a professional and/or 
technical organization to increase employee knowledge and awareness of issues facing the Town and to 
establish contacts with other professionals in the field.  If the Town Manager determines such 
membership to be of benefit to the Town, the Town Manager may authorize payment by the Town to pay 
the membership dues or fees for the Town or an employee.  

 
SECTION 18: CHARITIES, DONATIONS, SOLICITATION, AND 
ADVERTISING 
Employees are encourages to donate to the charities of their choice.  Employees shall not, during 
working hours or on Town property, solicit other employees for donations to charities or sales of any kind, 
nor shall employees use Town facilities, offices or equipment to post notices, advertising or display 
merchandise for sale to other employees or the public, unless permission to do so has been requested in 
writing and approved by the Town Manager.  

 
SECTION 19: ACCESS TO PERSONNEL RECORDS 
A. Originals of all official personnel records will be maintained in the official personnel file of each 
Town employee. The Town will take all necessary steps to maintain the confidentiality of personnel 
records as specified in this policy.  
 
B. Duplicate files may also be maintained in an employee’s department; however, the records 
contained in duplicate files are subject to all access restrictions specified in this policy.  In no case will 
operating departments maintain official personnel records, as set forth in this policy, that have not been 
made part of the employee’s Official Personnel File in the Personnel Department.  
 
C. There are three types of files within the employee’s Official Personnel File, with three distinct 
access permissions: The Basic File, the Restricted File, and the Medical File.  
 
D. The Basic File: 
 

1. Contains basic employee information including:  
a. Name of employee 
b. Job title(s) and date(s), current and previous 
c. Employment dates (start and end) 
d. Salary ranges or grades 
e. Name(s) of Supervisor(s) 
f. Completed awards, commendations and disciplinary actions 
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2. Access to the Basic File is allowed as follows: 
 

a. Information contained in the employee’s Basic File will be provided to any person who 
requests the information pursuant to the Arizona Public Records Law.  

b. In some cases, confidential information may be listed on the same document as basic 
information.  In such cases, information not specifically permitted to be released in 
accordance with Arizona Public Records Law will be redacted from the document before 
it is released.  

 
E. The Restricted File: is a separate section of the Basic File. 
 

1. It contains confidential employee information, including: 
 

a. Personal employee information (e.g. address and phone number) 
b. Performance reviews and progress reports 
c. Allegations made against an employee which are either under investigation or which, 

after investigation, have been dismissed or dropped.  
 

2. Access to the Confidential File is as follows: 
a. The contents of an employee’s Confidential File may be reviewed by the Town Manager, 

the Town Attorney, department heads and supervisors who directly or indirectly 
supervise the employee. 

b. Supervisors considering an employee for transfer or promotion may likewise review the 
employee’s Confidential File.  

c. An employee’s file may be reviewed by any individual who has written authorization from 
the employee to do so.  

d. No other person is authorized to review and/or receive copies of documents contained in 
the employee's Confidential File.  
 

e. Records in the Restricted access file may still be subject to disclosure if required by law 
or court order.  

 
F. The Medical File: contains information relating to an employee and must be maintained 
separately from the Basic File and Confidential File. 
 

1. Medical information includes, but is not limited to: 
a. Results of pre-employment physical examinations; 

b. Results of independent medical examinations performed for worker’s compensation 
eligibility; and Results of fitness for duty medical examinations.  

 
2. Access to the Medical File is restricted to the Town Manager and/or Town supervisors who 

have a reasonable “need-to-know”, as may be determined by the Town Manager in 
consultation with the Town Attorney. 

a. No access to medical file records shall be provided without authorization by the Town 
Manager or his designee.  
 

b. Except for work status reports provided by an employee’s physician or health care 
provider to justify a request for work modification or employee absence, no departments 
shall maintain duplicate departmental medical records on employees. 

  
G. Employee Access to Employee’s Own Personnel File. An employee has a right to inspect his 
or her own personnel file upon request and under the supervision of the Town Manager or their designee.  
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This right includes the ability to receive copies of any of the items included in the employee’s Basic File, 
Confidential File, and/or Medical File.  This right to inspect expires two weeks following termination.  If an 
employee desires to provide his attorney or a prospective employer with a copy of documents contained 
in his Confidential File or Medical File, he shall request a personal copy and provide the information to 
these outside parties himself.  A reasonable copying fee may be charged for such copies. 
  
H. Unrestricted access to the Basic File and Confidential File will be provided to the 
representatives of law enforcement or judicial agencies in response to court orders, subpoenas, and/or 
official law enforcement investigations.  Information contained in an employee’s Medical File is subject to 
release in response to a court order, subpoena or official law enforcement investigation only upon 
authorization by the Town Manager or his designee, or by the Town Attorney. 
 
I. The Town Manager or designee may disclose individual employee payroll history information to 
lenders, provided the request is submitted in writing.  Payroll history information will only be provided to 
creditors when accompanied by a written request from the employee. Payroll history will be provided to 
judicial, regulatory or law enforcement agencies in accordance with specific court orders, subpoenas, 
and/or regulatory or law enforcement investigations.  
 
J. In the event that an employee disagrees with a determination to release or not release records, 
the employee may utilize the procedures set forth in Section 11 (B), Formal Appeal Procedure. 

 
SECTION 20: ANTI-DISCRIMINATION  
A. Policy. It is the policy of the Town to abide by the provisions of the Rehabilitation Act of 1973, the 
Americans with Disabilities Act and the state and federal anti-discrimination laws.  These laws prohibit 
discrimination against every qualified individual with a disability in hiring, compensation, training, 
advancement, and the terms, conditions and privileges of employment because of his disability and 
require that employers provide reasonable accommodation for disabled employees and applicants. 
 
It is the policy of the Town to hire, compensate, train, promote, and provide regular employment benefits 
to qualified individuals, who can, with or without reasonable accommodation, perform the essential 
functions of the job.  It is also the policy of the Town to provide reasonable accommodation to qualified 
individuals with a disability in accordance with the guidelines set forth in the Americans with Disabilities 
Act, and to protect employees and applicants from being denied a job, a promotion, or other employment 
advantage specifically because of their relationship or association with a disabled individual.  

 
B. This policy covers qualified employees and applicants with a disability. A qualified individual with a 
disability is a person who meets the qualification standards of a job and can satisfactorily perform its 
essential functions with or without reasonable accommodation, and who: 
 

1. Has been diagnosed with a non-temporary physical or mental disability which substantially 
limits one or more major life activities; 

2. Has a known record of such impairment; or 
3. Is regarded as having such impairment. 

 
C. This policy does not protect employees or applicants who are currently engaged in the illegal use 
of drugs or in on-the-job substance abuse of any kind.  Likewise, this policy does not protect disabled 
employees from the consistent application of discipline for unsatisfactory performance or behavior.  
 
D. The Town will attempt to provide reasonable accommodation to any individual with a disability.  A 
reasonable accommodation is one which is consistent with business necessity, does not impose an 
undue hardship on the Town (i.e. significant difficulty, service deterioration, expense, or fundamental 
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alteration in the nature of the service, program or activity), and does not pose a direct threat to the 
employee or others with whom the employee regularly comes in contact.  
 
E. If an employee identifies himself as having been diagnosed with a disability for which 
accommodation is necessary to perform the essential functions of the job, the following steps shall be 
taken: 
 

1. To the extent possible, the employee shall fully inform the Town Manager, or their designee of 
the disability and accommodation needs and shall submit documentation from his or her 
physician or health care provider to substantiate the work restrictions or limitations imposed by 
the disability.  All medical documentation shall be submitted to and maintained by the Town 
Manager.  
 

2. The Town Manager or their designee shall make a determination regarding the employee’s 
status as a qualified individual with a disability and what, if any, accommodation can 
reasonably be made.  The Town’s designated physician, in consultation with the employee’s 
health care practitioner, shall conduct an independent medical evaluation as necessary to 
guide this determination.  
 

3. The Town Manager or their designee shall communicate to the employee what 
accommodation has been determined to be reasonable and shall include documentation of the 
accommodation offer in the employee’s personnel file.  
 

4. Periodic documentation (from the employee’s health care provider) of the continued need for 
accommodation shall be a condition of continued accommodation and shall be provided by the 
employee upon request.  
 

5. If the employee is dissatisfied with the accommodation decision, he or she may use the appeal 
process outlined in Section 11 (B), Formal Appeal Procedure, in these Personnel Policies to 
appeal the accommodation decision to the Town Manager.  

 
SECTION 21: ETHICS POLICY 
A. It is the policy of the Town that all town activities shall be compliant with applicable federal state 
and local laws and regulations.  Employees are required, as a condition of employment, to comply with 
applicable laws and cooperate with all federal, state and local jurisdictions to enforce such laws and 
regulations.  
 
B. Each employee and new employee, prior to commencing service with the Town, shall submit to 
his supervisor or the Town Manager a written report of any incident or activity of which he is aware or 
becomes aware which he believes may violate any federal, state or local law or regulation.  The 
supervisor shall immediately transmit any such report to the Town Manager.  Upon receiving such report, 
the Town Manager shall immediately investigate the report and, if it appears there is a violation of federal 
state or local law or regulation, take steps to cure such violation and, if appropriate, notify the revenant 
law enforcement agency.  Failure of an employee to immediately report any such incident or activity may 
result in termination of employment.  
 
C. If an employee’s supervisor is unavailable, or if the supervisor is the subject of the report, the 
employee shall report the matter directly to the Town Manager. If the report concerns the Town Manager, 
the employee shall report the matter directly to the mayor. 
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SECTION 22: NEPOTISM AND CONFLICT OF INTEREST 
A. PURPOSE. The Town is committed to public trust, impartial decision-making, fair employment 

practices, and compliance with applicable Arizona conflict-of-interest laws. Employees and public 
officers shall avoid actual conflicts of interest, apparent conflicts of interest, favoritism, improper 
influence, and misuse of Town position, authority, resources, or confidential information for personal 
benefit. 
 

B. SCOPE. This policy applies to all Town employees, applicants, volunteers, elected and appointed 
officials when acting on Town matters, Department Heads, Council-appointed employees, temporary 
employees, emergency employees, and any person serving the Town in an official or employment-
related capacity. 
 

C. DEFINITIONS. For purposes of this policy, “relative” should be interpreted consistently with 
applicable Arizona law and may include a spouse, child, child’s child, parent, grandparent, brother or 
sister of the whole or half blood, and their spouses, and the parent, brother, sister, or child of a 
spouse. The Town may also require disclosure of domestic partners, household members, romantic 
relationships, or other close personal relationships when the relationship could reasonably affect 
employment decisions, supervision, contracting, purchasing, discipline, scheduling, evaluations, 
access to confidential information, or public confidence in Town operations. 
 

D. NEPOTISM. The Town may employ relatives or persons in close personal relationships only when 
the employment arrangement does not create a direct or indirect supervisory relationship, conflict of 
interest, appearance of favoritism, compromise of confidentiality, or disruption to Town operations. No 
employee shall directly supervise, evaluate, discipline, promote, transfer, schedule, assign work to, 
approve leave for, approve overtime for, approve payroll for, or otherwise make or influence 
employment decisions involving a relative or person with whom the employee has a close personal, 
romantic, financial, or household relationship. All Town Manager relative hires must be approved by 
Council.  
 

E. REQUIRED DISCLOSURE. Employees and applicants must promptly disclose to the Town Manager 
any relationship, financial interest, outside employment, business interest, gift, contract, procurement 
matter, appointment, or other circumstance that may create an actual or apparent conflict of interest. 
If the matter involves the Town Manager, disclosure shall be made to the Mayor or Town Attorney as 
appropriate. Disclosure must occur before the employee participates in any decision, 
recommendation, vote, approval, review, investigation, contract, purchase, sale, hiring process, 
promotion, discipline, evaluation, or other Town action affected by the potential conflict. 
 

F. RECUSAL AND NONPARTICIPATION. An employee or public officer who has, or whose relative 
has, a substantial interest in a Town contract, sale, purchase, service, employment decision, or other 
Town decision shall disclose the interest in the official records of the Town and shall refrain from 
voting upon, recommending, influencing, approving, investigating, negotiating, administering, or 
otherwise participating in the matter, except as permitted by law. The employee shall follow any 
direction from the Town Manager, Town Attorney, Mayor, or Council regarding recusal, reassignment, 
screening, documentation, or other safeguards. 
 

G. GIFTS, GRATUITIES, AND USE OF POSITION. Employees shall not solicit or accept gifts, favors, 
services, loans, travel, entertainment, discounts, or anything of value that could reasonably appear to 
influence the employee’s official judgment or create an obligation to a vendor, contractor, applicant, 
regulated party, or person doing business with the Town. Employees shall not use Town position, 
badge, title, equipment, records, confidential information, purchasing authority, or official influence for 
private gain or to benefit a relative, business associate, outside employer, or personal interest. 
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H. CORRECTIVE ACTION. If a conflict, nepotism concern, or appearance of favoritism exists, the Town 
may take appropriate action, including reassignment of duties, change in reporting relationships, 
removal from a selection panel, transfer, modification of approval authority, screening from 
confidential information, denial or revocation of outside employment approval, or other lawful action. 
Violation of this policy may result in disciplinary action, up to and including termination, and may also 
result in referral for legal review when required or appropriate. 

 
SECTION 23: WORKPLACE HARASSMENT 
A. PURPOSE. The purpose of this policy is to maintain a professional, respectful, safe, and inclusive 

workplace for all employees of the Town. The Town is committed to providing a work environment 
that supports efficient, productive, and effective public service and that is free from unlawful 
discrimination, harassment, retaliation, bullying, and other inappropriate workplace conduct. The 
Town prohibits discrimination and harassment based on any protected characteristic under 
applicable federal, state, or local law, including but not limited to: 

1. Race 
2. Color 
3. Religion or creed 
4. Sex 
5. Pregnancy, childbirth, breastfeeding, or related medical conditions 
6. Sexual orientation 
7. Gender identify or gender expression 
8. National origin or ancestry 
9. Age 
10. Physical or mental disability 
11. Genetic information 
12. Marital status 
13. Veteran or military status 
14. Citizenship status, where protected by law 
15. Any other legally protected classification 

This policy: 

1. Defines prohibited conduct, including various forms of harassment; 
2. Establishes reporting and investigation procedures; 
3. Prohibits retaliation against individuals who report concerns or participate in investigations; 

and 
4. Ensures that violations are addressed promptly and appropriately.  

B. APPLICATION. This policy applies to all Town employees, including full-time, part-time, 
temporary seasonal, probationary, emergency and volunteer personnel.  It also applies to: 
 

1. Elected and appointed officials; 
2. Supervisors and managers; 
3. Applicants for employment; 
4. Interns and trainees; 
5. Independent contractors and consultants while performing work for the Town; and 
6. Third parties interacting with Town employees, including vendors, suppliers, customers, 

residents, and members of the public.  
 

C. DEFINITIONS. 
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1. “Harassment” is unwelcome conduct based on a protected characteristic that: 
a. Has the purpose or effect of creating an intimidating, hostile, abusive, degrading, or 

offensive work environment; 
b. Unreasonably interferes with an employee’s work performance; or 
c. Adversely affects an individual’s employment opportunities. 
 
Harassment may be verbal, physical, visual, written, electronic, psychological, or environmental 
in nature.   
 
Conduct may constitute harassment even if: 
a. It was not intended to offend; 
b. The conduct occurs outside the workplace but affects the work environment; 
c. The conduct is directed at someone other than the complainant; or  
d. A series of incidents, which individually may appear minor, collectively create a hostile work 

environment. 
 

Harassment can occur between individuals of any gender, identity, or position and may involve 
supervisors, coworkers, subordinates, elected officials, contractors, vendors, residents, or 
members of the public. 
 
Examples of prohibited harassment may include, but are not limited to: 
a. Slurs, insults, epithets, or derogatory comments; 
b. Offensive jokes, memes, cartoons, or stereotypes; 
c. Mocking a person’s accent, appearance, disability, age, religion, or cultural practices; 
d. Repeated unwelcome comments or conduct after being asked to stop; 
e. Intimidation, threats, or deliberate humiliation; 
f. Displaying offensive images, graffiti, or materials; 
g. Sending offensive emails, text messages, or social media content; or  
h. Deliberately excluding individuals from work activities because of protected 

characteristic. 
 

2. “Sexual harassment” is a form of unlawful harassment that includes unwelcome sexual 
advances, requests for sexual favors, or other verbal, visual, physical, or electronic conduct or a 
sexual nature when: 
 

a. Submission to the conduct is made explicitly or implicitly a term or condition of employment;  
b. Submission to or rejection of the conduct is used as the basis for employment decisions; or  
c. The conduct is sufficiently severe or pervasive to create an intimidating, hostile, or offensive 

work environment or to unreasonably interfere with an individual’s work performance. 
 

Sexual harassment includes both: 
 

a. Quid Pro Quo Harassment: Occurs when employment benefits, opportunities, 
assignments, scheduling, promotions, compensation, or continued employment are 
conditioned upon submission to sexual conduct. 
Examples include: 

 
1. Promising favorable treatment in exchange for sexual favors; 
2. Threatening discipline, demotion, reduced hours, or termination for rejecting sexual 

advances; 
3. Conditioning promotions, training opportunities, or preferred assignments on romantic 

or sexual cooperation; or 
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4. Suggesting that compliance with sexual requests will improve employment status. 
 

b. Hostile Work Environment Sexual Harassment: Occurs when unwelcome sexual conduct 
becomes severe or pervasive enough to create an intimidating, hostile, humiliating, or 
offensive workplace. 
Examples include: 

 
1. Repeated sexual comments, jokes, innuendo, or stories; 
2. Unwanted flirting or repeated requests for dates after rejections; 
3. Sexually suggestive gestures, sounds, facial expressions, or staring; 
4. Comments about a person’s body, clothing, attractiveness or sexual activity; 
5. Sharing sexually explicit images, videos, messages, memes, or materials; 
6. Displaying pornography or sexually explicit materials in the workplace or on Town 

equipment;  
7. Sending sexually suggestive emails, texts, or social media messages; 
8. Unwelcome touching, hugging, rubbing, cornering, blocking movement, or brushing 

against another person; 
9. Sexual assault, coercion, indecent exposure, or attempted assault; 
10. Rumors or gossip regarding an employee’s sexual activity or relationships; or 
11. Harassment based on pregnancy, sexual orientation, gender identity, or gender 

expression. 
 

Sexual harassment may occur regardless of the gender, sexual orientation, or gender identity of 
the individuals involved.  A harasser may be a supervisor, coworker, subordinate, elected official, 
contractor, vendor, resident, or third party.  

 
3. “Discriminatory Harassment” is harassment based on a protected characteristic other than sex 
and includes conduct that demeans, stereotypes, humiliates, or marginalizes an individual because of 
that characteristic. 
 

Examples may include: 
a. Racial slurs or racially offensive remarks; 
b. Mocking accents, language patters, or cultural traditions; 
c. Anti-religious comments or ridicule of religious dress or practices; 
d. Disability-related insults or imitation of a person’s physical or mental condition; 
e. Age-related insults or stereotypes; 
f. Derogatory comments regarding gender identity or sexual orientation; or 
g. Offensive graffiti, symbols, or images targeting protected groups.  

 
4. “Bullying” or “abusive conduct” means repeated unreasonable conduct directed toward an 
employee that a reasonable person would find intimidating, threatening, humiliating, or sabotaging to 
workplace performance, even if the conduct does not rise to the level of unlawful harassment. 
 

Examples include: 
a. Repeated verbal abuse or yelling; 
b. Deliberate humiliation or public ridicule; 
c. Persistent intimidation or threats; 
d. Sabotaging another employee’s work performance; 
e. Deliberately withholding necessary work information; or  
f. Repeated exclusion from meetings or workplace activities for improper reasons. 
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Ordinary workplace disagreements, constructive criticism, performance management, disciplinary 
actions, scheduling decisions, and supervisory direction, when conducted appropriately and in 
good faith, do not constitute bullying or harassment.  

 
5. “Retaliation” means any adverse action taken against an individual because the individual: 
 

a. Reported discrimination, harassment, or other misconduct; 
b. Participated in an investigation; 
c. Opposed conduct reasonably believed to violate this policy; or 
d. Requested an accommodation or exercised a legal right. 

 
Examples of retaliation include: 
 

a. Termination or demotion; 
b. Unwarranted discipline; 
c. Reduction in hours or undesirable reassignment; 
d. Threats or intimidation; 
e. Social or professional ostracism; 
f. Negative performance evaluations without legitimate basis; or 
g. Increased scrutiny or hostility because of protected activity. 

 
Retaliation is strictly prohibited, even if the underlying complaint is not substantiated, provided the 
complaint was made in good faith.  
 

D. STANDARDS OF CONDUCT AND NON-HARASSMENT POLICY. 
 

1. General Prohibition. 
The Town prohibits discrimination, harassment, retaliation, bullying, and other inappropriate 
workplace conduct by or against any employee, supervisor, elected official, contractor, vendor, 
resident, or other third party. 

 
No individual shall engage in conduct that: 

a. Harasses, intimidates, humiliates, or demeans another person; 
b. Unreasonably interferes with another employee’s work performance; 
c. Disrupts workplace operations; or 
d. Creates an intimidating, hostile, abusive, or offensive work environment. 

 
Employees are prohibited from ridiculing, mocking, belittling, threatening, or intentionally 
humiliating another individual based on a protected characteristic or through other abusive 
workplace conduct. 

 
2. Employee Responsibility. 

All employees share responsibility for maintaining a workplace that is professional, respectful, 
and free from discrimination, harassment, retaliation, and bullying. 
 
Employees are expected to: 

 
a. Refrain from engaging in prohibited conduct; 
b. Report conduct that may violate this policy; 
c. Cooperate honestly in investigations; and 
d. Treat coworkers, supervisors, subordinates, and members of the public with professionalism 

and respect. 



42 | P a g e  
 

3. Off-Duty and Off-Site Conduct. 
This policy applies to conduct occurring: 

 
a. On Town property; 
b. At off-site work locations or Town-sponsored events; 
c. During work-related travel; 
d. Through electronic communications or social media connected to the workplace; and 
e. Outside working hours when the conduct affects the workplace or employment relationship. 

 
Employees are prohibited from engaging in harassment or retaliation regardless of whether the 
conduct occurs on Town premises or during working hours. 

 
4. Prohibited Discriminatory Harassment. 

Employees shall not engage in offensive, derogatory, discriminatory, or hostile comments, 
gestures, actions, communications, or conduct directed toward another individual because of a 
protected characteristic. 
 
Prohibited conduct includes direct or indirect conduct, including conduct communicated through: 

a. Verbal statements; 
b. Written communications; 
c. Emails, text messages, or social media; 
d. Images, symbols, or displays; or 
e. Physical actions or gestures. 

Such conduct is prohibited under this policy and may violate applicable federal, state, or 
local law. 

 
5. Sexual Harassment Prohibited. 

No employee shall be subjected to sexual harassment by another employee, supervisor, elected 
official, contractor, vendor, resident, or other third party. 
Employment actions, including hiring, assignment, evaluation, discipline, compensation, 
scheduling, promotion, or termination, shall not be based upon submission to or rejection of 
sexual conduct. 
Retaliation against any individual for reporting sexual harassment, participating in an 
investigation, or opposing prohibited conduct is strictly prohibited. 
 

6. Consensual Workplace Relationships. 
The Town recognizes that consensual personal or romantic relationships may be pre-established 
prior to employment or develop between employees. However, relationships that create an actual 
or perceived conflict of interest, favoritism, coercion, or misuse of authority are prohibited. 
 
Employees are prohibited from engaging in a romantic or sexual relationship when one 
employee: 
 

a. Directly or indirectly supervises the other employee; 
b. Influences the other employee’s pay, scheduling, assignments, discipline, promotion, 

evaluation, or employment status; or 
c. Exercises managerial or supervisory authority over the other employee. 

 
Employees involved in a consensual relationship that may create a conflict of interest must 
promptly disclose the relationship to the Town Manager or Human Resources, if applicable, so 
appropriate administrative action may be considered. 

 



43 | P a g e  
 

E. RESPONSIBILITIES OF EMPLOYEES. 
 

1. Reporting Responsibilities. 
Any employee who believes they have experienced or witnessed harassment, discrimination, 
retaliation, bullying, or other inappropriate conduct should report the conduct promptly. 
An employee who believes they have been subjected to prohibited conduct is encouraged, but 
not required, to: 
 

a. Communicate Objection to the Conduct. Inform the individual engaging in the conduct that 
the behavior is unwelcome and must stop, when the employee feels safe and comfortable doing 
so. 

 
b. Document the Conduct. Maintain a written record of relevant information, including: 
 

1. Dates and times of incidents; 
2. Locations; 
3. Names of witnesses; 
4. Description of the conduct; and 
5. Copies of related communications or materials. 
 

c. Report the Conduct. Report the incident to any of the following: 
 

1. A supervisor; 
2. Department Head; 
3. Human Resources, if applicable; 
4. The Town Manager or designee; or 
5. The Town Attorney. 

 
An employee is not required to report concerns to a supervisor who may be involved in the 
alleged conduct. 

 
2. Duty to Report and Good Faith Requirement. Employees are encouraged to report all 

suspected violations of this policy regardless of the perceived severity of the conduct. 
Reports and complaints must be made in good faith. Knowingly false accusations, intentionally 
misleading statements, or bad-faith complaints may result in disciplinary action. However, a 
complaint made in good faith will not result in discipline merely because an investigation does not 
substantiate the allegation. 
 
Employees are expected to respect the integrity and confidentiality of the investigative process 
and should avoid unnecessary disclosure of allegations except as needed to report concerns, 
participate in the investigation, obtain advice, or comply with legal obligations. 
 

F. RESPONSIBILITIES OF SUPERVISORS AND DEPARTMENT HEADS. 
Supervisors and Department Heads are responsible for maintaining a workplace free from 
prohibited conduct and must act promptly and appropriately upon becoming aware of possible 
violations of this policy. 
 
Supervisors and Department Heads shall: 
 

1. Take all complaints and observed conduct seriously; 
2. Promptly report allegations or observed misconduct to the Town Manager, Human Resources, or 

other designated official; 
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3. Act immediately to address or stop conduct that may violate this policy; 
4. Cooperate fully in investigations; 
5. Maintain confidentiality to the extent reasonably possible; 
6. Take reasonable measures to prevent retaliation; and 
7. Implement corrective action when directed. 

A supervisor or manager who fails to report known or suspected harassment, discrimination, or 
retaliation may be subject to disciplinary action. 
 

G. RESPONSIBILITIES OF TOWN MANAGER OR DESIGNEE. 
The Town Manager or designated official shall: 
 

1. Ensure that complaints are addressed promptly, fairly, and impartially; 
2. Explain applicable policies and procedures to the complainant and respondent; 
3. Assess whether interim protective measures are necessary;  
4. Determine whether informal resolution is appropriate under the circumstances; 
5. Refer individuals to available support resources, including the Employee Assistance Program, 

if applicable; 
6. Notify law enforcement when allegations may involve criminal conduct; 
7. Arrange for a prompt and impartial investigation; 
8. Ensure appropriate documentation of investigative findings and recommendations; and 
9. Ensure appropriate corrective or disciplinary action is considered upon completion of the 

investigation. 
 

H. COMPLAINT AND RESOLUTION PROCEDURES. 
 

1. Reporting. Employees are encouraged to report prohibited conduct as soon as possible to 
allow the Town to respond promptly and effectively. 
Reports may be made orally or in writing.  

 
2. Informal Resolution. In some circumstances, concerns may be resolved informally through 

communication, coaching, mediation, or corrective intervention. 
Employees are not required to confront the alleged offender before making a complaint. 
Informal resolution is not appropriate in all situations, particularly where allegations involve 
severe misconduct, threats, coercion, retaliation, or potential criminal conduct. 

 
3. Formal Complaint Process. To initiate a formal investigation, an employee may file a 

complaint with: 
• The Town Manager or designee; 
• A supervisor or Department Head; 
• Human Resources, if applicable; or 
• The Town Attorney. 

The Town may initiate an investigation without a formal written complaint if it becomes aware 
of possible policy violations. 

 
4. Timing of Complaint. Complaints should be made as soon as reasonably possible after the 

alleged conduct occurs. Delayed reporting will not automatically prevent investigation. 
The Town will provide reasonable assistance to individuals making complaints, including 
assistance in preparing written statements when appropriate. 

 
5. Information Requested. To assist in a prompt and thorough investigation, complainants 

should provide, when available: 
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a. Identification of Respondent: The name, department, position, or identifying information of 
the individual(s) alleged to have engaged in the conduct. 

b. Description of Conduct: A description of the conduct, including dates, times, locations, 
frequency, and witnesses.  

c. Impact on Employment: Information regarding how the conduct affected the complainant’s 
work environment, job performance, employment opportunities, or other terms and 
conditions of employment. 

d. Other Potential Witnesses or Affected Individuals: The names of individuals who may have 
witnessed the conduct or experienced similar conduct. 

e. Prior Efforts to Address the Conduct: Any actions taken to stop, report, or address the 
conduct. 

f. Supporting Materials: Any documents, messages, photographs, recordings, or other 
materials relevant to the complaint. 

 
I. INVESTIGATION PROCEDURES. 
 

1. Timing and Standard of Investigation. The Town shall promptly conduct or initiate an 
impartial investigation upon receiving a complaint or otherwise being made aware of potential 
violations of this policy. 
 
The Town will make reasonable efforts to: 

a. Begin the investigation promptly; 
b. Complete the investigation within a reasonable timeframe; and 
c. Keep the parties informed regarding the status of the investigation, as appropriate. 

 
Except in unusual circumstances, the Town should attempt to begin an investigation within ten 
(10) working days of receiving a complaint. 
Investigation timelines may vary depending on the complexity of the allegations, witness 
availability, and other operational or legal considerations. 

 
2. Investigator Authority and Process.  

 
Investigations may be conducted by: 

a. The Town Attorney; 
b. The Town Manager or designee; 
c. Human Resources personnel; or 
d. An external investigator retained by the Town. 

 
The Town may use an outside investigator where necessary to ensure impartiality, avoid 
conflicts of interest, or address complex allegations. 
 
The investigator may: 

a. Interview the complainant, respondent, and witnesses; 
b. Review documents, communications, electronic records, and other evidence; and 
c. Prepare written findings and recommendations. 

 
The Town may assign an additional representative or witness during investigative interviews 
when appropriate to preserve the integrity of the investigation. 

 
3. Notice to Respondent. The respondent shall be informed of the allegations and given an 

opportunity to respond. 
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The respondent may: 
a. Provide information and evidence; 
b. Identify witnesses; and 
c. Obtain representation or legal counsel, as permitted by law or applicable policy. 

 
The investigator shall provide the respondent with sufficient information regarding the 
allegations to allow a meaningful response. 

 
4. Confidentiality. The Town will maintain confidentiality to the extent reasonably possible 

consistent with conducting a thorough investigation, complying with legal obligations, and 
taking appropriate corrective action. 

 
5. Interim Measures. The Town may implement interim measures during the investigation 

process when necessary to protect employees or maintain workplace operations.  Such 
measures may include schedule changes, temporary reassignment, administrative leave, no-
contact directives, or other appropriate actions.  

 
J. INVESTIGATIVE REPORT AND FINDINGS. 
 

1. Written Report. Upon the completion of the investigation, the investigator shall prepare a 
written report summarizing the investigation, findings, and recommendations. The report 
should be completed as promptly as reasonably practicable following completion of the 
investigation. 

 
2. Contents of Report. 

 
The investigative report may include: 

a. Summary of Complaint: A summary of the allegations raised by the Complainant. 
b. Summary of Response: A summary of the respondent’s response to the allegations. 
c. Summary of Evidence: A summary of witness statements, documents, electronic 

communications, and other evidence considered during the investigation. 
d. Findings: A determination regarding whether this policy or applicable law was violated, 

including the basis for the findings.  
e. Severity Assessment: An assessment regarding the seriousness, frequency, or impact of 

any substantiated conduct.  
f. Prior Relevant Conduct: When legally permissible and relevant, consideration of prior 

substantiated violations or disciplinary history.  
g. Recommendations: Recommendations regarding corrective action, disciplinary 

measures, training, monitoring, or other remedial action.  
h. Remedial Measures: Recommendations concerning restoration of employment 

opportunities, workplace protections, or other corrective measures, when appropriate. 
i. Supporting Documentation: Relevant statements, records, and evidentiary materials 

maintained in accordance with applicable records retention requirements.  
 

3. Review and Determination. The Town Manager or designated decision-maker shall review 
the investigative findings and determine appropriate action. 
 
After review, the Town may: 
• Sustain the complaint and impose corrective or disciplinary action; 
• Request additional investigation or clarification; or 
• Determine that insufficient evidence exists to substantiate a policy violation. 
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A complaint determined to be unsubstantiated shall not, by itself, result in discipline against the 
complainant. 
However, knowingly false statements, intentionally fabricated allegations, or bad-faith 
complaints may result in disciplinary action. 

 
4. Notification of Outcome. The Town shall provide appropriate notice to the complainant and 

respondent regarding the outcome of the investigation consistent with applicable privacy laws 
and personnel confidentiality requirements. 

 
5. Appeals. Either party may utilize any appeal procedures available under applicable Town 

personnel policies, collective bargaining agreements, or governing law. 
 

K. MONITORING AND COMPLIANCE. 
Supervisors and Department Heads shall monitor compliance with corrective actions, workplace 
expectations, and remedial measures arising from investigations under this policy. 
 

The Town shall take reasonable steps to: 
1. Prevent recurrence of prohibited conduct; 
2. Prevent retaliation; 
3. Address ongoing workplace concerns; and 
4. Ensure compliance with disciplinary or corrective directives. 

 
L. DISCIPLINE AND CORRECTIVE ACTION. 

Employees who violate this policy are subject to disciplinary action up to and including 
termination of employment. 
 

Corrective or disciplinary action may include: 
1. Verbal counseling; 
2. Written reprimand; 
3. Mandatory training; 
4. Reassignment; 
5. Suspension; 
6. Demotion; 
7. Loss of supervisory responsibilities; or 
8. Termination of employment. 

 
The level of discipline imposed shall depend on the nature and severity of the conduct, prior 
violations, risk to employees or the workplace, and other relevant circumstances. 
 

M. CONFIDENTIALITY AND RECORDS. 
 

1. Confidential Handling of Complaints. The Town shall make reasonable efforts to maintain 
confidentiality regarding complaints, investigations, and related records. 

Information shall be shared only with individuals who have a legitimate business, operational, or 
legal need to know. 
 

2. Limits of Confidentiality. Complete confidentiality cannot be guaranteed because disclosure 
may be necessary to: 
• Conduct a thorough investigation; 
• Comply with legal obligations; 
• Implement corrective action; or 
• Protect employee safety. 
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The identity of the complainant may be disclosed to the respondent and witnesses when 
necessary for investigative fairness or due process. 
 

3. Personnel Records. Investigation records and disciplinary findings shall be maintained in 
accordance with applicable law, records retention requirements, and Town Policy. 
Substantiated findings resulting in discipline may be placed in the respondent’s personnel file 
consistent with Town Policy and applicable law.  

 
4. Protection Against Retaliation. The Town shall take reasonable measures to protect 

complainants, witnesses, and participants from retaliation. 
 

5. Secure Maintenance of Records. Investigation materials and related records shall be 
maintained in secure files by the Town Manager, Human Resources, legal counsel or other 
designated custodian. 

 
6. Communication of Procedures. The Town shall provide employees with information 

regarding complaint procedures, investigation processes, and employee rights and 
responsibilities under this policy.  

 
N. OTHER RIGHTS AND REMEDIES. 
The procedures established under this policy are intended to supplement, and not replace, any rights or 
remedies available under federal law, state law, local ordinance, collective bargaining agreements, or 
other Town policies. 
Employees retain the right to file complaints with external governmental agencies or pursue other legal 
remedies as permitted by law. 
The Town prohibits retaliation against any individual who exercises such rights in good faith. 

SECTION 24: DRUG-FREE WORKPLACE AND SUBSTANCE ABUSE 
POLICY 

A. PURPOSE. 
The Town is committed to maintaining a safe, healthy, productive, and drug-free workplace. Employees 
are expected to report to work fit for duty and able to perform their job responsibilities safely and 
effectively. 
 
This policy is intended to: 

1. Promote workplace safety and public trust; 
2. Reduce the risk of accidents, injuries, absenteeism, and impaired job performance; 
3. Comply with the federal Drug-Free Workplace Act of 1988; 
4. Comply with applicable federal and Arizona law; and 
5. Establish standards regarding the use of drugs, alcohol, cannabis, controlled substances, and 

impairing medications. 
Nothing in this policy is intended to interfere with rights protected under federal or state law. 
 
B. SCOPE. 
This policy applies to all employees of the Town, including full-time, part-time, temporary, seasonal, 
emergency, probationary, and volunteer personnel. 
Additional testing or regulatory requirements applicable to commercial drivers, law enforcement 
personnel, safety-sensitive positions, federally regulated employees, or employees operating Town 
vehicles or equipment shall continue to apply. 
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C. DEFINITIONS. 
 

1. Controlled Substance: Controlled substance means any drug or substance regulated under 
federal or Arizona law. 

 
2. Prohibited Drug means: 

a. Any illegal controlled substance; 
b. Any controlled substance use unlawfully or without a valid prescription; 
c. Any medication used in a manner inconsistent with a lawful prescription or manufacturer 

instructions; 
d. Synthetic or designer drugs prohibited by law; or 
e. Any substance that impairs an employee’s ability to safely and effectively perform job duties.  

 
For purposes of this policy, cannabis or marijuana remains prohibited in the workplace and 
during working time to the extent permitted by law, including where impairment, possession or 
use violates Town policy, federal law, safety regulations, or job requirements.  

 
3. Under the Influence/Impairment 

“Under the influence” or “impaired” means that an employee’s ability to safely, effectively, or 
professionally perform job duties is adversely affected by alcohol, cannabis, controlled 
substances, medication, or other intoxicating substances. 

 
Indicators of impairment may include, but are not limited to: 

a. Slurred speech; 
b. Impaired coordination; 
c. Unsafe operation of equipment or vehicles; 
d. Unusual behavior; 
e. Delayed reactions; 
f. Odor of alcohol or marijuana; 
g. Confusion or disorientation; or 
h. Other observable signs of impairment. 

 
D. DRUG-FREE WORKPLACE POLICY. 
 

1. General Policy. The Town shall maintain a drug-free workplace in compliance with the federal 
Drug-Free Workplace Act of 1988 and other applicable laws and regulations. 
The unlawful manufacture, distribution, dispensation, possession, sale, transfer, or use of 
controlled substances in the workplace is prohibited. 
Employees are prohibited from reporting to work or remaining on duty while impaired by 
alcohol, cannabis, illegal drugs, misused prescription medication, or other intoxicating 
substances. 

 
2. Condition of Employment. Compliance with this policy is a condition of employment.  

Violations may result in disciplinary action up to and including termination of employment. 
 

3. Prohibited Conduct. 
Employees are prohibited from: 
 

a. Use or Possession: Using, possessing, manufacturing, distributing, dispensing, selling, 
purchasing, transferring, or being under the influence of prohibited drugs or alcohol: 
 

1. In the workplace; 
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2. On Town property; 
3. While operating Town vehicles or equipment; 
4. While conducting Town business; or 
5. During working time. 
 

b. Off-Duty Impairment Affecting Work: Using alcohol, cannabis, or other substances during 
non-working time in a manner that results in on-duty impairment, unsafe performance, reduced 
effectiveness, or risk to employees or the public. 

 
c. Unauthorized Storage: Storing prohibited drugs, drug paraphernalia, or alcohol on Town 
property or in Town vehicles except as specifically authorized.  

 
d. Impairment at Work: Reporting to work or remaining at work while impaired. 

 
e. Tampering with Testing: Falsifying, altering, adulterating, substituting, or attempting to 
interfere with any drug or alcohol test or testing process. 

 
f. Refusal to Test: Refusing to submit to testing authorized by this policy or applicable law. 

 
g. Failure to Cooperate with Treatment Requirements: Failing to comply with required 
evaluations, treatment, counseling, return-to-duty conditions, or follow-up testing when such 
requirements are imposed as a condition of continued employment 
 
h. Criminal Drug Convictions: Failing to notify the Town within five (5) calendar days of a 
criminal drug conviction occurring in the workplace or otherwise affecting the employee’s ability 
to perform job duties safely or lawfully.  

 
i. Violation of Testing Procedures: Failing to comply with lawful testing procedures or related 
Town regulations.  

 
E. MARIJUANA AND CANNABIS. 
 

1. Compliance with Arizona Law. Arizona law permits certain lawful medical and recreational 
marijuana use. However, marijuana remains illegal under federal law. 
 
The Town prohibits and will discipline employees for: 
a. Possession or use of marijuana in the workplace; 
b. Working while impaired by marijuana; 
c. Possession of marijuana on Town property where prohibited; 
d. Violations of federal regulations or grant requirements; 
e. Violations involving safety-sensitive positions; or 
f. Conduct that creates a safety risk or interferes with job performance. 
 

2. Medical Marijuana. The Town will comply with applicable protections under the Arizona 
Medical Marijuana Act. 
Employees authorized to use medical marijuana are not permitted to: 
a. Possess or use marijuana while working; 
b. Be impaired during working time; or 
c. Perform safety-sensitive duties while impaired. 

A positive marijuana test alone will not automatically result in disciplinary action where 
prohibited by Arizona law. However, employees may be disciplined for workplace use, 
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possession, impairment, safety violations, or other conduct inconsistent with this policy or 
applicable law. 

 
3. Safety Sensitive Positions. Employees in safety-sensitive positions may be subject to 

additional restrictions and testing requirements permitted by Arizona law, federal law, or 
applicable regulations. 

 
F. DRUG AND ALCOHOL TESTING. 
 

1. Pre-Employment Testing.  Applicants for designated positions, including safety-sensitive 
positions or positions involving operation of Town vehicles or equipment, may be required to 
undergo pre-employment drug and alcohol testing consistent with applicable law. Applicants 
shall be informed in advance of testing requirements. Testing shall be conducted by qualified 
medical providers or laboratories designated by the Town. 

 
2. Reasonable Suspicion Testing. The Town may require an employee to undergo drug or 

alcohol testing when there is reasonable suspicion that the employee is impaired or has 
violated this policy. 
 
Reasonable suspicion may be based on: 

a. Observable signs of impairment; 
b. Unsafe conduct; 
c. Workplace accidents; 
d. Credible witness reports; 
e. Possession of prohibited substances; or 
f. Other specific and articulable facts. 

 
3. Post-Accident Testing. Employees involved in workplace accidents, vehicle collisions, 

injuries, or safety incidents while conducting Town business may be required to undergo 
testing when permitted by law. 

 
4. Follow-up or Return-to-Duty Testing. The Town may require follow-up, return-to-duty, or 

unannounced testing where permitted by law and consistent with disciplinary agreements, 
treatment plans, or regulatory requirements. 

 
5. Disclosure of Medications. Employees may be required to disclose the use of prescription or 

over-the-counter medications that could impair their ability to safely perform essential job 
functions. Medical information shall be handled confidentially consistent with applicable law. 

 
6. Consent and Release. Employees and applicants subject to testing may be required to 

provide written consent for testing and release of results to authorized Town representatives. 
Refusal to provide required consent may result in withdrawal of a conditional offer of 
employment or disciplinary action. 

 
7. Opportunity to Explain Results. Applicants and employees shall be provided an opportunity 

to provide lawful explanations or medical documentation regarding positive test results before 
final employment action is taken, consistent with applicable law. 

 
8. Regulatory Compliance. The Town may establish additional testing procedures necessary to 

comply with federal or state law, including Department of Transportation requirements. 
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G. AUTHORIZED USE OF PRESCRIPTION MEDICATION. 
Employees using prescription medication or other lawful substances that may impair judgment, 
coordination, alertness, or job performance must notify their supervisor or designated management 
representative when the impairment may affect workplace safety or job duties. 
The Town may require a fitness-for-duty evaluation or temporary modification of job duties where 
necessary to maintain workplace safety. 
Medical information shall be maintained confidentially. 
 
H. CONSEQUENCES OF POLICY VIOLATIONS. 
Violations of this policy may result in disciplinary action up to and including termination of employment. 

The level of discipline shall depend upon: 
 

1. The nature and severity of the violation; 
2. Safety risks involved; 
3. Prior disciplinary history; 
4. Applicable legal requirements; and 
5. Other relevant circumstances. 

Nothing in this policy requires progressive discipline where immediate termination is otherwise 
warranted. 

 
I. CONFIDENTIALITY. 
Information relating to drug or alcohol testing, medical disclosures, investigations, and treatment shall be 
treated as confidential to the extent required by law. 
 

1. Restricted Access: Testing records and related medical information shall be shared only with 
authorized individuals who have a legitimate business or legal need to know. 

2. Private Administration: Investigations, searches, and testing shall be conducted privately and 
respectfully as reasonably practicable. 

3. Records Maintenance: Drug and alcohol testing records shall be maintained separately from 
personnel files in confidential medical or investigatory records consistent with applicable law. 

4. Confidentiality Expectations: Supervisors and managers shall not improperly disclose 
confidential information concerning testing, investigations, or medical matters. 

 
J. EMPLOYEE ASSISTANCE AND REHABILITATION. 
Employees may voluntarily seek assistance for substance abuse concerns through available treatment 
resources or employee assistance programs, if available. The Town reserves the right to require 
evaluation, treatment, counseling, or monitoring as a condition of continued employment where permitted 
by law. Voluntary requests for assistance made before policy violations or testing events may be 
considered in determining appropriate corrective action. 
 
K. OTHER RIGHTS AND LEGAL COMPLIANCE. 
This policy shall be interpreted and applied consistent with: 
 

1. The federal Drug-Free Workplace Act; 
2. The Arizona Medical Marijuana Act; 
3. Applicable Arizona employment laws; 
4. Americans with Disabilities Act requirements; 
5. Department of Transportation regulations; and 
6. Other applicable federal, state, or local laws. 

 
Nothing in this policy creates a contract of employment or limits the Town’s authority to take lawful 
disciplinary or corrective action. 
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SECTION 25: WORKPLACE VIOLENCE PREVENTION 
The Town of Jerome is committed to providing a safe, secure and respectful workplace for employees, 
elected officials, volunteers, contractors, and members of the public.  Violence, threats of violence, 
intimidation, and other disruptive behavior have no place in Town government and will not be tolerated.  
The purpose of this policy is to establish expectations for preventing workplace violence, encourage the 
prompt reporting of concerns, and provide procedures for responding to incidents in a manner that 
protects employees, the public and Town property. 
 
A. SCOPE. This policy applies to all Town employees, elected officials, volunteers, interns, 
temporary employees, seasonal employees, contract personnel while performing services for the Town, 
and any individual conducting business on Town property or while engaged in Town business. 
This policy applies to conduct occurring on Town property, while operating Town vehicles or equipment, 
while conducting Town business at other locations, while attending Town-sponsored events or while 
acting within the course and scope of employment.  
 
B. PROHIBITED CONDUCT. The Town prohibits any act or threatened act of workplace violence, 
whether committed by an employee or by any other person while conducting business with the Town. 
Prohibited conduct includes, but is not limited to: 
 

1. Physical assault or attempted assault; 
2. Fighting or aggressive physical contact;  
3. Threats of physical harm, whether verbal, written, electronic, implied or communicated through 

gestures; 
4. Intimidation, coercion, stalking, or conduct intended to place another person in reasonable fear 

of bodily harm; 
5. Deliberate destruction of Town property or personal property in a manner intended to 

intimidate or threaten another person;  
6. Possession, display, or use of a weapon in violation of applicable law or Town policy; 
7. Any conduct that creates a reasonable concern for the safety of employees, elected officials, 

contractors, volunteers, or members of the public.  
 

C. EMPLOYEE RESPONSIBILITIES. 
Employees are expected to: 
 

1. Conduct themselves in a professional and respectful manner. 
2. Avoid behavior that could reasonably be interpreted as threatening, intimidating, or violent. 
3. Immediately report acts or threats of violence, suspicious behavior, or safety concerns.  
4. Cooperate fully in any investigation conducted by the Town. 
5. Follow all safety instructions issued during an emergency or security incident.  
6. De-escalation.  Employees whose duties involve interaction with members of the public are 

encouraged to use de-escalation techniques when responding to hostile, disruptive, or 
confrontational behavior.  Employees should avoid escalating situations, disengage when it is 
safe and practical to do so, maintain awareness of their surroundings, and promptly request 
assistance from a supervisor or law enforcement rather than attempting to resolve potentially 
violent confrontations alone.  Employees are not expected to place themselves at 
unreasonable risk in an effort to resolve a threatening situation.  
 

Employees should not attempt to physically intervene in a violent situation unless doing so is necessary 
to protect themselves or another person from imminent harm and is consistent with their official duties.  
 
D. REPORTING WORKPLACE VIOLENCE. Employees shall immediately report any act, threat or 
reasonable suspicion of workplace violence to their supervisor, Department Head, or the Town Manager. 
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If the supervisor is involved in the incident or unavailable, the employee shall report the matter directly to 
the Town Manager or, if appropriate, another member of management. If there is an immediate threat to 
life or safety, employees shall first contact emergency services by calling 9-1-1 or notify the Jerome 
Police Department before making internal notifications when circumstances permit.  
Employees are encouraged to report concerns in good faith, even if it is later determined that no violation 
occurred.  
 
E. DOMESTIC VIOLENCE IN THE WORKPLACE.  The Town recognizes that domestic violence 
may affect workplace safety. Employees who are subject to domestic violence, harassment, stalking, 
protective orders, or similar circumstances that could affect the safety of the workplace are encouraged 
to notify their supervisor or the Town Manager so that reasonable workplace safety measures may be 
considered and where applicable implemented. Information concerning domestic violence shall be 
handled as confidentially as practicable, consistent with the Town’s legal obligations and the need to 
protect workplace safety. 
 
F. INVESTIGATION AND INTERIM MEASURES.  Reports of workplace violence shall be promptly 
reviewed and investigated by the Town. During an investigation, the Town may implement temporary 
measures reasonably necessary to protect employees, members of the public, Town operations, or Town 
property, including administrative leave, temporary reassignment, modified work assignments, restricted 
access to Town facilities, or other appropriate actions.  
 
G. EMERGENCY OPERATIONS.  During a workplace violence incident or other security emergency, 
employees shall immediately follow the directions of law enforcement, emergency responders, 
supervisors, or other authorized Town officials.  
 
Depending on the circumstances, employees may be directed to: 

1. Shelter in place; 
2. Lock down or secure a facility or work area; 
3. Evacuate a building or worksite; 
4. Relocate to a designated safe location; or 
5. Follow other protective measures as directed.  

 
Employees are expected to familiarize themselves with emergency procedures applicable to their work 
location and to participate in workplace safety or emergency preparedness training as required.  
 
H. TRAINING.  The Town may provide workplace violence prevention training to employees as 
appropriate for their assigned duties.  Training may include recognizing warning signs of potentially 
violent behavior, methods for reporting safety concerns, de-escalation techniques, emergency response 
procedures, and other workplace safety practices.  Supervisors may receive additional training regarding 
their responsibilities for responding to and reporting workplace violence incidents.  
 
I. WEAPONS.  Except as authorized by law, collective bargaining agreement, or departmental 
policy, employees shall not possess, carry, brandish, or use firearms or other dangerous weapons while 
engaged in Town business or on Town property in violation of applicable law or Town policy.  
Nothing in this policy is intended to restrict the lawful possession or use of firearms by sworn law 
enforcement officers acting within the scope of their official duties or by an individual whose possession 
of a firearm is otherwise authorized by Arizona law and applicable Town policy.  
 
J. NO RETALIATION.  The Town prohibits retaliation against any employee who, in good faith; 
 

1. Reports a concern under this policy; 
2. Requests assistance regarding a workplace safety concern; 



55 | P a g e  
 

3. Participates in an investigation; or  
4. Cooperates in the resolution of a reported incident. 

 
An employee who knowingly makes a false report or intentionally provides false information during an 
investigation may be subject to disciplinary actions. 
 
K. CORRECTIVE ACTION.  Violation of this policy may result in disciplinary action, up to an 
including termination of employment, exclusion from Town property, referral to law enforcement, or any 
other action authorized by law. 
 
L. RELATIONSHIP TO OTHER POLICIES.  This policy shall be administered in conjunction with the 
Town’s policies regarding workplace harassment, ethics, employee conduct, emergency procedures, 
safety, drug and alcohol use, and applicable departmental policies.  
Nothing in this policy alters the at-will employment relationship established elsewhere in this personnel 
policy.  

 
SECTION 26: CONFIDENTIALITY AND PROTECTION OF TOWN 
INFORMATION 
 
A. PURPOSE. Employees of the Town of Jerome routinely have access to information that may be 
confidential, privileged, protected by law, or otherwise sensitive in nature.  The Town is committed to 
conducting its business in an open and transparent manner consistent with the Arizona Public Records 
Law, Arizona Open Meeting Law, and all other applicable federal, state and local laws. At the same time, 
the Town has a legal obligation to safeguard confidential information entrusted to it. The purpose of this 
policy is to establish employee responsibilities for the proper use, protection, disclosure, and handling of 
Town information while ensuring compliance with all applicable legal requirements. 
 
B. SCOPE. This policy applies to all Town employees, regardless of full-time, part-time, temporary, 
seasonal, probationary, volunteer, intern, or contract personnel status when applicable, and includes all 
Council-appointed employees.  
 
C. COMPLIANCE WITH ARIZONA LAW. Nothing in this policy shall be interpreted to: 
 

1. Restrict access to public records as required by Arizona Public Records Law; 
2. Limit compliance with Arizona Open Meeting Law; 
3. Prevent an employee from reporting violations of law, fraud, waste, abuse, or misconduct to an 

appropriate governmental authority; 
4. Prohibit cooperation with law enforcement agencies, regulatory agencies, or other 

governmental entities acting within their lawful authority;  
5. Restrict disclosures required by subpoena, court order, statute, or other legal process; or 
6. Limit any employee rights protected under applicable federal or state laws or protections. 

 
D. PUBLIC RECORDS REQUESTS. Employees shall not independently determine whether Town 
records are subject to public disclosure. Any request for public records, inspection of records, copies of 
records, or other requests made pursuant to Arizona Public Records Law shall be immediately referred to 
the Town Clerk or other employee designated by the Town Manager as the Town’s records custodian.  
Only authorized personnel may release official Town records unless otherwise authorized by law.  
 
E. CONFIDENTIAL INFORMATION. For purposes of this policy, confidential information includes 
information that is exempt from public disclosure, legally protected, privileged, or designated as 
confidential by law or Town policy, including but not limited to: 
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1. Personnel records and employment-related information protected by law; 
2. Medical records and protected health information; 
3. Criminal justice information and law enforcement sensitive information; 
4. Executive Session discussions and materials protected under Arizona law;  
5. Attorney-client privileged communications and attorney work product; 
6. Pending litigation strategies, settlement discussions, and legal advice; 
7. Information relating to active investigations; 
8. Security plans, emergency response plans, and critical infrastructure information protected by 

law; 
9. Usernames, passwords, encryption keys, access credentials, cybersecurity information, and 

information technology security measures; 
10. Financial account numbers, payment information and other confidential financial information; 
11. Procurement information that is confidential under applicable law; and 
12. Any other information specifically protected from disclosure by federal law, Arizona law, court 

order, or Town policy. 
 

F. EMPLOYEE RESPONSIBILITIES. 
 Employees shall: 
 

1. Use confidential information only as necessary to perform their official job duties 
2. Protect confidential information from unauthorized access, disclosure, alteration, or 

destruction; 
3. Exercise reasonable care in securing paper records, electronic records, mobile devices, 

passwords and other Town property; 
4. Discuss confidential information only with individuals authorized to receive such information;  
5. Promptly report any known or suspected unauthorized disclosure, data breach, loss of 

records, or compromise of confidential information to their supervisor and the Town Manager. 
6. Return all Town records, documents, electronic devices, identification, keys, passwords, and 

other Town property upon separation from employment or upon request; and 
7. Comply with all applicable records retention and records destruction requirements established 

by Arizona Law and Town policy.  
 

G. ELECTRONIC INFORMATION AND TECHNOLOGY. Employees shall safeguard confidential 
electronic information by complying with all Town technology, cybersecurity, and records management 
policies. Confidential Town information shall not be stored, transmitted, copied, or shared through 
personal email accounts, unauthorized cloud storage services, personal devices, or other unauthorized 
systems except as specifically authorized by the Town Manager or designee. Employees shall protect 
passwords, authentication credentials, and access devices and shall not share such credentials except 
as authorized for official Town purposes.  
 
H. EXECUTIVE SESSION CONFIDENTIALITY. Employees who attend, participate in, or otherwise 
receive information from Executive Sessions conducted pursuant to the Arizona Open Meeting Law shall 
maintain the confidentiality of Executive Session discussions, documents, legal advice, and deliberations 
except as authorized by law. Unauthorized disclosure of Executive Session information may result in 
disciplinary action and may subject the employee to penalties provided under applicable law. 
 
I. CONTINUING DUTY. The obligation to protect confidential information continues during and after 
employment with the Town. Former employees shall not disclose or use confidential information obtained 
during their employment except as authorized by law. 
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J. QUESTIONS REGARDING CONFIDENTIALITY. Employees who are uncertain whether 
information is confidential or may be released shall consult their Department Head, the Town Clerk, the 
Town Manager, or the Town Attorney, as appropriate, before disclosing the information. Employees shall 
not make independent legal determinations regarding the release of Town information.  
 
K. VIOLATIONS. Violation of this policy may result in disciplinary action, up to and including 
termination of employment. Employees may also be subject to civil liability, criminal penalties, 
administrative sanctions, or other remedies provided by applicable federal or Arizona law. 
 
L. NO PRIVATE RIGHT OF ACTION. This policy is adopted solely for the internal administration of 
Town operations and personnel.  Nothing contained in this policy creates a contract of employment, 
guarantees continued employment, creates any property right or entitlement, or establishes any private 
cause of action against the Town, it’s officers, employees, or agents.  

 
SECTION 27: TECHNOLOGY ACCEPTABLE USE AND 
CYBERSECURITY 
 
A. PURPOSE. The Town provides technology systems, electronic communications, networks, 
devices, software, internet access, data, and information resources to support official Town business. 
Employees are responsible for using these resources lawfully, securely, professionally, and in a manner 
that protects Town operations, public records, confidential information, cybersecurity, and public trust. 
 
B. AUTHORIZED USE. Town technology resources may be used only for official Town business and 
limited incidental personal use that does not interfere with work, consume significant resources, create 
risk, violate law, or violate Town policy. The Town may restrict or prohibit personal use at any time. 
Employees have no expectation of privacy when using Town technology resources, except as otherwise 
provided by law. 
 
C. SECURITY REQUIREMENTS. Employees shall protect usernames, passwords, authentication 
codes, access cards, devices, and other credentials. Employees shall not share passwords or access 
credentials, bypass security controls, install unauthorized software, disable security tools, connect 
unauthorized devices, use unauthorized cloud storage, or access Town systems for any purpose outside 
the employee’s assigned duties. Multi-factor authentication, encryption, security updates, and other 
safeguards required by the Town must be used when directed. 
 
D. PUBLIC RECORDS, RETENTION, AND CONFIDENTIALITY. Electronic communications, text 
messages, emails, files, photographs, recordings, databases, and other electronic records created, 
received, or maintained in connection with Town business may be public records and must be retained, 
produced, or destroyed only in accordance with Arizona law, Town records-retention schedules, litigation 
holds, public records procedures, and Town policy. Employees shall not use personal accounts, personal 
devices, or unauthorized messaging platforms to conduct Town business unless expressly authorized 
and subject to records-retention requirements. 
 
E. PROHIBITED USES. Employees shall not use Town technology resources to access, create, 
transmit, store, or display harassing, discriminatory, threatening, obscene, malicious, fraudulent, 
politically campaign-related, commercial, or otherwise inappropriate materials. Employees shall not use 
Town systems for personal business, outside employment, unauthorized fundraising, gambling, 
cryptocurrency mining, unauthorized recordings, copyright infringement, or any activity that creates 
security, legal, reputational, or operational risk to the Town. 
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F. CYBERSECURITY INCIDENT REPORTING. Employees must promptly report suspected 
phishing, malware, ransomware, lost or stolen devices, unauthorized access, accidental disclosure, 
suspicious system activity, compromised passwords, misdirected emails, data breaches, or other 
cybersecurity concerns to their supervisor, the Town Manager, and the Town’s designated technology or 
security contact. Employees shall not attempt to investigate, delete, conceal, or remediate a suspected 
incident unless directed by authorized personnel. 
 
G. MONITORING AND ACCESS. To the extent permitted by law, the Town may monitor, access, 
review, preserve, disclose, or audit use of Town technology resources, including emails, internet activity, 
files, devices, logs, systems, and communications, for legitimate business, security, legal, records-
management, disciplinary, or operational purposes. Employees must cooperate with authorized audits, 
investigations, public records searches, litigation holds, and security reviews. 
 
H. TRAINING AND COMPLIANCE. Employees may be required to complete cybersecurity, records-
management, confidentiality, privacy, acceptable-use, and phishing-awareness training. Failure to 
comply with this policy, security requirements, records obligations, or lawful instructions regarding Town 
technology may result in suspension of access, corrective action, disciplinary action up to and including 
termination, and referral to law enforcement or regulatory authorities when appropriate. 
 


