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POLICY 1 -- GENERAL PROVISIONS 
 
1.1 Purpose 
 
 This Personnel Policy Manual (“manual”) is provided for informational purposes only.  The 

manual’s purpose is to establish a system of personnel administration based on merit 
principles and objective methods governing the recruitment, examination, hiring, 
appointment, promotion, transfer, layoff, removal, discipline, and welfare of City employees, 
as well as for other facets of City employment.  The City retains the exclusive right to change, 
add to, eliminate or modify any policies in this manual at any time at its discretion with or 
without notice. 

 
1.2 Coverage and Amendment of the Manual’s Policies  
 
 (A) The manual’s policies shall cover all employees in the classified service.  In addition to 

these policies, commissioned and sworn personnel of the police and fire departments are 
regulated by State law and rules of the Civil Service Commission.  Therefore, any rules or 
statutes adopted by the State of Iowa or the federal government, or rules of the Civil Service 
Commission, or any union or other contracts which conflict with these policies shall take 
precedence.  This manual serves only as a guideline for personnel matters that ordinarily will 
be followed but is subject to change at any time.  

 
 (B) Personnel policies set by the Police Department, Fire Department, Utility Department or 

the Library Board take precedent over this manual.   
 

(C) Any official, employee, or citizen who feels that these policies impose an unnecessary 
hardship on them or that the efficiency of the City can be improved by amendment to these 
policies may consult with their Department Head or the City Administrator. 

 
 (D) The manual’s policies may be amended by a resolution adopted at any regularly 

scheduled meeting of the City Council. 
 
 (E) This manual is not to be construed as an employment contract, express or implied, or as 

a promise that the employee will be employed for any specific period of time.  Employees 
may resign their employment at any time and for any reason, and the City reserves the same 
right to terminate any individual’s employment at any time and for any reason.  Nothing in 
this manual changes the at-will nature of an employee’s employment with the City. 

 
1.3 Political Activity 
 
 (A) No person in the classified service, or seeking admission thereto, shall be appointed, 

promoted, demoted, removed, advanced, or limited on any basis or for any reason other than 
qualification, merit, fitness for the service or lack thereof.  Any such action shall be taken 
wholly without favoritism or discrimination. 

 
 (B) No person shall use his/her City position to secure favorable treatment or privileges for 

either himself/herself or any other person. 
 
 (C) No employee of the City shall engage in any political activity while on duty nor shall an 

employee solicit any monetary contribution to the campaign funds of any political 
organization while on duty. 
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 (D) No employee shall become a candidate for nomination to any elective office within the 
Oelwein City government without first obtaining a leave of absence.  An employee becomes 
a candidate for a partisan elective office by the filing of petitions or by the action of a caucus 
or convention or by payment of a filing fee.  When an employee is elected to any partisan 
position other than precinct committee positions, he/she shall at once resign from his/her 
position as a City employee. 

 
 (E) A City employee may become a candidate for public office within the Oelwein City 

government in a non-partisan election.  In cases where the employee is a candidate for the 
position of Mayor or City Council person, he/she shall at once obtain a leave of absence.  If 
an employee is elected to the position of Mayor or City Council person, he/she shall at once 
resign from his/her position as a City employee. 

 
 (F) City employees may not use City resources in order to campaign for office, including, but 

not limited to, City phones, computers, email, tablets, postage and the like.   
 
 (G) No City employee may distribute campaign stickers, posters or literature on City-owned 

property.  Streets and sidewalks not adjacent to City-owned buildings are exempt from this 
provision. 

 
 (H) Nothing in this section shall be construed to prevent the exercise of the rights of City 

employees as citizens to express their opinions on matters of public concern and to cast their 
votes. 

 
1.4 Unlawful Acts Prohibited 
 
 (A) No person shall willfully or corruptly make any false statements, certificate mark, rating, 

or report in regard to any test, certification or appointment held or made under these policies; 
or in any manner commit or attempt to commit any fraud preventing the impartial execution 
of the City’s personnel policies contained in this manual.   

 
 (B) No person seeking appointment to, or promotion in the City service shall directly or 

indirectly give, promise, render or pay any money, service or other valuable thing to any 
person for, or on account of, or in connection with their test, appointment or promotion 
whether actual or proposed. 

 
 (C) No employee or other person shall defeat, deceive or obstruct any person in their right to 

examination, eligibility, certification or appointment under these policies, or furnish to any 
person any confidential information for the purpose of affecting the rights or prospects of any 
person seeking employment with the City. 

 
1.5 Equal Employment Opportunity/Non-discrimination 
 
 (A) The City shall promote and afford equal treatment and service to all citizens.  It is the 

City’s policy to afford equal opportunity to qualified individuals on the basis of their 
qualifications, interests and aptitude, and without unlawful regard to race, religion, creed, 
color, sex, gender identity, sexual orientation, pregnancy, age, national origin, disability, 
genetic information, or any other characteristic protected by local, state or federal law.  This 
policy applies to all terms, conditions and privileges of employment, including, but not limited  
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 to, recruiting, hiring, training, testing, transfers, promotions, benefits and termination or 
demotion. The City shall operate within the principles of equal employment opportunity and 
affirmative action guidelines set forth in federal, state and local laws and regulations. 

  
(B) The City will cooperate fully with all organizations and Commissions organized to 
promote fair practices and equal employment opportunity. 

 
 (C) Applicants and employees who have a mental or physical disability shall not be 

disqualified from the terms, conditions and privileges of employment, unless such disability 
effectively prevents the performance of essential functions required by the position and which 
are bona fide occupational qualifications that cannot be reasonably accommodated. 

 
 (D) If an applicant or employee believes that they are subject to discrimination, the individual 

should use the complaint procedure outlined in the City’s policy below in Section 7.14(C). 
 

POLICY 2 -- DEFINITIONS 
 
The following words and phrases when used in these policies have the following meaning, unless 
otherwise clearly indicated in context: 
 
CLASS:  A group of positions sufficiently similar as to duties performed, scope of discretion and 
responsibility, minimum requirements of training, experience, or skill and such other characteristics 
that the same title, tests of fitness, and range of compensation have been or may be applied to each 
position in the group. 
 
CLASS TITLE:  The official title used for all personnel and payroll processes.  Working titles may be 
used for all other purposes. 
 
CLASSIFIED SERVICES: All positions not specifically included in the exempt list of positions.  A 
"classified position" is a position in the classified service. 
 
DEMOTION:  A change in the rank of an employee from a position in one class to a position in 
another class having a lower pay grade. 
 
ELIGIBLE:  This refers to a person who has made a passing score on any examination required 
under these policies and who is otherwise fully qualified for placement. 
 
EMERGENCY SERVICES PERSONNEL: Police officers (including reserve), fire fighters (including 
volunteer), and persons providing Emergency Medical Services, as defined by Iowa Code Section 
147A.1. 
 
EMPLOYEE:  Any person appointed to or hired for a position in the City services for which he/she 
receives compensation on a full-time or part-time basis. 
 
EXEMPT POSITION:  Any employee who, pursuant to the Fair Labor Standards Act, does not qualify 
for overtime and is “exempt” from its provisions.   
 
IMMEDIATE FAMILY:  This shall be construed to mean father, mother, spouse (defined below), son, 
daughter, stepson, stepdaughter, father-in-law, mother-in-law, stepfather, stepmother, brothers-in-
law, sisters-in-law, daughters-in-law, sons-in-law, brothers, sisters, grandparents, grandparents-in-
law, and grandchildren. 
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NON-EXEMPT POSITION:  Any employee, who, pursuant to the Fair Labor Standards Act, qualifies 
for overtime pay. 

 
POSITION:  An office or employment requiring the services of an individual.  May be either full-time, 
part-time or temporary, occupied or vacant. 
 
PROMOTION:  Any change in rank of an employee to a class having a higher pay grade. 
 
PROVISIONAL EMPLOYEE:  A temporary employee appointed to fill a position because no certified 
qualified applicants are available.  Such appointment shall be valid only until candidates have been 
properly examined, certified, qualified and appointed.  Under no circumstances shall a provisional 
appointment exceed six (6) months duration. 
 
RE-EMPLOYMENT LIST:  A list of former employees eligible for rehire.  Employees laid off through 
a reduction in force shall be placed on this list for a period not to exceed one year.  Other employees 
that have been terminated in good standing shall also be eligible for this list as the situation warrants. 
 
RESIDE:  Reside shall mean the dwelling or place of residence where an employee actually lives 
and from which the employee will normally depart to travel to his/her place of employment with the 
City. 
 
RESIDENCY/PLACE OF RESIDENCE:  That place which the employee declares his/her home for 
voting purposes or has declared as his/her homestead for state tax purposes.  A home, dwelling or 
apartment owned or rented by an employee, but not actually occupied by an employee during his/her 
customary hours of sleep shall not be considered to be the employee’s place of residence. 
 
RETIREE:  An employee who is eligible for retirement in accordance with the Social Security Act 
and/or the Iowa Public Employees’ Retirement System (IPERS) as outlined in Chapter 97B of the 
Code of Iowa. 
 
VOLUNTARY RESIGNATION:  Any employee who leaves the City service and has fulfilled all 
obligations and met all criteria for this classification.  Such an employee would have given two weeks’ 
notice and left under favorable conditions. 
 
INVOLUNTARY RESIGNATION:  Any employee who fails to meet criteria established under these 
policies, including one that fails to give proper notice, is in debt to the City, or resigns in lieu of 
termination.  Anyone fired shall leave "not in good standing". 
 
SENIORITY:  A status of higher standing and greater privilege attained by length of continuous 
employment.  (See Section 20) 
 
SPOUSE:  Someone’s spouse is the person to whom they are married (their partner in marriage), 
including a husband or a wife, considered in relation to their partner.  Upon documentation with the 
City, “spouse” may include a common law spouse, where the employee and their partner meet the 
following criteria:  (1) employee and their partner have an agreement that they are married, (2) 
employee and partner live together continuously as spouses for multiple years, (3) employee and 
partner present themselves publicly as a married couple, including but not limited to identifying the 
other person to third parties as their spouse (or husband or wife) and providing them the benefits of 
a spouse (sharing joint property, naming the other as a beneficiary on various legal documents, etc.).  
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TERMINATION, INVOLUNTARY:  An employee discharged from the City’s employ not of his/her 
own will. 
 
TRANSFER:  A movement of an employee from one position to another having a similar pay grade 
whether it is in the same class or a different class. 
 

POLICY 3 -- ADMINISTRATION OF THE CLASSIFICATION PLAN 
 
3.1 Classification of Positions 
 
 All positions in the classified service shall be grouped into classes and each class shall 

include those positions sufficiently similar in respect to their duties and responsibilities so that  
 similar requirements as to training, experience, knowledge, skill, personal qualities, and the 

same rate of compensation are applicable thereto. 
 
3.2 Preparation and Content of Class Specifications 
 
 Class specifications shall be prepared by the City Administrator or his/her designee and 

approved by the City Administrator, defining the duties and responsibilities of all positions 
and the minimum entrance qualifications for successful performance.  In addition to the 
specific qualifications as set forth in the class specifications, it shall be understood that all 
positions require as essential job functions: the ability to read, write, speak, and understand 
the English language and to follow written and oral instructions; ability to get along with 
others, thoroughness, accuracy, sobriety, integrity, loyalty, and orderly behavior. 

 
3.3 Allocation of New Positions 
 
 The City Administrator shall study the duties and responsibilities of each new position as it is 

created and, on the basis of the City Administrator’s study, allocate it to the appropriate class. 
 
3.4 Changes in Duties and Responsibilities 
 
 Department Heads may propose to the City Administrator any  significant change in the 

duties and responsibilities of a position reporting to them, including but not limited to the 
modification, addition or deletion of essential job duties.  The City Administrator shall review 
and approve if the proposed changes are permanent and require reclassification.  

 
3.5 Class Titles and Codes 
 
 (A) Each of the standard titles specified in this Classification Plan is used to identify a class 

of positions and shall be used also to identify each individual position of the class. 
 
 (B) The class titles are generally indicative of the work of the class and the level of its 

importance and responsibility. 
 
 (C) The Roman numerals affixed to titles in one subseries have no relation to those in titles 

of another subseries, and different titles with the same Roman numerals may properly be at 
different grade levels. 

 
 (D) The class title and/or code shall be used to designate positions or employees in all budget 

estimates, payrolls, personnel records, reports and other official records, and in internal 
correspondence or other communications relative to personnel administrative processing. 
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 (E) For purposes of external relations, or other purposes not relating to personnel 
administration, any suitable organizational title, or other title now in common use, may be 
continued; provided that such title is not similar to, or may be confused with, any standard 
class title other than the one by which the position involved is officially designated. 

 
3.6 Interpretation and Use of Class Specifications 
 
 (A) The class specifications are mainly descriptive and not restrictive, except as to the 

minimum qualification requirements specified therein.  The inclusion of particular expressions 
of characteristics or examples of duties shall not exclude others of similar kinds and quality. 

 
 (B) Any employee may be required by competent authority to perform any of the duties 

described in the class specification, any other duties which are of similar kind and quality, 
and any duties of lower classes in the same occupational series or in other series which have 
similar characteristics. 

 
 (C) In determining the class to which a position should be allocated, each class specification 

shall be considered as a whole, giving consideration to the general characteristics, specific 
examples of duties, responsibilities, education and experience requirements, knowledge, 
skills, and abilities, and relationships with other classes. 

 
 (D) The qualification statements in each class specification establishes minimum 

requirements that must be met by any individual before he/she may be considered for 
appointment or promotion in the classified service.  Common alternative combinations of 
education, training or experience, are specified in the class specifications.  However, other 
combinations may be qualifying if deemed equivalent by the City Administrator. 

 
POLICY 4 -- RECORDS AND REPORTS 

 
4.1 Personnel Forms 
 
 The City Administrator shall prescribe forms to be used and properly maintained by all 

persons handling such records.  All personnel actions and status changes are to be reported 
to the Office of the City Administrator. 

 
4.2 Leave Records 
 
 The City Clerk or his/her designee shall install and maintain a leave record showing for each 

City employee all leaves (paid and unpaid) earned, used and unused. Such records shall be 
the basis for any reports on leaves as the City Administrator may require.  

 
4.3 Records on Personnel 
 
 (A) Except as otherwise provided in these policies or by Iowa law, all records on personnel 

pertaining to dates of employment, present and past job classifications and rates of pay shall 
be considered public records and may be inspected to verify employment upon application 
to the City Administrator during normal working hours.  Any other requests for information 
relating to an employee's personnel records must be through the employee’s signed  written 
consent or a valid subpoena.  The employee shall have the opportunity to be present when 
any other such information is revealed to anyone. All outside requests for employee records  
must be made in writing to the City Administrator.  
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 (B) Records on personnel involving investigation correspondence and data related to the 
moral character and reputation of applicants for employment or employees of the City; files, 
statements, reports and other data in connection with and related to investigation of policy 
violations; and examination materials, questions, date and examination papers and records 
relating in any way to competitive exams and tests shall be held confidential and separate. 

 

 (C) Records on personnel involving confidential internal investigations, medical information, 
workers’ compensation information or Family and Medical Leave Act information shall be 
held confidential and separate.   

 

 (D) An employee may review his/her personnel file during the normal working hours by 
appointment with reasonable advance notice.  Said review shall occur in the presence of 
an individual appointed by the City to maintain the files. The City shall charge a reasonable 
fee for each page of a copy made by the City for the employee of an item contained in the 
employee’s personnel file. 

 

(E) Post-Employment Reference Check Inquiries:  The City will respond to good faith 
reference check inquiries post-employment only with the former employee’s dates of 
employment and titles held.  A good faith reference check by a prospective employer is 
separate and distinct from an open records request made under Iowa Code §§ 22.7(11) 
and 22.15. 
 

As an employee of the City, the employee should not under any circumstances respond 
to any requests for information regarding another employee unless it is part of the 
employee’s assigned job responsibilities.  If it is not, the employee shall forward the 
information request to his/her supervisor. 

 

POLICY 5 -- APPLICATION, EXAMINATIONS, AND SELECTION 
 

5.1 Applications 
 

(A) An application for employment must be filled out by all persons seeking City positions.  
Applications must be made on approved forms.  Forms may be picked up at the City Clerk's 
office for all positions other than that of police officer and fire fighter.  These shall be available 
at the Police and Fire Departments. 
 

(B) Applications may require information concerning the applicant’s background of training 
and experience, residence, physical fitness and other permissible information, including 
references, deemed pertinent by management. 
 

Applications may be rejected if the applicant does not possess the minimum qualifications 
for the position, if the applicant cannot perform the essential functions of the position with 
or without reasonable accommodation, or if the applicant has made any false statement 
of any material fact or attempted to practice any deception or fraud in the application. 
 

(C) The Immigration Reform and Control Act of 1986 requires the City to verify and 
document both the identity and employment eligibility of all persons hired after November 
6, 1986.  Before commencing work, employees (or re-hired employees who have not been 
employed by the City for three (3) years) shall complete an I-9 form and attest they are 
eligible for employment.  The City shall examine two (2) documents presented by 
employees or re-hired employees establishing identity and employment eligibility.  
Documents which may be provided are driver’s license, social security card, birth 
certificate or an Immigration and Naturalization “green card.”   
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(D) Applicants for the Police and Fire Department positions must meet all requirements as 
established by the Civil Service Commission.  Persons desiring to apply for positions on 
either of these departments must be citizens of the United States.  Completed applications 
for examination must be supported by three letters of good character signed by persons 
familiar with the applicant and who meet other requirements as set forth by the Civil Service 
Commission.  (See Section 21.) 

 
5.2 Examinations 
 
 (A) Examinations may not be required except where specifically stated by these policies. 
 
 (B) Exams may be given to fairly test the abilities and aptitudes of candidates for the duties 

to be performed. 
 
 (C) Examinations may include written, oral, physical, psychological, or performance tests. 
 
 (D) Announcements of all forthcoming exams shall be published in a local paper at least two 

(2) weeks in advance of the test date for Police and Fire Departments.  
 
 (E) Candidates for positions on the Police and Fire Departments must take and pass all tests 

as established by the Civil Service Commission as follows: 
 

(1)  Examinations for original entrance into either of these departments shall be 
conducted on an open-competitive basis. 

 
(2)  Applicants will be required to submit to a physical examination by the City’s 
designated health care provider. Applicants must be able to satisfy the established 
physical requirements with or without reasonable accommodation. 
 
(3)  All applicants for the position of police officer or fire fighter must have successfully 
completed a minimum of thirty (30) semester hours (45 quarter hours) of college level 
education or must have three (3) years of job-related experience. 

 
5.3 Selection 
 
 (A)  Candidates for Fire and Police positions who qualify for employment will be placed on 

an eligible list in the rank of the grades assigned to them by test.  Ratings shall follow 
procedures as specified by the Civil Service Commission. 

 
 Eligible lists will be retained for a period of one  (1) year from the date of posting. 
 
 (B)  Selection for non-competitive exam position will be based upon merit, experience, and 

training.  All candidates for a position will be rated fairly with the best qualified individuals 
gaining employment. 

 
5.4 Disqualification 
 
 An applicant may be refused examination or may later be disqualified from City employment 

if: 
 
 (A)  They are found lacking in any of the established preliminary requirements for the service 

for which he/she applies. 
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 (B)  They are physically unable to perform the essential functions of the position to which 

he/she seeks appointment. 
 
 (C)  They are addicted to the habitual use of narcotics or intoxicating beverages. 
 
 (D)  They have been dismissed from any employment for a good cause. 
 
 (E)  They have attempted to practice any deception or fraud in their application. 
 

(F)  Their character and employment references are found to be unsatisfactory. 
 
5.5 Nepotism 
 
 (A)  In order to avoid favoritism or the appearance of favoritism, no full or part time employee 

shall be employed, promoted, or transferred when as a result he/she would be directly 
supervising or directly supervised by a member of his/her immediate family (spouse, child, 
stepchild, parent, stepparent, sibling, grandparent or grandchild or in-laws).   This section 
shall not apply to seasonal employees or volunteers, such as Fire or Police Reserves. 

 
 (B) If two employees within the same department marry or otherwise obtain a relationship, 

whereby they become members of each other’s immediate family, one of the employees 
shall be transferred to another department, if possible, without loss of pay or other benefits.  
Or, an alternate reporting structure may be created, if possible. 

 
(C) Chapter 71 of the Iowa Code shall apply when appropriate. 

 
 (D) An exception may occur through competitive examination for original appointment or 

promotion. 
 
5.6 Veteran's Preference  
 

Military experience may be a factor in the hiring or appointment decision, as provided by 
Iowa’s Veteran’s Preference law.  (Iowa Code Chapter 35C) 

 
POLICY 6 -- PROBATIONARY PERIOD AND PERFORMANCE EVALUATION 

 
6.1 Nature, Duration and Purpose of Probationary Period 
 
 The Probationary period is regarded as an integral part of the employment process and is 

used for evaluating an employee's work, for securing the most effective adjustment of the 
new employee to the position and for rejecting any employee whose performance does not 
meet the required standards. 

 
 The first one hundred twenty (120) days of service in a position to which an employee has 

been employed, appointed, re-employed or reinstated under the provisions of these policies 
shall constitute a probationary period.  The probationary period may be extended as 
determined by the Department Head and upon prior written notice to the probationary 
employee. 

 
 Provisional and temporary service in the position immediately prior to the appointment to the 

position without an interruption shall be counted toward the probationary period. 
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6.2 Evaluations 
 
 The functions of the employee performance evaluation are:  to provide probationary 

employees with timely reports of their progress and to allow opportunity for correction of 
deficiencies; to provide all employees with positive recognition of strengths and special 
abilities; to provide an ongoing performance record which may be part of documentation used 
in making personnel actions; to provide employees with an opportunity to discuss ways and 
means for improvement; and to cause current job descriptions to be formulated and/or 
maintained. 

 
 Employees on probationary employment status shall be evaluated at the midpoint of such 

status and two weeks prior to the end of the probationary employment period, at which time 
the employee shall be advised of his/her status (regular or terminated). 

 
 Thereafter, all personnel shall be evaluated at least once a year.  Department Heads may 

choose to evaluate employees more often. 
 
 When the Department Head has completed the form, they shall arrange for a conference. 

During the conference, the employee and Department Head will discuss each portion of the 
form and the relationship between the employee's performance of the job and the description 
of the job itself.  The employee and Department Head shall strive to reach a consensus on 
each section and shall jointly complete the conference report.  If there is a disagreement, or 
consensus is not achieved, the Department Head’s comments shall take priority and the 
employee may, if he/she wishes, use an "Employee Remarks" section to respond.  The 
Department Head signs the completed form and sends it to the City Administrator for review 
upon request.  It is then returned to the Department Head who then allows the employee to 
read the completed form and sign it. The signed employee performance evaluation 
conference report is placed in the personnel file and will remain filed for the length of time 
required by law or policy.  

 
6.3 Conditions and Benefits of Probationary Employees 
 
 (A) Probationary employees may be terminated at any time during the probationary period 

for any reason without an appeal process.   
 
 (B) Newly hired probationary employees will accrue vacation and sick leave the same as 

regular employees, but paid vacation shall not be authorized during the first year of 
employment and sick leave pay shall not be authorized for the first 120 days of employment. 

 
 (C) During a probationary period, no employee shall be granted any leave of absence without 

pay unless approved by his/her Department Head.  Persons entering military service while 
still on their probationary period shall be granted leave in accordance with state and federal 
law, pursuant to Policy 16, Military Leave.   However, upon return to City employment they 
must finish the remainder of their probationary period. 
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POLICY 7 -- EMPLOYEE CONDUCT AND RELATIONS 
 
7.1 Unauthorized Absences 
 
 (A) No employee may take time off from work without informing his/her Department Head or 

the Department Head’s designated representative within two (2) hours of the start of the 
workday.  Unauthorized absences will be grounds for disciplinary action.  Any employee who 
takes three (3) consecutive days off work without notice to and/or approval from his/her 
Department Head or the Department Head’s designated representative shall be terminated.  
Said employee shall not leave in good standing and shall not be reinstated. 

 
(B) An employee who has been disciplined due to unauthorized absences and who 
considers themselves aggrieved may file an appeal in accordance with Section 12, Appeals 
and Complaints. 

  
7.2 Hours of Work 
 
 (A) Work schedules, including starting times and ending times, shall be set by each 

Department Head with approval of the City Administration.  
 
 (B) The City and its Department Heads upon approval of the City Administrator shall set the 

hours of work determined to best provide the service to be rendered to the public.  The hours 
scheduled shall not be construed as a guarantee of hours or days of work scheduled.     

 
(1)  The standard workday shall be the normal eight (8) hours a day duration for all 
full-time employees other than Police and Fire Department personnel.  The normal 
work week for full-time employees shall consist of a forty (40) hour week.  Working 
more than forty (40) hours per week when an employee is not exempt from the Fair 
Labor Standards Act will be considered overtime.  Employees shall not accrue 
overtime without prior authorization from their Department Head.  

 
(2)  It is understood and agreed that the determination of the work schedules for all 
employees may be changed by the City, from time to time, to meet the City’s 
requirements.  It is also understood and agreed that the City shall have the right to 
extend or maintain the hours of work for any employee, and the employee shall be 
required to work at times as scheduled by the City. 

 
(3)  It is understood and agreed that while the City may have to modify work 
schedules to adequately staff each shift and to serve the public, the City agrees to 
give the affected employee(s) as much notice as possible of a change in the 
employees’ schedule of hours to be worked. 

 
     (C) Questions involving hours of work or break periods (see Section 7.4 below) shall be 

determined by each Department Head with the approval of the City Administrator.  The City 
Administrator retains final authority.  Requests to change or alter hours shall follow Section 
12. 

 
7.3 Late Arrival 
 
 (A) Any employee who is late for work shall not be paid for the time absent from work at the 

discretion of his/her Department Head. 
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 (B) Persistent violators of this Section shall be subject to further disciplinary action, up to and 
including termination. 

 
7.4 Break Periods 
 
 (A) Department Heads determine the amount and frequency of break periods within their 

department.  However, all full-time employees shall be authorized one 15-minute paid break 
at a mutually convenient time. 

  
 (B) i. All full-time employees are expected to take a 30-minute unpaid lunch break. No work 

shall be performed during any lunch break.  Lunch break times will be determined by the 
Department Head and may fluctuate depending on circumstances. 

 
 (C) Worksite Breastfeeding/Expression Policy 
 

(1) Employees shall be provided a place to breastfeed or express their milk.  An 
employee room is provided as a private and sanitary place for breastfeeding 
employees to feed their baby or express their milk during work hours.  This 
room provides an electrical outlet and nearby access to running water.  
Employees may use their private office for breastfeeding or milk expression if 
they prefer.  In facilities where there is not a designated “private room,” 
accommodations will be made.  Employees should ask the City Clerk or their 
immediate supervisor for more information about accommodations. 
Supervisors are encouraged to be flexible to accommodate the employee’s 
needs. This can be accomplished with shorter meal breaks, using break 
times, or adjusting start and end times of the workday. Alterations to existing 
work hours must be approved in advance by the employee’s supervisor. 
 
 

(2) A refrigerator will be made available for safe storage of expressed breast milk.  
Employees may use their own cooler packs to store expressed breast milk or 
may store milk in a designated refrigerator/freezer.  Employees should provide 
their own containers, clearly labeled with name and date.  Employees using 
the refrigerator are responsible for keeping it clean. 
 

(3) Employees shall be provided flexible breaks to accommodate breastfeeding 
or milk expression. The time may exceed the position’s time allotted for lunch 
and breaks.  For time above and beyond the position’s lunch and breaks, a 
discussion must take place with the employee’s supervisor/department head.   
Reasonable break time for breastfeeding will be provided for up to one (1) 
year, per pregnancy or longer for special circumstances. Employees storing 
milk in a shared refrigerator assume all responsibility for the safety of the milk 
and the risk of harm for any reason, including improper storage, refrigeration, 
and tampering. 
 

(4) Given the importance of breastfeeding to the infant and the mother, the City 
and its employees should provide an atmosphere of support. 

 
7.5 Residence 
 
 (A) Emergency services personnel shall reside within a 15-minute radius of their primary 

place of work.  Failure to maintain this residency within the limit shall result in termination of 
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employment. 
 
 (B) Any new full-time emergency service personnel shall have ninety (90) days after 

successful completion of the required probationary period to move within this residency 
requirement. 

 
 (C) Exceptions may be granted upon formal approval by the City Council on a case-by-case 

basis. 
 
7.6 Change of Address 
 
 All employees must provide their Department Head with current addresses and phone 

numbers.  Department Heads will provide the City Clerk with the current information. 
 
7.7 Personal Business During Working Hours 
 
 Employees shall confine personal business to off-duty hours.  However, exceptions are 

permitted when there is a bona fide emergency or a matter of urgency/time sensitivity.   
 
7.8 Americans With Disabilities Act, As Amended 
 
 (A) If an applicant or employee has or believes he/she has a disability as defined by the 

Americans With Disabilities Act, as amended (“ADAAA”), and the disability requires a 
reasonable accommodation for the applicant or employee to perform his/her essential job 
functions, the applicant or employee should promptly notify the City with that information. 

 
 (B) In compliance with the ADAAA, the City will engage in the interactive process with 

qualified applicants or employees with disabilities to determine if a reasonable 
accommodation exists that will permit the applicant or employee to perform his/her essential 
job functions. 

 
(C) Department Heads may request an employee to submit to a mental or physical 
examination by a City-approved health care provider when there is objective evidence that 
an employee’s condition is a direct threat to the employee’s own safety, the safety of the 
employee’s coworkers or the safety of the public in accordance with the ADAAA. 

 
 (D) The examination shall be at the City’s expense. 
 
 (E) Any mental or physical examination information shall be retained in a separate, 

confidential medical file for the employee. 
 
 (F) Such an exam shall be only for the purpose of ascertaining the employee's condition 

relative to his/her continued City employment. 
 
7.9 Outside Employment 
 
 (A) The work of the City shall have precedence over all other occupational interests for full-

time employees. 
 
 (B) No employee may perform any outside work which is, or can be interpreted to be, 

inconsistent with his/her City work or is detrimental to the best interests of the City.  Such 
determination of detrimental work shall require a formal decision by the City Administrator.  
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 (C) All employees engaged in permanent or ongoing outside employment of more than 

twenty (20) hours per week must provide their Department Head with the name of the 
employer, a work schedule and a description of the work performed. 

 
 (D) Employees may not engage in outside employment activities while on duty nor may City 

property be used for non-City business. 
 
 
 (E) Employees injured while working at their outside employment shall be ineligible for the 

accrual of vacation and sick leave during the duration of time absent from City employment 
due to the outside employment injury. 

 
7.10 Pecuniary Interests/Conflicts of Interest 
 

(A) No employee of the City shall have a financial interest of over $1,500 unless he/she is 
the low bidder, either directly or indirectly, in any contract or business with the City, except 
on behalf of the City in an official capacity.  Special circumstances may warrant specific 
approval of the City Council.  (Also, Iowa Code Section 362.5.)  

 
(B) Employees have an obligation to conduct business in a way that avoids actual or 
potential conflicts of interest.  Activities that are inconsistent, incompatible or in conflict 
with City employment include, but are not limited to, using city time, facilities, equipment, 
supplies or influence to give the employee or his/her immediate family members an 
advantage or pecuniary benefit that is not available to other members of the general 
public; activities that involve the receipt of or promise of or acceptance of money or other 
consideration by the employee or his/her immediate family for the performance of an act 
that the person would be required or expected to perform as part of his/her regular City 
duties; activities where a City employee directly or indirectly controls, inspects, reviews, 
audits or enforces the responsibility of his/her City duties over his/her immediate family 
members or an organization that employs or intends to employ the employee’s immediate 
family member or in which the City employee has a financial or other interest. 

 
(C) Employees should disclose the existence of any relationship with outside persons or 
entities when City employees have influence over transactions with those outside persons 
or entities.   

 
(D) Failure to abide by this policy can result in disciplinary action, up to and including 
termination of employment. 

 
7.11 Gift Policy 
 
 In conjunction with the adoption of Iowa Code Chapter 68B, the following policy has been 

adopted by the Oelwein City Council: 
 
 A public official, public employee or candidate, or that person’s immediate family member 

shall not, directly or indirectly accept or receive any gift or series of gifts from a restricted 
donor.  A public official, public employee, candidate, or the person’s immediate family 
member shall not solicit any gift or series of gifts from a restricted donor at any time.  

 
 (A) “Gift” shall mean anything of value exceeding $2.99 in any given day, if the donor is 
 in any of the following categories: 
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(1) Is doing or seeking to do business of any kind with the donee's agency. 

 
 (2) Is engaged in activities which are regulated or controlled by the donee's 

agency. 
 
 (3) Has interests which may be substantially and materially affected, in a manner 

distinguishable from the public generally, by the performance or nonperformance of 
the donee's official duty. 

 
 (4) Is a lobbyist with respect to matters within the donee's jurisdiction. 

 
 (B) However, "gift" does not mean any of the following: 
 
  (1) Campaign contributions. 
 

(2) Informational material relevant to a public servant's official functions, such as 
books, pamphlets, reports, documents, or periodicals, and registration fees 
or tuition not including travel or lodging, for not more than three days at 
seminars or other public meetings conducted in this state, at which the public 
servant receives information relevant to the public servant's official functions.  
Information or participation received under the execution of this paragraph 
may be applied to satisfy a continuing education requirement of the donee's 
regulated occupation or profession if the donee pays all registration costs. 

 
(3) Anything received from a person related within the fourth degree by kinship 

or marriage unless the donor is acting as an agent or intermediary for another 
person not so related. 

 
  (4) An inheritance. 
 

(5) Anything available to or distributed to the public generally without regard to 
official status of the recipient. 

 
(6) Plaques or items of negligible resale value given as recognition for public 

services. 
 
 The provisions of the Iowa Gift Act (Iowa Code Section 68B.21, et seq.) be adopted as 

applicable.  That is City of Oelwein officials, employees and family members shall accept no 
gift of value exceeding $2.99. 

 
7.12 Employee Dress Code/Personal Appearance 
 

All apparel shall be selected with common sense and appropriate for the task.  Apparel 
shall be task-oriented and appropriate to the circumstances of the situation, i.e., field 
inspections, off-site or on-site meetings/classes, professional conferences, etc.  
 
Office employees are expected to follow a business casual type of dress code.  When 
jeans are allowed to be worn, they are not to be ripped, tattered or worn out.  Apparel such 
as spaghetti straps, low cut tops or shirts, or clothing with large graphics or logos are not 
considered business casual attire.  Office clothing and footwear shall be clean and 
adequately maintained (free of holes, tears and rips). 
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Field employees’ clothing and footwear should be appropriate for the task and weather 
conditions.  Footwear shall be adequately maintained (free of holes, tears and rips).  All 
employees are expected to consider safety as a top priority in their dress code.  Field 
employees’ clothing should not display large graphics or logos.  Employees shall follow all 
state and federal regulations regarding hair, facial hair, clothing and jewelry requirements 
where applicable.  
 
All employees: hair (facial or other) shall be neat and tidy and shall not present a health 
or safety hazard depending on the employee’s particular job functions. 
 
All employees:  body piercings, including ear lobe gauges/plugs (other than two earrings 
worn in each ear), should not be visible or must be removed or covered if deemed 
inappropriate by the department head. No jewelry should cause a safety hazard (i.e., items 
that can be pulled or caught on objects or in machinery or equipment). Tattoos must be 
kept covered if deemed inappropriate by the department head. 
 
Department Heads are responsible for enforcing the guidelines in their department and 
will have the authority to make judgment calls for inappropriate dress.  Compliance with 
the intent of this policy shall be determined by a reasonable person standard.  Any 
employee who does not meet the standards of this policy will be required to take corrective 
action, which may include leaving the premises.  Any work time missed because of failure 
to comply with this policy will not be compensated, and repeated violation of this policy 
may be cause for disciplinary action, up to and including termination of employment.  

 
 An employee seeking a religious or health-related accommodation to this policy should 
 speak with their Department Head or the City Administrator.   
 
7.13 Electronic Communication Systems/Personal Use Policy 
 

(A) Purpose: To better serve the City’s citizens and give the City’s workforce the best tools 
to do their jobs, the City continues to adopt and make use of new means of communication 
and information exchange.  This means that many City employees have access to one or 
more forms of electronic communications systems, including, but not limited to 
computers,1 computer files, e-mail, telephones, cellular or “cell” phones, pagers, voice 
mail, fax machines, external electronic bulletin boards, wire services, media services, on-
line services, applications including social media such as Facebook, the Internet, and the 
World Wide Web (hereafter “electronic communication systems”). 

 
The City encourages the use of electronic communication systems because it is an 
efficient and effective way to facilitate and support City business and to stay abreast of 
the latest information relevant to the City and its customers. The City’s electronic 
communication systems are the City’s property and there shall be no expectation of 
privacy regarding their use.  This includes use of personal devices over the City’s 
electronic communications systems. 

 
The purpose of this policy is to express the City’s philosophy and set forth general 
guidelines governing the use of electronic communications systems.  By adopting this 
policy, it is the City's intent to ensure the electronic communication systems are used to 
their maximum potential for City purposes and not used in a way that is disruptive, 

 
1 Desktop, laptop, tablet or other hand held devices and external hard drives. 
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offensive to others, or contrary to the best interests of the City. 
 

(B) Applicability:  This policy applies to all City departments, offices, boards, commissions, 
committees, City employees and contracted and consulting resources. 

 
This policy applies to all electronic communication systems that are: 

 
(1) Accessed on or from City premises or City systems (i.e., wireless internet 

systems, server systems, etc.); 
(2) Accessed using City owned or paid-for electronic communications 

systems; or 
(3) Used in a manner that identifies the individual as acting for or on behalf of 

the City; or in any way identifies the City. 
 

(C) Policy:  It is the policy of the City to follow this set of procedures for the use of electronic 
communication systems.  
 
If any electronic device provided by the City is lost or stolen, employees must report the 
loss or theft to their immediate supervisor who will report the loss or theft to the City 
Administrator.  If the immediate supervisor cannot be contacted, employees should make 
every reasonable effort to immediately contact the City Administrator. 

 
As City-owned electronic devices are decommissioned or replaced, employees shall turn 
them in, including all accessories, attachments and cases, to their immediate supervisor, 
who will forward them to the City Administrator. 

 
Malfunctioning electronic devices shall be reported to the immediate supervisor for 
reporting to the City Administrator. 

 
Department Heads or their designees are responsible for notifying the City Administrator 
for discontinuing, canceling or changing electronic devices or services when an individual 
employee voluntarily or involuntarily terminates his/her employment with the City or if 
some other change is made which discontinues an employee’s use of an electronic device.   

 
Employees shall surrender all electronic devices upon termination to their immediate 
supervisor.  If an employee fails to surrender an electronic device assigned to them by the 
City upon termination of his/her employment, the fair market value of the City-owned 
electronic device will be withheld from the employee’s final paycheck pursuant to Iowa 
Code § 91A.5.  See Acknowledgment form for express authorization for this withholding.   

 
(D) Reimbursement for Personal Electronic Devices Used for City Purposes 

 
The City, through the City Administrator may provide a reimbursement for personal cell 
phones or other electronic devices in lieu of providing a cell phone or other electronic 
devices to conduct City business.  The above policy applies regarding proper use of 
personal cell phones or other electronic devices when used for City business and where 
the City reimburses employees for said devices.  

 
By using a personal electronic device for City business, employees are acknowledging 
that the records and information contained on the personal electronic device or in the 
billing for the personal electronic device may be public records pursuant to Iowa Code 
Chapter 22.   
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(E) Access and Authority 
 
Each Department Head shall determine which employees in their department shall have 
access to the various media, applications, and services, based on business practices and  
necessity and which shall have authority to communicate on behalf of the City with 
approval of the City Administrator/Mayor. 

 
Electronic information created and/or communicated by an employee using the City’s 
electronic communication systems may be monitored, intercepted, accessed or preserved 
by the City for any purpose including, but not limited to: cost analysis; resource allocation; 
optimum technical management of information resources; and detecting use which is in 
violation of City policies or may constitute illegal activity.  Employees shall have no 
expectation of privacy using the City’s electronic communication systems, including in 
situations where an employee is using a personal device over a City electronic 
communication system.  Disclosure of electronic information will not be made except when 
necessary to enforce a policy, as permitted or required under the law, or for other 
legitimate business purposes. 

 
Any such monitoring, intercepting and accessing shall observe any and all confidentiality 
regulations under federal and state laws. 
 
City-owned electronic communications systems may be removed from City premises 
solely for City work-related purposes pursuant to prior authorization from the immediate 
supervisor. 
 
Most of the City’s computing facilities automatically check for viruses before files and data 
which are transferred into the system from external sources are run or otherwise 
accessed.  On computers where virus scanning takes place automatically, the virus 
scanning software must not be disabled, modified, uninstalled or otherwise inactivated.  If 
an employee is uncertain as to whether the workstation the employee is using is capable 
of detecting viruses automatically, or the employee is unsure whether the data has been 
adequately checked for viruses, the employee should contact the City Administrator. 

 
(F) Prohibited Communications/Uses 

 
The City’s electronic communications systems and the employee’s personal electronic 
communications systems being used during working time shall not be used for knowingly 
transmitting, retrieving or storing any communication that is: 

 
(1) Personal business on City time (e.g., sports pools, games, shopping, 

correspondence, supplemental employment or other non-City-related 
items), except as otherwise allowed (see Personal Use section); 

(2) Discriminatory or harassing; 
(3) Derogatory to any individual or group; 
(4) Obscene as defined in case law and under Iowa criminal law; 
(5) Defamatory or threatening;  
(6) Using another individual’s account or identity without explicit authorization; 
(7) Attempting to test, circumvent, or defeat security or auditing systems 

without prior authorization;  
(8) Accessing, retrieving or reading any e-mail messages sent to other 

individuals without prior authorization from the City Administrator;  
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(9) Permitting any unauthorized individual to access the City’s e-mail system; 
(10) Engaged in for any illegal purpose or one contrary to the City’s policies or 

best interests; 
(11) Sent in an attempt to hide the identity of the sender or represent the sender 

as someone else; and 
(12) Likely to cause network congestion or significantly hamper the ability of 

other people to access and use the system. 
 

Employees must respect the confidentiality of other individuals’ electronic 
communications.  Except in cases in which explicit authorization has been granted by the 
City Administrator, employees are prohibited from engaging in, or attempting to engage 
in: 

 
(1) Monitoring or intercepting the files or electronic communications of other 

employees or third parties; 
(2) Hacking or obtaining access to systems or accounts they are not 

authorized to use; 
(3) Using other people’s logins or passwords; and 
(4) Breaching, testing or monitoring computer or network security measures. 

 
City employees shall not download or transfer software unless authorized by the 
immediate supervisor.  Employees must understand that the unauthorized use or 
independent installation of non-standard software or data may cause computers and 
networks to function erratically or improperly, or cause data loss.  Users must never install 
downloaded software to networked storage devices without the assistance and approval 
of the immediate supervisor.  

 
Body Worn Video (BWV) and other audio/visual recording devices shall only be used in 
conjunction with performance of official, authorized, sanctioned and assigned job duties.  
See applicable department standard operating procedures.  
 
Activation of recording devices such as microphones, cameras and video to record 
communications with any other person outside of departmental standard operating 
procedures while at work or on City business is prohibited where such activity violates 
another employee’s or another person’s rights to protect their confidential personnel or 
medical information or where the information would otherwise qualify as a confidential 
record under Iowa Code Chapter 22.   
 
(G) Acceptable Communications/Uses 
 
Except as otherwise provided, electronic communication systems are provided by the City 
for employee business use during City time.  Limited, occasional, or incidental use of 
electronic communications systems (sending or receiving) for personal non-business 
purposes is permitted as set forth below: 
 

(1) Personal use is limited to breaks, lunch or immediately before/after work; 
(2) Personal use must be brief and must not interfere with the productivity of 

the employee or co-workers; 
(3) Personal use shall not involve any prohibited activity (see Prohibited 

Communications/Use section above); 
(4) Personal use does not consume system resources or storage capacity on 

an ongoing basis; 
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(5) Personal use does not involve large file transfers or otherwise deplete 
system resources available for business purposes; 

(6) The City’s phone numbers and email address shall not be listed in any 
publication or electronic communication that will result in personal incoming 
phone calls, text messages or other forms of electronic communications. 

(7) Non-City personnel are not authorized to use the City’s electronic 
communication systems except in an emergency. 

(8) Anyone obtaining electronic access to other organizations’, businesses’, 
companies’, municipalities’ or individuals’ materials must respect all 
copyrights and cannot copy, retrieve, modify or forward copyrighted 
materials except as permitted by the copyright owner. 

(9) Anyone receiving an electronic communication in error shall notify the 
sender immediately.  The communication may be privileged, confidential 
and/or exempt from disclosure under applicable law.  Such privilege and 
confidentiality shall be respected. 

 
(H) Confidential Information 
 
All employees are expected and required to protect the City’s confidential information.  
Employees shall not transmit or forward confidential information to outside individuals or 
companies without the permission of their immediate supervisor and the City 
Administrator. 
 
The City also requires its employees to use e-mail in a way that respects the confidential 
and proprietary information of others.  Employees are prohibited from copying or 
distributing copyrighted material - for example, software, database files, documentation, 
or articles - using the e-mail system. 
 
(I) Policy Violations 

 
Employees who abuse the privilege of City-facilitated access to electronic media or 
services risk having the privilege removed for themselves and possibly other employees, 
are subject to disciplinary action up to and including termination and may be subject to 
civil liability and criminal prosecution. 

 
7.14 Social Media Policy 
 

(A) Definitions 
(1) Posting:  any writing, image, video, download, audio file, and hyperlink to 

other websites, or media which is downloaded, referenced, inserted or 
placed upon any City social media site. 

(2) Social media or site:  includes, but is not limited to, electronic 
communication through which users create online communities to share 
information, ideas, personal messages, photographs, videos and other 
content.  Examples of the types of social networking sites covered by this 
policy include, but are not limited to:  blogs, LinkedIn, Facebook, Google+, 
Twitter, YouTube, Instagram, Pinterest, Snapchat, Tik Tok, YikYak, photo 
and video sharing sites, micro-blogging, podcasts, wikis, news sites, as 
well as viewable comments posted on Internet sites.  This policy is not 
meant to address only certain forms of social media, but rather social media 
in general as advances in technology will occur and new tools will emerge 
that are also expected to be used in accordance with this policy.  
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All City employees are always expected to use City electronic communications systems 
in a responsible, professional, ethical and lawful manner.  This includes the use of all 
social media on electronic communications systems.  Employees should be aware that all 
content, including social media, on these devices, including those personal devices 
accessing a City electronic communications system, is not private and the City could 
access any information saved to, accessed by, created on, transmitted on, downloaded 
to, exchanged over or discussed on these devices, including social media, at any time.  
Consequently, employees have no reasonable expectation of privacy when engaging in 
these activities and employees should use common sense in all communications, 
particularly on a website or social networking site accessible to anyone.  

 
In addition, employees are expected to follow all other City policies regarding their use of 
social media.  Any employee who violates this policy may be subject to disciplinary action, 
up to and including termination of employment.  

 
(B) Procedures:  The procedures for using social media are presented in two 

categories: (1) City-sponsored sites used to provide citizens with official, accurate 
and unbiased information, and (2) procedures governing employees’ conduct while 
on social media sites. 

 
(1) City-Sponsored Sites: 

 
a. The City’s social media are limited public forums.  The sites are not an 

editorial page or blog for visitors, and they are subject to the 
commenting restrictions listed below in this policy.  The City does not 
intend by its social media sites to create or allow the creation of an 
unlimited public forum for the public to post comments of any kind.  

b. The establishment and use by any City department of City social 
media sites are subject to approval by the City Administrator.  At the 
time such site is approved, the City Administrator must determine who 
will be responsible for developing this site, including establishing an 
administrative profile, designating who will have authority for speaking 
on behalf of the City, and who will keep the site up to date, including 
answering questions in a timely manner. 

c. City social media accounts will only become affiliated with (i.e., “like,” 
“follow,” etc.) another social media page if it is related to official City 
business, services and events.  The City Administrator shall have the 
final determination if another social media page is related to official 
City business, services and events. 

d. Wherever possible, City social media sites should link back to the 
official City websites (including but not limited to 
www.cityofoelwein.org; www.oelwein.lib.ia.us; 
https://oelweinparks.org/; and www.oelweinpolice.org) for forms, 
documents, online services and other information necessary to 
conduct business with the City. 

e. The City Administrator or his/her designee will monitor the City’s social 
media accounts to ensure that the social media sites further the City’s 
policies, interests and goals. 

f. The City’s social media sites may be considered public records under 
Iowa Public Records laws.  If requested, the City may be compelled to 
disclose public records to third party requestors.  The City in its sole 

http://www.cityofoelwein.org/
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discretion shall determine whether postings on its social media 
websites are public records and whether exemptions from disclosure 
apply. 

g. Inappropriate uses:   
(i) Comments containing any of the following inappropriate forms 

of content will not be allowed on the City’s social media sites 
and are subject to removal by the City;  

(ii) Comments unrelated to the original topic;  
(iii) Comments that are obscene, vulgar, or profane; 
(iv) Content that promotes, fosters or perpetuates discrimination of 

any protected class under local, state or federal law; 
(v) Defamatory or personal attacks; 
(vi) Threats to any person or organization;  
(vii) Comments in support of, or in opposition to, any political 

campaigns or ballot measures;  
(viii) Solicitation of commerce, including, but not limited to, 

advertising of any business or product for sale;  
(ix) Conduct in violation of any federal, state or local law;  
(x) Encouragement of illegal activity;  
(xi) Information that may tend to compromise the safety or security 

of the public or public systems; or 
(xii) Content that violates a legal ownership interest, such as a 

copyright.  
h. Remedies with respect to City owned sites: 

(i) Comments that are threatening in nature will be forwarded as 
appropriate to law enforcement. 

(ii) The City reserves the right to restrict or remove any content 
that is deemed in violation of City policy, including this policy, 
or applicable law.  Any content removed based on these 
guidelines must be retained by the City Administrator or his/her 
designee for a minimum of 90 days, including the time, date 
and identity of the poster when available. 

(iii) Comments posted by the public on the City’s social media site 
express the opinions of the commentators or posters.  Such 
comments do not necessarily reflect the opinions or policies of 
the City, and the publication of such comments does not imply 
endorsement or agreement by the City.  

(iv) The City is not responsible for and has no control over the 
accuracy, subject matter, content, information or graphics 
when viewing links attached to its social media sites.  The City 
also does not endorse any organizations sponsoring linked 
websites or the views or products they offer.  

(v) The City is not liable for the content of postings by individuals 
employed by the City, or third parties not affiliated with the City 
on any City social media sites. 

(vi) The City reserves the right to deny access to its social media 
site for any individual who violates the City’s policies or the law, 
at any time and without prior notice.  The City reserves the right 
to restrict or remove any content that is deemed in violation of 
this policy or any applicable local, state or federal law. 
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(vii) The City’s websites at www.cityofoelwein.org; 
www.oelwein.lib.ia.us; and www.oelweinpolice.org will serve 
as the City’s predominant Internet presences. 

(viii) Employees representing the City via social media accounts 
must conduct themselves at all times as representatives of the 
City and must identify themselves as representatives of the 
City when doing so.  Employees who fail to identify themselves 
and/or conduct themselves in an appropriate manner 
(pursuant to this policy) shall be subject to disciplinary action, 
up to and including termination of employment. 

 
(2) Employees’ Personal Use of Social Media: 
 

a. Employees should limit their use of social media during working 
hours or on equipment provided by the City unless such use is 
work-related or authorized by a supervisor.  Employees shall not 
use City-provided e-mail addresses to register on social networks, 
blogs or other websites for personal use.  Employees should note 
that this provision is not meant to prohibit employees from engaging 
in concerted protected activity where prohibited by law. 

b. Employees may not, unless expressly authorized in writing by the 
City Administrator, make statements on behalf of the City on the 
employee’s social media accounts.  If an employee wishes to make 
a work-related statement on his/her social media, the employee 
should consider including a disclaimer indicating that the opinions 
are the employee’s personal opinions and not the opinion of the 
City. 

c. Employees shall not use City-provided e-mail accounts to sign up 
for or access social media unless expressly authorized to do so by 
the employee’s immediate supervisor.  

d. Employees shall have no expectation of privacy if they access their 
social media using City e-mail, City networks, City servers, City 
devices and/or any other City resources when accessing social 
media. 

e. Employees shall not post, transmit or otherwise disseminate any 
information to which they have access as a result of their 
employment with the City unless expressly authorized by their 
immediate supervisor or the City Administrator.  In addition, 
employees are expected to respect the privacy of their co-workers 
and citizens and must take steps to protect the privacy and 
confidentiality of others. 

f. Employees are not to use the City’s intellectual property, such as 
trademarks, logos, letterhead, etc., when posting on social media 
or in any other actions, unless expressly authorized in writing by the 
City Administrator.  This includes posting pictures of the employee 
or others wearing City uniforms or other apparel bearing the City’s 
name or logo.  

g. Employees are not allowed to use photographs or other depictions 
related to City business, including, as discussed in Paragraph 2.F. 
above, unless expressly authorized in writing by the City 
Administrator.  This includes, but is not limited to, posting, 

http://www.cityofoelwein.org/
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transmitting and/or disseminating any photographs or videos of City 
training, activities or work-related assignments.  

h. Employees shall not post material that is abusive, obscene, 
libelous, threatening, profane or otherwise inappropriate about the 
City, its employees or its citizens. 

i. Employees shall not post material that may be construed to be 
discriminatory, harassing or retaliatory under local, state or federal 
law about the City, its employees or its citizens. 

j. Nothing in this policy is intended to infringe upon any employee’s 
legitimate First Amendment rights and employees are free to 
express themselves as private citizens on social media sites.  The 
intent of this policy is to prevent employees from engaging in 
unlawful speech, improperly impairing the working relationships of 
the City, impeding the performance of City duties and/or negatively 
affecting the public perception of the City.  As public employees, 
employees are cautioned that speech made pursuant to an 
employee’s official duties is not protected speech under the First 
Amendment and may form the basis for disciplinary action, up to 
and including termination of employment.  

 
(C) Policy Violations 
 
Employees who violate the City’s social media policy are subject to disciplinary action, up 
to and including termination of employment and may be subject to civil liability and criminal 
prosecution. 

 
7.15 Discrimination, Harassment, and Retaliation  
 

(A) Purpose and Policy. 
 
The City is dedicated to equal employment and advancement opportunities.  It is the City’s 
policy to hire and promote qualified individuals on the basis of their qualifications, interest 
and aptitude, and without unlawful regard to race, religion, creed, color, sex, gender, gender 
identity, sexual orientation, pregnancy, age, national origin, disability, genetic information or 
any other characteristic protected by local, state or federal law.  This policy applies to all 
terms, conditions and privileges of employment, including, but not limited to, recruiting, hiring, 
training, transfers, promotions and benefits. 
 
It is the policy of the City to maintain a work environment free of unlawful discrimination 
and harassment based upon race, religion, creed, color, sex, gender, gender identity, 
sexual orientation, pregnancy, age, national origin, disability, genetic information or any 
other characteristic protected by law.  The City will not tolerate retaliation against any 
employee who, in good faith, reports discrimination or harassment, or who, in good faith, 
participates in an investigation regarding discrimination or harassment. 
 
To ensure this policy is strictly adhered to, City employees who believe they are subject 
to discrimination, harassment or retaliation should use the complaint procedure outlined 
below in 7.15(C). Furthermore, the City will take immediate disciplinary action up to and 
including termination of employment against any employee who engages in unlawful 
discrimination, harassment or retaliation.  In the event a non-employee subjects an 
employee to discrimination or harassment in the workplace, the City will take immediate 
steps to prevent further discrimination or harassment. 
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(B) Definitions. 
 
Discrimination is defined as:  Unfair or unequal treatment of an individual or a group in the 
workplace based upon their race, religion, creed, color, sex, gender, gender identity, 
sexual orientation, pregnancy, age, national origin, disability, genetic information or any 
other characteristic protected by law.  
 
Harassment is defined as:  Intimidation, insult, or other hostile or offensive acts towards 
an individual or a group in the workplace by an employee or non-employee based upon 
their race, religion, creed, color, sex, gender, gender identity, sexual orientation, 
pregnancy, age, national origin, disability, genetic information or any other characteristic 
protected by law. 
 
Sexual harassment is defined as: 
 

(1)  The threat or insinuation by one employee or group of employees, either 
explicitly or implicitly, that the refusal to submit to sexual advances will adversely 
affect employment, evaluation, wages, advancement, assigned duties, shifts or 
any other condition of employment or career development; and  

 
(2)  The subjecting of an employee, by any other person (employee or non-
employee), to unsolicited and unwelcome sexual overtures or conduct, either 
verbal or physical so as to create an intimidating, hostile or offensive working 
environment. 
 
(3)  Sexual harassment is a form of illegal discrimination on the basis of sex and 
can include a variety of behaviors such as, but not limited to, the following 
examples: 
 

(a)  Verbal conduct such as sexual innuendo, suggestive comments, jokes of 
a sexual nature, sexual propositions or threats; 
 
(b)  Nonverbal or visual materials such as derogatory posters, photography, 
graffiti, cartoons, drawings or gestures; 
 
(c)  Physical conduct such as unwelcome touching, hugging, kissing, coerced 
sexual contact or assault; and 
 
(d)  Threats or demands to submit to sexual requests in order to keep the 
employee’s job or receive some job-related benefit. 

 
Retaliation is defined as:  Punishing an employee by demoting the employee, terminating 
the employee or changing the employee’s work conditions in a material way because the 
employee made a good faith report of discrimination or harassment or because the 
employee participated, in good faith, in an investigation into discrimination or harassment. 

 
(C) Complaint Procedure for Claims of Discrimination, Harassment and Retaliation. 

 
Any employee who feels he/she is being subjected to unlawful discrimination, harassment 
and/or retaliation should immediately contact one of the persons listed below with whom 
the employee feels the most comfortable.  Complaints may be made orally or in writing to: 
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(1)   Employee’s supervisor. 
  
(2)   City Administrator. 
 

The employee should be prepared to provide the following information: 
 
(1)   Employee’s name, department and position title. 
 
(2)   Name of the person or persons committing the unlawful conduct. 
 
(3)   Date(s) and approximate time(s) of the unlawful conduct. 
 
(4)   The specific nature of the unlawful conduct, how long it has gone on, and any 

employment action (demotion, failure to promote, dismissal, refusal to hire, 
transfer, etc.) taken against the employee as a result of the harassment, or 
any other threats made against him/her as a result of the harassment. 

 
(5)   Witnesses to the unlawful conduct, if any. 
 
(6)   Whether the employee has previously reported such unlawful conduct and, if 

so, when and to whom. 
 

After receiving a complaint about unlawful discrimination, harassment and/or retaliation, 
the person receiving the complaint shall document the complaint in writing.  The employee 
shall sign the written complaint, attesting to the accuracy and truthfulness of the incident.  
All information disclosed in the complaint procedure will be disclosed only on a need-to-
know basis in order to investigate and resolve the matter. 

 
(D) Investigation of Discrimination, Harassment and Retaliation Complaints. 

 
It is the City Administrator’s responsibility to coordinate the investigation of unlawful 
discrimination, harassment and/or retaliation complaints.  If the City Administrator is the 
subject of the complaint, the Mayor shall coordinate the investigation.  The following 
procedures shall apply to the investigation of such complaints: 
 

(1)  The person to whom the complaint is made shall immediately present it in 
writing to the City Administrator. 
 
(2)  The City Administrator shall name an impartial investigator, who shall promptly 
begin the investigation. 
  
(3)  The investigator shall meet with the complainant and the respondent, as well 
as any witnesses who may assist in the investigation. 
 
(4)  The investigator shall notify the respondent of the allegations against him/her 
unless immediate notification would jeopardize the investigation or result in a 
safety concern. 
 
(5)  The respondent shall be given appropriate opportunity to refute the allegation 
and present information and/or witnesses on his/her behalf. 
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(6)  The investigator shall make and keep a written record of the investigation, 
including notes of verbal responses made to the investigator by all persons 
interviewed about the unlawful conduct. 
 
(7)  Based upon the investigative report, the City Administrator shall determine 
whether the respondent’s conduct constituted unlawful discrimination, harassment 
and/or retaliation.  In making that determination, the City Administrator shall look 
at the record as a whole and the totality of circumstances, including the nature of 
the conduct in question and the context in which the conduct, if any, occurred.  The 
City Administrator shall use the preponderance of the evidence standard in 
determining whether the complaint about the unlawful conduct is substantiated or 
not substantiated. 
 
(8)  If the City Administrator determines the complaint is substantiated, he/she shall 
determine the appropriate disciplinary measures depending upon the nature and 
severity of the behavior, up to and including termination of employment.  The City 
Administrator shall take appropriate measures intended to not only discipline the 
offender, but which are reasonably calculated to prevent further discrimination, 
harassment or retaliation in the future. 
 
(9)  This determination shall include whether a supervisory relationship exists, and 
any other factors the City Administrator believes relate to fair and efficient 
administration of the City, including the effect of the offense on employee morale, 
public perception of the offense and the light in which it casts the City.  Upon the 
conclusion of the investigation, the City Administrator shall notify the complainant 
and respondent of the determination (substantiated or not substantiated).  If any 
disciplinary measures are implemented, they are confidential personnel matters 
which shall not be disclosed to any employees.  The City Administrator shall notify 
the complainant and respondent that retaliation will not be tolerated and that if the 
complainant experiences retaliatory conduct, he/she should report it to the City 
Administrator or his/her supervisor. 
 
(10)  Upon the conclusion of the investigation, the City Administrator shall notify 
the witnesses the matter has concluded, and that if they experience retaliatory 
conduct to promptly report it to the City Administrator or their supervisor. 
 
(11)  If the City Administrator determines after reviewing the investigation report 
that the complainant did not make the complaint in good faith or otherwise falsified 
the complaint, the City Administrator shall determine the appropriate disciplinary 
measures depending upon the nature and severity of the behavior up to and 
including termination of employment.  If the investigation is related to the City 
Administrator, upon conclusion of the investigation, the Mayor or his/her designee 
shall receive the investigation report. 
 
(12)  The Mayor or his/her designee shall notify the complainant and respondent 
of the determination (substantiated or not substantiated).  If any disciplinary 
measures are implemented, they are confidential personnel matters which shall 
not be disclosed to any employees.  The Mayor or his/her designee shall notify the 
complainant and respondent that retaliation will not be tolerated and that if the 
complainant experiences retaliatory conduct, he/she should report it to the Mayor 
or his/her supervisor. 
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(13)  Upon the conclusion of the investigation, the Mayor or his/her designee shall 
notify the witnesses that the matter has concluded and that if they experience 
retaliatory conduct to promptly report it to the City Administrator or their supervisor. 

 
(E) Records of a Discrimination, Harassment or Retaliation Complaint. 

 
All records concerning a discrimination, harassment or retaliation complaint shall be 
confidential and kept in a separate locked file, except those which may be affected by the 
Iowa Open Records Act.  Access to these records shall be given only with the City 
Administrator’s approval to parties who have a direct and relevant need to know. 

 
POLICY 8 -- EMPLOYEE ASSOCIATIONS, AFFILIATIONS, AND UNIONS 

 
8.1 Informal Settlements 
 
 The informal discussion of problems and concerns between employees and the City's 

administration frequently results in a most equitable settlement. It is hoped that this 
atmosphere of employee-management relations will always exist. 

 
8.2 Employees Organizational Rights 
 
 The City recognizes the right of employees to join a union or employee association. 
 
8.3 Management Excluded From Employee Organizations 
 
 Municipal officials, Department Heads and professional personnel are excluded from 

representation by employee organizations and may not be a member of an employee 
negotiating or grievance committee.  This exclusion does not deny personnel from 
maintaining membership in employee organizations. 

 
8.4 City's Negotiating Agent  
 
 The City Administrator or other designated representative of the City Council shall be the 

sole negotiating agent(s) for the City. 
 
8.5 City Council Approval 
 
 Any changes in the salary plan, fringe benefits and personnel policies and regulations are 

dependent upon the approval of the City Council. 
 
8.6 Negotiation Steps 
 
 The negotiating agent for the City will meet with the various designated representatives of 

the bargaining unit to discuss items included within the public bargaining law as set forth in 
Chapter 20 of the Iowa Code. 

 
8.7 Employee's Right To Work 
 
 Both management and employee organizations are prohibited from restraining or coercing 

employees in the exercise of their rights to join or not join and to maintain or terminate 
membership in any employee organization. 

 



 

 34 

POLICY 9 -- PROMOTIONS, TRANSFERS, AND DEMOTIONS 
 
9.1 Promotions 
 
 (A) Positions in the classified service shall be filled by promotion whenever practicable and 

in the best interest of the City.  Promotions shall be made on the basis of merit and without 
regard to favoritism.  They shall be made in accordance with these policies, Iowa Code 
Chapter 400, and/or the Rules and Regulations of the Civil Service Commission. 

 
 (B) Promotions may be made on either a competitive or non-competitive basis at the 

discretion of the City Administrator.  All promotions requiring examinations shall be 
competitive among such members of the next lower rank as desire to submit themselves to 
such examination. 

 
 (C) Promotions, transfers and demotions, if pursuant to a Collective Bargaining Agreement 

(“CBA”), shall be posted and administered pursuant to the terms of the CBA. An employee 
who is promoted shall be required to serve a probationary period as provided in Policy 6.   

 
 (D) Promotions, transfers and demotions with the Fire and Police Departments shall be as 

stated in Section  21. 
 
 (E) Selection of employees for promotion shall be made by the City Administrator after 

consultation with the Department Head involved. 
 
 (F) Selection of Department Heads shall be made by the City Administrator. 
 
9.2 Transfers 
 
 (A) A Department Head may transfer an employee from one position to another position of 

the same class within his/her department.  The City Administrator may transfer any employee 
from a position in one department to another position of the same class in another 
department. 

 
 (B) An employee may permanently transfer from one position to another position of the same 

class within the employee’s department or to another department provided a vacancy exists, 
the employee is qualified and can perform the essential job functions with or without 
reasonable accommodation, the Department Head approves, and the City Administrator 
approves.  

 
 (C) A transfer shall have no effect on employment seniority with the City.  Departmental 

seniority shall be determined by the date on which the employee is transferred. 
 
 (D) Transferred employees will retain all accrued vacation, sick leave, and longevity pay 

benefits earned in their former position. 
 
9.3 Demotions 
 
 (A) An employee may be demoted to a position having less pay because of a lack of work in 

the employee’s current position. 
 
 (B) An employee may be demoted to a position having less pay because of performance 

deficiencies and/or as a form of discipline.   
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 (C) An employee may choose to demote himself/herself by seeking a transfer.  Any 

employee may request in writing that for personal reasons he/she be transferred to a position 
in a lower class.  This request shall be deemed to have been made voluntarily and shall not 
be held against the employee.  There shall be no appeal from a voluntary demotion.  A 
voluntary demotion shall not jeopardize an employee’s accrued leave or other benefits. 

 
 
(D) An employee demoted by a Department Head must receive the written reasons for such 
demotion.  A minimum of fourteen (14) calendar days must have elapsed between the date 
of the notification and the date of the demotion in order for that employee to prepare a reply 
or appeal.  See Section 12. 
 
(E) A copy of the demotion notice and any appeal information will be made a part of the 
employee's personnel file. 

 
POLICY 10 -- SEPARATION 

 
10.1 Termination During Probationary Period 
 
 An employee may be terminated at any time during the employee’s probationary period for 

any reason without the right to appeal. 
 
10.2 Resignations  
 
 (A) An employee who wishes to voluntarily terminate his/her service with the City shall submit 

a written resignation at least two weeks prior to the intended date of departure.  If an 
employee fails to give at least two weeks’ notice prior to his/her resignation, the employee 
will be ineligible to receive payment for any accrued but unused vacation pay upon 
separation.2  Furthermore, the City shall consider such failure to provide notice prior to 
resignation in the event the employee seeks reemployment.  If the City, in its discretion 
decides that an employee who voluntarily resigns should not remain employed, the City may 
immediately escort the employee off City property and their employment shall end effective 
immediately, but the City shall pay for the two-week notice period and the accrued but unused 
vacation pay. However, an employee who resigns in lieu of termination shall not receive two 
weeks’ notice pay and shall not receive accrued but unused vacation pay.  

 
 (B) Department Heads, with the City Administrator's approval, may authorize the employee 

to use their banked vacation leave prior to the expiration of the two-week notice period. 
 
 (C) An employee who voluntarily resigns forfeits all future rights to benefits based upon years 

of past service if he/she is subsequently rehired.  Any deviation from this requirement shall 
require formal and specific approval of the City Administrator  

 
 (D) Should an employee provide six (6) months’ notice of separation (not including paid time 

off), the city shall provide $1,000 upon the date of leaving. This program allows employees 
to train new employees as part of employee succession. 

 
10.3 Lay Offs 

 
2 That is, banked vacation available for use at the time the employee resigns, rather than leave that would 
accrue at the next anniversary date. 
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 (A) An employee in the classified service may be laid off whenever it is deemed necessary 

by reason of a shortage of funds or work, abolishment of a position, or other material change 
in duties or organizations.  The employee shall be given written notice of the lay-off at least 
two (2) weeks in advance. 

 
 (B) Performance evaluations, conduct, past behavior, qualifications, seniority, and type of 

appointment or employment shall all be considered in determining the order of layoffs within 
a given class.  No regular employee will be terminated while there are temporary or 
Probationary employees serving in the same class of positions. 

 
 (C) Any employee laid off will be required to apply for any city positions and go through the 

normal hiring process.   
 
 (D) Reinstatement shall be made subject to the approval of the Department Head and the 

City Administrator, and subject to the employee being qualified and able to perform the 
essential functions of the job with or without reasonable accommodation. 

 
 (E) A lay off of more than one year shall constitute a break in service with the City. 
 
 (F) No previous credit of any kind shall be retained by a former employee who is rehired 

following a break in service with the City. 
 
 (G) Upon separation, laid off employees shall be entitled to receive all accrued vacation 

benefits. 
 
10.4 Retirement/Benefits 
 
 (A) Police and Fire Department personnel shall be covered by their pension plan and shall 

be governed by its Rules and Regulations. 
 

(B) IPERS personnel shall be covered by their pension plan and shall be governed by its 
Rules and Regulations 

  
 (C) Retired pension covered employees may be rehired to work for the City provided they 

follow their respective pension plan requirements and contingent upon the employee's ability 
to perform the essential functions of the job with or without reasonable accommodation and 
based upon the needs of the City. 

 
 (D) If an employee retires from service with the City prior to age sixty-five (65), the City shall 

permit the employee to continue participation in any group plan or group contract for accident, 
health, or hospitalization insurance or under a medical service plan or health maintenance 
contract at the employee’s own expense until the employee attains sixty-five years of age 
(65).  See Iowa Code Chapter 509A.  An employee will be deemed retired for purposes of 
this continuation of coverage if they qualify as a retiree as defined in Policy 2 of this Manual 
and is 55 years of age or older with at least ten (10) years of consecutive service with the 
City at the time of retirement.  Said coverage shall be pursuant to the terms of the plan or 
contract.   

 
10.5 Death of an Employee 
 
 (A) Upon the death of an employee, the City will pay to the employee's legal heirs 
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compensation for unused vacation leave and any other pay due at the time of death. 
 
 (B) The above shall be paid in addition to any pension or retirement benefits or insurance 

benefits. 
 
10.6 Disability 
 
 The City may terminate an employee’s employment when he/she cannot perform the 

essential functions of his/her position and cannot be reasonably accommodated following an 
interactive process.  The employee may be required to submit to an examination by a City-
designated health care provider under this Section.  See Section 7.12 for further information. 

 
10.7 Return of City Property 
 
 (A) Any employee leaving the City, whether through resignation, retirement, lay off, 

dismissal, death, disability, or whatever form of separation, shall be liable for returning the 
City property in his/her possession.  If the employee fails to return said City property, or 
returns the property in disrepair, the City may withhold funds to reimburse the City from the 
employee’s final paycheck pursuant to the authorization in the employee acknowledgment 
form at the end of this manual (and pursuant to state and federal wage and garnishment 
laws) or the City may elect to withhold payment of any banked but unused vacation leave 
normally due and owing the employee.  See also Section 18.2. 

 
 (B) In cases where an employee fails to return City property following the employee’s 

separation, the City shall consider such failure in the event the employee seeks 
reemployment. 

 
10.8 Exit Interview 
 
 The City Administrator may schedule an exit interview for the employee prior to the last day 

of employment.  Temporary employees do not participate in the Exit Interview process unless 
information can be gained which will improve or enhance present employment conditions. 

 
10.9 Refund Retirement Benefits 
 
 For those employees who are not retiring, monies accumulated in the employee's retirement 

account may be refundable.  Employees must contact their respective pension plans for 
questions regarding a refund.  

 
10.10 Unemployment Compensation 
 
 All claims for unemployment compensation as filed by a terminating employee shall be 

processed by the Clerk's office. Requests for information about unemployment 
compensation should be forwarded to the Clerk's office immediately to avoid unauthorized 
charges against the City's account. 

 
POLICY 11 -- DISCIPLINARY ACTIONS 

 
11.1 Working Relationships 
 
 (A) All employees must maintain high standards of cooperation, efficiency, and economy in 

their work for the City.  Department Heads shall organize and direct towards these objectives. 
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 (B) Whenever work habits, attitude, productivity, or personal conduct fall below a desirable 

level, the employee’s Department Head and/or the City Administrator shall take action to 
correct the issue.  If the issue is conduct related, the City will follow the City’s progressive 
discipline policy.  If the issue is related to the employee’s performance, the City may follow 
the City’s progressive discipline policy and/or take other action including a performance 
improvement plan, a last chance agreement, or other measures. 

 
11.2 Progressive Discipline 
 

It is the City’s policy to follow a system of progressive disciplinary action as outlined below.  
However, a violation of a serious nature may be cause for stronger disciplinary action or 
immediate termination at the City’s discretion.  Situations that the City believes will respond 
to corrective discipline will normally be handled as follows: 

 
(A) Counseling:  The employee’s supervisor will issue the employee a verbal warning, but 
will document said warning in the employee’s personnel file. 
(B) Written warning:  If the unsatisfactory conduct continues or if the conduct warrants it, 
the employee’s Department Head will issue the employee a written warning and document 
said warning in the employee’s personnel file. 
(C) Suspension:  If sufficient improvement has not been made or if the conduct warrants 
it, the employee may be suspended without pay.  The suspension shall be documented in 
the employee’s personnel file. 
(D) Termination:  If the conduct continues or if the misconduct warrants it, the City may 
terminate the employment of the employee.   

 
The City reserves the right to use whatever discipline it decides is appropriate in any 
situation, up to and including termination, without regard to the progressive guidelines 
explained above. 
 
Note:  Pursuant to Iowa Code §§ 22.7(11) and 22.15, the following disciplinary action 
information contained in personnel records relating to documented disciplinary 
action is considered a public record: 

 
The fact that an individual resigned in lieu of termination, was discharged or was demoted 
as the result of a disciplinary action, and the documented reasons and rationale for the 
resignation in lieu of termination, the discharge or the demotion.  Employees shall be 
notified in writing that a disciplinary action was taken against them, the written notification 
shall be placed in their personnel file, and may become a public record. 
 
Pursuant to Iowa Code §  22.15, a government body that takes disciplinary action against 
an employee that may result in documented reasons to support a demotion, discharge or 
resignation in lieu of discharge being placed in the employee’s personnel record, prior to 
taking such disciplinary action, shall notify the employee in writing that the information 
placed in the employee’s personnel file as a result of the disciplinary action may become 
a public record. 
 
At-will employees are not subject to the “just cause standard” for termination.  Rather, 
at-will employees may be terminated at any time for any reason, other than an illegal 
reason.  This manual does not establish a contractual right to employment or conditions 
for employment between the City and employees.   
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11.3 Misconduct Warranting Disciplinary Action 
 

In order to maintain safe, efficient and harmonious operations, and to continue to provide 
the highest standard of public service, the City has adopted the following policies.  Each 
policy reflects a common understanding of what behavior is acceptable in the workplace. 
 
These policies can be modified by the City as changing conditions warrant.  The City may 
take whatever disciplinary action it deems appropriate in response to an offense, even if it is 
not included in the following list.  Employees must understand that any offense, whether or 
not it is included in this list, may result in disciplinary action up to and including termination of 
employment without prior warning.  Each case shall be considered on its own merits with due 
consideration to the nature of the offense, the cause, the background, likelihood of repetition, 
and the attitude of the offender.  This list is not exhaustive, and discipline may be taken in 
other instances of misconduct.   

 
The City expects the employees’ complete cooperation in observing these policies which 
have been designed for our common protection and benefit. 

 
(A) Consuming, having unauthorized possession of, being under the influence of, or 
reporting to work intoxicated or under the influence of non-prescribed drugs, alcohol, or 
other substances. 
 
(B) Illegally manufacturing, possessing, using, selling, distributing, or transporting drugs. 
 
(C) Bringing or using alcoholic beverages on City property or using alcoholic beverages 
while engaged in City business off of City premises. 
 
(D) Failing to follow City job instructions or to perform work requested by a supervisor or 
Department Head. 
 
(E) Accepting bribes, gifts, or favors for personal use in the course of work or in connection 
with it. 
 
(F) Absenting oneself from work without permission or failure to report to the Department 
Heads when one is absent. 
 
(G) Being habitually absent or tardy. 
 
(H) Unauthorized failure to return from a leave of absence. 
 
(I) Failure to perform assigned work in an efficient manner. 
 
(J) Being wasteful of material, property, or working time. 
 
(K) Stealing; willfully, recklessly or negligently destroying; or unauthorized use or 
alteration of property of coworkers, customers, clients, or the City. 
 
(L) Being involved in the misappropriation, destruction, theft or conversion of City property. 
 
(M) Being unable to get along with fellow employees so that work is hindered or not up to 
standards. 
 



 

 40 

(N) Conviction of a felony or a misdemeanor involving moral turpitude while on or off duty. 
 
(O) Unsafe conduct or action thereby jeopardizing the safety of oneself or others. 
 
(P) Divulging or misusing confidential information, including removal from City premises 
without proper authorization, any employee lists, records, designs, drawings, customer 
information, or confidential information of any kind. 
 
(Q) Abuse of sick leave privileges by reporting sick when not sick or obtaining sick leave pay 
falsely or under false pretenses. 
 
(R) Driving a City vehicle while under the influence of any drug, intoxicants, or while license 
is suspended or revoked. 
 
(S) Attempting, threatening, or using personal or political influence in securing promotion, 
leave, transfer, change in pay or character of work. 
 
(T) Engaging in outside business activities on City time or using City property or office for 
personal gain. 
 
(U) Discourteous treatment of any kind to the public, City officials, or employees including 
abusive or offensive in conduct or language. 
 
(V) Fighting or physically assaulting an individual or using obscene, abusive, or 
threatening language. 
 
(W) Violating the City’s policy against workplace harassment, discrimination, or retaliation 
of any kind. 
 
(X) Dishonesty or lying, including falsifying employment or other job-related records. 
 
(Y) Possessing unauthorized firearms, knives, explosives, or other weapons on City 
property or while on City business. 
 
(Z) Disregarding smoking, safety, or security regulations. 
 
(AA) Engaging in insubordination, or failing to cooperate with assigned employees, co-
workers, or supervisors. 
 
(BB) Failing to follow City job instructions or to perform work requested by a supervisor or 
Department Head. 
 
(CC) Violating a City safety policy or practice or creating or contributing to unsafe, 
unhealthy, or unsanitary conditions. 
 
(DD) Failing to maintain necessary licenses and/or certifications as required by the City. 
 
(EE) Refusal to work without good reason when called in for emergency situations. 
 
(FF) Sleeping, or giving the impression of sleeping, during work hours. 
 
(GG) Making untruthful or malicious statements about fellow employees. 
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(HH) Threatening, coercing, or intimidating fellow employees or others. 
 
(II) Modifying another employee’s timecard without authorization from the appropriate 
supervisor or asking another employee to modify your timecard. 
 
(JJ) Failure to report an occupational injury. 
 
(KK) Gambling on City property or on working time. 
 
(LL) Violation of any employee requirements in this manual. 
 

POLICY 12 -- EMPLOYEE COMPLAINT PROCEDURES 
 
12.1 Complaint Defined 
 
 A complaint exists when an employee has expressed a difference of opinion, dispute or 

controversy with the City or his or her coworkers relative to the circumstances and conditions 
which concern their work environment or working relationships. 

 
12.2 Complaint Procedure 
 
 Employees are encouraged to raise any complaints they may have informally by talking with 

the person at issue in their complaint.  If an employee does not feel they are able to raise the 
complaint with the person at issue in their complaint or if doing so does not accomplish a 
meaningful resolution, the employee should take the following steps: 

 
 (A) The employee must contact his/her Department Head or Supervisor and submit a 

written complaint within five (5) business days after the occurrence of the action underlying 
the complaint. 

 
(B) The Department Head or Supervisor will promptly analyze the situation and then 
submit a written response to the employee within five (5) business days of receiving the 
complaint.  The Department Head will attach the original complaint form with his/her 
written response.   

 
(C) If the employee fails to receive what the employee perceives to be a fair or adequate 
response/solution from his/her Department Head/Supervisor, the employee may appeal 
the response to the City Administrator.  The City Administrator will meet with the parties 
within ten (10) business days of receiving the appeal.  The City Administrator shall make 
factual findings and issue a decision within five (5) business days after meeting with the 
parties.  The City Administrator’s decision shall be final.  If the employee’s Department 
Head/Supervisor is the City Administrator, the employee shall appeal to the City Attorney 
instead of the City Administrator. 
 
(D) Any step of the procedure may be the last.  A complaint shall be considered settled unless 
it is appealed. 
 
The City shall not tolerate any retaliation against an employee who makes a complaint.  If 

the employee believes he or she is being penalized for filing a complaint, they should report 

their retaliation complaint to his/her Department Head or the City Administrator using the 

complaint form.  
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POLICY 13 – HOLIDAYS 

 
13.1 All full-time regular employees, with the exception of Police Department employees, shall 

receive the following ten (10) holidays off with pay.  Seasonal or temporary part-time 
employees receive no paid holidays.  Holidays observed are: 

 
  New Year’s Day   -- January 1 
  Memorial Day    -- Last Monday in May 
  Juneteenth    -- June 19 
  Independence Day   -- July 4 
  Labor Day    -- First Monday in September 
  Veterans Day    -- November 11 
  Thanksgiving Day   -- Last Thursday in November 
  Day following Thanksgiving  -- Last Friday in November 
  Day before Christmas   -- December 24 
  Christmas Day    -- December 25 
   
13.2 The following ten (10) days are designated holidays for Police Department full-time 

employees: 
 
  New Year’s Day   -- January 1 
  Washington's Birthday   -- February 22 
  Easter     -- As observed 
  Memorial Day    -- Fourth Monday in May 
  Independence Day   -- July 4 
  Labor Day    -- First Monday in September 
  Columbus Day    -- October 12 
  Veterans Day    -- November 11 
  Thanksgiving    -- Fourth Thursday in November 
  Christmas    -- December 25 
 
 CBA’s supersede the above if in conflict. 
 
13.3 Holiday Pay Administration 
 
 (A) New full-time employees qualify for holiday pay on the 31st calendar day of employment. 
 
 (A) Full-time employees not working on a holiday shall be paid the straight time rate of 

compensation based upon eight (8) hours of work.  The Police Department personnel shall 
receive compensation according to their CBA’s. Part-time park and cemetery employees 
shall receive eight (8) hours of holiday pay for Memorial Day, Fourth of July, and Labor Day  
if they work in the month of each holiday (May, July, or September).  This does not apply to 
library, aquatic, and recreation employees.     

 
 (B) When an employee is scheduled to work on a holiday, he/she shall be paid double time 

based upon hours of work. 
 
 (C) When an employee is called out on a holiday for work not normally scheduled, he/she 

shall be paid time and one-half for all hours worked with a guaranteed minimum of two (2) 
hours paid in addition to their holiday pay.  
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 (D) No payment shall be made for a holiday call-out not authorized by the City Administrator 
or the Department Head involved. 

 
 (E) When an employee reports in sick on the day before or the day after a holiday, they must 

submit a signed and dated written certification from their health care provider before payment 
for the holiday is made.  If the employee fails to produce the health care provider’s statement, 
the employee shall not receive payment for the holiday. 

 
 (F) Holidays falling on a Saturday will be observed on the preceding Friday.  Holidays falling 

on a Sunday will be observed on the following Monday, unless agreed upon by the City 
Administrator. 

 
POLICY 14 -- VACATIONS 

 
14.1 General Provisions 
 

(A) All full-time employees of the City who have occupied their position in a period of twelve 
(12) consecutive months shall be allowed vacation leave with pay based on their anniversary 
date. 

 
(B) Vacation credit for all full-time employees shall accrue normally as follows: 

 
Working Days  Hours 

 
i. Service over one (1) year    5     40 
ii. Service over two (2) years   10     80 
iii. Service over five (5) years   15    120 
iv. Service over ten (10) years   20    160  
v. Service over fifteen (15) years   25    200 

 
Full-time personnel hired prior to January 1, 1990, who have been employed with the City 
continuously, shall receive one additional vacation day per year for each year worked over 
21 years. CBA’s supersede the above if in conflict 

 
(C) Temporary, seasonal and part-time employees are not entitled to any vacation benefits 
except as allowed specifically by the City Administrator and/or Council. 

 
(D) New employees will accrue benefits for later use pending the successful completion of 
their probationary period.  

 
(E) There will be no accumulation of vacation during leave of absence without pay. 

 
(F) Vacation time off will be paid at the employee’s base pay rate at the time the vacation is 
taken.  Overtime or other special forms of compensation will not be calculated in the 
employee’s vacation pay. 

 
(G) Employees may request, by April 1 of a calendar year, when 5 or more consecutive 
vacation days of the employee’s vacation will be taken.  These requests shall be based on 
an employee’s departmental seniority.  Vacation dates may be changed after April 1st, but 
only if the new date does not conflict with another employee’s selected vacation dates. 
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(H) To ensure that the city can attract and retain top talent, the City Administrator shall have 
the authority to provide vacation on a negotiated basis for department heads and salaried 
exempt employees that do not qualify for overtime.  

 
14.2 Authorization 
 
 (A) Normally, employees should provide a minimum of twenty-four (24) hours’ notice to their 

Department Head of their request to take vacation leave. Approval is conditional, subject to 
the needs and requirements of the City’s operations.  

 
 (B) All requests for the setting up of vacation time shall be subject to the final approval of the 

Department Head. Where a conflict exists between employee requests, seniority shall apply. 
  
 (C) Employees shall receive a balance of their leave on their pay stubs.  
 
14.3 Utilization 
 
 (A) Vacation leave shall be taken following its accumulation. Under no circumstances shall 

employees be permitted to take vacation before it has accrued. 
 
 (B) Vacation should be taken within one year of its accrual.  In circumstances where a work 

schedule denies an employee a reasonable opportunity to take vacation, payment for 
vacation not used or additional vacation in the following year shall be authorized upon a 
formal request from the employee. This must be approved by the Department 
Head/Supervisor and the City Administrator.  

 
 (C) Vacation leave shall not normally accumulate beyond one year; however, the City 

Administrator may approve additional accumulations under special circumstances.  Such 
exceptions shall only be made when in the best interests of the City. 

 
 (D) Absence due to sickness, injury, or disability in excess of that authorized in Section 15 

will be chargeable against an employee's vacation allowance after exhaustion of employee’s 
sick leave allowance. 

 
 (E) Vacation must be taken in a minimum of one-quarter hour increments.   
 

POLICY 15 -- SICK LEAVE 
 
15.1 General Provisions 
 

The City provides sick leave as a form of insurance for its employees who are unable to 
perform their essential job functions due to physical or mental injury or illness.  In addition to 
utilizing sick leave in the event of employee’s own illness, injury, temporary disability, 
maternity, sick leave may also be used for the purpose of visiting doctors, dentists or other 
health care providers.  Also, sick leave (limited to 40 hours per fiscal year) may be used 
to care for a member of the employee’s immediate family.  

 
The amount of sick leave provided to employees is based upon length of service and is 
subject to the following provisions: 

 
(A) Unless otherwise provided for by a CBA, all regular employees shall earn sick leave credit 
at a rate of eighteen (18) days per year. 
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(B) Newly hired probationary employees will accrue sick leave the same as regular 
employees, but sick leave pay shall not be authorized for the first 120 days of employment, 
as stated above in Section 6.3(B).  

 
(C) Unused sick leave may be accumulated up to a maximum of 1008 hours for full-time 
employees unless otherwise stated in a union contract.  

 
(D) An employee may use up to forty (40) hours of sick leave in one fiscal year to arrange for 
the needs of a member of his or her immediate family. Family sick leave will count toward 
their accrued sick leave.  

 
(E) Any full-time employee who does not use sick leave during the six-month period of 
January to June and July to December will be entitled to one sick bonus day in the following 
six months.  

 
(F) Temporary, part-time and seasonal employees are not eligible for sick leave pay. 

 
(G) Each month employees shall continue to accumulate sick leave during: legal holidays, 
sick leave absences of less than one hundred sixty (160) hours, vacations, leave due to on-
the-job related injuries; jury duty; bereavement absence; and military leave. 

 
(H) Sick leave shall not continue to accumulate during leaves of absence without pay. 

 
(I) Absence due to sickness, injury, or disability in excess of that authorized in this Section 
may, upon employee's request, be chargeable against an employee's vacation allowance 
after exhaustion of employee’s sick leave allowance. 

 
(J) Sick leave shall not be granted beyond accrued benefits. 

 
(K) An employee who is going to be absent should notify his/her Department Head as soon 
as practicable, but in any event, prior to the start of shift. Failure to do so will constitute an 
absence without pay unless circumstances beyond the employee’s control make it 
impossible to call in prior to the start of shift.   

 
(L) An employee who is absent for three (3) consecutive days shall provide to the City Clerk 
a health care provider’s signed and dated written certification verifying the necessity for the 
absence on the fourth day identifying the diagnosis/illness or injury to which the absence is 
attributed.  
 
(M) An employee who is absent due to their own illness or injury may be required, under 
certain circumstances, to provide a health care provider’s signed and dated written 
certification stating they are able to return to work with or without reasonable 
accommodations related to their essential job functions. 

 
(N) An employee receiving sick leave pay, who simultaneously receives compensation under 
workers’ compensation insurance, a retirement fund or a pension fund shall receive only the 
difference between the regular salary and these payments. 

 
(O) Any employee who is laid off or granted leave of absence without pay and is later 
reinstated within one year shall have available upon his/her return such unused sick leave 
allowance as he/she may have earned prior to the time of his/her absence. 
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(P) Illness or injury occurring while an employee is on vacation cannot be charged to sick 
leave during the duration of the vacation period unless notification of the matter is received 
by the immediate Department Head as soon as possible and said sickness is a serious health 
condition which requires medical treatment and is substantiated by an approved health care 
provider’s signed and dated certification.  

 
(Q) An employee terminating City employment shall be allowed sick leave pay during the last 
two (2) weeks of employment only upon presentation of a health care provider’s signed and 
dated written certification. 

 
(R) Sick leave must be taken in a minimum of one-quarter hour increments. 

 
(S) Abuse of sick leave will constitute grounds for disciplinary action up to and including 
termination of employment. 

 
15.2 On-the-Job Injury 
 
 See Section 17.1 
 
15.3  Family Medical Leave Act 
 

It is the City’s policy to provide unpaid leave to eligible employees in accordance with the 
requirements of the federal Family and Medical Leave Act (FMLA).  A general overview of 
FMLA leave is included below.  Whether a particular situation is covered by the FMLA 
depends on whether the law’s requirements have been met, not on whether an employee 
actually requests FMLA leave.  The City Clerk, as the FMLA Coordinator, will designate 
leave as FMLA leave if the employee is eligible for FMLA leave and if the legal 
requirements are satisfied, even if the employee has not requested FMLA leave. If it is 
found that any provision of this policy conflicts with state or federal law, including federal 
FMLA law, the law shall supersede this policy.  In all respects, leave of absence under this 
policy shall be administered and provided for in a manner consistent with the Family and 
Medical Leave Act of 1993 and its published regulations.   

 
Definitions 
 
“Child” means a son or daughter under 18 years of age or a child 18 years of age or older 
who is incapable of self-care because of a mental or physical disability.  An employee’s 
child is one for whom the employee has actual daily responsibility for care and includes a 
biological, adopted, foster or stepchild.   
 
“Parent” does not include parents-in-law.   
 
“Serious health condition” means an illness, injury, impairment or physical or mental 
condition that involves:  
 

• an overnight stay in a hospital, hospice, or residential medical care facility;  

• a period of incapacity that requires absence from work for more than three 
consecutive calendar days AND involves either two or more treatments by a 
healthcare provider, or at least one treatment by a healthcare provider plus a 
regimen of continuing treatment;  

• any period of incapacity due to pregnancy or for prenatal care; 
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• a chronic serious health condition that results in periods of incapacity and 
sometimes requires treatment; 

• permanent or long-term conditions which require medical supervision; or 

• multiple treatments and recovery therefrom. 
 
“Spouse” means a husband or wife in a marriage or in a common-law marriage.  Spouse 
does not include an unmarried domestic partner.   
 
The “12-month period” during which the leave entitlement occurs is designated as the 
calendar year January 1 through December 31. 
 
Married employees:  If an employee and his/her spouse are both employed by the City 
and are both eligible for family and medical leave, the employee and his/her spouse will 
be limited to a combined total of twelve weeks of family and medical leave a year taken 
for any one or all of the following reasons:  birth of a child or to care for the child after birth; 
placement of a child with the employee for adoption or foster care or to care for the child 
after placement; or to care for the employee’s parent with a serious health condition.  This 
limitation does not apply in cases of leave to care for the serious health condition of an 
employee’s spouse or child, or because of an employee’s own serious health condition.  
 
Circumstances that Qualify 
 
The Family and Medical Leave Act provides that eligible employees may take up to 12 
weeks of unpaid leave during a 12-month period for any of the following reasons: 
 

• The birth of a child and to care for a newborn child within one year of birth. 

• The placement with the employee of a child for adoption or foster care and to 
bond with the newly placed child within one year of placement. 

• A serious health condition that makes the employee unable to perform the 
functions of his/her job. 

• To care for an immediate family member (spouse, child, or parent) with a 
serious health condition. 

• Qualifying Exigency Leave: Eligible employees may take up to 12 weeks of 
FMLA leave to handle exigencies related to a family member's active duty 
military service or call to active duty, which means leave to deal with child care, 
financial or legal arrangements due to deployment, leave to address issues 
arising from the death of his/her covered service member, or leave to spend 
time with a covered service member who is on short-term temporary rest and 
recuperation leave during deployment, among other things. 

• Covered Service Member Family Leave: Eligible employees may take up to 26 
weeks of FMLA leave to care for a spouse, son, daughter, parent or next of kin 
who has a serious injury or illness incurred in the line of active duty in the United 
States Armed Forces. 

 
Employee Eligibility 
 
Only eligible employees are entitled to take FMLA leave.  In order to be eligible to take 
family medical leave, an employee must meet all of these criteria: 
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• Have worked for the City for 12 months or more within the last seven years 
(unless the break in service was due to an employee’s fulfillment of military 
obligation or governed by a CBA or other written agreement); 

• have worked at least 1,250 hours for the City during the 12-month period 
immediately before the date the FMLA leave is to start; and 

• be employed at a location where 50 or more employees are employed by the 

City within 75 miles of that location. 

 

How and When Leave May be Taken 
 
Family and medical leave is taken either in consecutive workweeks; intermittently in 
separate blocks of time; or by reducing the number of days the employee works per week 
or hours per day. 
 
Duration of FMLA:  Eligible employees may receive up to twelve (12) weeks of FMLA 
within a rolling twelve-month period measuring backward from the date leave is requested.  
Spouses working for the City are entitled to a combined twelve weeks in a twelve-month 
period unless the leave is for a serious health condition of either spouse.  FMLA for the 
birth or placement of a child for adoption or foster care must be concluded within twelve 
months of the birth or placement of the child.   
 
Intermittent/Reduced Schedule FMLA:  FMLA for a serious health condition of the 
employee or an immediate family member may be taken intermittently in increments as 
small as ¼ hour or on a reduced schedule basis.  Medical certification will be required 
providing the need for intermittent or reduced schedule leave.  The employee shall attempt 
to schedule his/her intermittent or reduced schedule leave so as to not disrupt the City 
operations.  In the event of a reassignment, the employee’s pay and benefits during this 
time will be equivalent to the employee’s current pay and benefits. 
 
Certification 
 
Any leave for a serious health condition, whether for the employee or for the employee’s 
child, spouse, parent, or covered service member, will require medical certification.  
Medical certification forms are available from the City Clerk’s Office.  The City may request 
a second or third opinion of a medical certification at the City’s expense. Periodic re-
certification at the City’s expense may also be required.  Medical certifications, if 
requested, must be provided within fifteen (15) calendar days of the request, unless 
special permission is received from the City Clerk (who shall serve as the FMLA 
Coordinator). 
 
Employees will be required to periodically check in with the City Clerk during their leave 
to keep the City apprised of their status and intent to return to work.  Confidentiality 
regarding the request will be maintained except for return-to-work information or required 
information to ensure safety.  FMLA files are considered medical records and will be kept 
separate from the personnel file.  Certification will include the date of onset, the probable 
duration, type of treatment and other appropriate medical facts concerning the condition.  
If an employee is seeking leave for his/her own health condition, the certification must also 
state that the employee is unable to perform the essential functions of his/her position.  
For leave to care for a family member, the certification must state that the employee is 
needed to care for the family member and an estimate of the amount of leave time the 
employee will need.  Other certification requirements apply in the case of intermittent or 
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reduced schedule leave. 
 
Employees shall be required to complete all necessary Family and Medical Leave Act 
documentation within the timelines provided under the law prior to any leave being 
approved as family and medical leave.  All documentation and forms shall be available 
from the City Clerk’s Office.  If the employee fails to complete and return all necessary 
Family and Medical Leave Act documentation and the leave is such that would be covered 
as approved family and medical leave, the City may designate the leave as approved 
family and medical leave. 
 
The City reserves the right to require an employee to provide recertification for the need 
for leave depending on the amount of leave required.   
 
The City reserves the right to require a copy of the covered service member’s active-duty 
orders or other documentation issued by the military which indicates the service member 
is on active duty or called to active-duty status and the dates of the covered service 
member’s active duty service.  This information need only be provided to the City once. 
 
Notice Requirements 
 
An employee requesting family and/or medical leave must give the City at least 30 days 
advance notice if the reason for the leave is foreseeable.  If 30 days advance notice is not 
possible given the particular circumstances of the employee’s request, the employee must 
notify the City as soon as is practicable – generally within one or two business days from 
the time when the employee first learns of the need for leave.  Employees must make a 
reasonable effort to schedule foreseeable or planned leaves of absence so that they do 
not unduly disrupt the City’s operations.   
 
In those cases where the leave is foreseeable and the employee should provide thirty 
days’ advance notice and fails to do so, the employee shall provide a written explanation 
to the City why such notice was not practicable upon request from the City.  Failure to 
provide notice when required may result in discipline to the employee. 
 
If an employee returns from any period of absence which has not been designated as 
FMLA leave and the employee wishes to have the leave counted as FMLA leave, the 
employee must notify the City Clerk within two (2) business days of returning to work that 
the leave was for FMLA reasons.  Failure to provide this notice to the City Clerk may 
prevent the employee from making any later request or claim that the absence should 
have been covered by FMLA.  Upon notification of the request for retroactively applied 
FMLA leave, the City Clerk will evaluate the employee’s request and, if necessary, provide 
the employee with the necessary Notices as required by law. 
 
Wages 
 
FMLA Leave will be unpaid except as covered by any accrued sick leave, personal time, 
vacation time, compensatory time, holidays, and disability or workers' compensation 
benefits, if applicable.  An employee who has available paid time off, including sick leave, 
personal time, vacation time, compensatory time, holidays, and disability or workers’ 
compensation benefits will be required to use all appropriate paid leave in that order 
concurrently with his/her FMLA leave.  When an employee has exhausted all available 
paid leave, the remainder of any FMLA leave will be without pay. 
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Continuation of Insurance Coverage and Fringe Benefits 
 
During the period of family and/or medical leave, the City will continue the employee’s 
group health plan insurance at the same level and under the same conditions as if the 
employee had continued working with the City in his/her assigned position.  Employees 
will be required to make arrangements with the City to pay their required shares of the 
cost of the health insurance premiums while on leave.  If an employee does not return 
from FMLA, the City reserves the right, in its discretion, to recover the City’s portion of the 
premiums it has paid to maintain the employee’s health coverage. 
 
All seniority rights to which an employee is entitled shall accumulate during FMLA leave 
provided the employee returns to work after the requested leave.  Additional sick leave 
and vacation time shall accrue during the time that the employee is on paid leave but will 
not accrue if on unpaid leave.  Full-time employees on paid leave will receive holiday pay 
when a holiday occurs.  Employees on unpaid leave will not receive holiday pay.   
 
Coordination with Other Forms of Leave  
  
FMLA leave is coordinated with other existing forms of leave as follows: 
 

• If an employee’s workers’ compensation leave, under the Iowa Code Chapter 
85 also qualified for FMLA leave, such leave shall run concurrent to the 
employee’s FMLA entitlement.  

• When FMLA leave is used for the employee's serious health condition that is 
covered by the Iowa Code Chapter 85, the employee may be entitled to paid 
leave.  An employee will not be required to use any accrued paid leave 
provided by the City if the employee receives paid leave under such leave. 

• Any leave taken under state or federal law for pregnancy disability that also 
qualifies for FMLA leave shall be counted against the employee’s entitlement 
for both purposes. 

 
Return to Work After Family and/or Medical Leave 
 
An employee who qualified for FMLA and has been unable to work due to a serious health 
condition must provide the City with a written release to return to work from a health care 
provider before returning to work.  Failure to provide that certification will result in the delay 
of the restoration of the employee's job and may result in the denial of the restoration of 
that employee's job.  If the employee can perform the essential functions of his/her job, 
the employee will be restored to his/her former position, if that position is vacant, or one 
with equivalent pay, benefits and conditions of employment provided the employee has 
complied with the requirements of this policy.  If an employee’s healthcare provider states 
that the employee may return to work, but that he/she has certain restrictions which limit 
the employee’s ability to perform certain essential job functions, then such work 
restrictions shall be analyzed with respect to the essential functions in order to determine 
whether or not a reasonable accommodation is possible.  
 
Any employee who decides during the period of family and/or medical leave or following 
the completion of family and/or medical leave, that he/she will not return to work with the 
City, is asked to advise the City of this fact in writing immediately.  If an employee fails to 
return to work after exhaustion of his/her 12 weeks of FMLA, that employee’s employment 
may be terminated.   
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Termination of FMLA Leave   
 
An employee's FMLA leave and accompanying benefits will cease if any of the following 
occurs: 
 

• The employee's employment with the City would have been terminated due to 
other factors, even if the employee had not taken FMLA leave. 

• The employee informs the City of his/her intent not to return from leave in 
writing. 

• The employee fails to return from leave or continues on leave after exhausting 
his/her FMLA leave entitlement. 

• The employee fraudulently obtains FMLA leave. 
 

Other Provisions   
 
Exempt Employees:  Salaried executive, administrative, and professional employees of 
covered employers, who meet the Fair Labor Standards Act (FLSA) criteria for exemption 
from minimum wage and overtime under the FLSA regulations, do not lose their FLSA-
exempt status by using any unpaid FMLA leave.  This special exemption to the “salary 
basis” requirements for FLSA’s exemption extends only to an eligible employee’s use of 
FMLA leave.  
 
Dishonesty: Any deliberate misrepresentation resulting in the misuse of FMLA leave will 
subject employees to disciplinary action, up to and including termination of employment.  
 
Enforcement:  It is unlawful for any employer to interfere with, restrain, or deny the exercise 
of or the attempt to exercise any right provided by the FMLA.  It is also unlawful for an 
employer to terminate or discriminate against any individual for opposing any practice or 
because of involvement in any proceeding related to FMLA.  
 
The Wage and Hour Division is responsible for administering and enforcing the FMLA for 
most employees.  Most federal and certain congressional employees are also covered by 
the law but are subject to the jurisdiction of the U.S. Office of Personnel Management or 
Congress.  If an employee believes that their rights under the FMLA have been violated, 
they may file a complaint with the Wage and Hour Division or file a private lawsuit against 
their employer in court.   
 
For additional information, visit the Federal Wage and Hour Division Website: 
http://www.wagehour.dol.gov and/or call the toll-free information and helpline, available 8 
a.m. to 5 p.m. in your time zone, 1-866-4-USWAGE (1-866-487-9243).  This publication 
is for general information and is not to be considered in the same light as official 
statements of position contained in the regulations.  

 
15.4 Pregnancy, Childbirth or Related Medical Condition Leave 
 

An employee’s pregnancy or related condition may be a temporary disability.  Under Iowa 
law, where paid leave is not available, or there is insufficient paid leave available under 
any health or temporary disability insurance plan or sick leave plan, the employer shall 
grant an employee who is disabled by the pregnancy an unpaid leave of absence for the 
period the employee is disabled because of the employee’s pregnancy, childbirth or 
related medical condition, or for eight (8) weeks, whichever is less.  However, an employee 
may request to use her balance of compensatory time instead of taking leave without pay.   

http://www.wagehour.dol.gov/
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The employee must provide timely notice of the period of leave requested.  Before granting 
the leave of absence, the City may require that the employee’s disability resulting from 
pregnancy be verified by a health care provider’s signed and dated written certification 
stating that the employee is not able to reasonably perform the essential functions of her 
position.  

 
Depending on the facts and circumstances, an employee on an approved pregnancy or 
childbirth leave of absence who is unable to return to work following the maximum eight-
week period may seek a further leave of absence under the ADAAA (Section 7.8) or under 
Leave of Absence Without Pay (Section 16.3). 

 
POLICY 16 -- OTHER TYPES OF LEAVE 

 
16.1 Professional Conference Attendance 
 
 (A) Employees desiring to attend professional conferences should make a written request to 

the City Administrator at least one month prior to the opening of the conference, or in time to 
take advantage of any pre-registration savings.  All requests should include the conference 
schedule, registration information, and anticipated costs.  Having money in the budget for 
travel does not automatically authorize conference attendance. 

 
 (B) Reimbursement for training and conference costs shall be as follows: 
 

(1)  Actual registration fee. 
 
(2)  Moderately priced room rate or room at the conference venue.  
 
(3)  Round trip transportation (either City vehicle, private vehicle at current IRS rate 
or coach fare; whichever is least). When practical, employees are required to take 
City vehicles to conferences and workshops. 
 
(4)  Actual cost of any additional transportation once at the location and professional 
materials. 
 
(5)  In State Policy 
Actual cost of meals not to exceed $10.00 morning, $15.00 lunch and $25.00 evening 
or $50.00 per day, (alcohol excluded) except meals when part of the registration 
package. Miscellaneous gratuities up to 15% are acceptable. The gratuity may be 
added on top of the allowed amount. 
 
(6) Out of State Policy 
A per diem based on the rate set by the federal government. Employees will receive 
per diem based on the nights stayed excluding travel days. Employees shall receive 
seventy-five (75) percent of the per diem of the federal rate for days traveling to and 
from the conference. No receipts are needed unless items are purchased on a City-
authorized credit card.  

 
 (C) Itemized receipts including the tip will be required to support all claims. A travel form 

(provided by the City) with a detailed accounting of money spent shall be submitted by the 
employee to their Department Head/Supervisor within one week of the conference end 
otherwise the conference may not be reimbursed pursuant to Iowa Code Section 91A.5. 
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16.2 Military Leave 
 

Regular full-time employees who serve in the United States Armed Services, Reserves or 
National Guard are entitled to leaves of absence for required training or active military duty 
in accordance with Iowa Code Chapter 29A.  These employees, when ordered to active 
duty or service, are entitled to leave with pay for the first thirty days of such leave of 
absence.  Such employees are entitled to thirty (30) calendar days of paid leave for military 
service per calendar year.  Any amount of military leave taken during any part of an 
employee’s scheduled workday, regardless of the number of hours taken, shall count as 
one day toward the thirty (30) calendar days without loss of pay.  Absences required for 
military service that exceed thirty (30) calendar days shall be granted in accordance with 
the City’s policies on vacation, compensatory time, or unpaid leave, and with applicable 
state and federal law. 
 
An employee’s eligibility for re-employment with the City after completing military service 
will be determined in accordance with applicable state and federal law.  Conditions for re-
employment are briefly explained as follows: 
 
(A) The employee, or an appropriate officer of the uniformed service in which the 
employee serves, must give advance written or verbal notice of the employee’s service to 
his/her immediate supervisor, unless military necessity prevents employee from giving 
notice or it is otherwise impossible or unreasonable; 
 
(B) The cumulative length of the absence and all previous absences from the employee’s 
employment with the City for reason of military service must not exceed five (5) years, 
except in certain instances as required by law; 
 
(C) The employee’s discharge from military service must be honorable; and 
 
(D) When the employee returns from military service, he/she must report to work or submit 
a timely application for re-employment according to the following schedule: 
 
For service of less than 31 days the employee must report to work by the beginning of his/her 
first regularly scheduled workday that would fall eight hours after the employee returns home, 
however, the employee shall be permitted travel time and an eight-hour rest period.  For 
service of 31 to 180 days the employee must apply for re-employment within 14 days after 
completing service.  For service of 181 days or more the employee must apply for re-
employment no later than 90 days after completing service. 

 
Employees on leave for military service and any of their dependents entitled to coverage 
under the City’s health insurance plan are entitled to coverage as follows: 
 
(A) An employee that leaves employment for less than 31 days is entitled to continued 
health insurance coverage and will not be required to pay more than what an active 
employee would pay for coverage. 
 
(B) An employee that leaves employment for more than 30 days is allowed to elect to receive 
continued coverage under the City’s health insurance plan for up to 24 months following 
separation from employment or until the employee’s re-employment rights expire, whichever 
event occurs first.  The City may require the employee to pay up to 102% of the premium 
under this circumstance. 
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Any compensation paid to an employee on military leave will be paid on the regularly 
scheduled pay dates.   
 
Military leave of absence shall result in no loss of seniority status or benefits which would 
have normally accrued if the employee had not been absent for such purposes. 
 

16.3 Leave of Absence Without Pay 
  

All banked time off must be used before any leave of absence without paid time can be 
authorized.  

 
(A) Department Heads may grant leaves of absence without pay upon proper application in 
writing without pay for periods of up to two (2) weeks with the approval of the City 
Administrator.  Upon proper application and with justification, longer leaves of absence 
without pay may be granted if approved by the City Council.  Unpaid leaves of absence shall 
be granted for any purpose reasonable in the judgment of the City Administrator and/or 
City Council if applicable.  Failure to return at the date designated shall constitute a voluntary 
resignation. 
 
(B) If an employee’s position is still open/available and if the employee is qualified to perform 
the essential functions of that position with or without reasonable accommodation, the 
employee may return to their position following a leave of absence without pay.  
 
(C) No benefits shall accrue during leaves of absence without pay. 
 
(D Benefits are suspended during leaves of absence without pay, except in such cases as 
insurance programs where the employee elects to pay his/her own premiums in advance.  
While on unpaid leave for employees who have been enrolled in the City’s health 
insurance for more than six months, the City shall continue to pay its portion of the 
employee’s health insurance premium.  At least thirty days prior to any unpaid leave of 
absence, or in cases where the unpaid leave of absence is unforeseeable, as soon as 
practicable, the employee shall make arrangements with the City regarding how the 
employee will pay his/her portion of the health insurance premium.  If an employee fails to 
pay his/her portion of the health insurance premium per arrangements made with the City, 
the City shall provide the employee with written notice that it intends to cancel the 
employee’s health insurance plan, and if the employee does not pay the premium within 
ten (10) days of the date on the written notice, the City shall be permitted to cancel the 
employee’s health insurance plan. 
 
(E)  If a leave of absence without pay is due to an employee’s own physical or mental injury 
or illness, the employee shall present a health care provider’s signed and dated written 
certification stating the employee is able to return to work with or without reasonable 
accommodations related to their essential job functions. 
 

16.4 Bereavement Leave 
 
 In case of death in the immediate family (other than a spouse, child or parent), a regular full-

time employee shall be granted a leave of absence with pay for a period of three (3) 
workdays.  In case of the death of a spouse, child, or parent, a regular full-time employee 
shall be granted a leave of absence with pay for a period of five (5) workdays. To be eligible 
for paid funeral/bereavement leave an employee must have completed their probationary 
period.  Employees may be required to submit proof of death and/or relationship. 
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16.5 Personal Day  
 

(A) All full-time employees earn four (4) personal days each fiscal year in July. If hired after 
July 1, a full-time employee is entitled to one (1) personal day off from work with pay for 
each full quarter they work, to be used before July 1 of the following year. 
 

(B) New employees earn and may use one Personal Day per calendar quarter: 
a. July-September 
b. October-December 
c. January-March 
d. April-June 

  
(C) The employee must obtain approval by their Department Head to use their personal day.  

Where a conflict exists between employee requests to use their personal days, seniority 
shall apply. 
 

(D) Employees will be paid their regular hourly rate/salary for the personal day used.  
 

(E) Personal days may not be carried over from fiscal year to fiscal year and an unused 
personal day shall be forfeited on the last day of the fiscal year. 
 

(F) Personal days must be taken in a minimum of one-quarter hour increments.  
 
16.6 Jury/Court Leave 
 
 Any regular full-time or part-time employee who is required to serve on a jury, or as a result 

of official City of Oelwein duties is required to appear before a court, legislative committee or 
quasi-judicial body as a witness in response to a subpoena or other directive shall be allowed 
authorized leave.  A new employee called will have his/her Probationary period extended by 
the same amount of time as required for serving on jury duty.  An employee who receives 
notice of jury duty or witness service must notify his/her Department Head immediately in 
order that arrangements may be made to cover the position.  The City reserves the right to 
request that an employee who is called for jury be excused if his/her absence would create 
a hardship on the operational effectiveness of the department to which they are assigned. 

 
 The employee is responsible for turning in a statement of time release from the county and 

must return back to work within one hour of the stated time.  
 
 Time away will not affect vacation, sick leave or personal leave accruals. 
 
 Employees who appear in court as the plaintiff or defendant in any action not related to their 

official duties or who appear in court as a plaintiff against the City or related entity/person 
shall not be paid for time away from work unless that time is accrued vacation or personal 
leave.  Court payments for travel expenses are to be retained by the employee.  

 
 The employee may keep any court payment for services performed on the days of his/her 

regularly scheduled weekend or performed while on vacation or personal leave. 
 
 Employees are to return to work after jury duty within one hour although no more than the 

regularly scheduled number of hours for both jury duty and work shall be required.  If excused 
as a juror on any given day, the employee is expected to contact his/her Department Head 
and to report to work as instructed. 
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16.7 Election Day Workers 
 
 City Employees that volunteer to work election day can receive paid time off at the rate of a 

regular eight-hour workday.  Employees must give notice that they are working elections 
before they are allowed paid time off.  Employees must have approval from their Department 
Head.  Employees must provide verification from the county that they served on election day.  

 
POLICY 17 -- INJURIES, INSURANCE AND BENEFITS 

 
17.1 Workers’ Compensation 
 

To provide for payment of employee’s medical expenses and partial salary continuation in 
the event of a work-related injury or illness, employee is covered by workers’ 
compensation insurance.  The amount and duration of benefits payable depend on the 
nature of the employee’s injury or illness.   
 
Any employee who sustains a work-related injury or illness must inform his/her 
supervisor/Department Head immediately, no matter how minor the injury or illness may 
appear.  In all cases, an injury/incident report must be completed with the City Clerk and 
signed by the employee within 24 hours of the injury or illness.  Failure to report such an 
injury shall result in discipline, up to and including termination.  Based on the 
circumstances associated with the injury or illness, the employee may be eligible for 
compensation according to the state's work disability laws and regulations.  The City shall 
direct care for all workers’ compensation injuries including but not limited to selection of 
the employee’s treating healthcare provider(s). 
 
Neither the City nor the insurance carrier will be liable for the payment of workers' 
compensation benefits for injuries that occur during an employee's voluntary participation 
in any off-duty recreational, social or athletic activity sponsored by the City. 
 
Guidelines:  The City’s policy and practices related to an employee who is injured on the 
job include, but are not limited to, the following guidelines: 
 

• Employees should contact their supervisor/Department Head and file an 
incident report with the City Clerk immediately (no later than 24 hours following 
the incident) 

• If the employee fails to report to a scheduled appointment, it will be considered 
failure to report to work and the employee may be subject to discipline. 

• Employees not following any work restrictions may be subject to discipline, up 
to and including termination. 

• While on workers’ compensation leave, the employee is required to keep the 
City informed of his/her verbal or written correspondence with his/her treating 
health care provider(s), insurance carriers, physical therapists and all other 
related parties so a complete claim file can be maintained by the City. 

• The rapid and efficient return of the employee to his/her job or an alternate 
position until the treating health care provider releases the employee to regular 
duties is the desired outcome of workers’ compensation incidents. 

 
Prior to returning to work the employee shall provide a signed and dated written 
certification from the City’s designated health care provider indicating that the employee 
is released to return to work and is capable of performing his/her essential job functions 
with or without a reasonable accommodation. 
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The City may at their own discretion supplement Iowa Workers’ Compensation payments.  
The intent of this policy is to allow employees receiving workers’ compensation to be paid 
a supplemental amount to bring their total compensation to the regular time take home 
pay they would have earned on the job.  Supplemental payments may be charged against 
payroll, the employees accumulated sick leave, vacation leave, or personal days. 
 

If an employee fails to report to work at the end of the approved workers’ compensation 
leave or if the employee is employed by or working for another employer or company 
during the workers’ compensation leave, his/her employment with the City will be 
considered voluntarily terminated.   

 

17.2 Retirement Systems 
 

 All regular full-time City employees, except the City Administrator upon their election and 
Police and Firefighters, shall participate in the Iowa Public Employees Retirement System.  
Full-time Police and Fire employees may elect to participate in the Municipal Fire and Police 
Retirement System of Iowa. 

 

 IPERS and MFPRSI benefits accrue from both employee and employer contributions.  
Contributions to the retirement system are mandatory for eligible positions and are deducted 
from the member's salary each payroll period.  IPERS and MFPRSI provide for retirement 
benefits when a member meets the plan requirements. 

 

 If an IPERS or MFPRSI member terminates service without retiring, the member should 
consult the IPERS website at www.ipers.org or the MFPRSI website at http://www.mfprsi.org/ 
for the member’s options.  Annual benefit statements are provided to participating members 
by their respected programs.  Employees may request an estimate of benefits from IPERS 
and MFPRSI at any time to obtain an approximate projected retirement benefit figure.  
Employees contemplating terminating service upon retirement should consult the IPERS 
website at www.ipers.org MFPRSI http://www.mfprsi.org/ for requirements.  The City 
appreciates 90 days’ notice prior to any employee’s retirement date. 

 

 Enrollment and benefit forms are available through the Clerk's office.  It is the employee's 
individual responsibility to keep information on file up to date related to his/her retirement 
account as to name, address and beneficiary(s). 

 

17.3 Hospital, Medical and Life Insurance 
 

 (A) The City will contract for a hospital, medical, and life insurance policy for each full-time 
employee. Employees become eligible for insurance on the first of the month following 30 
days of employment.  The employee cost of coverage will be determined annually by the City 
Council through the salary resolution. The City and the Employee will cost share, should the 
premium increase from the previous fiscal year. The Employee’s monthly contribution rate, 
based on the coverage that they receive (single/family), will increase by a percentage that is 
50% of any increase to the rate that the City receives.  The City also provides employees 
access to dental and vision insurance; however, employees are responsible for 100% of the 
cost of the premium. 

 

 (B) If an employee is absent because of illness or off-the-job injury and properly notifies the 
City Clerk of such absences, the City shall continue to pay the premium apportioned as 
described above in paragraph (A) for the period of time that the employee is entitled to sick 
leave and/or vacation benefits (deducting the employee’s premium cost from their pay 
checks). 

http://www.ipers.org/
http://www.ipers.org/
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 (C) If an employee is injured on the job, the City will continue to pay the above-specified 
contribution to the employee’s hospital, medical, and life insurance premiums until such 
employee returns to work; however, such contributions shall not be paid for a period of more 
than twelve (12) months.   

 
 (D) If an employee is granted leave of absence, said employee shall pay to the City sufficient 

monies to pay the required contribution during the months absent.  This payment shall be 
required in full prior to approval of the leave of absence.  See Section 16.3(D). 

 
(E) For any situation where an employee is not receiving a paycheck from the City but 
continues to be enrolled in the City’s health insurance program,  the employee shall 
make timely arrangements with the City regarding how the employee will pay his/her 
portion of the health insurance premium.  If an employee fails to pay his/her portion of 
any insurance premium per arrangements made with the City, the City shall provide the 
employee with written notice that it intends to cancel the employee’s health insurance 
plan, and if the employee does not pay the premium within ten (10) days of the date on 
the written notice, the City shall be permitted to cancel the employee’s insurance plan.  
See Section 16.3(D). 

 
 (F) Enrollment forms should be completed in the following instances: 
 
  (1)  New Employees beginning service with the City. 
  (2)  Employees wanting to add an eligible dependent. 
  (3)  Employees who want to drop a dependent. 
 
 Enrollment forms are available from the Clerk's office.  It is the employee's responsibility to 

notify the Clerk of any change in dependent status by completing updated enrollment forms.  
Upon termination of employment with the City, the employee may elect to continue medical 
coverage under the Consolidated Omnibus Budget Reconciliation Act (R.L. 99-272) 
(COBRA).  The Clerk or his/her designee provides eligible employees with information on 
COBRA. 

 
17.4 Comprehensive Budget Reconciliation Act (COBRA) 
 

Employees of the City and their qualified dependents currently enrolled in insurance 
programs have the opportunity to continue certain insurance coverage under the City’s 
group plans, as required by law, at the employee’s/dependent’s cost.  Employees are 
eligible when a “qualifying event” would normally result in the loss of eligibility. Qualifying 
events include resignation or termination of employment for any reason other than gross 
misconduct; death or disability of an employee; a reduction in an employee’s hours or a 
leave of absence; employee’s divorce or legal separation; dependent child no longer 
meeting eligibility requirements; or the spouse of an employee who elects Medicare 
coverage.   

 
The employee or dependent will be required to pay the full cost for coverage at the City’s 
group rate plus an affordable care act fee, health reimbursement plan fee, two percent of 
COBRA fee, patient-centered outcomes research institute fee, and administrative fee as 
required under the law. 

 
Eligible employees are notified in writing of their rights under COBRA when the employee 
becomes eligible for coverage continuation.  For more information regarding this benefit, 
please contact the City Clerk. 
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Alternatively, under Iowa Code Section 509A.13, an employee who retires before attaining 
sixty-five (65) years of age may continue participation in the group plan or under the group 
contract at the employee’s own expenses until the employee attains sixty-five (65) years 
of age.  See Section 10.4 above for additional information. 
 

17.5 Employee Medical Examinations 
 

The City may require an applicant to submit to a job-related physical examination by a 
health care provider designated by the City and at the City’s expense or the prospective 
employee’s health care provider at the prospective employee’s expense if the employee 
requests to see his/her own health care provider.  The applicant shall not be required to 
submit to a job-related physical examination until after the employee has been offered a 
position, but before the employee starts work.  Additionally, the City may require that a 
current employee be examined by a qualified and licensed health care provider selected 
by the City if there is any question concerning an employee's fitness for duty or fitness to 
return to duty following a layoff or leave of absence.   
 

Following an examination, an employee or applicant shall provide a health care provider’s 
signed and dated written certification stating that the employee is capable of performing 
the essential functions of the employee’s job with or without reasonable accommodations 
or is capable of performing the essential functions of another job, which is open/available 
and for which the employee is qualified, with or without reasonable accommodations.  The 
results of the examination will be kept in a confidential file separate from other employee 
records. 

 

17.6 Light Duty Policy 
 

Definitions: 
 

Light duty: limited and/or modified duty assignments which excuse an employee from 
performing some or all of the essential job functions in his/her position or in another 
position with or without a reasonable accommodation for a temporary period of time in 
order to permit the employee to continue working and earning pay during his/her period of 
recovery/recuperation from a mental or physical impairment (including pregnancy and 
pregnancy or childbirth related conditions).  Light duty shall not continue indefinitely. Light 
duty shall not be provided for permanent impairments which impact the employee’s ability 
to perform some or all of the essential functions of his/her job with or without a reasonable 
accommodation. Instead, when an impairment becomes permanent, the City and the 
employee shall discuss through the interactive process whether the employee’s 
permanent impairment is a disability as defined by the Iowa Civil Rights Act or the ADAAA 
and whether reasonable accommodations that do not present an undue burden can be 
implemented. 
 

Temporary disability: a mental or physical impairment or impairments (including 
pregnancy and pregnancy or childbirth related conditions) which results in temporary 
physical limitations/restrictions certified by the employee’s health care provider which 
temporarily impact the employee’s ability to perform the essential functions of his/her 
position as set forth in the job description.  
 

Temporary:  lasting for a limited period of time. An interim measure, which is not 
permanent.  However, this term will be defined on a case-by-case basis depending upon 
the availability of light duty, the anticipated length of time needed for the light duty, and 
the creation of any undue burden on the City’s operations and its employees. 
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Policy: 
 
The City is committed to encouraging employees to return to work when their health care 
provider certifies that they are physically and mentally able to perform some or all of the 
essential job functions of their position or in another position.  This permits the employee 
to continue to work and earn pay; accrue benefits; avoid loss of sick leave; and avoid 
expiration of any applicable leaves of absence. 
 
Accordingly, if an employee with a temporary disability as defined above requests light 
duty and if light duty is available within the employee’s limitations and restrictions certified 
by his/her health care provider, the City shall offer temporary light duty to the employee.  
The City shall provide the light duty offer using the City’s form which can be provided by 
the City Clerk. 
 
Light duty shall extend only for the temporary period the light duty is available and the 
temporary period during which the employee’s health care provider certifies the need. 
Light duty is not applicable to permanent impairments.  (See definitions)  Employees shall 
remain in regular communication with the City regarding their status and need for light 
duty.  Employees shall provide all health care provider status updates or changes to the 
City in writing.   
 
All temporary light duty requests shall be made in writing using the City’s form and 
attaching the requesting employee’s health care provider’s signed and dated certification 
of the need for temporary light duty with an express and detailed explanation of the 
limitations/restrictions on the employee’s mental or physical abilities, and in relation to 
employee’s essential job functions and the time period for the light duty if known. 
Employees shall deliver the light duty request to their supervisor with a copy to the City 
Clerk.  The City shall provide the written offer of light duty to employee and his/her 
supervisor.   
 
If an employee believes that an offer of light duty does not comply with the employee’s job 
restrictions, the employee shall provide a detailed, written statement about the claimed 
non-compliance to the City Clerk.  The City shall then evaluate the employee’s statement 
and either (1) modify the offer of light duty; (2) revoke the offer of light duty; or (3) 
communicate to the employee that the offer stands unchanged because it complies with 
the employee’s work restrictions.  If an employee fails to report to work when the employee 
has been ordered to return to a light duty position that complies with the employee’s work 
restrictions, the employee shall be disciplined up to and including termination. 
 
All materials related to requests for light duty, health care providers’ written 
communications and the offer of light duty shall be kept in the employee’s confidential 
medical file. 
 

POLICY 18 -- SPECIAL ALLOWANCES 
 
18.1 Uniforms 
 
 (A) The City will furnish uniforms as determined by the Department Head and approved by 

the City Administrator.  
  
 (B) Full-time employees are eligible for uniforms and safety boots. Part-time parks and 

cemetery employees shall be eligible to receive safety boots after the successful completion 
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of one (1) full season with the City upon starting their second season. Safety boots will be 
provided with styles determined by the Department Head and approved by the City 
Administrator. The City will pay up to $200.00 toward safety boots as needed. 

 
 (C) All employees will be provided protective headgear, eye shields, and safety garments as 

needed in their position.  
 
 (D) Full-time employees who regularly work outside will be provided with five shirts, five pairs 

of pants, rain gear, winter overalls, and gloves.  
  
 (E) Employees who attend conferences or workshops outside of their normal working place 

will be required to wear city issued uniforms when the clothing is appropriate.  
 
 (F) All lifeguards for the City will be provided with swimsuits.  Lifeguards must reimburse the 

City for swimsuit purchases if the employee fails to work for the City.   
 
18.2 City Property 
 

Employees having custody of City property shall be responsible for its proper care, use, and 
security.  All employees are required to leave their work area clean at the end of their shift 
or workday.  Any improper, careless, negligent, destructive or unsafe use or operation of 
City property or equipment may result in disciplinary action up to and including termination 
of employment. 
 
Department Heads shall be notified if any City property, including equipment, machines 
or tools appear to be damaged, defective or in need of repair.  Prompt reporting of 
damage, defects and need for repair will prevent deterioration of equipment and possible 
injury to employees or others.  Department Heads are available to answer any questions 
about an employee's responsibility for maintenance and care of equipment used on the 
job.  
 
The use of City property, including equipment and vehicles for personal or non-work-
related tasks is strictly prohibited and may result in disciplinary action up to and including 
termination of employment or criminal charges. 

  
 If the employee fails to return said City property at the time of their termination or returns the 

property in disrepair, the City may withhold funds to reimburse the City from the employee’s 
final paycheck pursuant to the authorization in the employee acknowledgment form at the 
end of this manual (and pursuant to state and federal wage and garnishment laws) or the 
City may elect to withhold payment of any banked but unused vacation leave normally due 
and owing the employee.  See also Section 10.7. 

 
18.3 Travel Allowance 
 
 See Section 16.1. 
 
18.4 Education Allowances 
 
 The City encourages all employees in their self-improvement efforts.  Expenses for job-

related courses may be reimbursed by the City.  Authorization for expenditures must be 
secured in advance from the City Administrator. 
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 Areas in which the City has historically paid education allowances for include: 
 
 (A) Fire and Police training programs. 
 
 (B) Water and sewer plant operators training programs. 
 
 (C) Special training programs which benefit the City. 
 
 The City may pay the cost of tuition, books, mileage, and room and board; where applicable 

and when approved in advance and upon successful completion and attainment of 
certification.  Employees must reimburse the City for all failed certifications. 

 
18.5 Recruitment and Retention 
  
 The City Administrator shall have the authority to negotiate with department heads and 

exempt salaried employees; wages, benefits, and leave time to ensure that the City of 
Oelwein retains and attracts top talent for key roles within the organization.   

 
18.6 City Pool Pass 
 

The City shall provide a pool pass to the Oelwein Family Aquatics Center (“the aquatics 
center”) for all full-time employees and their respective families after a successful 
probationary period.  A pool pass shall also be provided to part-time employees, volunteer 
fire fighters, and reserve police officers after a successful season or year of employment with 
the City upon starting their second season.   
 
Any employee taking advantage of this optional membership offer does so at their own 
risk.  The City will not be liable for any accidents or injuries sustained while a member is 
using the  aquatics center.  This includes but is not limited to any accidents that occur from 
driving to or from the aquatics center.  The employee also assumes the risk and expense 
of transportation to and from the aquatic center.  Each employee using the aquatics center 
will do so on their own time off, not as an employee, and not during work hours. The City 
assumes no workers’ compensation liability during the exercise process, which must take 
place outside of work hours.   

 
POLICY 19 – PAY ADMINISTRATION 

 
19.1 Temporary Job Assignments 
 
 When a salaried position is vacant and an employee assumes temporary responsibility for 

that position, the employee may be entitled to additional compensation as determined by the 
City Council. 

 
19.2 Overtime 
 

(A) All overtime must be preauthorized by the Department Head or their designee. Overtime 
is authorized only for emergency work unless approved by the City Administrator or 
Department Head.  "Emergency work" shall mean that which is needed because of a natural 
catastrophe or for the protection of life and property.  It shall not mean routine day-to-day 
work.  Any employee who accrues overtime without prior authorization from the Department 
Head or City Administrator for non-emergency work shall be disciplined, up to and including 
termination. 
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(B) Unless a CBA applies and states otherwise, employees shall only be paid overtime for 
actual hours worked.  Sick time, holidays, vacation, funeral leave, and personal days shall 
not be considered actual hours worked for purposes of calculating overtime. 
 
(C) If a CBA applies and requires it, pre-authorized overtime shall be pursuant to the 
Department’s call out list.  Otherwise, overtime shall be directed by the Department Head, or 
their designee as deemed necessary to meet operational necessities.   
 
(D) All call outs during off-duty hours shall be paid at the time and one-half rate with a 
guaranteed minimum of two (2) hours worked. Refusing overtime can result in discipline up 
to and including termination.  

 
(E) A pattern of refusing or missing calls from the call out list shall result in discipline up to 
and including termination. Refusing overtime can result in discipline up to and including 
termination.  

 
(F) Unless a CBA applies and states otherwise, overtime pay at a rate of time and one-half 
shall be paid for all hours over forty (40) hours per week for actual hours worked as explained 
in 19.2(B).  The work week begins Sunday morning at 12:01 AM and ends on the following 
Saturday at 11:59 p.m. unless otherwise specified. 

  
19.3 Compensatory Time (Non-Exempt Employees) 
 
 (A) Non-exempt employees who work overtime may be entitled to compensatory time off in 

lieu of overtime pay.  If additional hours over forty (40) hours per week are not true overtime 
hours worked, the hours must be paid out to the employee as straight time during that pay 
period and cannot be added to the employee’s compensatory time bank.  

 
 (B) Compensatory time is subject to the approval of the Department Head involved and the 

City Administrator.  The Department Head shall track compensatory time earned, used and 
unused. 

 
 (C) Unless otherwise provided for by a CBA, non-exempt employees can bank up to 40 hours 

of compensatory time.  
 
 (D) Employees will be paid out all of their accrued compensatory time the final pay period in 

June, and the final pay period in December.  
 
 (E) Compensatory time must be taken in a minimum of one-quarter hour increments. 
 
19.4 Flex Time (Exempt Employees)  
 

(A) Employees exempt from the FLSA’s overtime provisions are typically “salaried.”  Work 
schedules are intended to maintain the required flexibility to “get the job done.”  Exempt 
employees are expected to work a minimum of 2,080 hours in a work year, although 
individual schedules may vary greatly throughout the year.  However, in recognition of the 
fact that their duties often require more time than the normal 40-hour work week, exempt 
employees may be allowed to take informal flex time consistent with effective performance 
for their duties and with the operating requirements and responsibilities of their 
department.  Flex time is not an entitlement but may be taken with approval of the 
immediate supervisor or the City Administrator in the case of Department Heads. 
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(B) Formal payroll time reporting is not required for flex time taken.  However, a 
Department Head or the City Administrator may require exempt employees to maintain a 
record of hours worked and flex time taken for operational purposes, such as 
administration of sick leave and vacation time or for grant accounting or allocation of hours 
for program metrics. 

 
 19.5 Longevity 
 
 (A) All nonunion full-time employees, after completing the required number of years’ service, 

shall receive additional compensation for increased value to the City through length of 
service.  Said longevity shall be set annually by the city council within the salary resolution. 

 
(B) Union employees will receive longevity as stated in their CBA’s. 

 
POLICY 20 -- SENIORITY 

 
20.1 Seniority 
 
 Seniority shall be considered first on a departmental basis, and then where possible and 

applicable on a City-wide basis and shall be an element in all personnel transactions provided 
an employee has the qualifications and ability to perform the job for which he/she claims 
seniority. 

 
 (A) The City Clerk or his/her designee shall be responsible for preparation and maintenance 

of a master seniority list for collective bargaining departments which shall contain the names 
of all employees in the order of their appointment to the service in the department.  Seniority 
standings shall remain unchanged unless affected by leaves of absence without pay of longer 
than two weeks in duration.  Leaves of absence for illness, injury on or off the job, or military 
duty with the Armed Forces of the United States shall not interrupt service toward seniority 
but all other leaves of longer than two weeks shall affect it.  A copy of the seniority list shall 
be available in the City Clerk's office and the department head at all times and in such other 
places as he/she may direct. 

 
 (B) Assignment of work with or without pay differential within departments shall be made on 

the basis of the efficient operation of the department or the applicable CBA, if any. 
 

(C) On call duty shall be by seniority pursuant to department or division policies or applicable 
practice.  

 
 (D) Employees shall lose their seniority upon voluntary resignation or termination from City 

employment or upon failure to return to work from a leave of absence as provided in this 
manual. 

 
POLICY 21 -- POLICE AND FIRE 

 
21.1 General Provisions 
 
 Uniformed personnel of the Police and Fire Departments shall be subject to the provisions of 

the Iowa Code and to the policies and regulations of their departments.  Iowa law and the 
departmental policies and regulations shall take precedence over any conflicting policies and 
regulations. 
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21.2 Applications 
 
 All applications for a position in either the Police or Fire Departments shall meet requirements 

as established by Iowa Code. 
 
21.3 Examinations 
 
 (A) Individuals seeking a position as either a police officer or firefighter may be required to 

pass performance, physical, oral, written, medical and psychological examinations.  If an 
applicant or employee is required to submit to a medical or psychological test, the City shall 
designate the health care provider and the test will be at the City’s expense.  Such exams 
shall be given to determine if the employee is fit to perform the essential functions of the job.  
The applicant shall not be required to submit to a job-related physical or psychological  
examination until after the employee has been offered a position, but before the employee 
starts work.    

 
 (B) Notice of examinations shall be published at least two (2) weeks prior to the examination.  

Notice for promotional exams may be given by writing to all members of the department. 
 
 (C) A register of eligible candidates shall be maintained for a period of 12 months or until 

exhausted.  Individuals shall be ranked in order of their examination scores from highest to 
lowest.  

 
21.4 Promotions 
 
 The Civil Service Commission shall provide written directions for promotion on the basis of 

merit and seniority in service and examinations pursuant to Iowa Code Chapter 400.  All 
examinations for promotion shall be competitive among all members of the next lower rank 
as desire to submit themselves.  Promotions shall be made from the three having the highest 
rating. 

 
21.5 Temporary Appointments 
 
 Temporary appointments may be made by the Chiefs of Police or Fire in order to prevent a 

stoppage of public business, to meet extraordinary exigencies, or to prevent material 
impairment of either the police or fire department.  These shall be for a period not to exceed 
sixty (60) days.  No temporary appointment of any one person shall be made more than twice 
in any calendar year. 

 
21.6 Disciplinary Action 
 
 (A) Officers of the Police and Fire Departments may be removed or discharged for cause, 

upon written charges, and after an opportunity to be heard in their own defense at a hearing 
of charges.  In case an officer or member is found guilty they may be discharged or may be 
suspended not to exceed thirty (30) days without pay. 

 
 (B) The Chief of either the Police or Fire Department or City Administrator may suspend 

without pay a member of his/her department for a period of not more than three (3) days, but 
he/she shall notify the Board in writing of such suspension.  Any policeman or fireman so 
suspended may appeal for a review of the suspension within twenty-four (24) hours after 
such suspension. 
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21.7 Reduction of Force 
 

 When the force of the Police or Fire Department is reduced and positions displaced or 
abolished, seniority shall prevail, and the members so reduced in rank or removed from the 
service shall be considered furloughed without pay. 

 

 If any vacated positions are reinstated, furloughed members of the said position shall be 
notified by registered mail and shall have prior right to such positions if otherwise qualified.  
In all cases seniority shall prevail.  Written application for the position must be made within 
thirty (30) days after notification.  Such person may be required to submit to examination by 
the City’s designated health care provider. 

 

POLICY 22 – EMPLOYEE SAFETY 
 

22.1 General 
 

All employees are required to wear appropriate safety equipment, follow appropriate 
safety equipment rules and follow appropriate safety procedures according to City and/or 
departmental policy at all times.  Failure to comply with safety policies may result in 
disciplinary action up to and including termination of employment. 

 

22.2 Hazardous Chemical Communication 
 

This policy is to ensure, under The Employee Right to Know law, that each employee or 
contractor who is employed by the City is aware of the hazardous chemicals used, stored 
or generated in any City facilities.  It will be accomplished by the following: 
 

(A) Listing of all chemical products used or generated on City property. 
 

(B) Appropriate labels on containers of all chemical products. 
 

(C) Safety Data Sheets (“SDS”) will be available for all chemical products on company 
property. 
 

(D) Employees will be trained to recognize and interpret labels, warnings, color-coding, 
signs, etc. that are affixed to containers in order to properly protect themselves against 
potential hazards. 
 

(E) Employees will be trained to understand the elements of Safety Data Sheets (“SDS”) 
and to recognize possible risks to health and physical harm so employees can properly 
protect themselves against potential hazards. 
 

(F) The written hazard communication in its entirety will be available upon request to 
employees, their designated representatives, and to local/state/ federal officials who have 
proper authority. 
 

(G) In-depth safety policies and procedures are available to all employees and can be 
acquired upon request from the employee’s Supervisor.  

 
22.3 Bloodborne Pathogen Policy/Plan 
 

The City is committed to providing a safe and healthful work environment for all 
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employees.  In pursuit of this goal, an exposure control plan (“ECP”) is provided to 
employees to eliminate or minimize occupational exposure to bloodborne pathogens in 
accordance with OSHA standard 29 C.F.R. § 1910.1030, “Bloodborne Pathogens.”  The 
ECP is a key document to assist the City in implementing and ensuring compliance with 
the standard, thereby protecting City employees.  This ECP includes: 

 
(A) Determination of employee exposure. 

 
(B) Implementation of various methods of exposure control, including: 

1) Universal precautions. 
2) Engineering and work practice controls. 
3) Personal protective equipment. 
4) Housekeeping. 

 
(C) Hepatitis B vaccination. 

 
(D) Post-exposure evaluation and follow-up. 

 
(E) Communication of hazards to employees and training. 

 
(F) Recordkeeping. 

 
(G) Procedures for evaluating circumstances surrounding exposure incidents. 

 
Employees should familiarize themselves with the ECP and direct any questions regarding 
the ECP to their Supervisors. 

 
22.4 Drug and Alcohol Use/Abuse/Testing 
 

(A) General Provisions/Policy Statement. 
 

(1)  Drug and alcohol use is highly detrimental to the safety and productivity of 
employees in the workplace as well as to the public the City serves.  No employee 
may be under the influence of any illegal drug or alcohol while in the workplace or 
while operating a vehicle or equipment owned or leased by the City. No employee 
may be under the influence of any illegal drug while on duty on behalf of the City. 
 
(2)  According to Iowa law, the unlawful manufacture, possession, distribution, 
transfer, purchase, sale, use, or being under the influence of alcoholic beverages 
or illegal drugs while on City property or while operating a vehicle or equipment 
owned or leased by the City, is strictly prohibited and will lead to disciplinary action 
including suspension without pay or termination of employment.  The unlawful 
manufacture, possession, distribution, transfer, purchase, sale, use, or being 
under the influence of illegal drugs while attending business-related activities on 
behalf of the City is also strictly prohibited and will lead to disciplinary action 
including suspension without pay or termination of employment. 
 
(3) Failure to submit to required medical or physical examinations or tests is 
misconduct and is grounds for suspension or termination of employment.  
 
(4)   Drug and alcohol testing is required by the Oelwein Police Department for 
post-offer/pre-employment, probable cause and random drug testing to detect 
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prohibited drug and alcohol use by sworn employees.  Drug and alcohol testing is 
also required for employees working in positions designated safety sensitive 
including for post-offer/pre-employment, probable cause and random drug testing.   
Drug and alcohol testing is also required as mandated by the Department of 
Transportation for employees with a Commercial Driver’s License (CDL).   
 
(5)  When appropriate, the Department Head and City Administrator may refer the 
employee to approved counseling or rehabilitation programs.  Employees may use 
prescribed medications, provided the use of such drugs does not adversely affect 
job performance or the safety of the employee or other individuals in the workplace.  
 
(6)  Employees engaged in the illegal use, sale, or possession of illegal drugs or 
controlled drugs on City premises, in a City department vehicle, or while on City 
time, will be subject to disciplinary action up to and including termination of 
employment. 
 
(7)  Employees charged with illegal use, sale, or possession of illegal drugs or 
controlled drugs on City premises or while on City time shall file a written report 
with the City Administrator.  This report must be filed within 48 hours of the filing 
of charges and the employee may be subject to disciplinary action up to and 
including termination of employment.  After reviewing the written report, the City 
Administrator may determine that the employee’s actions have rendered the 
employee subject to discipline up to and including termination of employment. 

 
 (B) Drug and Alcohol Abuse Testing Procedures 
 

1. Definitions 
 

(a) Safety Sensitive Employee:  A safety sensitive employee is an 
employee working in a position wherein an accident or an error could 
cause the loss of human life, serious bodily injury, or significant property 
or environmental damage, including a position with duties that include 
immediate supervision of a person in a job that meet the requirements 
of this paragraph.  However, the City reserves the right to add or 
remove positions from its list of safety sensitive positions at any time.  
This includes part-time safety sensitive employees. 

 
(b) Reasonable Suspicion Drug and Alcohol Test:  Drug or alcohol tests 

based upon evidence that an employee is using or has used alcohol or 
other drugs in violation of this written policy.  Evidence in support of 
such a violation is drawn from specific objectives, articulable facts and 
reasonable inferences drawn from those facts in light of training and 
experience.  For the purposes of this paragraph, facts and inferences 
may be based upon, but are not limited to, any of the following: 

 
(i) Observations while at work, such as direct observation of 

alcohol or drug use or abuse, or physical symptoms or 
manifestations of being impaired due to alcohol or drug use as 
described in the educational materials provided to employees.  

(ii) Abnormal conduct or erratic behavior while at work or a 
significant deterioration in work performance. 
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(iii) A credible source’s report of alcohol use or the use of drugs.  
The Mayor will have the final determination of who is a credible 
source. 

(iv) Evidence that an employee has tampered with any drug or 
alcohol test during the employee’s employment with the City. 

(v) Evidence that an employee has caused an accident while at 
work which resulted in an injury to a person for which injury, if 
suffered by an employee, a record or report could be required 
under Chapter 88 of the Iowa Code, or an accident that resulted 
in damage to property, including equipment, in an amount 
reasonably estimated at the time of the accident to exceed One 
Thousand Dollars ($1,000.00). 

(vi) Evidence that an employee has manufactured, sold, 
distributed/solicited, possessed, used or transferred drugs while 
on the City’s premises or while operating City-owned vehicles, 
machinery or equipment. 

(vii) The employee’s statement or admissions of drug use while he 
or she is a City employee. 

 
(c) Positive Test:  An employee tests positive for drugs if any trace of an 

illegal substance is detected following a drug test.  An employee tests 
positive for alcohol if he or she has a blood alcohol concentration equal 
to 0.04 or greater. 

 
(d) Illegal Drugs/Substances:  Any substance which cannot be legally 

obtained or is legal but has not been legally obtained.  This includes 
prescription medication for which the employee does not have a 
prescription and/or is not taken according to the prescription. 

 
(e) City Official:  Elected officers of the City, including the Mayor and City 

Council members. 
 

2. Notification 
  

(a) The City will notify applicants of this drug and alcohol testing policy at the 
time of their first interview.   

(b) The City will provide all employees with drug and alcohol education, 
including the effects of drugs and alcohol, signs and symptoms of drug and 
alcohol use, assistance available for those abusing drugs and alcohol, 
drugs and alcohol to be tested, and drug and alcohol testing requirements.   

(c) All drug testing results, and other confidential information will be kept 
confidential. 

(d) Drug and alcohol testing shall be done by an outside contractor as 
designated by the City. 

(e) Each employee and applicant will sign a form acknowledging receipt of 
these materials. 

 
3. Employee Drug Testing 

 
(a) Post-Accident Testing:  After an accident, testing shall be conducted on 

employees whose performance could have contributed to the accident if 
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(1) it is allowed and/or required by state or federal law; or (2) reasonable 
suspicion exists.  

(b) Reasonable Suspicion Testing: 
(i) When any Supervisor, City Administrator or City Official has reasonable 

suspicion that a City employee is under the influence of drugs or alcohol 
while on duty or otherwise violating the terms of this policy, that 
Supervisor, City Administrator, or City Official shall require reasonable 
suspicion testing. 

(ii) If reasonable suspicion testing is required, the employee will not be 
permitted to drive to or from the testing or while at work until the test is 
returned, and then only if the test produces negative results.  The City 
will provide transportation to/from the testing at the City’s expense if 
necessary. 

 
4. Drug Testing Procedures 

 
(a) Drug and alcohol testing shall require the employee to present a reliable 

form of photo identification to the person collecting the sample. 
(b) Drug testing will be conducted at a location designated by a Supervisor or 

the City Administrator. 
(c) The City will designate the type of testing to be performed on the sample 

collected. 
(d) Drug and alcohol testing shall normally occur during or immediately before 

working hours begin or immediately after working hours.  The time required 
for such testing shall be considered work time for the purpose of 
compensation and benefits. 

(e) A specimen testing positive will undergo an additional test to confirm the 
initial result.  

(f) The drug screening tests selected shall be capable of identifying every 
major drug likely to be abused including, but not limited to marijuana, 
cocaine, heroin, amphetamine and barbiturates.  Personnel utilized for 
testing will be certified as qualified to collect urine samples or adequately 
trained in the collection process. 

(g) Any employee who breaches the confidentiality of testing information shall 
be subject to discipline. 

(h) The City shall pay all testing costs for pre-employment, reasonable 
suspicion, regularly scheduled or follow-up drug or alcohol testing ordered 
by the City. 

(i) In conducting drug or alcohol testing pursuant to this policy, the laboratory, 
the Medical Review Officer and the City shall ensure, to the extent feasible, 
that the testing records maintained by the City show only such information 
required to confirm or rule out the presence of prohibited alcohol or drugs 
in the body.  

 
5. Post-Testing Procedures 

  
(a) An employee’s negative drug test results shall be retained by the City.  The 

employee may request a copy of the negative drug test.  
(b) An employee who has a positive drug or alcohol test, either from random 

testing or reasonable suspicion testing, shall be subject to disciplinary 
action up to and including termination of employment. 
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(c) If the employee is permitted to return to work, the employee may be 
required to submit to evaluation by a Substance Abuse Professional and 
undergo treatment recommended by the Substance Abuse Professional 
prior to returning to work.  If the employee successfully completes the 
treatment, no further disciplinary action will be taken against the employee.  
If the employee refuses to submit to the evaluation or fails to successfully 
complete treatment, the employee will be subject to further discipline up to 
and including termination of employment. The employee shall be 
responsible for all costs incurred when working with the Substance Abuse 
Professional.  

(d) If the Substance Abuse Professional determines the employee has a drug 
or alcohol-related problem, the employee will be required to do follow-up 
testing upon the employee’s return to work.  All follow-up testing will be 
unannounced and without prior notice to the employee and will be at the 
employee’s expense. 
 

6. Drug Test Results 
 

(a) All records pertaining to required drug tests shall remain confidential and 
shall not be disclosed without the written permission of the person whose 
records are sought.  The City Administrator shall have access to the 
records for purposes of employment decisions.  Computerized 
recordkeeping shall comply with this provision of the policy.   

(b) Drug test results and records shall be stored and securely retained for an 
indefinite period in a drug test file maintained by the City Administrator. 

 
7. Responsibility 

 
(a) It shall be the responsibility of the City Administrator, City Clerk, and Mayor 

to enforce this policy.  Employees are expected to report any suspicious 
behavior or suspected drug abuse of an employee. 

(b) It is the responsibility of each employee to abide by the procedures as 
outlined.  Any employee refusing to submit to a drug test request made 
under this policy will be subject to discipline up to and including termination 
of employment. 

 
(C) Federal Motor Carrier Safety Administration (FMCSA) Provisions 

 
(1)  The Federal Motor Carrier Safety Administration (FMCSA) requires alcohol 
and drug testing of drivers who are required to have an Iowa Commercial Driver’s 
License (CDL).  As such, alcohol and drug testing are a condition of employment 
for all employees required to have a CDL.  The DOT rules include procedures for 
urine drug testing and breath alcohol testing.  In addition to the policies described 
elsewhere in the drug and alcohol testing policy of this Handbook, these policies 
apply to CDL employees, including safety sensitive employees as defined in this 
section. 

 
(2)  DEFINITIONS 

 
(a) Commercial Driver:  This term and definition pertains to and includes all 

employees whose position requires the possession of a commercial 
driver’s license (CDL). 
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(b) Designated Employee Representative (DER): The City Clerk has been 

designated by the City as the DER.  The DER shall receive all substance 
testing notices and results.  Questions regarding substance testing shall 
be directed to the DER.  

 
(c) DOT Drug Test:  The five controlled substances under DOT and FHWA 

rules and regulations are:  marijuana (THC), cocaine, opiates, 
phencyclidine (PCP), and amphetamines. 

 
(d)   Alcohol:  The intoxicating agent in beverage alcohol, ethyl alcohol, or 

other low molecular weight alcohol, including methyl and isopropyl 
alcohol. 

 
(e)   Alcohol Use:  The consumption of any beverage, mixture, or 

preparation, including medication containing alcohol. 
 

(f)   Substance Abuse Professional:  Substance Abuse Professional (SAP) 
shall mean an Employee Assistance Program (EAP), or addiction 
counselor (certified by the National Licensed Physician, or a licensed or 
certified psychologist, social worker, employee, and an Association of 
Alcoholism and Drug Abuse Counselors Certification Commission).  SAP 
and EAP are used interchangeably in this manual. 

 
(g)  Breath Alcohol Technician (BAT):  One who has undergone training to 

conduct Alcohol Testing. 
 

(h) Safety-sensitive Employee:  An employee who is required by the 
position they hold to possess a Commercial Motor Vehicle License (CDL) 
and who is preparing to operate a commercial motor vehicle; is currently 
operating a commercial motor vehicle; has just completed operating a 
motor vehicle; or who employs/supervises an employee who drives a 
CDL. 
 

(i) Refusal to Test:  Behavior that qualifies as a refusal to test includes 
refusal to take the test, inability to provide sufficient quantities of breath, 
saliva, or urine to be tested without a valid medical explanation; 
tampering with or attempting to adulterate the specimen; interfering with 
the collection procedure; not immediately reporting to the collection site; 
failing to remain at the collection site until the collection process is 
complete; having a test result reported by an MRO as adulterated or 
substituted; or leaving the scene of an accident without a valid reason 
before the tests have been conducted 

 
(3)  SPECIFIC PROVISIONS 

 
(a)  Training:   
 

Person(s) designated to determine whether reasonable suspicion exists to 
require a CDL driver of the City to undergo alcohol or drug testing will receive 
a minimum of sixty (60) minutes of training on alcohol misuse and sixty (60) 
additional minutes on controlled substance abuse.  The training shall include 



 

 73 

physical, behavioral, speech, and performance indicators of probable alcohol 
misuse and use of controlled substances. 

 
(b)  Testing of Prospective Employees: 
 

All prospective employees of the City applying for positions requiring a CDL 
shall be informed in the advertisement for the position and in the first interview 
that a condition of employment includes passing a drug test as part of the pre-
employment process.  The DOT drug test protocol consists of a split urine 
sample.  The sample will be tested for marijuana, cocaine, opiates, 
phencyclidine, and amphetamines and will be required of all applicants for CDL 
positions. 
 

Prospective employees who refuse to take the respective drug test, or whose 
test verified positive for one of the substances, shall be ineligible for 
employment with the City from the date of the test results. 
 

(c)  Securing Information from Previous Employers: 
 

If a person is being hired by the City in a position requiring a CDL license and 
that person, during the previous two years, has worked as a CDL licensed 
driver for another employer, the City Clerk shall perform a reference check 
covering the previous two years.  The following information shall be requested 
from the previous employer: 
 

• Records of any positive alcohol or drug tests; 

• Records of any refusals to test; 

• Information related to any chemical dependency evaluation and 
completion of treatment. 

 
(d) Prohibited Activity: 

 
In addition to the prohibited activity listed generally in this policy, CDL 
employees are also prohibited from the following conduct: 

 

• Employees shall not consume alcohol while on duty. 

• Employees shall not consume alcohol for four hours prior to on-duty 
time. 

• Employees shall not consume alcohol for eight hours following an 
accident or until the employee undergoes a post-accident drug test, 
whichever occurs first. 

• An employee shall not report for or remain on duty if the employee has 
used any controlled substances unless such substances (1) have been 
prescribed by a physician and (2) the physician has advised in writing 
that the substance does not adversely affect the employee’s ability to 
safely operate a Commercial Motor Vehicle.  The employee must 
provide the written statement from the physician to the DER prior to 
reporting to work. 

 
If this portion conflicts with any other portion of this policy, the stricter policy 
shall apply. 
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(e)  Random Testing: 
 

The City shall conduct random drug and alcohol testing on all employees 
required to have a CDL license or who are safety-sensitive employees.  The 
percentage testing rates for drug and alcohol will change from year-to-year as 
designated and published by the Iowa Department of Transportation.  Current 
testing rates will be kept on file in the City Administrator’s Office. 
 
The selection of employees for random alcohol and drug testing shall be made 
by a computer-based random selection program.  Under the selection process 
used, each employee shall have an equal chance of being tested each time 
selections are made.  Random alcohol and drug tests shall be unannounced 
and the dates for administering random alcohol and drug tests shall be spread 
reasonably throughout the calendar year. 
 

Safety-sensitive employees are subject to random alcohol tests before, after, 
or while performing safety-sensitive functions. 
 
(f) General Testing Requirements: 

 
All drug tests shall be conducted on urine samples collected by the 
Regional Medical Center.  Urine samples will be sent to a DHHS Laboratory 
(UnityPoint Drug and Alcohol Testing Services) for screening and 
confirmation. 
 

(g) Special Provisions Regarding Alcohol Testing: 
 
A Breath Alcohol Technician (BAT) using breath-testing devices shall 
conduct all alcohol tests.  If the driver or safety-sensitive employee tests at 
least .02, but less than .04, the employee shall be removed from the job for 
at least twenty-four hours.  The employee may be sent home for the 
remainder of the day.  The employee may return to work at his/her regularly 
scheduled shift after the completion of the following: 

• After at least twenty-four (24) hours have elapsed from the breathalyzer 
test reading of at least .02, but less than .04; and 

• The employee has taken another breathalyzer test, which indicates an 
alcohol concentration of less than .02. 

 
When employees test 0.04 or greater on a breath alcohol test or have a verified 
positive drug test, they will be placed in an unpaid status and referred to 
EAP/SAP for evaluation, counseling, treatment, return-to-work testing, and 
follow-up testing.  The opportunity for evaluation, counseling, and treatment 
will be made available only on the first positive drug or alcohol test. 
 

(h)  Return to Duty: 
 

An employee will be subject to return-to-duty testing if: 

• They tested 0.02 or higher on a breath alcohol test; or 

• They have a verified positive drug test result. 
 

In the event an employee tests .04 or higher, a return-to-duty test is required, 
after the employee has been referred to the SAP (Substance Abuse 



 

 75 

Professional)/EAP (Employee Assistance Program) for evaluation and 
treatment.  The employee must agree to undergo treatment in order to be 
returned to work.  The SAP/EAP will decide if the employee can be returned to 
work while undergoing treatment.  The employee must continue to be 
compliant with the recommendations of the SAP/EAP in order to continue 
working while undergoing treatment. 
 
Return-to-duty testing need not be confined to the substance involved in the 
original violation.  Additional testing may be ordered if the SAP/EAP 
determines that this is warranted. 

 
(i)  Follow-up Testing: 

 
If an SAP/EAP professional determines that follow-up testing is needed, the 
City will ensure that the driver is subject to randomly selected and 
unannounced tests following the driver’s return-to-duty testing. 
 
The number and frequency of the follow-up tests are to be determined by the 
SAP/EAP professional but must consist of at least six tests during the first 
twelve months following the driver’s return-to-duty. 
 
Follow-up testing may be done for sixty (60) months; however, only the 
SAP/EAP can terminate the need for follow-up testing, and this can be done 
only after the first twelve (12) months are completed and six (6) testing periods 
have passed. 
 
Follow-up testing need not be for the substance involved in the original 
violation.  The SAP/EAP may recommend poly-substance testing.  Follow-up 
testing for alcohol can only be performed when the driver is performing safety-
sensitive functions prior to or immediately after performing safety sensitive 
functions. 
 
Employees refusing SAP/EAP referral, evaluation, and treatment, or 
employees who do not satisfactorily complete the prescribed treatment as 
recommended by the SAP/EAP, will be subject to termination. 
 

(j)  Post-Accident Testing: 
 

As soon as practicable following an accident involving a City CDL driver 
employee covered by this policy operating in a safety-sensitive position, the 
City shall test each surviving City covered CDL driver for alcohol and drugs: 
 

• Who was performing driving functions with respect to the vehicle if the 
accident involved the loss of human life, regardless of fault; or, 

• Who receives a citation at the site under state or local law for a moving 
traffic violation arising from the accident; and, 

• Any time one or more individuals receives injuries requiring immediate 
transport to a medical facility; or 

• When one or more vehicles have incurred disabling damages that require 
either vehicle to be towed from the scene; or 

• When reasonable suspicion exists. 
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If a breathalyzer test is not administered within two (2) hours following the 
accident, the supervisor of the driver shall prepare and submit to the City 
Administrator a report stating the reasons why the test was not promptly 
administered.  This report must be signed by both the Department Head and 
the City Administrator. 
 

If the breathalyzer test is not administered within eight (8) hours following the 
accident, the supervisor of the driver shall cease further attempts and prepare 
and submit to the City Administrator a report stating the reasons why the test 
was not administered within eight (8) hours.  This report must be signed by 
both the Department Head and the City Administrator. 
 

If a drug test is not administered within thirty-two (32) hours of the accident, 
the supervisor shall cease further attempts to arrange for the test and shall 
prepare and submit to the City Administrator a report stating the reasons why 
the test was not administered within thirty-two (32) hours.  This report must be 
signed by both the Department Head and the City Administrator. 
 

Following a vehicle accident that requires alcohol/drug testing, the driver shall 
make himself/herself readily accessible for testing.  Being unavailable for 
testing will be treated the same as a positive test.  Following an accident which 
requires testing, drivers shall not consume any alcohol for eight hours or until 
they have received post-accident testing. 
 

The results of a breath or blood test for the use of alcohol, or a urine test for 
the use of drugs conducted by federal, state, or local officials having 
independent authority for the tests shall be considered to meet the 
requirements of this section, provided such tests conform to applicable federal, 
state, or local requirements and that the results of the tests are obtained by the 
City. 
 

If any employee fails to produce a sufficient amount of breath to properly 
administer a breath alcohol test, then the employee shall be referred to a 
medical doctor.  The medical doctor will review the employee’s pulmonary 
health and provide the City a written report concerning the employee’s ability 
to produce an adequate amount of breath for testing.  Failure to provide an 
adequate amount of breath may be regarded as a refusal to submit to testing. 
 

(k)  Reasonable Suspicion Testing: 
 

When a supervisor or the City Administrator has a reasonable suspicion that 
an employee is under the influence of alcohol or drugs while on duty, that 
supervisor or City Administrator may require reasonable suspicion testing.  The 
reasonable suspicion must be based on specific contemporaneous, articulated 
observations concerning the appearance, behavior, speech, or body odors of 
the employee.  If reasonable suspicion is determined, the employee shall be 
required to submit to a breathalyzer test and/or drug test. 
 

Supervisors or the City Administrator who make a reasonable suspicion 
determination must have training including 60 minutes of alcohol misuse and 
60 minutes of controlled substance use.  Follow-up documentation of 
reasonable suspicion must be made in writing and placed in the Drug/Alcohol 
section of the medical records. 
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(l)  Challenge of Drug Test Results: 
 
The second portion (split) (Section 5.2) of the DOT Urine Specimen is reserved 
for challenging testing.  An employee or applicant who wishes to challenge a 
positive drug test must do so within seventy-two (72) hours following 
notification of the positive result.  The employee or applicant must notify the 
City that he/she wishes to challenge the test and must pay for the re-test which 
must be processed at a DHHS certified laboratory.  There are no provisions to 
challenge a positive alcohol test. 
 
(m)  Refusal Test: 
 
If the employee should refuse to take an alcohol test, there will be a 
presumption that the employee has a reading of .04 or greater alcohol 
concentration.  The refusal shall be deemed an act of insubordination, which 
shall result in discipline up to and including termination. 
 
If the employee should refuse to take a drug test or to provide urine, there shall 
be a presumption that the employee’s drug test is positive, and the refusal shall 
be deemed an act of insubordination, which shall result in discipline up to and 
including termination. 
 
In this instance, the employee shall be placed on administrative leave until a 
pre-disciplinary hearing is convened to determine the appropriate course of 
action.  Termination may be appropriate, or the employee may be referred to 
a Substance Abuse Professional for evaluation and recommendations.  The 
employee shall not be allowed to return to work until he/she has been 
evaluated by an SAP/EAP professional, has complied with the recommended 
rehabilitation, has a negative result on a return-to-duty alcohol and/or drug test, 
and has complied with the requirements imposed by the disciplinary action. 
 
(n)  Retention of Records: 
 
The City shall maintain drug and alcohol records in a secure location with 
controlled access.  Computerized record keeping may be used to comply with 
the provision of this policy. 
 
The following records shall be maintained for a minimum of five years: 
 

• Records of alcohol test results indicating an alcohol concentration of .02% 
or greater. 

• Records of verified positive drug test results. 

• Documentation of refusal to take required alcohol and/or drug tests. 

• Equipment calibration documentation. 

• Evaluation and referrals. 
 

Records related to the alcohol and drug collection process and training shall 
be maintained for a minimum of two years. 
 
Records of negative and cancelled drug test results and alcohol test results 
with a concentration of less than .02 shall be maintained for a minimum of one 
year. 
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The City shall provide copies of these records to other employers when former 
employees of the City have applied for other employment and have signed the 
appropriate release of information authorization form. 
 
(o)  Reporting of Results: 
 
The City shall, by March 15 of each year, report the results of its alcohol and 
drug tests on its affected employees as required by federal regulation. 
 
(p)  Policy Administration: 
 
The City shall be responsible for administering this policy. 

 
22.5 Smoke Free Air Act 
 

Smoking is prohibited in all of the City’s buildings or on any of the grounds surrounding 
the City’s buildings, including entrances to the City’s buildings and parking lots.  Smoking 
is also prohibited in all vehicles owned, leased or provided by the City to employees for 
their use. 

 
22.6 Vehicle Safety: Seatbelt/Restraint Policy/Distracted Driving 

 
(A) When using City equipment and vehicles on duty, employees are expected to exercise 
care, perform required maintenance and follow all operating instructions, safety standards 
and guidelines. 

 
If an employee is authorized to operate a City vehicle in the course of his/her assigned 
work, or if the employee operates his/her own vehicle in performing the employee’s job, 
the employee must adhere to the following rules: 

 
1. Employee must be an Iowa licensed driver with the proper endorsements and be 

insurable. 
2. Employee must maintain mileage reports when using his/her personal vehicle. 
3. Employee is responsible for following all the manufacturer’s recommended 

maintenance schedules to maintain valid warranties, and for following the 
manufacturer’s recommended oil change schedule. 

4. The City provides insurance on City vehicles, however, for any accident the 
employee will be responsible for the cost associated with any fines, moving or 
parking violation, if upon investigation, the employee is determined to have been 
in violation of any federal, state or city law, ordinance or policy. 

5. Employee must keep the vehicle clean at all times.  Employee must also wash and 
vacuum the vehicle as often as necessary.  Employee will be reimbursed for 
his/her reasonable expense of keeping the vehicle clean.  Employee should retain 
any receipts for reimbursement. 

6. Persons not authorized or employed by the City cannot operate or ride in a City 
vehicle. The City Administrator or a Department Head may authorize non-City 
employees to ride in a city vehicle for work-related purposes.  

7. Prior to operation of any City vehicle, the employee’s immediate supervisor will 
train the employee on the appropriate steps to take if the employee is involved in 
an accident – filling out the accident report, getting names of witnesses and so on. 

8. The employee should notify his/her supervisor if any equipment, machines, tools 
or vehicles appear to be damaged or defective or are in need of repair. 
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The improper, careless, negligent, destructive or unsafe use or operation of equipment or 
vehicles can result in disciplinary action up to and including termination of employment. 
 
Employees off duty shall not use City vehicles, equipment or facilities unless previously 
approved by their immediate supervisor. When a vehicle is in the possession of an 
employee during off duty hours, it shall only be used for City business when the need 
arises.  It shall not be used for personal errands or other activities. As approved by the 
City Administrator/Mayor, certain employees may be authorized to drive City vehicles to 
their homes. The use of City vehicles for commuting shall be considered taxable 
compensation to the employee. 

 
(B) Seatbelt/Restraint:  Iowa Code § 321.445 requires the driver and front seat occupants 
of a vehicle to wear a safety belt any time the vehicle is in forward motion on a street or 
highway in the state of Iowa.  

 
It is the City’s policy that all employees and any other occupants of City vehicles and 
equipment, and personal and rental cars used on official City business, use safety belts 
and shoulder restraints. 
 
Per the exemption in Iowa Code § 321.445(b), in specific situations including garbage/yard 
waste truck operators on a collection route, employees on a meter reading route or 
performing street patching work are exempt from the safety belt requirements while 
actively performing the job duties requiring the employee to leave from and reenter the 
vehicle at frequent intervals, providing the vehicle does not exceed 25 miles per hour 
between stops.  Employees shall comply with the law at all other times. 
 
Employees operating equipment with rollover protection (“ROPS”) shall also wear safety 
belts when operating the equipment.  
 
Employees are also prohibited from riding in or on parts of a vehicle not designed for 
human occupancy.  This includes, but is not limited to, pickup and truck boxes, fenders, 
trailers, steps, bumpers, tail gates and emergency vehicles.   
 
Employees must take appropriate safety measures into consideration when driving or 
traveling in motorized City vehicles or equipment. 
 
Failure to comply with these rules is a violation of state law punishable by citation and fine 
and a violation of the City’s safety policy, which is cause for disciplinary action, up to and 
including termination of employment. 
 

(C) Distracted Driving Policy:  An employee using a cellular phone while operating a City-
owned vehicle is encouraged to use hands-free technology or cease motor vehicle 
operations during the course of the conversation.  The City deems it unsafe to hold a 
cellular phone while driving and, therefore, requires the use of hands-free technology.  Any 
use of a hand-held cellular phone while driving should be kept to an absolute minimum 
and only during emergency situations.  Further, any use of a cellular phone, including 
hands-free technology while in a vehicle, public or private, is strongly discouraged. 

 
(D) Accidents: Any accident whether or not damage results to City vehicles, equipment 
and/or facilities shall be reported immediately to the City Administrator/Finance Director.  
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When deemed appropriate by the City Administrator, the accident will be investigated, and 
subsequent action taken.  
 
(E) Traffic Violations: Penalties/fines resulting from moving traffic violations and/or non-
compliance with transportation requirements (such as tarping at the landfill) while 
operating City equipment are the responsibility of the employee-operator.  Violations will 
result in disciplinary action up to and including termination of employment. 
 
(F) Because of the need for Oelwein services to sometimes be provided at times other 
than regular working hours, and because of the necessity to have certain Oelwein 
employees available to respond to an emergency situation immediately; certain 
employees are to be allowed to drive City vehicles to and from work.  These employees 
are designated by the City Administrator and are on call 24/7 to respond to an emergency 
or provide continuity of City services. These employees shall not use City vehicles for 
personal purposes except commuting to and from work.  Furthermore, these employees 
shall not allow any non-City employees to ride in these vehicles without the express, 
written permission of the City Administrator.  Any employee found to have violated this 
policy shall be disciplined up to and including termination.   
 

POLICY 23 – WELLNESS CENTER MEMBERSHIP BENEFIT 
 
23.1  Employee Wellness Center Membership  

 
To promote a healthy lifestyle as well as to promote the success of Williams Wellness 
Center (WWC), all full-time, 40-hour per week City employees are eligible for an annual 
single, couple, or family membership to the WWC.  All part-time employees are eligible to 
receive a single, couple, or family membership to the WWC.  Membership applications 
can be picked up at the Williams Wellness Center.   
 

23.2 Enrollment Period 
 
Membership is valid for one (1) year so long as the employee is in good standing with the 
City and will need to be applied for annually. Enrollment period will be June 1st through 
July 31st each year.  Membership will not be granted to full-time employees after the 
enrollment period until the following year. 
 
Newly hired full time employees will be eligible for enrollment upon completion of 
probationary period and enrollment period will last for 120 days, beginning at the end date 
of probationary period. Memberships will be pro-rated until the next annual enrollment 
period. Employees are eligible for 24-hour access for no fee. An employee will receive 
one 24-hour access key.  If the employee seeks an extra key, the employee must pay the 
full annual rate of $60.00. 

 
23.3 Family/Members Defined 

 
Memberships are available only to full-time employees and their families within the 
household. A family member can only join if/when the City Employee has completed the 
necessary membership paperwork.  
 
Household is defined as two or more adults living in the same residence and their 
dependent children who are under eighteen (18) years of age whose permanent residence 
remains in the employee’s home can be included on the membership.  Dependent children 
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who are between the ages of 18 and 24 may be included on a membership so long as the 
child is a full-time student.  

 
23.4 No Liability 

 
Any employee taking advantage of this optional membership offer does so at his/her own 
risk.  The City will not be liable for any accidents or injuries sustained while a member is 
using the fitness facility or using any of the equipment during the exercise process.  This 
includes but is not limited to any accidents that occur from driving to or from the fitness 
facility.  The employee also assumes the risk and expense of transportation to and from 
the fitness center.  Each employee using the WWC will do so in his/her own time off, not 
as an employee, and not during work hours. The City assumes no workers’ compensation 
liability during the exercise process, which must take place outside of work hours.  
 

23.5 Employment End Date 
 
This WWC membership offer will cease upon any employee’s final day of employment 
with the City of Oelwein and the employee is responsible for returning any key fobs he/she 
may have used for 24-hour access.  

 
 23.6 Oelwein Police Reserve Officers & Fire Department Volunteers 
 

The Oelwein City Council has the upmost appreciation and respect for the volunteer work 
of our Oelwein Police Reserve Officers and Oelwein Fire Department Volunteers. As such, 
we offer a single membership to any Oelwein Police Reserve Officer or OFD Volunteer 
who has completed his/her probationary period, is in good standing with his/her respective 
department and been approved for this benefit by the Chief of his/her department.  Each 
eligible member should take an approval sheet signed by his/her Department’s Chief, 
validating eligibility to City Hall in order to begin the membership paperwork.  24-hour 
access is available for Reserves & Volunteers. 
 

Policy 24 – Purchasing Policy 
 

24.1 Overview 
 
 The City of Oelwein Purchasing Policy is hereby created to: 
 

1. Clarify certain procedures and safeguards governing purchases of supplies and 
services by the City. 

2. Provide for increased public confidence in the procedures followed in City purchasing 
decisions. 

3. Ensure the fair and equitable treatment of all persons who are involved with the City’s 
purchasing procedures. 

4. Provide increased economy in City purchasing activities and maximize the purchasing 
value of public monies for the City. 

 
24.2 Spending Limits 
 

The spending limit of the City Administrator is set by Ordinance by the City Council.  This 
limit is $10,000.  Any item over this limit must be brought to the City Council for approval. 
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Department Heads’ spending limit is set at $5,000.  Department Heads will be held 
responsible for all purchases in their department.  All receipts turned in must have an 
account number attached where the purchase will be charged. 
 
Any item that is not a reoccurring expense over $10,000 must be sent to the City Council 
for approval. 
 

24.3 Reoccurring Purchases 
 
 For services or products that are required more than once a fiscal year, the aggregate 

total of the purchases will be used to determine the purchasing procedures that should be 
followed.  Reoccurring purchases will not be subject to the competitive sealed bid process, 
unless requested by the City Administrator. 

 
24.4 Budgeted Items 
 
 All items specifically stated in the City Council’s approved budget do not require a second 

council approval.  This includes items over $10,000.  Items over the Department Head 
limit must be approved by the City Administrator. 

 
24.5 Buying Local 
 
 By virtue of statutory authority, preference will be given to products and provisions grown 

and produced within the State of Iowa.  The department supervisors shall make every 
effort to support Iowa products when making a purchase.  Tied responses to solicitations, 
regardless of the type of solicitation, shall be decided in favor of the Iowa products. 

 
 Iowa Code, Chapter 73.1, Preference Authorized: 
 “Every…city, and every person acting as contracting or purchasing agent for any 

such…governing body shall use only those products and provisions grown and coal 
produced within the state of Iowa, when they are found in marketable quantities in the 
state and are of a quality reasonably suited to the purpose intended, and can be secured 
without additional cost over foreign products or products of other states…” 

 
 For purchases over $5,000, if an Oelwein-based company’s bid is within 5% of the low-

bid and all other specifications of the request for proposal are met by both companies, the 
city council may award the contract to the Oelwein-based company.  An Oelwein based 
company is one that sells or produces products in Oelwein. 

 
24.6 Purchase Order Procedure 
 
 Any item purchased over the allowed limit must generate a purchase order.  Purchase 

orders will be generated by the City Hall Secretary and signed off by the City Administrator. 
 
24.7 Credit Card Rules 
 
 Credit card spending limits are $10,000 for the City Administrator and $5,000 for 

Department Heads. 
 
24.8 Allowable Expenses 
 

• Authorized travel and training expenses. 
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• Authorized expenditures for services or supplies. 

• Reimbursement for alcoholic beverages is prohibited. 

• Elected Officials, City Administrator, or Directors may purchase business meals 
for themselves.  See Section 16.1 for meal spending limits and further restrictions. 

• All expenses must follow the Oelwein Purchasing Policy.  
 
24.9 Documentation 
 
 Original, itemized receipts are required to validate expenses on City issued credit cards.  

Restaurant receipts must include both the itemized bill and the credit card receipt that 
identifies the tip amount.  Conference receipts must include training details for each 
employee attending the training.  Hotel receipts must include daily room rates and itemized 
receipts for any additional room charges.  Transportation receipts should show charges 
for airfare, cab fare and tip amount if applicable. 

 
24.10 Unapproved Expenditures 
 
 Employees and Elected Officials will be responsible for all unapproved expenditures made 

on the City Issued Credit Card.  Expenditure reports will be reviewed by both the 
Department Head or Superintendent and City Administrator for adherence to policy. 

 
24.11 Store Credit Accounts 
 
 It is the understanding of the Oelwein City Council and the City Administrator that in order 

to conduct day-to-day business operations of the City, store credit accounts are needed 
for supplies.  As such, several store credit accounts are made available for employees in 
the local surrounding area at frequented businesses. 

 
 Store Accounts are to be used for items related to city business, each purchase needs to 

be identified at the time of sale by the Department’s name, signed for by an employee 
only.  Receipts for purchases made on store credit accounts must also be returned to the 
City Hall Billing Clerk in a timely manner to ensure statements are paid on time and without 
penalty. 

 
 It is the ultimate responsibility of the Department Head or Supervisor to ensure itemized 

receipts are turned to City Hall with the identified department name or proper billing code. 
 
 Employees using a credit card or a store account can be held personally liable for 

unauthorized purchases. 
 
24.12 Emergency Purchases 
 
 The Oelwein Purchasing Policy may be circumvented if a situation arises that meets any 

of the following emergency procurement conditions: 
 

1. The situation threatens public health, welfare or safety; or 
2. There is need to protect the health, welfare or safety of persons occupying or visiting 

a public improvement or property located adjacent to the public improvement; or 
3. The department must act to preserve critical services or programs; or 
4. The need is a result of events or circumstances not reasonably foreseeable. 
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In the event that any of these situations occur, purchases of emergency need items can 
be made without approvals required by this policy.  At the conclusion of the situation, 
formal documentation will be required by staff participating in the event to outline the 
occurrence, and justify the expenditures made under the emergency exemption.  These 
exemptions will be submitted to the City Administrator and if costs exceed $5,000, to City 
Council for approval. 
 

24.13 Quotes and Bidding 
 
 The city will follow all state bid requirements set out in Iowa State code chapter 26. 
 
 Any item over $10,000 must go through a competitive bid process.  This includes a 

minimum of two quotes.  When the city makes request for bids, all requests must include 
a specification sheet that is accurate and detailed. 

 
 All change orders under $10,000 can be approved by the City Administrator 
 
24.14 Signatures in Lieu of Absence 
 
 The City Clerk may sign for an absent City Administrator 
 
24.15 Bulk Purchases 
 
 Whenever feasible, the city will work to buy all items in bulk through a single vendor. 
 
24.16 Purchasing Policy Abuse 
 
 Any abuse of the Oelwein Purchasing Policy can lead to disciplinary action including 

termination. 
 
24.17 Federal Procurement Requirements 
 
 This section is added with guidance from Iowa Homeland Security to abide by federal 

procurement guidelines. 
 

In compliance with Uniform Grant Guidance in Title 2 Code of Federal Regulation (C.F.R.) 
Grants and Agreements, Part 200 Uniform Administrative Requirements, Cost Principles, 
and Audit Requirements for Federal Awards, it is the policy of the City of Oelwein to adhere 
to these requirements. For procurement, all non-Federal entities must follow 2 CFR Part 
200 Subpart D Subsections §200.318 through §200.327, and Appendix II to Part 200-
Contract Provisions for Non-Federal Entity Contracts Under Federal Awards. These 
standards are accessible online at: https://www.ecfr.gov/cgi-bin/text-
idx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl, and below.  

https://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl
https://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl


 

 85 

 
 

CITY OF OELWEIN 
EMPLOYEE ACKNOWLEDGEMENT FORM 

(CIVIL SERVICE QUALIFIED) 
 

This Personnel Policy Manual (“the or this manual”) describes important information about 
employment with the City of Oelwein, Iowa (“the or this City”).  It has been prepared to make me 
aware of what I can expect in the way of privileges and benefits; and what the City will expect of 
me in terms of behavior and performance during my employment.  
 
The policies in this manual are intended to apply to all City officials and employees, including 
volunteer firefighters and ambulance employees.  This manual and its policy statements 
supersede and have control over all prior and existing policy statements, representations, 
understandings or agreements, whether verbal or written, dealing with the same subject matter.   
 
Since departments vary in their duties and responsibilities, not all policies and regulations can be 
covered in this manual.  I understand that I may direct inquiries for additional information to my 
department or the City Administrator. 
 
The use of masculine or feminine gender in references or titles shall be considered to include 
both genders and is not a sex limitation.  
 
No policies in this manual shall supersede any provisions of state or federal law or any valid 
Collective Bargaining Agreements (“CBA’s”) entered into by the City and its employees.  Should 
a provision of this manual conflict with either state or federal law or a valid CBA, the state or 
federal law or valid CBA shall supersede this manual.   
 
The City reserves the right to change or eliminate any of the policies or benefits in this manual.  
Since the information, policies, and benefits described herein are necessarily subject to change, 
I acknowledge that revisions may occur; and that such changes will be communicated to me 
through official notices.  Only the City Council can adopt any revisions to the policies in this 
manual.  
 
By signing below, employee provides full authority for the City to withhold the amounts identified 
above in the following policies from his/her final paycheck: Sections 7.13, 1-0.7 and 18.2.  By 
signing below, the employee acknowledges the parties intend this to serve as a valid authorization 
for withholding from a final paycheck under Iowa Code Section 91A.5, as amended from time to 
time. 
 
I acknowledge this manual is neither a contract of employment nor a legal document.  I have 
received the manual and I understand it is my responsibility to read and comply with the policies 
contained in this manual and any revisions made to it. If I have any questions about this manual, 
I understand that I should consult my Department Head or the City Administrator. 

 
 

_______________________________   
Employee’s Name (Printed)  

 
 

_______________________________  __________________________ 
Employee’s Signature     Date 


