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SECTION 5:

MASCULINE & EMPLOYEE CLASSIFICATION

A. Masculine: The terms “he”, “his” and “him” refer to either gender, not to be
discriminatory, but to avoid the cumbersome terms of "he/she" and "him/her" in
this Employee Manual.

B. Employee Classification: To avoid confusion, the following employee
classification definitions are provided:

1.

Classified: An employee occupying a full time position that has been
approved by the City’s classification plan, and who has completed his
position’s orientation period. This position’s classification may be identified
as exempt or non- exempt.

a. Exempt: Position does not qualify to receive overtime
compensation based on the Fair Labor Standards Act of the federal
government.

b. Non-Exempt: Position qualifies to be compensated for overtime
per the Fair Labor Standards Act.

Classified (at will / orientation): New hire employee or an existing
employee new to a specific position who has been approved by the City’s
classification plan and has not completed his position’s orientation period (6
or 12 months, depending on the position).

Seasonal: A temporarily approved employee that is assigned to a
seasonal position that has been approved by the City’s classification plan
as on over-hire. This position does not receive benefits.

Part-time / Temporary: A temporarily approved over-hire assigned to a
specific position on an as needed, temporary basis. This position does not
receive benefits. This classification of employee may not work more than 20
hours per week for more than 20 weeks in a fiscal year, which is calculated
from July 1% to Jun 30™.

Volunteer: A person who does not receive a salary or benefits and
donates their time to help in a department. The exception to this
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classification is a Volunteer Fire Fighter who is compensated for his efforts and
receives specific benefits.
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SECTION 6:

CITY GOVERNMENTAL ORGANIZATION

A. Purpose: To outline the City's Governmental Organization.

B. Organization:

1.

City Council: The City of Cottonwood is organized under the
Council/Manager form of Municipal Government. All corporate powers are
vested in the Mayor and six (6) Council Members, all of whom are elected at
large. All powers of the Council are exercised by Ordinance, Resolution,
Order, or Motion.

Mayor and Vice-Mayor: The Mayor is elected at large by the citizens of
Cottonwood. The Council Members select among their membership the
Vice-Mayor. The Mayor is the Chief Executive Officer of the City.

Appointive Officers:

a.

City Manager: The City Manager is appointed by the Council and is the
head of the Administrative Branch of the City. He is given specific
direction and control by the Mayor and Council, and serves at their
pleasure.

City Attorney: The City Attorney is appointed by the Council and is the
head of the Legal Department of the City. He is given specific direction
and control by the Mayor and Council and serves at their pleasure. He
works closely with the City Manager, and assists in carrying-out the
mandates of the City Manager and the Council.

City Magistrate: The Magistrate presides over the Municipal Court. The
Magistrate is appointed by the Council and serves a term of two years,
subject to Arizona law.
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SECTION 7:

PERSONAL APPEARANCE POLICY

It is the policy of the City of Cottonwood that each employee’s dress,

grooming, and personal hygiene should be appropriate to the work situation.

A. Purpose:

B. Policy:
1.
2.
3.

Employees are expected at all times to present a professional,
business-like image to the public. Acceptable personal appearance, like
proper maintenance of work areas, is an ongoing requirement of
employment with the City. Radical departures from conventional dress
or personal grooming and hygiene standards are not permitted.
Department Heads are allowed to deviate from this general policy for
specific, job-related functions requiring departures from conventional
dress. Examples would include, but would not be limited to, Police, Fire,
and Utility personnel working special details as determined by their
respective Department Heads.

Office personnel, and any employee who has regular contact with the
public, must comply with the following personal appearance standards:

a. Employees are expected to dress in a manner that is normally
acceptable in similar business establishments. Employees should
not wear suggestive attire.

b. Hair should be clean, combed, and neatly trimmed or arranged.
Shaggy, unkempt hair is not permissible, regardless of length.

c. Sideburns, moustaches, and beards should be neatly trimmed.

d. Tattoos and body piercing (other than earrings) will be left to the
discretion of the respective department heads, working in concert
with the City Manager and City Attorney.

Employees who do not regularly meet the public may dress to meet the
basic requirements of safety and comfort, but should still be as neat and
businesslike as working conditions permit.
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4.  Certain employees may be required to meet special dress, grooming,

and hygiene standards, such as wearing uniforms, depending on the
nature of their job.

At a particular Department Head’s discretion, working in concert with the
City Manager and City Attorney, employees may be authorized to dress
in a more casual fashion than is normally required. On these occasions,
employees are still expected to present a neat appearance, and are not
permitted to wear ripped or disheveled clothing, athletic wear, or
similarly inappropriate clothing. Exceptions to this general requirement
include peace officers working in special assignments.

Any employee who does not meet the standards of this policy will be
required to take corrective action, which may include leaving the
premises. Non exempt employees will not be compensated for any work
time missed because of failure to comply with this policy. Violations of
this policy may additionally result in disciplinary action.
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SECTION 8:

THE COMPENSATION PLAN

A.

Purpose: To outline the City's policy toward the compensation and merit status of
City employees. The City will not discriminate in compensation of its personnel
based on race, ethnicity, color, religion, sex, age, sexual orientation, veteran's
status, or non-disqualifying handicap or national origin.

Policy:

1.  The City of Cottonwood does hereby adopt a merit system of employment for

the employees of the City. These provisions apply to all employees of the
City, except elected and appointed officials, including the City Manager, City
Attorney, City Magistrate, members of Boards and Commissions, those
employees designated in the Disciplinary Section as serving at the pleasure
of the City Manager, persons engaged under contract to supply professional
or technical services, temporary employees, probationary employees, and
volunteer personnel who receive no regular compensation from the City.

a. Classification: The City Manager, or a person or agency employed for
that purpose, shall ascertain and record the duties and responsibilities of
all positions in the classified service and, after consultation with the
heads of departments affected, shall recommend a classification plan for
such positions. The classification plan shall consist of classes of
positions defined by department class specification, including all job
tittes and salary ranges.

b. Adoption, Amendment, and Revision: The classification plan shall be
adopted, and may be amended from time-to-time, by the City Council.
Amendments and revisions of the plan may be suggested to the City
Council by any interested party and shall be submitted to the City
Council through the City Manager.

c. New Positions: When a new position is created, the classification plan
shall be amended to provide an appropriate job description and an
accompanying compensation schedule shall be drafted and submitted to
the City Manager for review and approval. The City Manager shall
present all new positions and compensation schedules to the City
Council for its consideration and approval.
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d. Re-Classification: Re-classification shall not be used for the purpose
of avoiding restrictions concerning demotions and promotions.

e. Assignment of Positions: Following the adoption of the classification
plan, the City Manager, with the advice of the department head/s
concerned, shall assign every position in the classified service to one of
the classes established by the plan.

C. Compensation:

1.

Preparation of Plan: The City Manager, or the person or agency employed
for that purpose, shall prepare a pay plan covering all ranges or positions in
the classified service. The City Manager, or the person or agency employed
for that purpose, shall, thereafter, make such further studies of the pay plan
as may be required by the City Council.

Adoption, Amendment, or Revisions of the Plan: The pay plan shall be
adopted, and may be amended and revised from time-to-time, by action of the
City Council.

Application of Rates: Employees occupying a position in the city service
shall be paid a salary or wage established for that position's range under the
pay plan. The lowest rate of pay designated for a range shall normally be
offered for recruitment purposes, and shall normally be paid upon
appointment to the class. Initial compensation at a rate higher than minimum
rate for the range shall be approved by the City Manager. An employee may
be paid greater than the lowest pay designated for a range (for each year of
directly related experience) up to the midpoint of the range, upon
employment, if approved by the City Manager. In some cases, an employee
may be hired at-or-above the mid range for the position, upon
recommendation of the City Manager, and with approval of the City Council.

Merit Increases: Merit increases shall not be automatic, but shall be based
on performance. The merit program is based on a one year performance
period that ends on the anniversary date, for that employee’s most current
position. The amount of increase will take into account the achievement level
attained by each employee. A Cost Of Living Adjustment (COLA) may be
granted each year in addition to a merit increase, to all employees whenever
approved by the City Council.
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5. Timing of Merit Increases: All newly hired employees, or employees new to

9.

a specific position, are eligible for a merit increase after six (6) months, equal
to one-half of an annual merit increase. At the end of the annual performance
review period, these employees are then eligible for an increase equal to one
half of an annual merit increase, which may need to be pro-rated. Annual
merit increases may be attained thereafter, based on each individual’s
performance, and upon approval of the City Manager, based on the
availability of funds.

a. A completed Performance Evaluation Form must accompany each merit
pay increase.

b. The effective date of a merit increase shall be as of the Performance
Evaluation period or as otherwise established.

Appointed Positions: Salaries and merit reviews for the City Manager, City
Magistrate, and City Attorney shall be determined by the City Council. The
City Manager and the City Attorney may meet annually with the Council in
Executive Session to discuss their salary and benefits for their respective
positions. This discussion of the Mayor and Council shall be presented
publicly in open session when the Council re-convenes its regular meeting in
order to make a final decision on the salary and benefits for the City Manager
and City Attorney. The City Magistrate serves a two-year term, pursuant to
terms of appointment, mutually agreed upon by the Council and the City
Magistrate. The terms of the appointment may be discussed in Executive
Session, however, the final decision of the Mayor and Council as discussed in
Executive Session shall be presented publicly when the Council re-convenes
its regular meeting.

Effect of Improvement Plan: If the employee is placed on an improvement
plan upon receiving their performance review, he may not be entitled to a
merit increase. Upon successful completion of an improvement plan,
however, the employee may be retroactively awarded his merit increase
based on the approval of the City Manager.

Pay Plan Adjustment: The City Manager may recommend an upward or
downward adjustment to the pay plan on an annual basis, at the same time
the annual preliminary budget estimates are submitted for adoption.

Seasonal Appointment/Part Time Employment: A Department Head may,
with the approval of the City Manager, compensate employees at an hourly
rate of pay, when conditions of employment such as summer work or other
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10.

11.

12.

13.

seasonal variations warrant such action. Such hourly rates shall be
established by the City Manager.

Temporary Assignment: Upon the recommendation of a Department Head,
and upon approval of the City Manager, an employee may be assigned on a
temporary basis to a higher than that which is normally covered by his job
classification. The employee will be paid at the minimum entry level of the
higher class, or at an increment of ten percent (10%) above his regular rate of
pay, whichever is greater.

Employee Promotion: An employee that is promoted into a higher class
position, upon the recommendation of a Department Head and upon approval
of the City Manager, will be paid at the minimum entry level of the higher
class, or at an increment of ten percent (10%) above his regular rate of pay,
whichever is greater.

Approval: The Department Head, the Human Resources Manager and the
City Manager must sign all changes of status involving salary or position
changes.

Clothing Allowance and Uniforms: Clothing allowance and uniform
privileges shall be set by the Council and administered by the City Manager.
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SECTION 14:

GRIEVANCE PROCEDURE

A. Purpose: To establish City policy for reporting and resolving employee problems
and protests.

1.

2.

To improve employer-employee relations.

To afford employees a systematic means of obtaining further consideration of
problems after every reasonable effort has failed to resolve them.

B. Policy:

1.

Matters Subject to Grievance Procedure: Any classified employee shall
have the right to appeal under this section, any decision affecting his
employment arising from interpretation or application of this Employee Manual
for which the City has the power to provide a remedy. Dismissals,
suspension without pay, and demotions, however, shall be appealed directly
to the Personnel Board. Civil rights complaints, and other matters where a
remedy is available by law, at the affected employee’s sole discretion, may be
reported to the appropriate County, State or Federal agency which has a
specific department that targets such complaints. Alternatively, at the
employee’s sole discretion, the employee may seek private, legal counsel to
handle these types of complaints. Notwithstanding employees’ rights to seek
remedies outside the City’s grievance process, they are strongly encouraged
to first submit their grievance to the Personnel Board for consideration. The
grievance procedure shall not be used as a means of collectively bringing
about changes in wages or hours.

Informal Grievance Procedures: An employee who has a problem or
complaint shall first attempt to get the issue settled through discussion with
the employee’s immediate supervisor, without undue delay. If, after this
discussion, the employee does not believe the problem has been satisfactorily
resolved, the employee shall have the right to discuss it with the concerned
supervisor's immediate supervisor, if any, or the Department Head or City
Manager. Every effort should be made to find an acceptable solution by
informal means at the lowest possible level of supervision. Employees are
strongly discouraged from discussing work-related issues with the Human
Relations Manager, City Attorney or City Manager, without having first
discussed the issue with their immediate supervisor.
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3. Formal Grievance Procedure: Levels of review are as follows:

Step 1: Regardless of whether the Informal Grievance Procedure has been
exhausted, the aggrieved employee shall be responsible for instituting the first
step of the Formal Grievance Procedure within seven (7) calendar days after
the facts upon which the grievance is based first occurs to, or can reasonably
be expected to have become known by, the employee. Grievances shall be
produced in writing and signed by the employee and shall include the
following information:

a. Aclear and concise statement of the grievance and the facts upon
which it is based.

b.  The remedy requested by the aggrieved employee.

c.  The sections of the Personnel Manual or special departmental
regulations which are allegedly violated.

Within seven (7) calendar days of receipt of the grievance, the Department
Head shall meet with the employee, discuss the grievance, and render a
written response, and the basis for any decision made concerning the
grievance. The Department Head shall forward a copy of his response to the
City Manager. Failure of the employee to take further action within seven (7)
calendar days after receipt of the written decision from the Department Head
will render the Department Head's decision final.

Step 2: If the employee does not agree with the decision, or if no answer has
been received from the employee’s supervisor or Department Head within
seven (7) calendar days, the employee may present an appeal to the City
Manager; this must be completed within seven (7) calendar days after either
receipt of the decision of the Department Head, or the last date permitted for
its receipt if no decision has been rendered. The City Manager will render a
decision in writing to the employee within seven (7) calendar days after
receiving the appeal. In no case shall any person other than the City
Manager — or his designee for such purposes — become involved in a
grievance appeal process.

Step 3: If the employee feels that the grievance is still not settled, he may
appeal directly to the Personnel Board. He shall present his request for
review to the Chairman of the Personnel Board, in writing, within seven (7)
calendar days after the receipt of the decision in Step 2. The Chairman of the
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Personnel Board shall schedule a hearing within fourteen (14) calendar days
of receipt of the employee's request for review. The Board shall meet with the
grievant, the Department Head, and other individuals as may be necessary
for the Board to render its decision. The Board will either sustain the prior
decision, decisions or mandates of the Department Head or City Manager, or
may modify or reverse the City Manager’s decision. There shall be no further
appeal from the Board's recommendation.

Step 4: With respect to the aforementioned procedure, the following rules
apply:

a. The time limits specified above may be extended to a definite date by
mutual agreement of the employee and the reviewer.

b.  The employee may request the assistance, at his own expense, of
another person other than a member of the Personnel Board, as an
observer and adviser at any level. The employee's assistant shall not
be permitted to examine witnesses or present arguments. The City
Attorney may represent the Personnel Board.

c.  Anappeal, once dropped through the action or inaction of the employee,
cannot be reinstated.

d. Employees shall be free from reprisal for using the grievance procedure.
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SECTION 16:

PERSONNEL BOARD

A.

Purpose: To establish the City policy on the duties and responsibilities of the
Personnel Board. The Personnel Board hears appeals of employees' grievances,
disciplinary actions, and dismissals in accordance with City policy and the policies
set forth in this Employee Manual. The Personnel Board is also active in employee
recognition programs.

Policy:

1.

The Personnel Board of the City of Cottonwood shall consist of members from
the following sources:

a.

A representative of the Human Resources Department, appointed by the
City Manager, to serve as permanent secretary of the Personnel Board
with no voting rights. It is the responsibility of the Human Resources
Manager to coordinate the activities of the Personnel Board, including
but not limited to, all correspondence, recording the official minutes of
meetings, the scheduling of meetings, and all other related activities.

Five members, three of whom shall be elected by the employees of the
City, to serve a two year term, and two citizens at large, shall be
appointed by the City Council, and all five members shall serve a two
year term, commencing the first week of January, every other year.

The five board members will elect a chairman during the first week of
January, every other year.

Election of Personnel Board: The election of the employees to serve on a
two year term, shall be on an informal basis, with each full time City official
(excluding the Mayor and City Council) and employee having an opportunity
to vote for the appropriate officials and employees of his choice. Nomination
ballots will be distributed with the employees' paychecks at the appropriate
time. The ballots shall be tabulated by the City Clerk's office and shall be
counted no later than five (5) working days after distribution of ballot forms.
Citizens at large shall be selected from applications received from local board
solicitations.
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If for any reason a member should resign from the board, the City Manager
shall appoint a new member to complete the unexpired term. On his ballot,
each voter may nominate no more than two candidates. The ten candidates
receiving the greatest number of nominations shall be placed on an election
ballot and the same process will be completed for the election process which
applies to the nomination process. (In case of a tie in the nomination process,
a drawing will be held by the City Clerk to determine the nominee.) The
candidates receiving the greatest number of votes shall serve a two year term
on the board, commencing the first week of the calendar year and ending the
last day of the calendar year of the term. In case of a tie, a drawing will be
held by the City Clerk to determine the winner. Representation on the board
will be limited to one employee from each department.

Time spent by board members will be considered part of their normal work
assignment. Non-exempt committee members will receive overtime
compensation, if required during committee proceedings.

If at any time a grievance should originate from an employee in a department
under the direction of any member of the Personnel Board, or from a Board
Member, that member shall not participate in the grievance proceedings. Any
elected member of the Board who is under the direct line of supervision of an
employee who is the subject of a grievance, shall likewise be disqualified.

Members of the Board, who may not participate in a grievance procedure
because of association, shall be replaced by employees of equal rank within
the department, appointed by the City Manager. If the subject of the
grievance is a Department Head, the appointment shall be of at least equal
rank from another department. A quorum of three (3) members is required
with a matter being passed upon by a majority affirmative vote of those
present. (Ties result in a failure to sustain the grievance.)
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SECTION 17:

TERMINATION

A. Purpose: To establish the City policy on termination and outline the procedure in
which terminations are initiated and processed.

B. Definition: Termination, as outlined herein, includes retirement, death, voluntary
resignation, reduction in force, end of temporary employment, and dismissal.

C. Policy:

1.

Voluntary Termination: Employees terminating voluntarily, in order to
terminate in good standing, are expected to give the City advance notice of
two weeks. Employees must submit a written resignation that specifically
identifies the date of their last day of employment with the City. The
employee's Department Head must acknowledge receipt of the resignation, in
written form, which states the resignation is accepted. Once their resignation
is accepted, an employee cannot be guaranteed a return to the position
vacated. The original termination and acceptance acknowledgement shall be
forwarded to the Human Resources Manager for filing in the employee’s
personnel file.

The City, in turn, will provide similar notice, in writing, when a staff member is
terminated as a result of any reduction in force. If advance notice by the City
cannot be given, the employee's accrued pay must be given in lieu of notice
for a bonafide reduction in force. Employees on layoff status, rehired within
six months, will be reinstated with no reduction of longevity benefits.

Reduction in Force: Selection of an employee for a reduction in force
should be based upon the individual's ability to perform the work assignments
within the affected department. Any employee laid off as a result of a
reduction in force shall have no right to appeal or grieve such action.

Retirement: Employees retiring under the State retirement system must
contact the City Manager ninety days, or 6 months per the Arizona State
Retirement System (ASRS), prior to the effective date of retirement to ensure
that all forms and documents are prepared. (For specific requirements, see
the Hiring Section of this Employee Manual.)
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4. Exit Interview: All terminating, full time employees are to be referred to the
Human Resources Manager or City Manager for an exit interview. Exit
interviews are a means of:

a.

Documenting the circumstances of termination for unemployment
compensation claims files.

Determining the individual's attitude toward the City and its policies.

Assisting departments in severing relationships with terminating staff
members on an amicable basis.

Explaining all rights, privileges, and benefits of a continuing nature and
completing the forms required for retirement contribution refunds if
desired.

Receipt from the employee of all City property: (i.e., cell phone, radio,
keys, forms of City issued identification, tools, credit cards, personal
protective equipment, and City purchased clothing).
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SECTION 18:

TRANSFER AND RECLASSIFICATION

A. Purpose: To outline the City policy toward the transfer and/or reclassification of
classified staff members.

B. Definitions:

1. Transfer: When an employee moves from one department to another in the
same position classification.

2. Reclassification: When one of the following conditions is met.

a.

C. Policy:

Promotion: Change to a position classification at a higher grade level,
normally with an accompanying salary increase.

Position Job Title Reclassification: Change to a position classification at
the same grade level with or without an accompanying salary
adjustment.

Down Grade: A change in position classification to a new position at a
lower grade level. All employees accepting a position with a lower
grade level will be subject to a review of their current salary. In some
cases, an employee may be subject to a decrease in salary. The criteria
used in assigning the salary level of a new hire will apply to all
employees entering a position classification lower than their current level
(see Section 19, Hiring Section, of this Employee Manual).

Anniversary Date: A new anniversary date will be established for any
employee who changes a position classification within the City.

1. The Department Head, in conjunction with the Human Resources
Department, will seek competent, currently employed employees who meet
the minimum qualifications for a position, as outlined in the job description for
that position, before considering non employees to fill new or vacant positions
(see Section 19, Hiring Section, of this Employee Manual).
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Information concerning possible employment openings should be provided to
the City Manager as far in advance as possible.

2.  City employees seeking employment with another department should notify
the Human Resource Manager of their interest in a particular position. The
Human Resource Manager will coordinate with the current and new
Department Heads regarding particulars of the proposed personnel change.

3.  Salary increases, where classified positions are involved, may be given to an
individual transferred between departments only when the person is promoted
to a higher position classification. No salary increase will be given when
transferring to a position having the same range as that to which the
employee is transferring.

4. The department accepting the services of the transferred employee assumes
the responsibility for benefits earned through longevity (i.e., vacation, and sick
leave).

5.  Atransferred or reclassified employee is subject to an additional six month
orientation period in the new position. Transferred or reclassified employees
are allowed all of the rights set forth in this Employee Manual.

6. Should an employee be transferred involuntarily to a position with a lower
salary, the employee may use the procedures outlined in Section 14,
Grievance Procedures, and Section 15, Discipline, of this Employment
Manual.

D. Promotions and Transfers: ltis the policy of the City to promote from within,
whenever practical and feasible under the prevailing facts and circumstances.
Vacant positions within a department should generally be filled in the following
order of preference: First, consideration should be given to promotion of a qualified
employee within the department; Secondly, consideration should be given to
promotion of a qualified employee from another department of the City; Lastly, an
employee applying for a promotion or transfer shall be interviewed for that position
to determine if they are qualified before external solicitation is initiated. This
procedure mirrors the City’s on-going support of, and commitment to, current
employees by giving them, when properly qualified, the opportunity to compete for
the opening, along with similarly-situated City employees, prior to accepting
applications from outside applicants.

The internal hiring preference will not apply to Department Head and/or
management range positions. Although all City employees are encouraged to
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apply for Department Head and/or managerial positions, it is the City policy to open
these positions to the open market to ensure that the most qualified individual is
selected for the position. All vacancies for classified positions will be posted
internally for seven (7) working days. Only the applications of classified employees
will be considered for employees occupying positions that have been approved by
City Council, and are recognized in the City Classification listing. Non classified
employees cannot apply for positions posted internally. Non classified employees
include the following classifications: orientation employees, temporary employees,
seasonal employees, and unpaid volunteers. The exception is for City Fire and
Police Department Volunteers and reserves who may apply for internally pooled
positions within their assigned departments (see Section 19, Hiring Section of this
Employee Manual).
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SECTION 19:

HIRING

A. Purpose: To outline the City policy for filling vacant positions in the City's service.

B. Policy:

It is the policy of the City to promote from within when practical and feasible.

C. Announcements: All vacancies for positions in the City shall be published on the
City of Cottonwood Human Resources bulletin board and be distributed to each
Department Head to be posted in common areas (i.e., employee lounges). The
announcements shall specify the title and pay for the positions, the closing date,
and where to file an application.

D. Method of Filling Vacancies: When a vacancy is to be filled, recruitment shall be

performed in the following sequence:

1.

All vacancies will be publicized for internal applicants only for seven (7)
calendar days prior to being publicized to external applicants.

City fire and police department volunteers and reserves may apply for
internally posted positions within their assigned departments. All applicants
must meet the minimum qualifications and must have completed the
orientation period for the position in which they currently serve. The City
reserves the right to open any position to the general public prior to the seven
(7) calendar day mentioned above, when deemed in the best interest of the
City under the then prevailing facts and circumstances.

When a vacancy is not filled through existing employees, the City will provide
appropriate notice to the general public. The Human Resources Manager will
conduct an appropriate search for all vacancies using the following guidelines:

Non-exempt personnel: announcement, local advertising.

Supervisory personnel: announcement, local advertisement, and/or regional
advertising.

Department Heads and City Manager: Announcement, local advertising,
regional advertising, and/or national advertising.
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E. Application Forms:

1. All applicants for City employment SHALL complete the APPROVED CITY
APPLICATION form provided by the Human Resources Manager. A resume
may be supplied in addition to a completed application, HOWEVER, IN NO
CIRCUMSTANCES SHALL A RESUME REPLACE THE APPROVED CITY
APPLICATION FORM. Application forms require information covering
training, experience, and other pertinent information, and must be signed by
the applicant. The HRM will use the information to determine whether the
applicant is eligible to continue in the selection process for a given class of
employment. Failure to accurately complete the application for employment
form may be cause for disqualification. At the direction of the City Manager,
appointed positions and Department Head positions may necessitate
deviation from this general process. In those cases, the City Manager, Mayor
and City Council may direct how the selection process shall proceed.

2. The City may require certain job classes to meet specific standards and/or
possess specific, specialized education, experience and training.

Disqualifications: The Human Resources Manager may reject any application
which indicates on its face that the applicant does not posses the minimum
qualifications required for the position. Applicants shall be rejected if the applicant
is unqualified for the performance of duties of the position to which he seeks
appointment, has made any misstatement of any material fact, or has practiced any
deception or fraud in the application or the application process.

Oral Interviews: Oral interviews for all certain positions may be held prior to
appointment to the City's service.

Background and Criminal Checks: The City of Cottonwood will perform a
background and criminal records check on all newly hired, classified employees.
All newly hired, classified employees, shall submit their fingerprints to the City as a
condition of employment.

Listing and Posting of Job Openings: To assist Department Heads in meeting
their equal opportunity responsibility, all staff employment openings (other than
those appointed by the City Council) for full time, part time, and temporary staff
employment, must be transmitted to the City Manager as soon as the need is
known. The City Manager will approve the solicitation, and the Human Resource
Manager will ensure that all necessary information on employment is provided to
the public and all other City departments.
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J.  Personnel Applications: The Human Resources Manager will maintain
employment applications to be filled out by prospective employees. No question, in
any application form, shall be so framed as to attempt to elicit information
concerning race, ethnicity, religion, color, age, sex, national origin, sexual
orientation, veteran's status, or non-disqualifying handicap of an applicant.
Applications will be kept on file as required by State and/or Federal law.

K.  Fair Employment: No appointment, promotion, or termination from a position in
the City, shall be affected or influenced in any manner by consideration of race,
ethnicity, religion, color, age, sex, national origin, sexual orientation, veteran's
status, or non-disqualifying handicap.

L. Minimum Qualifications: The minimum qualifications required of applicants will
be realistically related to the duties of the specific position.

M. Recruiting Procedures: When a position is not filled by promotion or transfer,
new applicants will be considered. The Human Resources Manager or respective
Department Head will review applications and arrange for applicants to be
interviewed by an appropriate screening committee or the standing committee of
the department seeking applicants. The Human Resources Manager will be a
member of this committee whenever possible.

1.  Employment: Each hiring decision (other than those appointed by the Mayor
and City Council) will be the responsibility of the City Manager. The
respective Department Head will initiate a memo thru the Human Resources
Manager to the City Manager justifying a recommendation for hiring the most
qualified candidate. The memo shall be accompanied by the selection
process documentation, along with the recommended starting salary and start
date.

2. Disposition of Non-Selected Applicants: The Human Resources Manager
shall notify those applicants who were considered but not selected. Records
of these applicants shall be retained as required by State and/or Federal law.

3. Recruiting Costs: Advertising costs shall be the responsibility of the Human
Resources Manager. All other costs (i.e., reasonable relocation expense,
employment agency fees, interview and recruitment travel, and telephone
calls) shall be borne by the City, if authorized by the City Council and/or the
City Manager prior to the expenditure.
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N. Examinations and Testing for Sworn Peace Officers: All employment
applicants seeking a position with the Police Department shall be required to pass
an examination given by the Chief of Police or the Chief's designee. The Chief of
Police shall be responsible for setting all qualifications and requirements and for
the filling of all sworn positions. The selection techniques used in the examination
process shall be impartial, of a practical nature, and relate to those subjects
which, in the opinion of the Chief of Police, fairly measure the relative capacities
of the class to which they seek to be appointed. Examinations shall consist of
selection techniques which will test fairly the qualifications of candidates such as,
but not necessarily limited to, achievement and aptitude tests, other written tests,
personal interviews, performance tests, physical agility, evaluation of daily work
performance, work records, medical tests, mental tests, polygraph tests, or any
combination of these or other tests. The Chief of Police shall ensure that the
hiring of all sworn personnel shall be in concert with the Arizona Peace Officers
Standards and Training requirements (AZPOST).

1.  Promotional Examinations: Promotional examinations may be conducted
when deemed necessary by the Chief of Police and City Manager. Only
classified employees who meet the requirements set forth in the examination
announcement may compete in the examinations.

2.  Notification of Examination Results: Each candidate in an examination
shall be given written notice by the Police Department of the results, including
the candidate's final earned score and/or rank on the employment or
promotion list.

3. Review of Examination Papers: Any candidate shall have the right to
inspect his own examination papers within five working days after the date the
exam was given. Any error in computation shall be corrected. However, such
change shall not necessarily invalidate appointments previously made, nor
entitle a candidate to be appointed.

O. Orientation Period: The orientation period shall be regarded as a part of the
testing process and shall be utilized for closely observing the employee's work and
for securing the most effective adjustment of a new employee for the position.

1. Regular Appointment: All appointments, except as specified herein, shall
be tentative and subject to a six-month orientation period. Part-time
employees (i.e., anyone working less than an assigned work week of forty
hours) shall serve as at-will employees. The orientation period for police
officers shall be for a period of twelve months.
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2. Rejection During Orientation Period: At any time during the orientation
period, an employee may be rejected by the appointing authority without a
statement of reasons. Notification or rejection in writing shall be approved by
the City Manager and sent to the employee and the Human Resources
Manager for inclusion in the employee’s personnel file. Any employee who
has obtained the status of classified employment with the City, and who has
accepted another position within the City's classification plan subject to a new
orientation period, will be allowed the rights as set forth in the Grievance,
Discipline, and Personnel Board Sections of this Employee Manual, if
terminated.

3. Extension of Orientation: The orientation period may be extended three
additional months, based on the recommendation of the Department Head
and with the prior approval of the City Manager. Additional evaluation will be
performed monthly during this period.

P. Employee Evaluations: The designated departmental supervisors will review the
performance of each employee at the end of the third (3) and sixth (6) month during
the employee’s orientation period, and annually thereafter. The evaluations shall
address the responsibilities, duties, and skills, etc., required to successfully perform
the employee's duties. An evaluation form will be filled out, and the document must
be signed and dated by the employee and the supervisor. The City Manager will
be responsible for the administration of this program, and with the assistance of the
Human Resources Manager, will perform a continual review of each classified
position.

Q. Appointed Officials: Appointed officials, except as specifically provided in this
Ordinance, or by law, serve at the pleasure of the City Council. These include
elected officials, City Manager, City Attorney, City Magistrate, members of City
Boards or Commissions, persons engaged under contract to supply technical or
professional service, temporary employees and volunteer firefighter, or other
volunteer personnel who receive no regular compensation from the City. The City
Council may waive, or make more stringent, any requirement in this Employee
Manual not otherwise mandated by State or Federal law, in the selection process of
appointed officials.

R. Conditions of Employment: Certain conditions of employment are required of
each employee by either Federal, State, and/or local law or policy. Examples are
as follows:

1. Loyalty Oath: All employees are required to sign a loyalty oath as required
by state law.
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2. Political Activity Prohibited: The political activity of certain employees of
the City is limited by Federal law. Employees shall comply with all provisions
in the U.S. Code., and all applicable provisions of Arizona Revised Statutes.

3. Solicitation of Political Support Prohibited: No elected or appointed
officer or employee of the City shall solicit any contribution, in cash or
services, from any person or entity to support any candidate for public office
while on-the-job.

4. Residence Requirement: All employees shall be required to be at work by
their scheduled start time. Certain employees may be required by their
Department Heads to live within a specified response time to emergency
calls.

5.  Physical Examination: A physical examination will be required prior to the
completion of the final employment process. In addition, the City may require
a fitness-for-duty examination at any time by a physician selected by the City.
The City will pay all costs associated with physical examinations.

6. Draft Registration: Male employees between the ages of 18 and 26 must be
registered for the draft if they are a citizen of the United States, an immigrant,
or as may be required by State and Federal law. Exceptions are permitted in
accordance with A.R.S. § 38-201, and the U.S. Code.

7. Background/Polygraph Checks: New employees may be subjected to one
or more of the following tests or reviews, depending on the position
classification: finger printing, driving record, criminal record, polygraph,
medical examination, mental examination, drug screening and other
background checks as the City deems appropriate for a position.

8. Employment of Relatives:

Pursuant to A.R.S. § 38-481 et seq., it is a Class 2 Misdemeanor for “an
executive, legislative, ministerial or judicial officer to appoint . . . any person
related to him by affinity or consanguinity within the third degree to any . . .
position [or] employment . . . when the salary . . . of such appointee is to be
paid from public funds . ...” Id.

This statute applies to all “incorporated cit[ies] within the state . . . .” Id.
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The chart below gives examples of persons falling within particular degrees of

consanguinity:

FIRST DEGREE

SECOND DEGREE

THIRD DEGREE

Children Grandchildren, Cousins
Siblings Nephews & Nieces Great Grandparents
Parents Aunts & Uncles Great Grandchildren

Grandparents

Grandnephews

Grandnieces

This statute does NOT prohibit the EMPLOYMENT of relatives; it prohibits
City officials from APPOINTING (i.e., hiring) one of that City official's

relatives.

When relatives of City officials (or relatives of line employees) apply for

employment with the City, the related City official (or line employee) must

not become involved in any actions which would fall within the category of

working for, suggesting, arranging or being a party to the appointment of a

person related to him/her within the degree provided by statute.

Additionally, relatives within the above degrees of consanquinity should not

be directly supervised by a relative, nor should they be promoted, demoted,

or disciplined by their relative.
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SECTION 20:

STATE RETIREMENT PLAN

A. Purpose: To outline the City policy of retiring personnel and the State Retirement
Plan.

B. Policy:

1. All employees working in excess of 20 hours per week, for more than 20 or
more weeks per year on a regular basis, are required to participate in the
Plan. Payroll deductions commence upon commencement of employment.
The Plan is supported by contributions from the employer and covered
employees. The employee contribution rate is set annually by the state
retirement system.

2. If a member terminates employment, he may elect a refund of his own
contributions, plus interest, under present law.

3.  Aretiring member should complete a retirement application within six (6)
months prior to his scheduled retirement date. The retirement date can be no
sooner than the first day of the month following termination of payroll status
and completion of the retirement application.

4. Normal and early retirement benefits are computed pursuant to State law.

5. Members of the State Retirement System are covered by Social Security
benefits in addition to those provided by the State Retirement System.
Individual counseling is available through the Human Resources Manager to
answer questions regarding retirement, social security and Medicare, or, at
the sole discretion of the employee, he may directly contact an Arizona State
Retirement System Representative.
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SECTION 21:
INSURANCE BENEFITS
A. Purpose: To outline the City policy on employee insurance benefits as in effect on

the date of adoption; these benefits are subject to change by the Mayor and City
Council.

Policy:

1.

Hospitalization Insurance: All classified, full time employees are presently
eligible for coverage under the City's group insurance program as outlined in
the City's group insurance agreement. The employees may elect to cover
dependents under this program. The plan provides health, accident, and life
insurance coverage. Copies of coverage and other information are available
at the Human Resources Office. It shall be mandatory for all employees
covered by the City Health Plan to participate in any preventative health
exams conducted by the City.

Worker's Compensation Insurance: All City employees are covered, at no
cost to the employee. Worker's Compensation provides medical and
hospitalization expense benefits, as well as partial payments in lieu of salary
for most job-related injuries.
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SECTION 22:

POSITION & PERFORMANCE EVALUATION

A.

Purpose: To establish and outline the program of position & performance
evaluations as a supplement to wage and salary administration.

Policy: The City Manager is responsible for administration of the position &
performance evaluation program, and may be assisted in this endeavor by the
Human Resources Manager.

1. Position Evaluation

a.

Position evaluation is utilized as a method of determining the
responsibilities, duties, and skills, etc., required to successfully perform
in a position and to classify the position based on the position's relative
worth to the City.

As a result of position evaluation, position classifications are
established, with each assigned a range determining the minimum
starting salary, the midpoint salary, and maximum salary progression.

Salary ranges relate to the duties of a position and not the individual
occupying the position. The variance among people such as relative
efficiency, production, aptitude, attitude, etc., can and should be handled
within the salary range.

When it is necessary to add a new position previously unclassified in a
department, the City Manager shall receive written justification from the
respective Department Head requesting approval for the new position
classification. As a result of the classification approval, the City
Manager will then approve the recruitment of qualified applicants
through the Human Resources Manager to fill the position's
requirements.

When the makeup of a position has materially changed, becoming either
more or less demanding, the supervisor shall submit justification as to
the needed change for the City Manager’s reevaluation and
reclassification approval. Once approved, the Human Resources
Manager will finalize the revised job description and personnel action
paperwork.



CITY OF COTTONWOOD sec: 22

EMPLOYEE MANUAL Rev: 06-07
Date: 06-07
SUBJECT: Position and Performance Evaluation (continued) Page: 2of2

f. The City is not responsible for salary commitments that are not in
keeping with the position classification plan, unless prior approval is
received from the City Council and City Manager, and is within the
budget capacity existing at the time of commitment.

2. Performance Evaluation: Classified employees shall receive a performance
based evaluation and be eligible for consideration for merit pay increases as
follows:

a.  After successfully completing the first six (6) months of the orientation
period, and upon approval of the City Manager, one half (1/2) of an
annual merit increase percentage may be granted. After successfully
completing the first year of employment and upon approval of the City
Manager, another merit increase percentage may be granted equal to
one half (1/2) of the calculated annual merit increase.

b.  Annually, on his hire date, the employee will be eligible for a
performance based merit percentage increase, upon recommendation of
the Department Head, annual budgetary appropriations, and upon
approval of the City Manager.
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SECTION 23:
EMPLOYMENT OF STUDENTS, YOUTH & TEMPORARY OVER HIRES

A. Purpose: ltis the purpose of this Employment Manual to specify qualifications as
to age and working conditions for the employment of students, youth and
temporary over hires.

B. Policy:
1.  Student and Youth Employment:

a. Departments are encouraged to arrange their employment practices to
accommodate student utilization during summer months and summer
vacations.

b.  Age limits and qualifications: Normally, no minor under the age of 17
shall be employed. Youths under the age of 18 may be employed, but
only in non-hazardous positions. Employment Certificates will be
required, and all employees who have not previously obtained a social
security number will be required to do so.

Normally, students and youths may not work in excess of eight hours
per day and forty hours per week during the summer months and
holiday periods. Full time, classified employees, shall have first
consideration for any overtime work.

c. Student and youth employment shall be in compliance with the federal
and state child labor laws. Check with the Human Resources Manager
to determine what positions may be filled by youth on a temporary basis.

2.  Temporary Over Hires:

a. The City Manager has approved the use of temporary employees to assist
the various positions in the City. These employees will be informed that
they are not entitled to participate in any of the City’s benefit plans. Any
disciplinary and performance problems shall be brought to the attention of
the Human Resources Manager. No temporary employee shall be
allowed to be on the City’s payroll in excess of 20 hours per week, for 20
weeks in the fiscal year, regardless of whether he works consecutive
hours or not.
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b. Requests for temporary employees shall be processed through the
Human Resources Manager using the City of Cottonwood Position
Information Summary, circling part-time. Each temporary employee must
meet the minimum qualifications for the position being sought. The
Human Resources Manager will contact the temporary agent and, to the
best of his abilities, obtain the best suited individual for the temporary
position. Also, the supervisor or Department Head should note the
expected duration of employment and who in his department will be the
rating supervisor for the temporary employee. A temporary employee
evaluation shall be completed on each temporary employee at the end of
his work period by the rating supervisor. This provides the City with a
record of all the areas on which the evaluation is based. This information
shall be kept on file in the Human Resources office for potential future
employment reference.

3.  Allemployees must receive an orientation and safety briefing by the
Department Head/ Rating Supervisor before they start work.

4.  Any employee that is temporary or seasonal must be removed from the City’s
payroll and Human Resources system after his 760 hours have expired in a
year. If he chooses to work with the City again the next year, he must, again,
go through the application and hiring process (see this Section, and Section
19, Hiring, of this Employee Manual for additional information on the hiring
process).
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SECTION 24:
SAFETY AND OSHA
A. Purpose: To outline the City's policy on safety and the Occupational Safety and

Health Act (OSHA).

Policy:

1.

Employer’s Duty: According to A.R.S. § 23-403, each employer shall furnish
to each of its’ employees a work environment which is free from recognized
hazards that are causing, or are likely to cause, death or serious harm to
employees.

Employee’s Duty: According to A.R.S. § 23-404, each employee shall
comply with OSHA standards, and all rules, regulations and orders issued
pursuant to OSHA and this Employee Manual which are applicable to the
employee’s own actions and conduct.

Safety: Employees are responsible for the safety and protection of
themselves and fellow workers, and must perform duties in compliance with
OSHA. Employees will report immediately to the Department Head any
hazards that are causing, or are likely to cause, death or serious harm to
themselves or fellow workers. Should an employee have an accident, it shall
be reported to the Department Head, the Human Resources Manager/ Risk
Manager, or to the City Manager as soon as practical under the then
prevailing facts and circumstances.

Department Heads will:

a. Be responsible for on-site safety.

b. Make available all necessary personal protective equipment, job safety
materials, and first aid equipment required to perform job functions in a
safe and professional manner.

c. Instruct the immediate supervisors that they shall NOT permit their

employees to take chances; instead, that they shall instruct them in
proper and safe procedures.
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d. Review all accidents and near accidents with the immediate supervisor,
file full reports, and see that corrective action is taken immediately.

e. Make copies of federal and state regulations available to employees.

f. Remain familiar with the laws pertaining to safety and their basic
requirements.

All employees will:

a. Work according to good safety practices as posted, instructed, and
discussed.

b.  Refrain from any unnecessary, unsafe acts that might endanger the
employee or others.

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

4. City Vehicles: The City has a "non personal use" policy for all City vehicles.
Take home vehicles are assigned to individuals essential to the public safety
of the citizens or the protection of public property. Take home vehicles are to
be used for emergency purposes only after normal working hours or
weekends and are not intended for personal use. Misuse of a City vehicle is
considered to be a serious offense and shall be sufficient cause for
disciplinary action.

The use of City vehicles shall be in compliance with the City of Cottonwood
Financial Operations Guide, Vehicle Usage Policy.

Any employee involved in an accident while driving a City vehicle shall adhere
to the procedures outlined in Section 26, Accident Reporting Procedures, of
this Employee Manual.
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SECTION 25:

EXECUTIVE SAFETY COMMITTEE

A.

Policy: It is the policy of the City of Cottonwood to reduce the number of
"preventable” injuries and accidents, and also to correct hazardous, or potentially
hazardous, conditions and work practices that exist throughout the City's facilities
and worksites.

Procedure:

1.

Executive Safety Committee: An Executive Safety Committee will be
established which will meet on a quarterly basis. Membership will be
composed of Department Heads from the following departments:

Legal Fire

Library Public Works
Community Development Streets
Parks and Recreation Utility
Human Resources Police

The Executive Safety Committee will elect a chairman who will serve a two
year term. A member of the Human Resources Department will serve as a
permanent member of the Executive Safety Committee and report directly to
the office of the City Manager on committee activities.

Safety Committee Functions: The Executive Safety Committee will function
as an advisory body to develop and recommend to the City Manager matters
of City-wide policy and procedure affecting the administration of the City's
safety and loss prevention program. Functions shall include, but are not be
limited to the following:

a. Formulating City-wide policies by establishing goals, objectives, and
regulations to insure that directives are kept current and compliment
present needs.

b. Acting as an advisory body for City matters pertaining to safety
programs.

c.  Assisting departments in integrating safety into their daily activities.
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d. Discussing problems and ideas concerning general and specific loss
prevention efforts.

e. Reviewing and discussing investigation of accidents, injuries, and safety
inspections for recognition, evaluation, and control of unsafe conditions,
work practices and acts.

f. Planning and recommending City-wide policies and procedures affecting
the development of an aggressive accident prevention program for all
employees.

g. Encouraging Department Heads to solicit employees’ suggestions
regarding safety.

h.  Reviewing and recommending formal safety training for all employees.

Maintaining minutes of each meeting and distributing copies to each
Department Head and the City Manager.

3. Safety Committee Members' Functions: Each Executive Safety Committee
member will serve as a direct link between his employees and the committee.
Additionally, he will assist in the development and administration of the safety
program and will actively support the committee's recommendations. Specific
duties shall include, but not be limited to the following:

a.

Motivating and maintaining interest of employees to apply safe work
practices within their respective departments.

Recommending department safety meeting materials, new policy and/or
procedure changes, and evaluation of equipment and personnel needs
which will enhance loss prevention efforts.

Keeping records of department safety meetings and inform the
Executive Safety Committee of their progress.

Evaluating accident/injury records and monitoring the progress of
departmental loss prevention efforts.

Requesting assistance from the Executive Safety Committee on safety
problems.
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f. Review work procedures which involve the general public, or which
affect areas of the City used by the general public in an attempt to
foresee and eliminate dangers to the public.
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SECTION 26:

ACCIDENT REPORTING PROCEDURES

A. Purpose: To outline the City's policy towards reporting accidents.

B. Policy:

1.

Any accident involving City personnel or equipment must be reported to the
appropriate Department Head immediately. Any motor vehicle accident,
regardless of location or extent of damage, must also be reported immediately
to the Police Department having jurisdiction of the accident scene. The
involved employee, or appropriate Department Head if the involved employee
is incapacitated, shall request police presence at the scene of the accident,
and also request that the police complete a State approved accident report.

The Department Head must report any accident to the City Manager or
Human Resources Manager/ Risk Manager within 12 hours, if possible under
the prevailing facts and circumstances. If reported less than 12 hours after
occurrence, documentation of the late reporting shall be required to be
provided to both the Human Resources Manager and the City Manager.

Any accident in which an employee requires medical attention must be
reported to the Human Resources Manager immediately, and said employee
shall be drug tested as soon as possible under the prevailing facts and
circumstances.

Any accident after an employee’s normal working hours must be reported the
morning of the employee’s next regularly-scheduled working day to the
Human Resources Manager. For the purposes of this Employee Manual,
normal working hours means a regularly-scheduled shift or work day, as
appropriate, and also includes the time an employee may be called-out for
emergencies or special duty functions.

Any serious injury or accident involving damage to City equipment, vehicles,
buildings, or any personnel, occurring after normal working hours or on
weekends, must be reported immediately to the Department Head and City
Manager as soon as practical under the prevailing facts and circumstances.
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2.

The Department Head and Human Resources Manager will insure that all
accident reporting and review documents are complete and submitted as
required by the City of Cottonwood Safety Policy Manual Section IV Industrial
Injuries and/or Section XI Motor Vehicle Safety.
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SECTION 27:
PERSONAL CONDUCT
A. Purpose: To outline the City's policy toward the personal conduct of City

employees.

B. Policy:

1.

Employees should represent the City to the best of their abilities at all times.
The impression a citizen has of the City may greatly be determined by the
actions of its personnel. Individuals should take pride in their personal
appearance. Punctuality, willingness to be of service, and courtesy should be
observed at all times.

Personnel shall keep City business out of social conversation. The
confidential affairs of the City are not proper subjects for public discussions.

Gambling, drinking intoxicating liquor or beer, taking non-prescription drugs,
and disorderly conduct of any kind are forbidden during working hours and
breaks. “Over the counter” medications, and prescription medications may be
ingested by the employee in the amount specified on the particular “over the
counter” medication, or as written on his prescription. Any medication
deemed by a qualified, occupational medical professional to be detrimental to
the performance of an employee’s duties shall be grounds for restrictions of
assigned duties as may be appropriate, and in accordance with the advice of
the medical professional.
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SECTION 28:

CONTINUING EDUCATION

A. Purpose: ltis the policy of the City to encourage each employee to continue with
his education.

B. Policy:
The City has initiated a tuition reimbursement plan for its employees.
Please refer to the City of Cottonwood Financial Operations Guide Subject: Tuition

Reimbursement section, for the appropriate request procedures and forms to be
completed for approval and reimbursement.
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SECTION 34:

ACCESS TO PUBLIC RECORDS AND PERSONNEL RECORDS

A. Purpose: To outline City policy concerning access to public records requests and
requests for personnel records.

B. Policy:

1. Personnel records are considered public records. As such, they are subject
to release pursuant to A.R.S. § 39-131 et seq., after appropriate redaction by
the City Attorney or his designee.

2. All records, e-mails, memorandums, letters, recordings, etc., are considered
public information — to the extent they were created for the purpose of carrying
out the business of the City. As such, they shall be available for public
inspection upon request during normal business hours. Such documents are,
however, subject to appropriate redaction by the City Attorney or his designee.
In some instances, records are not appropriate to be viewed during normal
business hours due to a statutory restriction, a privacy interest, the
determination by the City Attorney that such records are not in the best
interests of the City to allow inspection or copying at a particular time, or that
the requested documents have not been appropriately redacted.

3. The City Attorney prefers a public records request accompanied by a properly
executed and approved Public Records Form, however, the law does NOT
require that a requesting party place his request for public documents in
writing; a verbal request — including a verbal request submitted by telephone
or e-mail, is sufficient.

4. Upon written or verbal request, copies of public records shall be made
available and such copies will be paid for at a flat rate of 25¢ per page, which
sum shall be required to be paid PRIOR to the release of the requested
documents.

5. Commercial requests for public records, unlike non-commercial requests, are
charged at a rate that reflects the actual staffing resources utilized to find,
copy and assemble those documents. For charges associated with
commercial requests, refer the matter to the Legal Department. As with all
public records requests, Department Heads should refer the request — whether
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for private or commercial use — to the Legal Department for appropriate
review, redaction and pricing.
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SECTION 35

EMPLOYEE PRIVACY & PREVENTING IDENTITY THEFT

A.

Purpose:

The purpose of this section is to appropriately balance an employer’s “need to
know” with an employee’s privacy and equal employment opportunity rights,
and to prevent employee’s personal information from being stolen or
misappropriated.

Policy:

1.

Employment Reference Checks: If an employee is contacted by
someone for information on an another employee, such as current or past
employment information, from an individual, mortgage company, loan
institution, bank, credit union, etc., direct them to the Human Resources
Manager. Do not give out any personal information on an employee; all
requests shall be processed by the Human Resources Office.

Publishing Employee Addresses: In an effort to protect employee
privacy, do not give out fellow employees’ home addresses and telephone
numbers. The policy of the City is that publishing employee’s home
address and/or personal identifying information is not acceptable.

Employee Background Checks: The Human Resources Office will
perform routine background checks on non-police and non-fire employees.
Background checks on Police / Fire employees shall be conducted by the
Police Department. Any other background check must be approved by the
City Attorney. The Police Department shall perform background checks on
its employees pursuant to governing Arizona Statutes. The Police
Department will retain each applicant’s background information for 3 years
from the application date if he was not hired. For the applicants that were
hired, the Police Department will retain their files for the length of their
employment with the City plus an additional 5 years. Notwithstanding the
preceding retention requirements, all records shall be kept — at a minimum
—in compliance with the State Library, Department of Archives retention
policy, as retained by the City Clerk.

Use of Recycled Paper: When using recycled paper, employees are
encouraged to use paper that does not contain fellow employees’
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information which may violate their privacy. When in doubt if the
information may be private, do not use the paper.

Surreptitious Recording of Employees: It is a violation of City policy for
any employee to surreptitiously record the conversation of another City
employee. Violation of this policy may result in disciplinary action taken
against the recording employee, up to, and including, termination. This
prohibition shall not apply to official, criminal investigations conducted by
the Police Department. ONLY the City Manager may grant permission to
circumvent this policy, and such circumventions shall be rare.
Administrative investigations into serious allegations of employee
misconduct may, however, qualify for such surreptitious recording. The
decision on whether to circumvent this general prohibition, however, rests
solely with the City Manager, who shall consult with the particular
Department Head on the issue, in concert with the City Attorney.

C. Preventing Employee Identity Theft:

1.

Supervisors must maintain employees’ personal information in a locked
cabinet or area that has limited access to others. This includes all
information on employees, temporary, or otherwise.

Anyone that has contact with the personal information of employees should
be trained on proper handling procedures.

Once a document containing personal information such as address,
telephone numbers and/or social security numbers is not needed any
longer, it shall be shredded.

Employees shall not retain any personal information that is not necessary
for the job or legal requirements.

. Employees shall not use the employee’s social security number for any

tracking purposes. Employees may use the employee’s City ID number for
such purposes.

. Employee personnel files, including medical and payroll files, are to be

maintained in the Human Resources Office in locked cabinets. Access to
these files is limited to the employee, Human Resources staff, the
employee’s supervisor, Department Head, the City Manager and the City
Attorney.
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SECTION: 36

INTERNET AND E-MAIL USE POLICY

A.

Purpose: To provide guidelines to employees using the Internet and e-mail. The
City owns the computer hardware, software, and online facilities utilized for
network and Internet operations. As such, the City reserves the right to monitor
all internal and external e-mail and internet access sites. Monitoring and security
software has been placed on the City’s internet servers. Employees should not
expect that any messages exchanged, “hits” on Internet sites or documents on
their hard drive are private or confidential.

The City encourages the use of Internet and e-mail systems to communicate with
employees, clients and other agencies regarding matters within the employee’s
assigned duties and acquire information to facilitate projects and assignments.

NOTE: The Arizona Supreme Court has recently ruled that, indeed, strictly
personal e-mails are often NOT considered public records. As such they are not
necessarily subject to dissemination to outside sources pursuant to a Public
Records request. This opinion reflects the Court’s understanding that, as
government agencies move further into the electronic communication age, purely
personal phone calls, e-mails and cellular phone calls will, inevitably, be sent to —
or received by — employees to-and-from- family members, friends, etc.
Notwithstanding that case opinion, employees are admonished to keep such
communications to a minimum, and, at all times, strive to use these tools for
official business of the City of Cottonwood.

Policy:
1. The City expressly prohibits the following:

a. Dissemination or printing of copyrighted material (including but not
limited to articles and software) that violates copyright laws.

b. Sending, receiving, printing or disseminating proprietary data or
confidential information of the City to outside sources. When in doubt,
ask for assistance from the Legal Department.

c. Offensive or harassing statements or language, including
disparagement of others based on their race, ethnicity, national origin,
gender, sexual orientation, age, disability, religious affiliation,
veteran’s status or political beliefs.
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d. Accessing sexually oriented sites and viewing sexually explicit
materials or images, posting any messages in a sexually explicit
newsgroup and any participation in “chat rooms”.

e. Operating a business, usurping business opportunities or soliciting
money for personal gain.

f. Sending or participating in chain letters, gambling or engaging in any
activity in violation of local, state or federal law.

g. Engaging in any fundraising activity, endorsing any product or service
and participating in any lobbying or political activity.

h. Forging header information in email or changing content in any way is
prohibited. Impersonating another individual or using another’s
username or password is likewise prohibited.

i. Downloading any software programs without the City’s Information
Technology Technician knowledge and approval.

j.  Making any online statement about the City or its position on issues
without approval of a Department Head, the City Manager, or the City
Attorney.

2. Any violation of this policy may subject the employee to the disciplinary actions

3.

as spelled out in the Disciplinary Section of this Employee Manual.

If unsure of specific content or email, ask your immediate supervisor.

C. User Responsibilities:

1.

Follow existing security policies and procedures in the use of Internet and e-
mail, and refrain from any practices which might jeopardize the City’s
computer systems and data files.

Learn and become familiar with basic internet etiquette, customs, and
courtesies.

Become familiar with any special requirements for accessing, protecting, and
utilizing data.
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4. Perform in a professional manner at all times, in a way that reflects positively

on the City.

5. Do not use City e-mail account for personal use. If an employee wishes to
receive personal e-mails on his City computer, he should establish an
account through a local provider.

D. Personal Use: Personal use of City property is permissible only when ALL of the

following conditions are met:

1.

2.

No discernible additional cost or expense to the City is incurred.

There is no noticeable negative impact on the employee’s performance of
duties and provisions of services.

There is no noticeable negative impact on other City employees in the
performance of their duties or provision of services.

It does not bring discredit or embarrassment to the City, nor create the
appearance of impropriety.
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SECTION 40:

DRUG FREE WORK PLACE POLICY

A.

Purpose:

The City of Cottonwood believes that it is important to promote a drug free
community, to maintain safe, healthy, and efficient operations, and to protect the
safety and security of its employees, facilities and property. The use, possession,
sale, transfer, manufacture, distribution, and dispensation of alcohol or illegal
drugs in the workplace pose unacceptable risks to the maintenance of a safe and
healthy workplace and to the security of City employees, facilities and property.
Substance abuse, while at work or otherwise, seriously endangers the safety of
employees, as well as the general public, and creates a variety of workplace
problems, including increased injuries on the job, increased absenteeism,
increased health care and benefit costs, increased theft, decreased morale,
decreased productivity, and decline in the quality of services provided by the City.
For all those reasons, the City has established this Drug Free Work Place Policy.

This Policy supersedes and revokes all previous practices, procedures, policies,
and other statements of the City, whether written or oral, that modify, supplement,
or conflict with this policy.

Definitions:

1. The term “illegal drugs” means any controlled substance, medication or other
chemical substance that (1) is not legally obtainable; or (2) is legally
obtainable, but is not legally obtained, is not being used legally or is not being
used for the purpose(s) for which it was prescribed or intended by the
manufacturer. Thus, illegal drugs may even include over the counter
medications if they are not being used for the purposes intended by the
manufacturer.

2. The term “legal drugs” means any prescribed or over-the counter drugs that are
legally obtained by the employee and being used for the purposes for which
they were prescribed or intended by the manufacturer.
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C. Scope:

This policy, except for the portions related to random drug testing, applies to
elected officials, all job applicants, classified employees, paid, on-call employees,
volunteers, temporary and part-time employees and persons engaged under
contract to supply expert, professional or technical services to the City. The
section relating to random drug testing applies only to those employees who are
required to have a commercial driver’s license (CDL) for performance of their job
functions. The Police Department and the Municipal Court may adopt additional
internal standards that shall apply only to those employees assigned within those
departments. For instance, the Cottonwood Police Department MUST comply
with all Peace Officer Standards and Training (POST) regulations as they pertain
to both legal and illegal substances.

Policy Dissemination and Implementation:

1. All employees shall receive a copy of this policy and shall sign an
acknowledgement of receipt of this policy as a condition of employment.
By signing an acknowledgement of receipt, that employee affirms that he
has read and understands this policy, and agrees to abide by it as a
condition of employment.

2. All applicants who have received conditional offers of employment with the
City shall be required to read this Policy before undergoing testing, and
shall be required to sign an acknowledgement of receipt. By signing an
acknowledgement of receipt, that applicant affirms that he has read and
understands this Policy, and agrees to abide by it as a condition of
employment.

3. New employees shall receive a briefing on this policy and assistance
referral during new employee orientation.

4. The City Manager shall develop and maintain a training program to assist
supervisory personnel in the recognition of conduct and behavior that gives
rise to a reasonable suspicion that an employee is under the influence of
drugs or alcohol.

5. The City Manager shall establish a drug and alcohol awareness program to
inform employees of:

a. The dangers of drug and alcohol abuse in the workplace.
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b. The City’s policy regarding drug and alcohol abuse.

C. The available substance abuse resources such as counseling,
rehabilitation, and employee assistance programs to evaluate and
resolve problems associated with the misuse of alcohol and drugs.

d. The penalties that may be imposed upon an employee for violations
of this policy.

Supervisors are responsible for the consistent enforcement of this policy.
Any supervisor who knowingly permits a violation of this policy shall be
subject to disciplinary action, up to and including dismissal.

E. Prohibited Conduct:

Employees of the City shall not:

1. Report to work while impaired by drugs or alcohol, even to the
slightest degree.

2. While on duty, use, manufacture, possess an illegal drug, or sell or
distribute any illegal drug, or prescription drug, to another.

3. While on duty, possess or use alcohol or sell or distribute alcohol to
another.
4. While on call, ingest an illegal drug or alcohol or be impaired by the

use of an illegal drug or alcohol.

F. Use of Legal Drugs/Medication:

1.

Any employee who has reason to believe that the use of legal drugs, such
as a prescribed or over the counter medication, may pose a safety risk to

any person or interfere with the employee’s performance of his or her job

must report such legal drug use to his or her supervisor prior to beginning
work.

Failure by an employee to advise a supervisor of legal drug use that may
interfere with the safe and effective performance of duties or operation of
City equipment may result in disciplinary action.
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3. In the event that there is a question regarding an employee’s ability to

safely and effectively perform assigned duties while using a legal drug,
clearance from a physician named by the City shall be required.

G. Drug and Alcohol Testing for All Employees:

All City employees and job applicants shall provide urine, blood, breath, or other
samples for drug and alcohol testing under the following circumstances:

1. Pre-employment Testing

a.

All applicants who have received conditional offers of employment
with the City shall undergo testing for illegal drugs. Any applicant
who tests positive for illegal drugs and who does not timely and
successfully refute the test results by explanation or retesting, as
provided for in this policy, shall not be hired.

b. Pre-employment testing shall also apply to current employees who
transfer or are promoted into a position that requires a CDL.

C. Applicants shall not be allowed to substitute City testing with their
own medical facilities and/or laboratories.

d. Applicants who held CDL positions with previous employers shall
sign a release form that allows the City to obtain alcohol and drug
test results and information from all previous employers for the past
two years.

2. Reasonable Suspicion Testing
a. The term “reasonable suspicion” means a belief based upon

observations through the senses of specific objective facts.
Circumstances which constitute a basis for determining “reasonable
suspicion” that an employee is under the influence of a drug or
alcohol may include, but are not limited to:
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1. A pattern of abnormal or erratic behavior, speech and
performance.
2. Information provided by a reliable and credible source.
3. Direct observation of drug or alcohol use or evidence of such
use, such as the unauthorized presence of beer cans in a
work vehicle.
4. Presence of the physical symptoms of drug or alcohol use,

such as glassy or bloodshot eyes, the odor of alcohol, slurred
speech or poor coordination.

Before requiring a reasonable suspicion test, the employee’s
supervisor must gather supporting information and, unless the
supervisor is the City Manager, obtain approval for testing from a
supervisor at one level above him in the chain of command.

An employee shall undergo drug and alcohol testing if management
has a “reasonable suspicion” that the employee has violated this

policy.

If a “reasonable suspicion” test is required, a supervisor shall drive
the employee to the testing site.

3. Post-Accident/Post-Injury Testing

a.

All City employees involved in a personal or motor vehicle accident
while on duty shall be tested for drugs and alcohol as soon as
practical after the accident or injury if the incident results in a fatality,
an individual suffers bodily injury and immediately receives medical
treatment away from the scene of the accident, and/or the vehicle
involved in the accident sustains disabling damage.

If a supervisor is available, he shall drive the employee to the testing
site.

An employee who is involved in a personal or motor vehicle
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accident shall be readily available for such testing or the City shall
treat the employee as having refused to submit to such testing. An
employee subject to post-accident testing shall not use drugs or
alcohol prior to undergoing a post-accident test.

d. Nothing in this Section shall be construed to require the delay of
necessary medical attention to an injured employee following an
accident or injury, nor shall it prohibit a driver from legally leaving
the scene of an accident to obtain assistance in responding to the
accident, or to obtain necessary care.

Treatment Program Testing

Any employee who has been referred by the City for chemical dependency
treatment or evaluation, or who is participating in a chemical dependency
treatment program under an employee benefit plan, may be required to
undergo drug and alcohol testing. The employee is subject to
unannounced, follow-up alcohol and drug testing, as directed by a certified
substance abuse counselor or other certified medical professional.

H. Random Drug and Alcohol Testing for Employees Required to Have a CDL:

1.

Random drug and alcohol testing is required of all CDL drivers under the
Federal Highway Administration’s (FHWA) Controlled Substances and
Alcohol Use Rule (49 C.F.R., Parts 38 and 40).

Random alcohol testing shall be administered at a minimum annual rate of
25% of the average number of CDL driver positions. Random drug testing
shall be administered at a minimum annual rate of 50% of the average
number of driver positions. The minimum percentage of testing may be
changed when required by federal law.

Random drug and alcohol testing selection shall be made by a computer
program. All CDL employees shall be placed in a random pool and shall
have an equal chance of selection each time a new random selection is
generated.

Random drug and alcohol testing shall be unannounced and performed
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at the time the CDL driver reports to work, during the work day, at the end
of the work day, or while on call. Drivers shall immediately report to the
test site upon being advised verbally by their supervisor of their selection
for a random test.

Random drug and alcohol testing may be combined. For example, when
testing at 50% drug random rate and 25% alcohol random rate, half the
randomly selected employees chosen for testing could be tested for both
drugs and alcohol while the rest could be tested only for drugs.

. Specimen Collection and Testing Procedures:

1.

Appropriate professional personnel shall supervise the collection of urine
and blood specimens for testing. In the absence of a reasonable suspicion
that the test subject will alter or substitute a urine specimen, collection
personnel shall not directly observe a collection of urine.

The City shall take steps to preserve the chain of custody of specimens in
order to ensure testing accuracy.

Alcohol Testing

a. Alcohol testing shall be conducted by the City’s Occupational Health
Provider’s technician, trained to operate an evidential breath test
device (breathalyzer). The breathalyzer shall be on the National
Highway Traffic Safety Administration’s “Conforming Products List of
Evidential Breath Measurement Devices.”

b. If the breathalyzer indicates a blood alcohol concentration of less
than .02 during the screening test, then the test shall be considered
negative and further testing shall not be conducted.

c. If the breathalyzer indicates a blood alcohol concentration of .02 or
higher during the screening test, then the City’s Occupational Health
Provider shall conduct a confirmation blood test.
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d. If the confirmation test confirms a blood alcohol concentration of .02
or greater, then the employee shall not be permitted to perform any
safety-sensitive functions, including driving while on duty, for at least
twenty-four (24) hours after the test.
e. If the confirmation test confirms a blood alcohol concentration level

higher than .08, then the employee may be disciplined, up to and
including dismissal, or referred to a substance abuse counselor for
evaluation.

4. Drug Testing

a.

All drug testing based on urine specimens shall be conducted at a
Department of Health and Human Services (DHHS) certified
laboratory.

If the specimen indicates no drugs are present, no further testing
shall be conducted.

If the specimen indicates the presence of drugs, then a second test
shall be conducted using an alternative method to confirm the
positive result. If the test is verified as positive, then the results shall
be sent to a Medical Review Officer (MRO). The MRO shall be a
physician with specialized training in drugs and drug abuse.

It is the responsibility of the MRO to make the final determination of
a positive drug result. Prior to making that determination, the MRO
shall make every reasonable attempt to contact the employee to
determine whether there is a justifiable reason for the positive result.
If a justifiable reason exists, then the MRO shall report the result as
negative.

If no justifiable reason exists, then the MRO shall report the result as
positive.

5. Testing Costs

The City will pay for any drug or alcohol test required under this
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J.

K.

Policy. Testing of employees and employee applicants shall be done while
on duty.

Suspensions Pending Test Results

Pending receipt of test results, written explanations, and retests of initially
positive test results, employees shall be temporarily suspended with pay.

Confidentiality and Records:

1.

Any City employee who reports or takes a report indicating that another
employee has violated this policy shall keep that information confidential,
except to report it to a supervisor. Any material gathered in an
investigation of such an allegation or suspicion, including names,
statements, tests and other information supplied by the persons involved,
shall be kept confidential by all City employees. This section shall not be
construed so as to prevent the City from taking disciplinary action. Nor
shall it be construed so as to prevent contact with law enforcement
personnel.

Records relating to allegations, suspicions, investigation and testing under
this policy shall be maintained in the employee’s medical file, separate
from other employment-related documents. This information shall only be
released as required or permitted by law or as expressly authorized. Upon
written request, an employee shall have access to any of his drug or
alcohol testing records.

Records shall be maintained according to federal and state law and
regulations.

Right to Explain Positive Drug and Alcohol Test Results:

1.

Any employee or applicant who tests positive on a confirmatory test, on
any drug or alcohol test required by the City, may:

a. Submit additional confidential information to the City in an attempt to
explain a confirmed positive test result.

b. Request in writing a confirmatory retest of an original sample of
blood or urine, provided that the request is received by the



CITY OF COTTONWOOD Sec: 40

EMPLOYEE MANUAL Rev: 06-07
Date: 06-07
SUBJECT: Drug Free Work Place Policy (continued) Page: 100f 13

City within five (5) working days after the employee or applicant has
been informed of the result.

Confirmatory retests under this section shall be paid for by the employee or
applicant and may be conducted only by laboratories that are approved to
conduct drug and alcohol testing by the National Institute on Drug Abuse,
the Department of Health and Human Services, or the College of American
Pathologists.

L. Consequences of Test Refusal:

1.

Employees and applicants may refuse to undergo drug and alcohol testing.
However, employee refusal to undergo drug or alcohol testing is cause for
immediate dismissal. Applicants who refuse to undergo drug testing shall
not be hired.

The following behaviors constitute refusal:

a. Failure to provide adequate breath or urine for testing without a valid
medical explanation. Medical documentation shall be required for a
valid medical explanation.

b. Conduct that clearly obstructs the testing process or failure to
remain available until testing is completed.

C. Failure to show up for scheduled or required testing, unless medical
documentation satisfactorily explains the failure is provided.

If an employee fails to take or refuses to take a required drug or alcohol
test, or whose test results are not known, shall not perform or continue to
perform safety-sensitive functions.

M. Consequences of a Confirmed Positive Test Result:

1.

Applicants with a conditional offer of employment who test positive on a
confirmatory drug test for illegal drugs and who do not timely and
successfully refute the test results by explanation or retesting as provided
for in this policy shall not be hired.

Any employee who tests positive for illegal drugs or alcohol, and
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who does not timely and successfully refute the test results by explanation
or retesting as provided for in this policy shall be subject to dismissal.

3. The following list of consequences serves as a guideline only. The City
reserves the right to take other, or additional, action — up to and including
dismissal, based on the facts and circumstances of each situation.

a. First and Second Offense

1.

First offense within a three-year period. An employee who
tests at a blood alcohol level of .02 or above or tests positive
for illegal drugs for the first time, and does not timely and
successfully refute the test results by explanation or retesting,
will be subject to a three (3) day suspension without pay,
beginning on the day of the receipt of the positive
confirmatory test result. Such employee shall also be
referred for a chemical dependency evaluation with a certified
substance abuse counselor, and will be required to sign an
appropriate “last-chance” agreement with the City governing
substance abuse and testing.

Second offense within a three-year period. An employee who
tests at a blood alcohol level of .02 or above or positive for
illegal drugs for the second time within three years, and does
not timely and successfully refute the test results by
explanation or retesting, will be subject to immediate
dismissal.

b. Referral to a Substance Abuse Counselor

1.

An employee who is referred to a substance abuse counselor
may be required to undergo treatment or rehabilitation at his
own expense. The substance abuse counselor may
recommend that the employee complete a return-to-duty test
before returning to work. The results of the test must be
negative. An employee who fails a return-to-duty test shall
be subject to immediate termination.
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2. An employee’s continued employment shall be contingent

upon complying with this policy, keeping scheduled
appointments with the substance abuse counselor, testing
negative in return-to-duty drug and alcohol tests, following the
treatment plan established by the substance abuse
counselor, and testing negative in follow-up drug and alcohol
tests.

3. Disciplinary action based on a violation of this policy shall not
be suspended because of an employee’s participation in a
drug or alcohol abuse treatment or rehabilitation program.

N. Self Identification:

1.

Employees may voluntarily self-identify that they may be impaired by drugs
or alcohol, or that they have a drug or alcohol abuse problem. This
opportunity is available only once. Such self-identification shall be
completely voluntary.

Self-identification is not allowed after an employee has been notified to
report for any testing as required by this policy.

Discipline will not be initiated because the employee has self-identified.

A self-identified employee shall be referred to a substance abuse
counselor and may be required to undergo treatment or rehabilitation at his
or her own expense. The substance abuse counselor may recommend
that the employee complete a return-to-duty test before returning to work.
The results of the test must be negative. An employee who fails a return-
to-duty test shall be subject to immediate termination.

An employee’s continued employment shall be contingent upon complying
with this policy, keeping scheduled appointments with the substance abuse
counselor, testing negative in return-to-duty drug or alcohol tests, following
the treatment plan established by the substance abuse counselor, and
testing negative in follow-up drug and alcohol tests.
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O. Criminal Drug Convictions:

1.

Any employee who is convicted for a violation of any criminal drug statute
shall notify the City of the conviction within five (5) calendar days of the
conviction.

If the City department in which the convicted employee is assigned
receives any grant funding from the federal government, the conviction
shall be reported to the granting agency within ten (10) calendar days of
receiving notice of the conviction, if the grant is conditioned on such
reporting requirements.

Within thirty (30) calendar days of receiving notice from the employee of
such a conviction, the City shall:

a. Take appropriate personnel action against the employee, up to and
including dismissal.

b. If the employee is not dismissed, refer the employee to a substance
abuse counselor.

An employee referred to a substance abuse counselor may be required to
undergo treatment or rehabilitation, at the employee’s expense. The
substance abuse counselor may recommend that the employee complete a
return-to-duty test before returning to work. The results of the test must be
negative. An employee who fails a return-to duty test shall be subject to
immediate dismissal.

Continued employment of employees who have been referred to a certified
substance abuse center shall be contingent upon complying with this
policy, keeping scheduled appointments with the substance abuse
counselor, testing negative in return-to-duty drug or alcohol tests, following
the treatment plan established by the substance abuse counselor, and
testing negative in follow-up drug and alcohol tests.
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HIPAA POLICY AND PROCEDURES

A.

C.

Purpose:

To give guidance on how City employees may use or disclose Protected Health
Information (“PHI”) once it has been determined that the use or disclosure is
permissible, in accordance with the Federal Health Insurance Portability and
Accountability Act of 1996 (HIPAA).

Policy:

1.

General: The privacy of employee medical information has always been an
important issue to the City. The City respects the privacy of employee medical
information and has enacted this policy and procedure to ensure that employee
medical information is not inappropriately used or disclosed. This policy is
designed to comply with the Health Insurance Portability and Accountability Act
of 1996 (“HIPAA”).

. Protected Health Information (PHI) may be used or disclosed only as permitted

by this section of the Employee Manual, the HIPAA Privacy Rule, and Arizona
law. PHI is essentially any information that does (or may) identify someone and
that relates in any way either to the provision of health care or payment for
health care.

Only those persons whose job duties require them to have access to PHI may
view or use PHI. PHI may only be disclosed to people or entities outside of the
City as permitted by this section of the Employee Manual and HIPPA standards.
The Human Resources Manager is the City’s primary Privacy Officer and the
Human Resources Technician serves as the secondary Privacy Officer. Any
questions regarding this Policy must be directed to the Privacy Officer. The
Privacy Officer is also the City’s contact person for any internal privacy
questions or complaints, and for employees to contact in the event they have
any questions, complaints or requests with regard to their medical records and
PHI.

Procedures:

1.

Confidentiality and Privacy: All employees will keep PHI confidential and
private and will not use or disclose PHI unless permitted by this section of the
Employee Manual and HIPAA standards.
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1.

Training Required: All proposed uses or disclosures of PHI must be reviewed
by the Privacy Officer who has completed HIPAA training.

. Notice of Privacy Practices: The City has adopted a Notice of Privacy

Practices with its Covered Entity, the Verde Valley Employee Benefits Trust.
This Notice of Privacy Practices must be given to each employee when he
receives his first service from the Trust after April 14, 2003. The City has an
authorization form for “Release of Medical Information” and a
“Revoke/Terminate a Prior Authorization” form allowing the City Privacy Officer
to work with the Entity or other Business Associates on a specific medical
matter. All employees will be asked to sign an authorization form before the
City takes any action. The Entity will request that an employee sign their Notice
of Privacy Practices form noting an employee’s rights in accordance with
HIPAA. If the employee refuses to sign the Notice of Privacy Practices form, a
notation in the employees medical records will be made or the efforts made to
have the employee sign the form (e.g. asked employee to sign the form) and
the reason it was not completed (e.g. employee refused). All employees are
required to read and fully understand the Notice of Privacy Practices. The
Notice more fully explains the Entity’s Privacy Policy and Procedures, and is
incorporated into this Policy by this reference.

Uses: A “use” of PHI is the internal sharing, employment, application,
utilization, examination, or analysis of such information between the City and its
Entity. PHI may be used only in compliance with this section of the Employee
Manual and the Notice of Privacy Practices.

Minimum Necessary: Each employee may have access to and use only the
minimum necessary amount of PHI needed for that employee to perform his or
her duties.

Disclosures: A “disclosure” of PHI is the release, transfer, provision of access,
or divulging in any manner of PHI outside the City or Entity. The City may only

disclose PHI as permitted by a signed Authorization Form and the City will only

disclose what the Notice of Privacy Practices permits.

Business Associates: The City and the Entity may only disclose PHI to a
Business Associate if the business associate has signed a Business
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Associate Agreement. (Example of Business Associate: Verde Valley
Occupational Medicine, LLC).

7. Procedure: Once an employee has determined that a disclosure is permitted
by the Notice of Privacy Practices, the employee must inform the Privacy Officer
of the requested disclosure to obtain permission to disclose the PHI. The
Privacy Officer will make a determination whether the PHI may be disclosed.

8. Mitigation: If any employee becomes aware of any use or disclosure of PHI
that is not expressly permitted by this Policy or the Notice of Privacy Practices,
that employee should report that use or disclosure immediately to the Privacy
Officer. After any non-permitted uses and disclosures, the City and/or the Entity
will use its best efforts to mitigate the harmful effect of that use or disclosure.

9. Individual Rights: The City’s employees have the right to: (1) request
restrictions of use and disclosure of their own PHI; (2) access, inspect and
obtain copies of their PHI; (3) request amendments to their PHI; (4) receive an
accounting of PHI disclosures.

10. Accounting of Disclosures: The City and the Entity must maintain an
accounting of all disclosures made to people outside of the City and the Entity,
except for those: (1) to carry out Treatment, Payment, or Health Care
Operations, as defined in the Notice of Privacy Practices; (2) to the individual;
(3) pursuant to an authorization signed by the individual specifically allowing the
disclosure to the person for that reason; (4) for national security or intelligence
purposes; or (5) to correctional institutions or law enforcement. A copy of a
form for the employee to request an accounting of disclosures and a copy of the
“Accounting of Disclosures” form is attached to this Employee Manual in the
appendices section.

11.Sanctions: Any City employee or Entity member who violates this Policy will
be disciplined in accordance with City or Entity discipline policies and
procedures.

13. Forms: See Appendix G for the Authorization Form for Release of Medical
Information and Revoke/ Terminate a Prior Authorization.
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PERSONAL PHONE USAGE POLICY

A. Purpose: To maintain productive working environment for the employee, City
and customers.

B. Policy:

1.

The City recognizes that employees will occasionally need to place and
receive personal phone calls during the workday. In all cases, personal
calls should be minimal, whether the calls are placed or received,
whenever using company phones or personal phones. Receiving and
placing excessive personal calls is disruptive to others. Therefore, abuse is
subject to disciplinary action following normal disciplinary procedures.

Employees shall not, under normal circumstances, use City phones for
personal long distance calls. In an emergency situation, if the City phone
must be used, the employee shall reimburse the City for long distance
charges, if incurred. City phone bills will be monitored.

If an employee is in a role that is in continuous contact with the public,
such as a front desk/ receptionist position, that employee needs to avoid
personal phone calls while waiting on customers, or if there are customers
waiting to be helped. If the employee would need to make or take an
emergency personal call while in this situation, he needs to step away from
the area or ask for a back up to assist the customers.
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APPENDIX A: (Revision Effective 11-07-08)

EMPLOYEE ACKNOWLEDGEMENT FORM

City of Cottonwood EMPLOYEE MANUAL, 2007 Edition, effective June 2007 with Revision
No. 1, effective November 7, 2008

I, , an employee of the City of Cottonwood, have
read and understand and been given a copy or have access to the current City’'s Employee
Manual with Revision Number 1.

I further understand that my employment and this manual does not create a contract with
the City of Cottonwood for any purpose and that the provisions of this manual may be
modified or eliminated at any time.

Employee’s Signature:

Date:




APPENDIX B: (Revision Effective 11-07-08)
REVISIONS:

No. 1, Effective November 7, 2008, Sections: 5, 8, 10, 11, 13, 41, & 42
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APPENDIX D:
FIRE DEPARTMENT VOLUNTEER RECRUITMENT AND SELECTION POLICY
Taken from the Fire Department Policy 101.00, M.P. 101.20.02

The following guidelines shall apply to the recruitment and selection of volunteer
personnel.

CERTIFIED FIREFIGHTERS

Due to an ongoing need for Certified Firefighters, the CFD will accept applications year-
round from individuals already holding State of Arizona FFII certification or equivalent.

When received, applications will be reviewed by the CFD Volunteer Coordinator and/or
Fire Chief, who can reject any application that indicates on its face value that the
applicant does not possess the minimum qualifications, skills and characteristics
consistent with the job description.

Qualified applicants must pass the following assessment activities:

o Physical Agility Test
o Oral Board Interview

Upon successful completion of the above assessment activities, appointment as a
volunteer firefighter is contingent upon approval of the Fire Chief and the City Manager
and successful completion of the following:

o Background Check
o Firefighter Medical Physical
o Drug Screening

NON-CERTIFIED FIREFIGHTERS

The CFD will annually advertise and recruit Non-Certified Recruit Firefighter (Recruit)
candidates. Applications will only be accepted during this annual recruitment period.
Successful candidates will participate in a Recruit Firefighter Certification Academy
(RFCA).

When received, applications will be reviewed by the CFD Volunteer Coordinator and/or
Fire Chief, who can reject any application that indicates on its face value that the
applicant does not possess the minimum qualifications, skills and characteristics
consistent with the job description.

Qualified applicants must pass the following assessment activities:

o Physical Agility Test
o Oral Board Interview
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FIRE DEPARTMENT VOLUNTEER RECRUITMENT AND SELECTION POLICY
(page 2, cont’d)

Successful applicants will be placed on an eligibility list. Recruits shall be selected from
this list for sponsorship into the RFCA based on the CFD need, funding availability and
slots available. Recruits will be appointed contingent upon approval of the Fire Chief
and the City Manager and successful completion of the following:

o Background Check
o Firefighter Medical Physical
o Drug Screening

Upon completion of the selection process for either of these type volunteers, the entire
original selection package including any selection criteria used, copies, and all the
applications, shall be forwarded to the Human Resources office for filing and identity
confidentiality. The law requires this material be retained in the Human Resources files
for three years from selection.



APPENDIX E
CITY COURT EMPLOYEES PERSONNEL POLICY

City court employees are under the direct authority and supervision of the municipal
judge. The judge has final authority over hiring, discipline, and dismissal of city court
employees. The direct authority of the municipal judge will be exercised in accordance
with the personnel rules governing all city employees to the extent that the general
personnel rules do not conflict with the general authority of the judiciary, applicable
ethical rules, or rules of conduct and procedure promulgated by the Arizona Supreme
Court.

Limited jurisdiction judges in the region will serve on a review committee, which will
consist of three members, for the personnel decisions of their judicial colleagues. The
findings of this committee will be the final decision.

The grievance policy in Section 13 of this manual does not apply to City court
employees. After the review committee’s final decision, if a court employee wants to
appeal a personnel decision, they may file a lawsuit. The City attorney or prosecutor can
have no role in any proceeding involving court employees that would make him appear
to be the “Judge’s attorney”.
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APPENDIX G

FORMS FOR HIPPA INFORMATION

City of Cottonwood
Authorization Form for Release of Medical Information

Dated:

, hereby authorize

the use or

disclosure of my health information as described in this authorization.

1.

Specific person/organization (or class of persons) authorized to provide the
information:

Specific person/organization (or class of persons) authorized to receive and use the
information: (insert name, title, address, fax, phone and email if possible)

Specific description of the information to be used or disclosed. (Include dates as
appropriate):

Purpose of the request: (Check one)

At the request of the individual.
Other:

[e.g., to discuss my benefits with and its Claims Administrator so | can understand my benefits.]

Right to Revoke: | understand that this authorization is voluntary and that | have the
right to revoke this authorization at any time by notifying the Privacy Officer in writing
and deliver the revocation to 827 N. Main Street Cottonwood, AZ 86326. |
understand that such a revocation is only effective after it is received and logged by
the Privacy Officer. | understand that any use or disclosure made prior to the
revocation of this authorization will not be affected by a revocation.

| understand that after this information is disclosed, federal law might not protect it
and the recipient might disclose it again.
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7. lunderstand that | am entitled to receive a copy of this authorization and the
information described on this form, if | ask for it.

8. l'understand that this authorization will expire:
One year from the date of this authorization.

On the following event:

On the following date: , 20

9. The City will not require you to sign this form in order to obtain treatment or payment.

Signature of Individual Date

Signature of Personal Representative Date

If a Personal Representative executes this form, that Representative warrants that he
has authority to sign the authorization form on the basis of:

A signed Personal Representative Form;
Other

This authorization reflects the requirements of 45 CFR § 164.508 (August 14, 2002)
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City of Cottonwood
Revoke/Terminate a Prior Authorization

Dated:

, hereby revoke/terminate an authorization that |

made on regarding the use or disclosure of my health information.

1.

Specific person/organization (or class of persons) who was authorized to provide the
information:

Specific person/organization (or class of persons) who was authorized to receive and
use the information:

Specific description of the information that was allowed to be used or
disclosed. (Include dates as appropriate):

| understand that the revocation/termination is only effective after it is received and
logged by the Privacy Officer. | understand that any use or disclosure made prior to
the date of this revocation/termination will not be affected by this
revocation/termination request.

Signature of Individual (or) Date

Signature of Personal Representative Date

If a Personal Representative executes this form, that Representative warrants that he
has authority to sign the authorization form on the basis of:

A signed Personal Representative Form
Other

Acknowledgement by Privacy Officer:

Date:





