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CITYOFGRANDRAPIDS

LegislationDetails (WithText) 

File #: Version: Name: 19-05951Councilminutes

Type: Status: AgendaItemApprovalofMinutes

Filecreated: Incontrol: 9/10/2019CityCouncil

Onagenda: Finalaction: 9/23/2019

Title: ConsiderapprovingCouncilminutesforMonday, September9, 2019WorksessionandRegular
meetings. 

Sponsors: 

Indexes: 

Codesections: 

Attachments: September9, 2019Worksession.pdf
September9, 2019Regularmeeting.pdf

DateVer.ActionByActionResult

ConsiderapprovingCouncilminutesforMonday, September9, 2019WorksessionandRegularmeetings. 

CITYOFGRANDRAPIDSPage1of1Printedon9/23/2019
poweredbyLegistar™ 
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CITYOFGRANDRAPIDS

LegislationDetails (WithText) 

File #: Version: Name: 19-06111VERIFIEDCLAIMS

Type: Status: AgendaItemVerifiedClaims

Filecreated: Incontrol: 9/18/2019CityCouncil

Onagenda: Finalaction: 9/23/2019

Title: ConsiderapprovingtheverifiedclaimsfortheperiodSeptember3, 2019toSeptember16, 2019inthe
totalamountof $1,148,338.52, ofwhich $29,385arebondpayments. 

Sponsors: 

Indexes: 

Codesections: 

Attachments: COUCILBILLLIST09-23-19.pdf

DateVer.ActionByActionResult

ConsiderapprovingtheverifiedclaimsfortheperiodSeptember3, 2019toSeptember16, 2019inthetotalamountof
1,148,338.52, ofwhich $29,385arebondpayments. 

RequestedCityCouncilAction
MakeamotionapprovingtheverifiedclaimsfortheperiodSeptember3, 2019toSeptember16, 2019inthetotalamount
of $1,148,338.52, ofwhich $29,385arebondpayments. 

CITYOFGRANDRAPIDSPage1of1Printedon9/23/2019
poweredbyLegistar™ 



CITYOFGRANDRAPIDSCOUNCILBILLLIST-SEPTEMBER23,2019

DATE:09/18/2019CITYOFGRANDRAPIDSPAGE:1
TIME:09:38:04DEPARTMENTSUMMARYREPORT
ID:AP443GR0.WOW

INVOICESDUEON/BEFORE09/23/2019

VENDOR#NAMEAMOUNTDUE

GENERALFUND
CITYWIDE

1309146MACROSTIEARTCENTER500.00
1900225SEH12,949.10

TOTALCITYWIDE13,449.10

ADMINISTRATION
0102660ABRAMS&SCHMIDTLLC615.00
1215630LORENSOLBERGCONSULTING,LLC1,450.00
1321525MCCI,LLC630.00

TOTALADMINISTRATION2,695.00

BUILDINGMAINTENANCE-CITYHALL
0113233AMERIPRIDESERVICESINC50.60
0221650BURGGRAF'SACEHARDWARE13.98
0315455COLEHARDWAREINC63.76
0920060ITASCACOUNTYTREASURER144.60
1901535SANDSTROM'SINC207.31

TOTALBUILDINGMAINTENANCE-CITYHALL480.25

COMMUNITYDEVELOPMENT
0312109CLAFTONSALES-CLAFTONSKATE168.00
0920060ITASCACOUNTYTREASURER95.51

TOTALCOMMUNITYDEVELOPMENT263.51

ENGINEERING
1309495MINUTEMANPRESS52.90
1920555STOKESPRINTING&OFFICE38.58

TOTALENGINEERING91.48

FIRE
01000105STARPESTCONTROL&225.00
0121721AUTOVALUE-GRANDRAPIDS183.87
0221650BURGGRAF'SACEHARDWARE71.97
0321505CUMMINSINC600.87
0401804DAVISOILINC511.31
0920060ITASCACOUNTYTREASURER40.29
1200500L&MSUPPLY84.93

9/3-9/16/19DebtServicePayment$29,385



CITYOFGRANDRAPIDSCOUNCILBILLLIST-SEPTEMBER23,2019

DATE:09/18/2019CITYOFGRANDRAPIDSPAGE:2
TIME:09:38:04DEPARTMENTSUMMARYREPORT
ID:AP443GR0.WOW

INVOICESDUEON/BEFORE09/23/2019

VENDOR#NAMEAMOUNTDUE

GENERALFUND
FIRE

1309090SUPERONEFOODSNORTH30.72
1908248SHERWIN-WILLIAMS1,232.11

TOTALFIRE2,981.07

PUBLICWORKS
0113223AMERICANDETAILING600.00
0121721AUTOVALUE-GRANDRAPIDS1.79
0221650BURGGRAF'SACEHARDWARE71.15
0301685CARQUESTAUTOPARTS15.53
0315455COLEHARDWAREINC53.42
0400720D&SSTUMPGRINDINGLLC1,045.00
0401804DAVISOILINC1,855.93
0501650EARLFANDERSEN206.45
0601690FASTENALCOMPANY29.98
0609305FIGGINSTRUCK&TRAILERREPAIR1,304.41
0801836HAWKINSONSAND&GRAVEL343.46
0920060ITASCACOUNTYTREASURER911.64
1200500L&MSUPPLY58.99
1421155NUCH'SINTHECORNER15.00
1503150OCCUPATIONALDEVELOPMENTCTR475.00
1621125PUBLICUTILITIESCOMMISSION4,885.81
1801615RAPIDSWELDINGSUPPLYINC16.70
1908248SHERWIN-WILLIAMS225.57
1920555STOKESPRINTING&OFFICE17.94

TOTALPUBLICWORKS12,133.77

FLEETMAINTENANCE
0301685CARQUESTAUTOPARTS81.91
0401420DAKOTAFLUIDPOWER,INC27.48
0513233EMERGENCYAUTOMOTIVETECHINC319.67
0920060ITASCACOUNTYTREASURER86.26
1500700OSIENVIRONMENTALBR50100.00
1605740PETROCHOICEHOLDINGSINC777.32
1801615RAPIDSWELDINGSUPPLYINC11.52

TOTALFLEETMAINTENANCE1,404.16

POLICE
0301685CARQUESTAUTOPARTS10.99
0920060ITASCACOUNTYTREASURER3,639.81
1200500L&MSUPPLY44.98

9/3-9/16/19DebtServicePayment$29,385



CITYOFGRANDRAPIDSCOUNCILBILLLIST-SEPTEMBER23,2019

DATE:09/18/2019CITYOFGRANDRAPIDSPAGE:3
TIME:09:38:05DEPARTMENTSUMMARYREPORT
ID:AP443GR0.WOW

INVOICESDUEON/BEFORE09/23/2019

VENDOR#NAMEAMOUNTDUE

GENERALFUND
POLICE

1201434LAKEWOODSCHRYSLER133.10
1309495MINUTEMANPRESS60.00
1920233STREICHER'SINC331.93
1920555STOKESPRINTING&OFFICE64.78
2000400TJTOWING260.00

TOTALPOLICE4,545.59

RECREATION
0718060GRANDRAPIDSHERALDREVIEW35.00

TOTALRECREATION35.00

CENTRALSCHOOL

0315455COLEHARDWAREINC17.98
0401425DAKOTASUPPLYGROUP172.89

TOTAL190.87

AIRPORT

0121721AUTOVALUE-GRANDRAPIDS80.66
0315455COLEHARDWAREINC33.79
0401420DAKOTAFLUIDPOWER,INC10.82
0920060ITASCACOUNTYTREASURER63.96
1608345PHILSGARAGEDOOR214.50
2018680TRUNORTHELECTRICLLC800.00
2018682TRUCKUTILITIESINC590.12

TOTAL1,793.85

CIVICCENTER
GENERALADMINISTRATION

0221650BURGGRAF'SACEHARDWARE16.58
0718060GRANDRAPIDSHERALDREVIEW35.00
0920060ITASCACOUNTYTREASURER41.15
1309090SUPERONEFOODSNORTH54.16
1605611PEPSIBEVERAGESCOMPANY453.89
1901535SANDSTROM'SINC643.03

TOTALGENERALADMINISTRATION1,243.81

9/3-9/16/19DebtServicePayment$29,385



CITYOFGRANDRAPIDSCOUNCILBILLLIST-SEPTEMBER23,2019

DATE:09/18/2019CITYOFGRANDRAPIDSPAGE:4
TIME:09:38:05DEPARTMENTSUMMARYREPORT
ID:AP443GR0.WOW

INVOICESDUEON/BEFORE09/23/2019

VENDOR#NAMEAMOUNTDUE

STATEHAZ-MATRESPONSETEAM

0601690FASTENALCOMPANY93.31
1200500L&MSUPPLY721.95

TOTAL815.26

CEMETERY

0121723AUTOZONELLC49.99
0221650BURGGRAF'SACEHARDWARE13.66
0920060ITASCACOUNTYTREASURER255.40
1200500L&MSUPPLY68.33
1615427POKEGAMALAWNANDSPORT125.02
1909510SIMSUPPLYINC89.60
T001254ELIZABETHNEWTON100.00

TOTAL702.00

DOMESTICANIMALCONTROLFAC

0920060ITASCACOUNTYTREASURER97.25
2018680TRUNORTHELECTRICLLC55.00

TOTAL152.25

GOSTATE-AIDSTBONDS2007B

2305447WELLSFARGOBANKNA4,575.00

TOTAL4,575.00

GOSTATE-AIDBONDS2012B

2305447WELLSFARGOBANKNA24,810.00

TOTAL24,810.00

GENERALCAPITALIMPRVPROJECTS
2010-5MSRIVERPDBRIDGE

1815125ROBERTRSCHROEDERCONSTINC8,964.20
1900225SEH1,628.60
T001223AARONSQUADRONI6,000.00

9/3-9/16/19DebtServicePayment$29,385



CITYOFGRANDRAPIDSCOUNCILBILLLIST-SEPTEMBER23,2019

DATE:09/18/2019CITYOFGRANDRAPIDSPAGE:5
TIME:09:38:05DEPARTMENTSUMMARYREPORT
ID:AP443GR0.WOW

INVOICESDUEON/BEFORE09/23/2019

VENDOR#NAMEAMOUNTDUE

GENERALCAPITALIMPRVPROJECTS
2010-5MSRIVERPDBRIDGE

TOTAL2010-5MSRIVERPDBRIDGE16,592.80

CAPITALEQPTREPLACEMENTFUND
CAPITALOUTLAY-CIVICCENTER

0900055ICSCONSULTINGINC1,250.00

TOTALCAPITALOUTLAY-CIVICCENTER1,250.00

CAPITALOUTLAY-FIREDEPT
0312110CLAREY'SSAFETYEQUIPMENTINC20,067.38
1200500L&MSUPPLY100.68
1321527MUNICIPALEMERGENCYSERVICES14,642.60

TOTALCAPITALOUTLAY-FIREDEPT34,810.66

CAPITALOUTLAY-ITDEPT
1915248SHIINTERNATIONALCORP12,516.00

TOTALCAPITALOUTLAY-ITDEPT12,516.00

GRARTS&CULTURECPTLPRJS

1415540NORTHLANDMONUMENT2,900.00

TOTAL2,900.00

7THAVENUEBRIDGEREHABILITATN
HORNBRIDGEREHAB

1200800LHBINC2,016.75

TOTALHORNBRIDGEREHAB2,016.75

2018INFRAST/CPTMNTIMPBONDS
CAPITALMAINTIMPRVPLAN

0401500DAMBERG.SCOTT.GERZINA.WAGNER433.94
0514200ESCSYSTEMSSOUND&LIFESAFE1,508.64
1301850MAXGRAYCONSTRUCTION103,364.37
2018680TRUNORTHELECTRICLLC475.87

TOTALCAPITALMAINTIMPRVPLAN105,782.82

9/3-9/16/19DebtServicePayment$29,385



CITYOFGRANDRAPIDSCOUNCILBILLLIST-SEPTEMBER23,2019

DATE:09/18/2019CITYOFGRANDRAPIDSPAGE:6
TIME:09:38:05DEPARTMENTSUMMARYREPORT
ID:AP443GR0.WOW

INVOICESDUEON/BEFORE09/23/2019

VENDOR#NAMEAMOUNTDUE

2019INFRASTRUCTUREBONDS
2019-1GLFCOURSERDUTILEXT

0218115BRAUNINTERTECCORPORATION4,705.75
1205110LEASELANDSCAPINGINC23,565.00
1900225SEH59,536.52
2000522TNTAGGREGATES,LLC219,059.05

TOTAL2019-1GLFCOURSERDUTILEXT306,866.32

2019-2COHASSETTRAIL
0301705CASPERCONSTRUCTIONINC89,938.16
1900225SEH19,612.30

TOTAL2019-2COHASSETTRAIL109,550.46

STORMWATERUTILITY

0103325ACHESONTIREINC100.00
0401804DAVISOILINC1,153.89
0920040ITASCACOUNTYFARMSERVICE114.75
0920060ITASCACOUNTYTREASURER375.43
1621125PUBLICUTILITIESCOMMISSION740.00
1809154RICHARDRYSAVY100.00

TOTAL2,584.07

TOTALUNPAIDTOBEAPPROVEDINTHESUMOF: $ 667,231.85
CHECKSISSUED-PRIORAPPROVAL

PRIORAPPROVAL
0100053AT&TMOBILITY3,357.25
0205640LEAGUEOFMNCITIESINSTRUST913.97
0305530CENTURYLINKQC259.00
0718015GRANDRAPIDSCITYPAYROLL250,268.76
0718070GRANDRAPIDSSTATEBANK459.27
0805150JANELLHECIMOVICH81.00
0805358JACKIEHEINRICH81.00
0815440HOLIDAYSTATIONSTORESLLC686.79
0920036ITASCACOUNTYATTORNEYOFFICE197.50
0920055ITASCACOUNTYRECORDER92.00
1205090LEAGUEOFMINNESOTACITIES150.00
1301146MARCOTECHNOLOGIES,LLC1,848.15
1305046MEDIACOMLLC148.45
1305065MEDTOXLABORATORIESINC74.55
1309098MINNESOTAMNITSERVICES439.88
1309149MNCHIEFSOFPOLICEASSOC1,350.00
1309178MINNESOTAGFOATREASURER470.00

9/3-9/16/19DebtServicePayment$29,385



CITYOFGRANDRAPIDSCOUNCILBILLLIST-SEPTEMBER23,2019

DATE:09/18/2019CITYOFGRANDRAPIDSPAGE:7
TIME:09:38:05DEPARTMENTSUMMARYREPORT
ID:AP443GR0.WOW

INVOICESDUEON/BEFORE09/23/2019

VENDOR#NAMEAMOUNTDUE

CHECKSISSUED-PRIORAPPROVAL
PRIORAPPROVAL

1309199MINNESOTAENERGYRESOURCES3.06
1309265MNDEPTOFLABOR&INDUSTRY160.00
1309332MNSTATERETIREMENTSYSTEM2,520.00
1309335MINNESOTAREVENUE7,043.11
1315650ANDYMORGAN28.75
1405850NEXTERACOMMUNICATIONSLLC429.19
1415372NORTHERNAIRPLUMBING30.23
1516220OPERATINGENGINEERSLOCAL#49105,424.00
1601750PAULBUNYANCOMMUNICATIONS277.56
1609561PIONEERTELEPHONE10.15
1621125PUBLICUTILITIESCOMMISSION11,650.00
1621130P.U.C.29,742.84
2000490TDSMetrocom702.01
2209665VISA7,176.84
2209705VISITGRANDRAPIDSINC51,431.59
2301700WASTEMANAGEMENTOFMNINC2,401.29
2305300MATTHEWWEGWERTH148.48
T000520MAASCHCONSTRUCTIONINC50.00
T001163SUSANBROWN500.00
T001233JAMESBANDREWSCONSTRUCTION500.00

TOTALPRIORAPPROVALALLOWEDINTHESUMOF: $481,106.67

TOTALALLDEPARTMENTS1,148,338.52

9/3-9/16/19DebtServicePayment$29,385



CITYOFGRANDRAPIDS

LegislationDetails (WithText) 

File #: Version: Name: 19-05961AmendandadoptjobdescriptionsforPolice
Departmentsupportstaff. 

Type: Status: AgendaItemConsentAgenda

Filecreated: Incontrol: 9/10/2019CityCouncil

Onagenda: Finalaction: 9/23/2019

Title: ConsideradoptingamendedjobdescriptionsforPoliceDepartmentsupportstaff. 

Sponsors: 

Indexes: 

Codesections: 

Attachments: Police-Admin - AdministrativeAssistant-CommunicationsSpecialist
RecordsTechnician (Transcriptionist) JobDescription - Draft

DateVer.ActionByActionResult

ConsideradoptingamendedjobdescriptionsforPoliceDepartmentsupportstaff. 
BackgroundInformation: 
WiththerecentresignationofLaurenVanDenHeuvelfromtheCommunicationsSpecialistposition, ithasbeen
determinedthattheworkcouldbedonebyJanellHecimovich, AdministrativeAssistantinthePoliceDepartment.  Janell
receivedaBachelorofScienceinVisualCommunicationfromBrownCollegeinMendotaHeights, Minnesota.  Janell
workedasaReceptionist/GraphicDesignerforVenturePhotographyinHopkinswhereshewasafreelanceGraphic
Designerandhelpedupdatethepromotionalpieces.  Shealsoassistedwithanybrandmodificationasneeded.  Shethen
becameaGraphicsCoordinatorforSign-Zone, Inc. wheresheevaluatedartworkandcreatedpre-pressproofsforspecial
clients.  Janellhasextensiveknowledgeandexperienceinwebsiteandsocialmediamanagement. 

WehaveamendedthejobdescriptionforthecurrentpositionJanellholdstoincludeCommunicationsSpecialist. 
Becauseofthetimecommitmentforthis, wewouldliketocreateanewpart-timepositionthatwouldbeRecords
Technician/Transcriptionistforupto28hoursperweek.  WehavediscussedthiswiththeClericalUnion, andtheyarein
agreementtoaddthispositiontotheClericalUnionroster.  Thedraftjobdescriptionforthatpositionisattached. 

StaffRecommendation: 
CitystaffisrecommendingamendingthejobdescriptionforJanellHecimovichfromAdministrativeAssistant-Policeto
AdministrativeAssistant/CommunicationsSpecialist.  Wearealsorecommendingadoptingthejobdescriptionfor
RecordsTechnician/Transcriptionistandrequestauthorizationtoposttheposition.  WewillcomebacktotheCity
Councilatalaterdatewitharecommendationforfillingthenewlycreatedpart-timeposition. 

RequestedCityCouncilAction
Makeamotionto (1) amendthejobdescriptionforAdministrativeAssistant-PolicetoAdministrative
Assistant/CommunicationsSpecialist; (2) adoptthejobdescriptionforRecordsTechnician/Transcriptionist; and (3) 
authorizeCitystafftobegintheprocessoffillingthevacancy. 

CITYOFGRANDRAPIDSPage1of1Printedon9/23/2019
poweredbyLegistar™ 



City of Grand Rapids
Job Description

Job Title:    Administrative Assistant/Communications Specialist
Department: Police/Administration
Reports To: Police Sergeant/Director of Human Resources
FLSA Status:       Non-exempt

Approved By:      City Council
Approved Date:    September 23, 2019

Summary: Performs skilled, specialized administrative support for the Police Department. Transcribes interviews,

police reports and other documents. Responsible for coordinating the communications output within the City of
Grand Rapids. Creates and delivers information through social media, direct mail, brochures, newsletters, and other
publications. Work is performed under the general direction of the Police Sergeant and Human Resources Director.

Essential Duties and Responsibilities include the following. The duties listed are intended only as illustrations of
the various types ofwork that may be performed. The omission of specific statements of duties does not exclude

them from the position if the work is similar, related or a logical assignment to that position. Other duties may be
assigned.

Create City literature and other forms of communication.
Create marketing and promotional materials, both print and electronic.
Copyedit, proofread, and revise communications.

Design and launch email marketing campaigns.
Recommend, implement and maintain site design and operation.

Promote services through public relations initiatives.

Create and deliver press releases, media relations content, City newsletter content, and social media content.
Implement and maintain communications strategy.
Develop fresh story ideas.
Transcribes reports for use by city, county and state law enforcement agencies.
Provides specialized office support to the Police Department in the transcription of documents, technical,

complex and confidential police reports, ensuring correct transcription format and grammar.

Prepares and maintains police records and files, including coding and required State reporting.
Enters and retrieves data in the Police Records Management System, including entering photographs of sex
registrants for attachment to their file and updating predatory offender registration information in compliance
with the Bureau of Criminal Apprehension.

Acts as a certified operator of State/ National crime records computer in accordance with requirements of the

Minnesota Bureau of Criminal Apprehension and the Federal Bureau of Investigation, entering and querying
person, items, warrants and incidents.

Performs gun permit checks, probation checks, and police record checks

Runs statistics.

Acts as receptionist answering telephone calls, waiting on the public, providing and making copies of reports.
Performs other duties as assigned.

Education and/or Experience

High school diploma or GED and moderate experience working in communications, or equivalent combination or
education and experience including:

Working knowledge ofmultiple social media platforms
Strong writing and editing skills
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Strong communication skills
Experience designing a newsletter
Microsoft Office skills

Experience in web content management and page design

Knowledge of criminal justice databases and protocol for maintaining, processing and releasing information.
Knowledge of state statutes, applicable codes, city ordinances, court processes and other rules.
Experience and certification in the operation of the law enforcement criminal justice computer reporting system
and successfully complete training and pass examinations to receive certifications required by the Minnesota
Bureau of Criminal Apprehension and the Federal Bureau of Investigation.

Skill in operating office equipment, including transcription equipment.

Knowledge, Skills, Abilities and Competencies Required: The requirements listed below are representative of the

knowledge, skill, ability and/or competency sets required to complete the essential functions at a satisfactory level.

Customer Service— Solicit customer feedback to improve service; Respond to requests for service and assistance;
Meet commitments.

Interpersonal Skills—Able to focus on solving conflict, not blaming; Maintain confidentiality; Listen to others
without interrupting; Keep emotions under control; Remain open to others' ideas and tries new things.

Oral Communication—Speak clearly and persuasively in all situations; Listen and get clarification; Respond well to
questions; Participate in meetings.

Written Communication—Write clearly and informatively; Edit work for spelling and grammar; Vary writing style
to meet needs; Present numerical data effectively; Able to read and interpret written information.

Teamwork—Balance team and individual responsibilities; Exhibit objectivity and openness to others' views; Give
and welcomes feedback; Contribute to building a positive team spirit; Put success of team above own interests; Able
to build morale and group commitments to goals and objectives; Support everyone' s efforts to succeed.

Organizational Support—Follow policies and procedures; Complete tasks with accuracy and on time; Support
organization' s goals and values; Support affirmative action and respect diversity.

Planning/Organizing- Prioritizes and plans work activities; Uses time efficiently; Plans for additional resources;
Sets goals and objectives.

Professionalism- Approaches others in a tactful manner; Reacts well under pressure; Treats others with respect and

consideration regardless of their status or position; Accepts responsibility for own actions; Follows through on
commitments.

Quality- Demonstrates accuracy and thoroughness; Looks for ways to improve and promote quality; Applies
feedback to improve performance; Monitors own work to ensure quality.

Safety and Security- Observes safety and security procedures; Determines appropriate action beyond guidelines;
Reports potentially unsafe conditions; Uses equipment and materials properly.

Adaptability- Adapts to changes in the work environment; Manages competing demands; Changes approach or
method to best fit the situation; Able to learn and operate a variety of office software.
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Dependability- Follows instructions, responds to management direction; Takes responsibility for own actions; Keeps
commitments; Commits to long hours of work when necessary to reach goals; Completes tasks on time or notifies
appropriate person with an alternate plan.

Initiative—Willing to volunteer readily; Undertake self-development activities; Seek increased responsibilities; Take
independent actions and calculated risks; Look for and take advantage of opportunities; Ask for and offer help when
needed.

Language Skills and Math Skills

Ability to read and comprehend simple instructions, short correspondence, and memos. Ability to write simple
correspondence, effectively present information in one-on-one and small group situations to customers, clients, and
other employees of the organization. Ability to compute simple math problems, such as addition, subtraction,
multiplication and division. Able to make arithmetic computations using whole numbers, fractions and decimals.

Reasoning Ability

Ability to apply common sense understanding to carry out detailed but uninvolved written or oral instructions. Ability
to deal with problems involving a few concrete variables in standardized situations.

Decision Making
Exercises discretion in handling confidential information; uses discretion and accuracy to report incidents and
emergencies to other law enforcement agencies; exercises appropriate judgment in analyzing complaints and
emergencies to determine importance, time and proper authorities to resolve situations.

Computer Skills

Microsoft Office; Desktop Publishing software; and Internet software.

Other Skills and Abilities

Some knowledge of accounting principles and practices. Ability to handle multiple projects and conflicting demands
on time. Ability to maintain an effective working relationship with the public and staff. Ability to work under
minimal supervision. Able to work some overtime as the workload demands. Ability to type with speed and
accuracy.

Physical Demands This work requires the occasional exertion of up to 10 pounds of force; work regularly requires
sitting, using hands to finger, handle or feel and repetitive motions, frequently requires speaking or hearing and
occasionally requires standing, walking, climbing or balancing, stooping, kneeling, crouching or crawling, reaching
with hands and arms, pushing or pulling and lifting; work has standard vision requirements; vocal communication is
required for expressing or exchanging ideas by means of the spoken work; hearing is required to perceive information
at normal spoken word levels; work requires preparing and analyzing written or computer data, operating machines
and observing general surroundings and activities; work has no exposure to environmental conditions; work is
generally in a moderately noisy location( e.g. business office, light traffic). Moderate travel is required.

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The
requirements listed are representative of the knowledge, skills and/or ability required. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

The duties listed above are intended only as illustrations of the various types of work that may be performed. The
omission of the specific statements of duties does not exclude them from the position if the work is similar, related or
a logical assignment to the position.

The job description does not constitute an employment agreement between the employer and the employee and is
subject to change by the employer as the needs of the employer and requirements of the job change.
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CityofGrandRapids
JobDescription

JobTitle:      RecordsTechnician (Transcriptionist)  
Department:     PoliceDepartment
FLSAStatus:      Non-exempt
ApprovedBy:      CityCouncil
ApprovedDate:   September23, 2019

Summary:  Transcribereportsthatarevitalaspartofjudicialevidence.  Performavarietyofclericaland
technicaldutiesforthepurposeofcoordinatingandmaintainingaccurateandup-to-datepolicereports,  
records, anddatasystem, whichisincompliancewithlegalmandatesandprosecutionrequirements.   
ProvidegeneralinformationconcerningthePoliceDepartmenttophonecallersandvisitors, anddirects
themtospecificpersonnel.  Variousotherstaff, administrative, andcustomerdataneeds.  

EssentialDutiesandResponsibilities:  Thedutieslistedareintendedonlyasillustrationsofthevarious
typesofworkthatmaybeperformed.  Theomissionofspecificstatementsofdutiesdoesnotexclude
themfromthepositioniftheworkissimilar, relatedoralogicalassignmenttothatposition.  Otherduties
maybeassigned.  

1. Transcribefromdictation, handwrittennotes, orothersourcesincludingavarietyofpolice
reports, statements, searchwarrants, orotherdocuments.  

2. Cross-trainandfillinforotherclericalduties.  
3. Answertelephoneandreceivethepublicinperson, provideinformationandrespondtoquestions,  

inquiries, orcomplaints, andreferthemviaphonesystemormessagestoappropriatepersonnel.  
4. Provideotherclericalsupporttomanagementandstaffasneeded.  
5. Performotherdutiesofasimilarnatureasassigned.  
6. Flexibilitytorespondafterhoursonanoccasionalbasis.  

Knowledge, Skills, AbilitiesandCompetenciesRequired:  Therequirementslistedbeloware
representativeoftheknowledge, skill, abilityand/orcompetencysetsrequiredtocompletetheessential
functionsatasatisfactorylevel.  

Knowledgeofstandardofficepractices, policiesandguidelines.  
Knowledgeofgrammar, spelling, punctuationandediting.  
Abilitytositandanswerphonesandusecomputerequipmentonacontinuousbasis.  
Flexibilityandabilitytoworkunderchangingprioritiesandinpeakworkloads.  
Abilitytohandlecomplaintsandconcernswithinternalandexternalcustomersinatactfuland
respectfulmanner.  
Abilitytotypeinformationandenterdatawithspeedandaccuracy, whichisessentialtoensure
thatthereportisacceptedasevidence.  
Abilitytofolloworalandwritteninstructions.  
Abilitytomaintainaccuraterecordsandfiles.  
Abilitytooperateofficeequipment (i.e., computer, printer, documentimagingsystem,  
Dictaphone/digitaldictationequipment, 10-key, andcopymachine).  



Educationand/orExperience

MinimumQualifications:  
HighschooldiplomaorGEDandoneyearpost-secondaryeducation/training, plusthreeyears
officeexperience; orequivalentcombinationofeducationandexperienceincluding:  

50-55wpmtyping/keyboarding.  
MicrosoftOfficesystemscomputerexperience.  
Strongcommunicationskills.  

DesirableQualifications:  
Transcriptionexperience.  
Receptionistexperienceinanorganizationwithhigh-callvolume.  
Lawenforcementand/orlegalexperience.  
LawEnforcementsoftwaresystems.  

Examination:  
TrainingandExperienceRating
OralInterview
TypingTest
Mustpassadrugtestandbackgroundcheck

CustomerService
Solicitcustomerfeedbacktoimproveservice; Respondtorequestsforserviceandassistance;  
Meetcommitments.  

InterpersonalSkills
Abletofocusonsolvingconflict, notblaming; Maintainconfidentiality; Listentootherswithout
interrupting; Keepemotionsundercontrol; Remainopentoothers' ideasandtriesnewthings.  

OralCommunication
Speakclearlyandpersuasivelyinallsituations; Listenandgetclarification; Respondwellto
questions; Participateinmeetings.  

WrittenCommunication
Writeclearlyandinformatively; Editworkforspellingandgrammar; Varywritingstyletomeet
needs; Presentnumericaldataeffectively; Abletoreadandinterpretwritteninformation.  

Teamwork
Balanceteamandindividualresponsibilities; Exhibitobjectivityandopennesstoothers' views;  
Giveandwelcomesfeedback; Contributetobuildingapositiveteamspirit; Putsuccessofteam
aboveowninterests; Abletobuildmoraleandgroupcommitmentstogoalsandobjectives;  
Supporteveryone'seffortstosucceed.  

OrganizationalSupport
Followpoliciesandprocedures; Completetaskswithaccuracyandontime; Support
organization'sgoalsandvalues; Supportaffirmativeactionandrespectdiversity.  

Planning/Organizing
Prioritizeandplanworkactivities; Usetimeefficiently; Planforadditionalresources; Setgoals
andobjectives.  



Professionalism
Approachothersinatactfulmanner; Reactwellunderpressure; Treatotherswithrespectand
considerationregardlessoftheirstatusorposition; Acceptresponsibilityforownactions; Follow
throughoncommitments.  

Quality
Demonstrateaccuracyandthoroughness; Lookforwaystoimproveandpromotequality; Apply
feedbacktoimproveperformance; Monitorownworktoensurequality.  

SafetyandSecurity
Observesafetyandsecurityprocedures; Determineappropriateactionbeyondguidelines; Report
potentiallyunsafeconditions; Useequipmentandmaterialsproperly.  

Adaptability
Adapttochangesintheworkenvironment; Managecompetingdemands; Changeapproachor
methodtobestfitthesituation; Abletodealwithfrequentchange, delays, orunexpectedevents.  
Abletolearnandoperateavarietyofofficesoftware.  

Dependability
Followinstructions, respondtomanagementdirection; Takeresponsibilityforownactions; Keep
commitments; Committolonghoursofworkwhennecessarytoreachgoals; Completetaskson
timeornotifiesappropriatepersonwithanalternateplan.  

Initiative
Willingtovolunteerreadily; Undertakeself-developmentactivities; Seekincreased
responsibilities; Takeindependentactionsandcalculatedrisks; Lookforandtakeadvantageof
opportunities; Askforandofferhelpwhenneeded.  

LanguageandMathSkills
Abilitytoreadandcomprehendsimpleinstructions, shortcorrespondence, andmemos.  Abilityto
writesimplecorrespondence, effectivelypresentinformationinone-on-oneandsmallgroup
situationstocustomers, clients, andotheremployeesoftheorganization.  Abilitytocompute
simplemathproblems, suchasaddition, subtraction, multiplicationanddivision. Abletomake
arithmeticcomputationsusingwholenumbers, fractionsanddecimals.  

ReasoningAbility
Abilitytoapplycommonsenseunderstandingtocarryoutdetailedbutuninvolvedwrittenororal
instructions.  Abilitytodealwithproblemsinvolvingafewconcretevariablesinstandardized
situations.  

ComputerSkills
MicrosoftOffice; Internetsoftware.  

OtherSkillsandAbilities
Abilitytohandlemultipleprojectsandconflictingdemandsontime. Abilitytomaintainan
effectiveworkingrelationshipwiththepublicandstaff.  Abilitytoworkunderminimal
supervision.  Abletoworksomeovertimeastheworkloaddemands.  



WorkingConditions/PhysicalRequirements:  
Workisperformedprimarilyinastandardofficeenvironmentthatincludesexposuretocomputer
screens.  Primaryfunctionsrequire:  

Sufficientphysicalabilityandmobilitytoworkinanofficesetting.  
Sitandanswerphones/usecomputerequipmentonacontinuousbasis.  
Onafrequentbasismustbeabletostand, walk, sit, talkandreachwithhandsandarms.  
Occasionallylift, bend, stoopandretrievefilesandboxesweighingupto25-30pounds.  
Operateofficeequipmentrequiringrepetitivehandmovementandfinecoordination
includinguseofacomputerkeyboard.  
Workwithemployeesand/orthepublicthatmaybeirritatedorupset.  

Thisworkrequirestheoccasionalexertionofupto30poundsofforce; workregularlyrequires
sitting, usinghandstofinger, handleorfeelandrepetitivemotions, frequentlyrequiresspeaking
orhearingandoccasionallyrequiresstanding, walking, climbingorbalancing, stooping, kneeling,  
crouchingorcrawling, reachingwithhandsandarms, pushingorpullingandlifting; workhas
standardvisionrequirements; vocalcommunicationisrequiredforexpressingorexchanging
ideasbymeansofthespokenword; hearingisrequiredtoperceiveinformationatnormalspoken
wordlevels; workrequirespreparingandanalyzingwrittenorcomputerdata, operatingmachines
andobservinggeneralsurroundingsandactivities; workhasnoexposuretoenvironmental
conditions; workisgenerallyinamoderatelynoisylocation (e.g. businessoffice, lighttraffic).  

Toperformthisjobsuccessfully, anindividualmustbeabletoperformeachessentialduty
satisfactorily. Therequirementslistedarerepresentativeoftheknowledge, skill, and/orability
required. Reasonableaccommodationsmaybemadetoenableindividualswithdisabilitiesto
performtheessentialfunctions.  

Thedutieslistedaboveareintendedonlyasillustrationsofthevarioustypesofworkthatmaybe
performed.  Theomissionofspecificstatementsofdutiesdoesnotexcludethemfromthe
positioniftheworkissimilar, relatedoralogicalassignmenttotheposition.  

Thejobdescriptiondoesnotconstituteanemploymentagreementbetweentheemployerandthe
employeeandissubjecttochangebytheemployerastheneedsoftheemployerandrequirements
ofthejobchange.  



CITYOFGRANDRAPIDS

LegislationDetails (WithText) 

File #: Version: Name: 19-05971AmendthejobdescriptionforAirportMaintenance
Lead. 

Type: Status: AgendaItemConsentAgenda

Filecreated: Incontrol: 9/10/2019CityCouncil

Onagenda: Finalaction: 9/23/2019

Title: ConsideramendingthejobdescriptionforAirportMaintenanceLead. 

Sponsors: 

Indexes: 

Codesections: 

Attachments: PW - AirportMaintenanceLead

DateVer.ActionByActionResult

ConsideramendingthejobdescriptionforAirportMaintenanceLead. 
BackgroundInformation: 
ThejobdescriptionforBuilding/AirportMaintenanceWorkerLeadwasadoptedonJune25, 2012.  EverettBaumgarner
currentlyholdsthatposition.  WiththeretirementofRonEdminsterfromFacilitiesMaintenance, wearefillinganewly
createdBuildingMaintenancepositionattonight'sCityCouncilmeeting.  Thedutiesofthenewpositionwillbeprimarily
maintainingCitybuildingsandprovidingroutinemaintenance, dutiesthatwereoriginallyintheBuilding/Airport
MaintenanceWorkerLeadjobdescription. 

SinceEveretthasbeenworkingprimarilyattheAirportandnolongeronbuildingmaintenance, itisnecessarytoamend
thejobdescriptiontoAirportMaintenanceLead.  Attachedyouwillfindadraftjobdescription. 

StaffRecommendation: 
PublicWorksDirector/CityEngineerMattWegwerthandDirectorofHumanResourcesLynnDeGrioarerecommending
theamendmentstotheBuilding/AirportMaintenanceWorkerLeadjobdescriptionandchangingthejobtitletoAirport
MaintenanceLead. 

RequestedCityCouncilAction
MakeamotiontoamendthejobdescriptionforAirportMaintenanceLeadeffectiveimmediately. 

CITYOFGRANDRAPIDSPage1of1Printedon9/23/2019
poweredbyLegistar™ 



CityofGrandRapids
JobDescription

JobTitle: AirportMaintenanceLead
Department: PublicWorks
FLSAStatus: Non-exempt
ApprovedBy: CityCouncil
ApprovedDate: September23, 2019

Summary: Responsibleforday-to-daymaintenanceandoperationoftheGrandRapids / ItascaCountyAirport.   
PerformsintermediateskilledworkinthemaintenanceofCitybuildingstomaintainaneat, safe, clean, andsanitary
environment, providingroutinemaintenance, operationandrepairoftheheating, ventilating, andairconditioning
HVAC) systemsinassignedcityownedbuildings, andrelatedworkasapparentorassigned. Workisperformed

underthelimitedsupervisionofthePublicWorksDirector.  

EssentialDutiesandResponsibilitiesincludethefollowing. Thedutieslistedareintendedonlyasillustrationsofthe
varioustypesofworkthatmaybeperformed. Theomissionofspecificstatementsofdutiesdoesnotexcludethem
fromthepositioniftheworkissimilar, relatedoralogicalassignmenttothatposition. Otherdutiesmaybeassigned.  

Plans, organizes, assigns, schedules, enforcessafetyregulationsrelatedtoairportfunctions.  
Establishescriteriaandcoordinatesproceduresforthesafetyandsecurityofthepublicandoperationsand
maintenanceoftheairport
Planstheuseofequipmentaccordingtothenatureandpriorityofassignedprojects; conferswiththeGRPW
FleetDivisionregardingequipmentrepairsandperformance, scheduledmaintenanceandrepairprograms
andrelateddealers
Monitorsweatherconditionsanddetermineswhentocallpersonnelinforsnowandicecontrolandremoval
SelectsandordersmaterialsinaccordancetoCitypurchasingpolicies
Preparesandupdatesmaintenancepolicies, programsandproceduralmanuals
Performspublicrelationsdutiesassociatedwiththeairport
Conductsroutineandspecialinspectionsofallassignedfacilities; coordinatesthemaintenanceofequipment
andbuildingsincludingradioandelectronicnavigationsaids; assistsinthepreventativemaintenanceof
equipment; schedulesmaintenanceworkasnecessary
Inspectsairportpavements, fencesandgates, lightingandfacilitiesasrequiredbytheairportoperations
manual
Conductssnowremovaloperations
Maintainsairportgroundsandfacilitiestoincludeairfieldlightingmaintenance, mowingandlandscaping,  
pavementmaintenance, buildingmaintenance, lightcarpentryandplumbing, paintingandjanitorialduties
Supervisespart-timeseasonalemployees
Documentsdailyactivitiesandmaintainsavarietyofrecords.  Preparesreportsrelatedtoairportinspection,  
maintenanceandwildlifehazardcontrolactivities
IssuesNotices-to-Airmen (NOTAMs) throughtheFederalAviationAdministrationadvisingpilotsand
aircraftoperatorsofanyconditionofhazardthatmayaffectsafeaircraftoperationsonornearairport
Performcustodialdutiesasnecessary
Respondstoallofficialemergenciesanddisastersofallassignedfacilities.  Foremergencypurposes, the
AirportMaintenanceLeadison-callyearroundandtwenty-four (24) hoursaday, includingsuchtimesas
he/shemaybeonauthorizedleave
ServicesandmaintainsCitybuildingboilers, HVACsystemsandrelatedequipmentasassigned
Providesroutinemaintenance, operationandrepairfunctionstothebuilding, HVACsystems, fixtures,  
furnishingswhichmayrequireminorsemi-skilledandskilledinteriorbuildingmaintenanceandrepairssuch
aspainting, floorcovering, plumbing, carpentry, mechanical, andotherunskilled, semi-skilledandskilled
tradesworktoprovideforsafe, efficient, andpropercustodialcareofthepublicsproperty.  



PerformsotherdutiesandresponsibilitiesasassignedbyPublicWorksDirector / AirportManager

Knowledge, Skills, AbilitiesandCompetenciesRequired: Therequirementslistedbelowarerepresentativeofthe
knowledge, skill, abilityand/orcompetencysetsrequiredtocompletetheessentialfunctionsatasatisfactorylevel.   

MinimumQualifications:  
HighschooldiplomaorGEDandmoderateexperienceworkinginbuildingmaintenance, orequivalentcombinationof
educationandexperience.   

Validdriver'slicenseintheStateofMinnesota.  

PreferredQualifications:  
Associates / Technicaldegree
Boiler'ssecondclassClicense
ClassB licenseendorsement

DesirableEducationandExperience:  
Considerableknowledgeofthematerials, methodsandtechniquescommonlyusedinconstructionand
maintenanceactivities, particularlythoseapplyingtoairports
Workingknowledgeofequipment, materialsandsuppliesusedinbuildingandgroundsmaintenance;  
Workingknowledgeofequipmentandsuppliesusedtodominorrepairs; Someknowledgeoffirstaidand
applicablesafetyprecautions.  
Considerableknowledgeofthehazardsofsafetyprecautionsoftheworkplace
Abilitytoworkindependentlyandtocompletedailyactivitiesaccordingtoworkschedule; Abilitytolift
heavyobjects, walkandstandforlongperiodsoftime; Abilitytocommunicateorallyandinwriting; Ability
touseequipmentandtoolspropertyandsafely; Abilitytounderstandandfollowwrittenandoral
instructions; Abilitytoestablisheffectiveworkingrelationships.  

EssentialFunctions:  
Mustbecapableoftoleratinglongandpotentiallystressfulshiftsofworkwithmayincludeworkingin
adverseweatherconditions
Musthavesignificantpracticaljudgementinordertodealwithunexpected, potentiallydangerous
situations
Mustbeabletocommunicateeffectivelywiththepublic, federalandstateagencies, understandoraland
writtendirectives, recognizehazardousmaterials, preparereports, andsupervisesubordinatesthrough
radiocommunicationsaswellasverbalandwrittendirectives
Mustbeabletooperateequipmentnecessaryfortheoperationsandmaintenanceoftheairportandobtain
aCDLwithintwelve (12) monthsofemployment

PhysicalDemands: Thisworkrequirestheregularexertionofupto10poundsofforce, frequentexertionofupto25
poundsofforceandoccasionalexertionofupto100poundsofforce; workfrequentlywalking, sitting, pushingor
pullingandliftingandoccasionallyrequiresstanding, speakingorhearing, usinghandstofinger, handleorfeel,  
climbingorbalancing, stooping, kneeling, crouchingorcrawling, reachingwithhandsandarms, tastingorsmellingand
repetitivemotions; workhasstandardvisionrequirements; vocalcommunicationisrequiredforexpressingor
exchangingideasbymeansofthespokenword; hearingisrequiredtoperceiveinformationatnormalspokenword
levels; workrequirespreparingandanalyzingwrittenorcomputerdata, visualinspectioninvolvingsmalldefectsand/or
smallparts, usingofmeasuringdevices, assemblyorfabricationofpartswithinarmslength, operatingmachines,  
operatingmotorvehiclesorequipmentandobservinggeneralsurroundingsandactivities; workregularlyrequires
workingnearmovingmechanicalpartsandexposuretovibration, frequentlyrequiresexposuretooutdoorweather
conditions, exposuretoextremecold (non-weather), exposuretoextremeheat (non-weather) andexposuretotheriskof
electricalshockandoccasionallyrequireswet, humidconditions (non-weather), workinginhigh, precariousplaces,  
exposuretofumesorairborneparticles, exposuretotoxicorcausticchemicalsandexposuretobloodbornepathogens
andmayberequiredtowearspecializedpersonalprotectiveequipment; workisgenerallyinamoderatelynoisy
location (e.g. businessoffice, lighttraffic).  



Toperformthisjobsuccessfully, anindividualmustbeabletoperformeachessentialdutysatisfactorily. The
requirementslistedarerepresentativeoftheknowledge, skill, and/orabilityrequired. Reasonableaccommodations
maybemadetoenableindividualswithdisabilitiestoperformtheessentialfunctions. 

Thedutieslistedaboveareintendedonlyasillustrationsofthevarioustypesofworkthatmaybeperformed. The
omissionofspecificstatementsofdutiesdoesnotexcludethemfromthepositioniftheworkissimilar, relatedora
logicalassignmenttotheposition.  

Thejobdescriptiondoesnotconstituteanemploymentagreementbetweentheemployerandtheemployeeandis
subjecttochangebytheemployerastheneedsoftheemployerandrequirementsofthejobcha
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Councilmemberintroducedthefollowingresolutionandmovedforitsadoption:  

RESOLUTIONNO. 19-  

ARESOLUTIONACCEPTINGA $1905.58DONATIONFORTHEINSCRIPTION
ANDCOSTOFONEPARKBENCH

WHEREAS, MinnesotaStateStatutes465.03, statesthatcitiesmayacceptgiftsof
realorpersonalproperty, includingmoney, andusetheminaccordancewiththeterms
thedonorprescribes; and

WHEREAS, everysuchacceptanceshallbebyresolutionofthegoverningbody
adoptedbytwo-thirdsmajorityofitsmembers.  

NOWTHEREFORE, BEITRESOLVED, theCityCounciloftheCityofGrand
Rapids, ItascaCounty, Minnesota, acceptsthelisteddonationandtermsofthedonoras
follows:  

Anarearesidentdonated $1,905.58fortheinscriptionandcostofaparkbenchto
ththbeplacedatthecornerofSE17StreetandSE7Avenune.  

rdAdoptedthis23dayofSeptember, 2019.  

DaleAdams, Mayor

Attest:  

KimJohnson-Gibeau, CityClerk
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PolicyManualwillmostlikelybeNovember1, 2019. 
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permanentCityemployeesforaperiodofthirty (30) daystoreviewandcomment. 
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1.1WelcometoTheCityofGrandRapids!  

OnbehalfofyourfellowCityemployees, wewelcomeyouandwishyoueverysuccesshere.  

WebelievethateachemployeecontributesdirectlytotheCityÓsgrowthandsuccess, andwehopeyou
willtakeprideinbeingamemberofourteam.  

Thisemployeehandbookhasbeenpreparedtooutlineprograms, policies, practicesandothermatters
thatareimportanttoyou.  Yourbestinterestsandthoseofourorganizationdependonourproductivity
inanatmosphereofmutualunderstanding, trustandcooperation.  

Wearepleasedyouhavejoinedus.  

1.2CityGoalsandPolicyResolutions

TOMAINTAINANDENHANCEFINANCIALSTABILITY:  

ThattheCitywilldevelopandmaintainoperatingpoliciesthatwillsecurefinancialstabilityforall
Cityfunds.  

TOMAINTAINANDIMPROVETHECITY’SINFRASTRUCTURE:  

ThattheCitywillestablishcriteria, adopt, andmaintainaninfrastructureplanasapartofthe
CityÓsCapitalImprovementPlan.  

TOMAINTAINANDIMPROVEPUBLICANDINTERNALCOMMUNICATION:  

ThattheCityshallworktowardaprocessofon-goingcommunicationwiththepublic.  

PROVIDEFOREFFECTIVEANDFAIRCITYADMINISTRATION:  

ThattheCitywillprovideanon-goingstaffsupportsystemtoenhancequalityservice.  

TOPROTECTOURENVIRONMENTANDNATURALRESOURCES:  

ThattheCitywillbeawareoffuturegenerationswhenpoliciesaresetwhichwillaffectthe
environmentandnaturalresources.  
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TOPROVIDEFORCOMMUNITYRECREATIONANDCULTURALNEEDS:  

ThattheCityshallprovideprogramsandfacilitiesthatwillhelpmeettherecreationandcultural
needsofthecommunity.  

TOIMPROVEPUBLICSAFETY:  

ThattheCitywillinitiatepolicies, programsandinfrastructurechangesthatwillimprovepublic
safety.  

TOBEAVITALANDGROWINGCOMMUNITY:  

ThattheCitywillbepro-activeineconomicdevelopmentandcommunityplanning.  

TOWORKCOOPERATIVELYWITHOTHERGOVERNMENTSANDORGANIZATIONS:  

ThattheCitywillinitiateandparticipateincooperativeeffortswithothergovernmentsand
communityorganizations. 
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2OrganizationalPolicy

2.1EmploymentPoliciesandPractices

TheCitybelievesthatoneofitsmostimportantassetsisitsemployees.  Thisemployeehandbookappliestoall
employeesoftheCity.  ItisdesignedtohelpemployeesbecomefamiliarwiththepoliciesandpracticesoftheCitythat
mostoftenaffecttheirwork.  Theeffectiveimplementationofthishandbookisimportanttoaproductiveandefficient
workplace.  

ThishandbookisintendedtoprovideageneraloverviewofyouremploymentwiththeCity.  

Yourunderstandingoftheneedforsuchpoliciesandprocedureswillbeappreciated.  Employeesfailingtocomply
withCityrulesandregulationswillbesubjecttodisciplinaryactionÎuptoandincludingtermination.  Management
reservestherighttomakefinaldeterminationbasedontheindividualcircumstances.  

EmployeesshouldfeelfreetodiscussthecontentsofthishandbookwiththeirSupervisororDirectorofHuman
Resources.  Ourcontinuedsuccesscanonlybepossibleifweworktogether.  

2.2Purpose, Adoption, AmendmentandAdministrationofPersonnelPolicies

Itisthepurposeofthesepoliciestoestablishauniformandequitablesystemofpersonneladministrationfor
employeesoftheCityofGrandRapids.  Theirprovisionsdonotestablishtermsandshallnotbeconstruedas
contractualprovisions.  Theyarenotintendedtobeall-inclusiveortocovereverysituationthatmayarise.  These
policiesmaybeamendedatanytimeatthesolediscretionoftheCityandtheywillsupersedeallpreviouspersonnel
policies.  RevisionsandamendmentsshallbecomeeffectiveuponapprovalbytheCityCouncil.  

EmploymentwiththeCityisat-will, exceptasotherwiseprovidedbylaworcontract.  Exceptasotherwiseprohibited
bylaw, theCityofGrandRapidshastherighttoterminateanyemployeeatanytimeforanyornoreason.  Employees
maysimilarlyterminateemploymentatanytimeforanyreason.  

Scope
Thesepoliciesapplytoallemployeesofthecity. Exceptwherespecificallynoted, thesepoliciesdonotapplyto:  
1. Electedofficials
2. Cityattorney
3. Membersofcityboards, commissions, andcommittees
4. Consultantsandcontractors
5. Volunteers, exceptasspecificallynotedforpaid-per-callfirefighters.  

Ifanyspecificprovisionsofthepersonnelpoliciesconflictwithanycurrentunionagreementorcivilservicerules, the
unionagreementorcivilserviceruleswillprevail. Unionemployeesareencouragedtoconsulttheircollective
bargainingagreementfirstforinformationabouttheiremploymentconditions. Nothinginthesepoliciesisintendedto
modifyorsupersedeanyapplicableprovisionofstateorfederallaw.  

Thesepoliciesserveasaninformationguidetohelpemployeesbecomebetterinformedandtomaketheirexperience
withthecitymorerewarding. Departmentsmayhavespecialworkrulesdeemednecessarybythesupervisorand
approvedbythecityadministratorfortheachievementofobjectivesofthatdepartment. Eachemployeewillbegivena
copyofsuchworkrulesbythedepartmentuponhiring, suchruleswillbefurtherexplained, andenforcement
discussedwiththeemployeebytheimmediatesupervisor.  
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EEOPolicyStatement
TheCityofGrandRapidsiscommittedtoprovidingequalopportunityinallareasofemployment, includingbutnot
limitedtohiring, demotion, transfer, recruitment, selection, lay-off, disciplinaryaction, termination, compensationand
selectionfortraining.  TheCityofGrandRapidswillnotdiscriminateagainstanyemployeeorjobapplicantonthe
basisofrace, color, creed, religion, nationalorigin, ancestry, sex, sexualorientation, disability, age, maritalstatus,  
statuswithregardtopublicassistance, ormembershiponalocalhumanrightscommission.  

DataPracticesAdvisory
EmployeerecordsaremaintainedinalocationdesignatedbytheCityAdministrator.  Personneldataiskeptin
personnelfiles, financefiles, andbenefit/medicalfiles.  Informationisusedtoadministeremployeesalaryandbenefit
programs, processpayroll, completestateandfederalreports, documentemployeeperformance, etc.  

Employeeshavetherighttoknowwhatdataisretained, whereitiskept, andhowitisused.  Allemployeedatawillbe
received, retained, anddisseminatedaccordingtotheMinnesotaGovernmentDataPracticesAct.  

Adoption
ThefollowingpolicieshavebeenapprovedbytheCityCouncilandshallgovernthepersonnelsystemoftheCityof
GrandRapids, exceptwheresupersededbystateorfederallaworacollectivebargainingagreement. Theserules
supersedeandrevokeallpreviousCityofGrandRapidsPersonnelPolicies.  

Amendments
TheCityreservestherighttomodify, amend, addto, ordeleteanyofthesepolicies, oraportionthereof, atits
discretion. AllamendmentsshallbeadopteduponmajorityvoteoftheCityCouncil. Amendmentsshallbeeffectivethe
dayofadoptionunlessadifferentdateisspecified.  Interimchangesinthepolicieswillbepostedbythe
AdministrationDepartmentandacopywillbedistributedtoallemployees.  

Administration
TheCityÓsAdministrator, whoisdirectlyaccountabletotheCityCouncil, shalladministerthesepolicies. The
Administratorshalldevelopandprovidethenecessaryforms, proceduresandinstructionheorshedeemsnecessary
fortheimplementationofthesepolicies.  TheCityAdministratormaygrantavariance, afterconsultingwiththeCityÓs
legalcounsel, tothesepoliciesbasedonthecircumstancesofamatterandafteradeterminationthatwhenitisinthe
bestinterestsoftheCity.  Allvarianceswillbeinconformancewithapplicablestateandfederallaws. Copiesofthese
policiesshallbemadeavailabletoallemployeesandappointingauthorities. Printedcopiesofthesepoliciesshallbe
onfileintheCityAdministrationOfficeandshallbeavailableforpublicreviewuponrequest.  

SavingsClause
Ifanypersonnelpolicy, oraportionthereof, isheldinvalidorillegalbyanyjudicialadministrativeorlegislativeaction,  
theremainderofthesepolicies, otherthanthatwhichhasbeenheldinvalid, shallremaininfullforceandeffect.  

DepartmentalRules
Inaccordancewiththesepolicies, eachDepartmentHeadmayestablishdepartmentalrulesofprocedurethatdonot
conflictwiththesepolicies, tocoverdepartmentspecificcircumstances. Suchrulesshallbesubmittedtothe
AdministrationDepartmentandapprovedbytheCityCouncilpriortoimplementation.  

ManagementRights
TheCityCouncilretainsthefullandunrestrictedrighttooperateandmanageallhumanresources, facilities, and
equipment; toestablishfunctions, policiesandprograms; tosetandamendbudgets; todeterminetheutilizationof
technology; toestablishandmodifytheorganizationalstructure; toselect, directanddeterminethenumberof
personnel; toestablishworkschedules,  tohire, assign, transfer, promote, suspend, disciplineordischarge
employees; todeterminetheCityÓsmissionandpoliciesandtosetforthallstandardsofservicetobeofferedtothe
public; tointroduceneworimprovedmethods, equipmentorfacilities; tocontractoutforgoodsandservices; andto
performanyothermanagerialfunctionswhetherornotspecificallyidentifiedinthesepolicies.  
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EmployeeResponsibilities
Employeessubjecttothesepoliciesshallcomplywithandcarryouttheprovisionsofthesepolicies. Anyemployee
whofailstocomplywithanyoftheprovisionsofthesepoliciesmaybesubjecttodisciplinaryactionbytheCity
Council.  

2.3Definitions

Forpurposesofthesepolicies, thefollowingdefinitionswillapply:  

AdministratorÎThepersonappointedbytheCityCouncilwhoadministerstheCitypolicies.  

AppointmentÎAregularassignmenttoapaidpositionwithintheCity.  

At-WillEmploymentÎAnemployeecanquitforanyreason; anemployercanfireanyemployeeforanyreasonas
longasthatreasonisnotillegal, suchasdiscriminationbasedonrace, creed, color, sex, nationalorigin, ancestry,  
religion, age, disability, sexualorientationormaritalstatus.  

AuthorizedHoursÎThenumberofhoursanemployeeishiredtowork. Actualhoursworkedduringanygivenpay
periodmaybedifferentthanauthorizedhours, dependingonworkloaddemandsorotherfactors, anduponapproval
oftheemployeeÓssupervisor.  

Benefit-EligibleÎAregularorlimited-termpositionthatisregularlyscheduledtowork80hoursormoreduringatwo- 
weekpayperiod, andhasbeendesignatedasÐbenefit-eligibleÑbytheCityCouncil.  

BenefitsÎPrivilegesgrantedtoqualifiedemployeesintheformofpaidleaveand/orinsurancecoverage.  

BenefitEarningEmployeesÎEmployeeswhoareeligibleforatleastapro-ratedportionofCityprovidedbenefits.  
Suchemployeesmustbeyear-roundemployeeswhoworkatleast20hoursperweekonaregularbasis.  

CityÎAlldepartmentsandemployeescomingunderthejurisdictionoftheCityCouncilofGrandRapids.  

CityCouncilÎTheCityCouncilofGrandRapidsincludingtheMayorandallotherCouncilmembers.  

ClassÎOneormorepositionssufficientlysimilarinthedutiesperformed; degreeofsupervisionexercisedorrequired
minimumrequirementsoftraining, experience, orskill; andsuchothercharacteristicsthatthesametitle, thesame
testsoffitness, andthesamescheduleofcompensationmaybeappliedwithequitytoallofthepositions.  

ClassificationÎThegroupingofpositionsintoclasseswithregardtodutiesandresponsibilities.  

ConfidentialÎAnemployeewho (1) hasaccesstolaborrelationsinformation, includingCitymanagementÓspositions
oneconomicandnoneconomicitemsthathavenotbeenpresentedduringthecollectivebargainingprocessor
interestarbitration, includinginformationspecificallycollectedorcreatedtopreparethemanagementpositionand/or
2) activelyparticipatesinthemeetingandnegotiatingonbehalfoftheCity.  

CoreHoursÎThecorehoursthatallemployees (exemptandnon-exempt) areexpectedtoworkare8:00a.m. to
4:30p.m., MondaythroughFriday. Police, fire, publicworksandlibraryemployeesdonothavecorehoursandwork
theschedulesestablishedbytheirsupervisors.  

DateofEmploymentÎThedateapersonbeginsemploymentinaposition. Themostrecentdateofhireinaposition
isusedfordeterminationofeligibilityforseniority, flexibletimeandextendedmedicalbenefits.  

DaysÎUnlessotherwiseindicated, thismeansscheduledworkingdays.  

DemotionÎThemovementofanemployeefromonejobclasstoanotherwithintheCity, wherethemaximumsalary
forthenewpositionislowerthanthatoftheemployeeÓsformerposition.  

DepartmentÎOneoftheprincipalbranchesoftheCity.  

DepartmentHeadÎThoseelectedandappointedofficialswhoareresponsibleformanagementofa
division/departmentasdeterminedbylawortheCityCouncil.  

2-7



DirectDepositÎAspermittedbystatelaw, allCityemployeesarerequiredtoparticipateindirectdepositfortheir
payrollcheck.  

DirectorÎOnethatsupervises, controls, ormanagesaDepartment.  

DismissalÎTerminationofemploymentbytheCity.  

ElectedOfficialÎThoseCityofficialsselectedbyvoteoftheelectorate.  

EligibilityListÎThelistofanypersonswhoareeligibletobeconsideredforagivenjoborclassofjobs.  

EligibleÎThestatusofanypersonwhosenameisonthereinstatementoreligibilitylistforagivenclass.  

EmergencyEmployeeÎApersonwhoisappointedtoperformcertaindutieswhenanemergencyexists.  

EmployeeÎAnindividualwhohassuccessfullycompletedallstagesoftheselectionprocessincludingthetraining
period.    

Exempt EmployeeÎEmployeeswhoarenotcoveredbytheovertimeprovisionsofthefederalorstateFairLabor
StandardsAct. Theseemployeesaregenerallyemployedinmanagement, administration, orprofessionalpositions.  

ExtendedFamilyÎEmployeeÓsparents-in-law, stepparents, grandparents, grandchildren, son(s)-in-law, daughter(s)- 
in-law, brother(s)-in-law, sister(s)-in-law, aunts, uncles, niecesandnephews.  

ExtendedMedicalBenefit (EMB) ÎThenumberofhoursanemployeehasearnedthatmaybetakenwithpay, due
toillnessorinjurytoselforimmediatefamily, necessitatingabsencefromworkaftertheinitialforty (40) hoursof
flexibletimeoffperincident.  

FICA (FederalInsuranceContributionsAct) ÎFICAisthefederalrequirementthatacertainamountbe
automaticallywithheldfromemployeeÓsearnings. Specifically, FICArequiresanemployeecontributionof6.2% for
SocialSecurityand1.45% forMedicare. TheCitycontributesamatching7.65% onbehalfofeachemployee. Certain
employeesareexemptorpartiallyexemptfromthesewithholdings (e.g., policeofficers).  

FiscalYearÎTheperiodfromJanuary1toDecember31.  

FlexibleTimeOff (FTO) ÎHoursearnedthatmaybetakenoffwithpayforanyreason, andtimethatmustbeused
forthefirstconsecutivefive (5) daysofillnessorinjurytoselforimmediatefamilytobeeligibleforEMB.  

FMLA (Family & MedicalLeaveAct) ÎRequirescoveredemployerstoprovideupto12weeksofunpaidleaveto
eligibleemployeesforreasonsrelatingtofamilyandmedicalcare.  

Full-timeEmployeeÎEmployeeswhoarerequiredtoworkforty (40) ormorehoursperweekyear-roundinan
ongoingposition.  

GrievanceÎAdisputeordisagreementastotheinterpretationorimplementationofthesePolicies.  

HoursofOperationÎTheCityÓsregularhoursofoperationareMondaythroughFriday, from8:00a.m. to4:30p.m.  

ImmediateFamilyÎEmployee'sspouse, children, stepchildren, parentsorlegalguardianandsiblings.  

InternÎAnindividualinatrainingprogramwhohasnostatusasanemployee.  

LayoffÎAseparationofanemployeenecessitatedbylackofwork, lackoffunds, theabolitionofaposition,  
organizationalchange, oranyothermanagementreasonwithoutdelinquencyormisconductontheemployee'spart.  

LeaveofAbsenceÎApprovedtime-offfromwork, withorwithoutpay, andgreaterthanfive (5) consecutivedays.  

ManagementEmployeeÎAnemployeewhoisresponsibleformanagingadepartmentordivisionoftheCity.  

MilitaryLeaveÎTheleaveofabsencegrantedbystatelawtoemployeesenteringactivedutyinthearmedforcesof
theUnitedStates.  

Non-ExemptEmployeeÎEmployeeswhoarecoveredbythefederalorstateFairLaborStandardsAct. Such
employeesarenormallyeligibleforovertimeat1.5timestheirregularhourlywageforallhoursworkedoverforty (40)  
inanygivenworkweek.  
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Non-UnionEmployeeÎEmployeesnotcoveredbyanyunioncollectivebargainingagreement.  

OvertimeÎAllhoursactuallyworkedinexcessofforty (40) byanon-exemptemployeeinoneworkweek.  

Part-timeEmployeeÎEmployeeswhoarerequiredtoworklessthanforty (40) hoursperweekyear-roundinan
ongoingposition.  Inaccordancewithfederalhealthcarereformlawsandregulations, theCityshallofferhealth
insurancebenefitstoeligibleemployeesandtheirdependentsthatworkonaverageorareexpectedtowork30or
morehoursperweekortheequivalentof130hoursormorepermonth. InordertocomplywithHealthCareReform
lawwhileavoidingpenalties, part-timeemployeeswillbescheduledwithbusinessneedsandinamannerthat
ensurespositionsretainpart-timestatusunderwhichintended.  

PayPeriodÎAfourteen (14) dayperiodbeginningat12:00a.m. (midnight) onSundaythrough11:59p.m. on
Saturday, fourteendayslater.  

PositionÎTheemploymentforwhichanindividualhasbeenhiredconsistingofcertaindutiesandresponsibilities.  

PromotionÎMovementofanemployeefromonejobclasstoanotherwithintheCity, wherethemaximumsalaryfor
thenewpositionishigherthanthatoftheemployeeÓsformerposition.  

PERA (PublicEmployeesRetirementAssociation) ÎStatewidepensionprograminwhichallCityemployees
meetingprogramrequirementsmustparticipateinaccordancewithMinnesotalaw.  TheCityandtheemployeeeach
contributetotheemployeeÓsretirementaccount.  

ReclassificationÎAchangeinclassificationofanindividualpositionbyraisingittoahigherclassorreducingittoa
lowerclassonthebasisofsignificantchangesintype, difficultyorresponsibilityoftheworkperformedinsucha
position.  

ReclassifyÎMovementofajobfromoneclassificationtoanotherclassificationbecauseofasignificantchangeinthe
positionÓsdutiesandresponsibilities.  

ReinstatementÎAppointmentofaformeremployeewhohadregularorintroductorystatustotheclasstowhichthe
employeewasassignedpriortolayofforseparationortoaclassofcomparablelevel.  

ResignationÎAvoluntaryseparationfromCityservicebyanemployeeingoodstanding.  

RetireeÎAnindividualwho, atthetimeofterminationofemploymentwiththeCityofGrandRapids, iseligibleto
receiveafullorreducedP.E.R.A. annuity, orisreceivingaP.E.R.A. disabilitybenefit.  

SalaryRangeÎAdivisioninthesalaryscheduletowhichclassesofpositionsareassigned. Therangeofsalaryfrom
minimumtomaximumisthatwhichaclassofpositionswillbepaid.  

SalaryScheduleÎÒAchartindicatingsalaryrangesineachclassofpositionswhichareassigned.  

SeasonalEmployeeÎEmployeeswhoworkonlypartoftheyear (100daysorless) toconductseasonalwork.  
Seasonalemployeesmaybeassignedtoworkafull-timeorpart-timeschedule. Seasonalemployeesdonotearn
benefitsorcreditforseniority. InordertocomplywithHealthCareReformlawwhileavoidingpenalties, seasonal
employeeswillbescheduledwithbusinessneedsandinamannerwhichensurespositionsretainseasonalstatus
underwhichintendedor, insomerareinstances, maybeofferedhealthinsurancetocomplywithfederalhealthcare
reformlawsandregulationswhileavoidingassociatedpenalties.    

SeparationÎAnactionofemployeeswholeaveCityserviceduetodeath, dismissal, lay-off, resignation, or
retirement.  

ServiceCreditÎTimeworkedfortheCity. Anemployeebeginsearningservicecreditonthefirstdayworkedforthe
City. Someformsofleavewillcreateabreakinservice.  

SeverancePayÎPayoutofaccruedbenefitstoregularemployeesleavingCityserviceingoodstanding.  
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Status (Employment)  
1. Regular* -   

Theemployeesmayworkvaryingnumbersofhoursperweekbutareregularlyscheduledforasetnumberof
hoursperweek.  

a. RegularFull-TimeÎAregularemployeewho:  

i. isusuallyscheduledforworkandaverage80hoursinatwo-weekpayperiod; or

ii. worksinadepartmentthatrequires24-hourcoverageandhasanalternativefull-timeschedule;  
or

iii. isexpresslydefinedasfull-timebyacollectivebargainingagreement.  

Thistermdoesnotimplyanemployeehasavestedrighttocontinuedemployment.  

b. RegularPart-TimeÎAregularemployeewho:  

i.  isusuallyscheduledtoworklessthananaverageof80hoursinatwo-weekpayperiod; or

ii. isexpresslydefinedaspart-timebyacollectivebargainingagreement.  

Thistermdoesnotimplyanemployeehasavestedrighttocontinuedemployment.  

2. Temporary* -   
Anemployeewhoisnotregularorlimitedtermandisdefinedasoneofthefollowingclassesofemployees:  
temporary, seasonal, substitute, student, orintermittent/casual. AtemporaryemployeeisnoteligibleforCity
employeebenefitsexceptthosemandatedbystateorfederallaw.  Atemporaryemployeeservesatwill. An
appointmenttoatemporarypositiondoesnotconferregularstatus. Atemporaryemployeeishiredtofilla
temporaryneedofadepartmentandisappointedforaperiodofuptosixmonths, unlessgrantedanextension
ofuptosixadditionalmonths.   

a. TemporaryFull-TimeÎAnemployeewhoseemploymentislimitedbydurationofaspecificprojector
task; and

i. isusuallyscheduledforwork80hoursinatwo-weekpayperiod; or

ii. worksinadepartmentthatrequires24-hourcoverageandhasanalternativefull-timeschedule;  
or

iii. isexpresslydefinedasfull-timebyacollectivebargainingagreement.  

b. TemporaryPart-TimeÎAnemployeewhoseemploymentislimitedbythedurationofaspecificproject
ortaskand;  

i. isscheduledforworklessthananaverageof80hoursinatwo-weekpayperiod; or

ii. isexpresslydefinedaspart-timebyacollectivebargainingagreement.  

c. SeasonalÎEmploymentwhichisofalimiteddurationandwhichmayrecurduringsimilarcalendar
periods.  

d. SubstituteÎEmploymentwhichissolelytoreplaceanabsentregularorlimited-termemployeeand
whichterminatesupontheabsentemployeeÓsreturn.  

e. StudentÎanindividualwhois21yearsofageoryoungerandisenrolledfull-timeinapublic, non- 
profit, orprivateeducationalinstitutionorwhohasindicatedanintentiontocontinueasafull-time
studentfollowingtemporaryemployment. Theworkscheduleofthestudentwillbedevelopedbythe
CityCouncilbasedontheneedsofthedepartmentandthestudent'sclassschedule. Thestudentmay
workonapart-timeand/orfull-timebasis, butmaynotworknorbeinapositionthatisfilledmorethan
100daysinacalendaryear.  
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LimitedTerm* - ApositiondesignatedbytheCityCouncilatthetimeauthorizedasa "limited-term" position. These
positionsareestablishedforafixedperiodoftimeorasmaybeotherwisedesignatedbytheCityCouncil. Iffunding
foralimited-termpositionisdecreasedorthreeyearspasses, additionalCityauthorizationisrequired. These
employeesareeligibleforthesamebenefitsconferreduponregularemployeesofthesamefull-timeequivalency, and
aresubjecttothetermsandconditionssetforthbytheCityCouncil. Limited-termemployeeshowever, donotaccrue
seniorityforpurposesoflay-offorreemployment, unlesstheemployeewasinaregularpositionimmediatelybefore
appointmenttothelimited-termposition.  

AllemployeesareAt-Willemployees.  

SupervisorÎAnemployeewhohastheauthoritytoundertakeamajorityofthefollowingfunctionsonbehalfofthe
City:  appoint, transfer, suspend, promote, terminate, assign, rewardordiscipline, direct, oradjustgrievancesofother
employees, ortoeffectivelyrecommendanyofthoseactions. Theexerciseofsuchauthorityisnotmerelyroutineor
clericalinnaturebutrequirestheuseofindependentjudgment.  

SuspendÎTotemporarilyrelieveanemployeefromdutiesofemployment. Awrittennoticeofintenttodismissmay
accompanythesuspensionfollowingapprovalbyCityCouncil.  

TrainingPeriodÎAsixmonthperiod (twelvemonthsforpoliceofficers), atthestartofemploymentwiththeCity (orat
thebeginningofapromotion, reassignmentortransfer) thatisdesignatedasaperiodwithinwhichtolearnthejob.   
Thetrainingperiodisthelastpartoftheselectionprocess.  

TransferÎMovementofanemployeefromoneCitypositiontoanotherpositionofthesameclassortoanotherclass
ofthesamesalaryrange.  

VeteranÎAnyindividualwhomeetsthedefinitionof "veteran" setforthinMinn. Stat. £197.447oftheVeterans
PreferenceAct.  

Veteran'sPreferenceÎPreferencegrantedtoveteransasrequiredbyMinn. Stat. ££ 43A.11and197.455through
197.481.  

WageScheduleÎSchedulefoundinbargainingagreementsindicatingnegotiatedwages.  

WeaponsÎWeaponsaredefinedtoincludealllegalorillegalfirearms, switchbladeknivesoranyotherobjectthat
hasbeenmodifiedtoserveasaweaponorthathastheprimarypurposeofservingasaweapon.  

WorkweekÎAworkweekissevenconsecutive24-hourperiods (168) generallybeginningat12:01a.m. eachSunday
andendingat11:59p.m. thefollowingSaturday. FormostemployeestheworkweekwillrunfromSundaythroughthe
followingSaturday. WiththeapprovaloftheCityAdministrator, departmentsmayestablishadifferentworkweek
basedoncoverageandservicedeliveryneeds (e.g., policedepartment, firedepartment, parkandrecreation
department).   
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2.4EqualEmploymentOpportunity

Purpose
ThepurposeofthispolicyistoprovideequalopportunityforallCityemployeesandqualifiedapplicantsthrough
constructive, positiveinitiativesthatcontributetotheCityÓsmissionstatement.  TheCityofGrandRapidswilltake
stepstoensurethecontinuingapplicationofequalemploymentopportunityanddiversityprinciplesandlaws, infull
accordancewithallapplicablegovernmentalorders, rulesandregulations, bothinletterandinspirit.  

Policy
TheCityofGrandRapidsrequiresthatallemploymentpracticesbeequalwithoutregardtofactorsthatarenotjob
related; includingrace, color, creed, religion, nationalorigin, gender, age (ifage18orolder), sexualorientation,  
maritalstatus, publicassistancestatus, veteranstatusincludingVietnam-eraveteranstatusandspecialdisabled
veterans, ordisabilityprovidedtheycanperformtheessentialfunctionsofthejob.  Thispolicycoverstheareasof, but
isnotlimitedto, recruitment, promotions, transfers, performanceevaluations, demotions, trainingandallotherareasof
employment.  

DiscriminationisadversetothisworkenvironmentandwillnotbetoleratedbytheCity.  ItisthepolicyoftheCityof
GrandRapidstomaintainaworkenvironmentfreefromdiscrimination, includingfreedomfromdiscriminationbased
onrace, color, creed, religion, nationalorigin, gender, age (ifage18orolder), sexualorientation, maritalstatus, public
assistancestatus, veteranstatusincludingVietnam-eraveteranstatusandspecialdisabledveterans, ordisability
providedtheycanperformtheessentialfunctionsofthejob.  

ThispolicyappliestoalloftheCityÓsemployees, electedofficials, memberofboardsandcommissions, volunteer
firefighters, policereserveandotherpersonnelaswellasconsultantsrenderingprofessionalservicestotheCity.     

EmploymentConditions
ThispolicycommitstheCitytoequalemploymentopportunityinallaspectsofemployment, includingrecruitment,  
selection, placement, transfer, promotionordemotion, traininganddevelopment, benefitscompensation, socialand
recreationalprograms, terminationandalltermsorconditionsofemployment.  TheCitywillattempttoaccommodate
specialreligiousobservancesandpracticesofemployeesandapplicants, exceptwhereitwouldcreatehardshipson
theCity.  

Arbitrary, artificialornon-jobrelatedstandardsofselectionarecontrarytothispolicy.  Anobjectiveevaluationof
individualqualifications, interestsandpotential, asrelatedtotherequirementsandresponsibilitiesofthejobtobe
filledandtheconsiderationoftheCitypolicies, willdetermineselection.  Anypositionthatrequiresspecificcriteria,  
whichcouldpotentiallylimittheconsiderationofprotectedgroupsÓindividuals, needstobereviewedbyAdministration.  

Duringtherecruitmentandselectionprocess, requestsforinformationwillberelatedtothejoborasneededtocomply
withapplicablelaws, rules, andregulations.  Informationregardingtheageoftheapplicantsmayberequestedonly
whenthereisareasontobelievetheapplicantdoesnotmeetthelegalminimumagerequirements.  AnapplicantÓs
disclosureofgender, raceorveteranÓsstatusisvoluntaryandkeptinaseparateconfidentialfileforthesolepurpose
ofrecordkeepingandreporting.  Followingthecommencementofemployment, informationregardinganemployeeÓs
race, age, gender, language, previousandpresentinsurancecoverage, maritalstatus, veteranÓsstatus, ordisability
maybecollectedandrecodedforreportingandlegitimatebusinesspurposesonly.  

Changesinjobstatusandopportunitiesforearningbenefitsandcompensationwillbeaffordedtoemployeesequally
basedonqualifications, jobcriteriaorbusinessnecessity.     
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ReportingDiscrimination
Anypersonswhobelievetheyhavebeendiscriminatedagainstshouldreporttheviolationtoamemberofthe
departmentmanagementstaff.  Atanypointinthecomplaintprocess, however, apersonmaycontacttheCity
Administrator.  AnycomplaintreceivedbymanagementwillbetreatedasconfidentialandreportedtotheCity
AdministratororDirectorofHumanResources.    

Investigation
FortheemployeeandtheCityÓsprotection, theCityAdministrator, DirectorofHumanResourcesorlegalcounselmay
conductaninvestigationofallegations.  TheAdministrationDepartmentwillrespondtocomplaintsaspromptlyand
objectivelyaspossibleunderthecircumstances.  Anypartytothecomplainthasarighttoinviteacoworkerwithinthe
organizationtobepresentattheproceedingsregardingthecomplaint.  Itmaybenecessarytodiscloseinformationin
theprocessoftheinvestigation.  Reasonableefforts, however, willbemadebytheCitytorespecttheconfidentialityof
theindividualsinvolved, totheextentpermittedbylaw.  

Appeal
Ifanemployeemakingacomplaintdoesnotagreewithitsresolution, theemployeemayappealtheresolutiontothe
CityCouncil, whowillmaketheCityÓsfinaldeterminationonsuchappeal.  Theemployeemustsubmitthisappealin
writingtotheCityCouncil.  

TheCityrecognizesalsothatfalseaccusationsofdiscriminationcancauseseriousharmtoinnocentpersonsandthat
themakingofrepeatedfalse/frivolousaccusationsisaviolationofthispolicy.  

RetaliationProhibited
Employeesandapplicantsareprotectedfromretaliation, discriminationorinterferenceforfilingacomplaintor
assistinginaninvestigation.  

Evaluation
Responsibilityforcarryingouttheday-to-daymonitoringofourequalemploymentpolicyresideswithourCity
Administrator.    

2.5Harassment

ItistheCityÓsdesiretocreateaworkenvironmentthatpermitsandencouragesemployeestoworktowardtheirfull
potential.  Thisenvironmentisonewhichisfair, respectful, andresponsible, andwhichsupportscareergoalsonthe
basisofindividualdemonstratedabilityandperformance.   

PolicyStatementonSexualHarassment:  
HarassmentisadversetoanyworkenvironmentandwillnotbetoleratedbytheCity.  ItisthepolicyoftheCityofGrand
Rapidstomaintainaworkenvironmentfreefromdiscrimination, includingfreedomfromharassmentbasedonrace,  
color, creed, religion, nationalorigin, gender, age (ifage18orolder), sexualorientation, maritalstatus, publicassistance
status, veteranstatusincludingVietnam-eraveteranstatusandspecialdisabledveterans.  

ItisalsothepolicyoftheCityofGrandRapidstomaintainaworkplacefreefromanyformofsexualharassmentor
sexualintimidation.  Sexualharassmentisaformofgenderdiscriminationandcanbedirectedatbothmenandwomen.   
Itisillegalandunacceptablebehaviorwhichwillbesubjecttoappropriatedisciplinaryactionuptoandincluding
termination.   

ThispolicyappliestoalloftheCityÓsemployees, electedofficials, memberofboardsandcommissions, volunteer
firefighters, policereserveandotherpersonnelaswellasconsultantsrenderingprofessionalservicestotheCity.  (See
Application, Section2.2) 
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DefinitionofSexualHarassment
Sexualharassment" includesbutisnotlimitedtounwelcomesexualadvancesofanynature, requestsforsexualfavors,  

sexuallymotivatedphysicalcontactorotherverbalorphysicalconductorcommunicationofasexualnaturewhen:   

1. Submissiontothatconductorcommunicationismadeatermorcondition, eitherexplicitlyorimplicitly, of
obtainingemployment;   

2. Submissiontoorrejectionofthatconductorcommunicationbyanindividualisusedasafactorin
decisionsaffectingthatemployee'semployment; or

3. Thatconductorcommunicationhasthepurposeoreffectofsubstantiallyinterferingwithanemployee's
employment, orcreatinganintimidating, hostileoroffensiveemploymentenvironment.   

Specifically, noSupervisororotheremployeeshallthreatenorinsinuate, explicitlyorimplicitly, thatanotherpersonÓs
refusaltosubmittounwelcomesexualadvanceswilladverselyaffectthepersonÓsemploymentstatus, evaluation,  
wages, advancement, assignment, dutiesoranyotherconditionofemploymentorcareerdevelopment.  Noemployee
shallpromiseorgrantpreferentialtreatmentforsubmittingtosuchadvances.  

Further, noemployeeshallengageinanyotherformofbehaviorwhichcouldconstitutesexualharassmentsuchas
unwelcomesexualadvances, repeatedunwelcomerequestfordates, unwelcometouching, repeatedoffensive
flirtation, verbalabuseofsexualnature, graphicorverbalcommentariesaboutanindividualÓsbody, sexually
degradingwordsusedtodescribeanindividual, offensivesexualjokes, physicalassaultandthedisplayofsexually
offensiveobjects, includingexplicitposters, pinupsorelectronicmessages.  

DefinitionofNon-SexualHarassment
TheEEOCdefinesunlawfulharassmentas "verbalorphysicalconductthatdenigratesorshowshostilityoraversion
towardanindividualbecauseofhisorherrace, color, religion, gender, nationalorigin, ageordisability, orthatof
his/herrelatives, friendsorassociates, andthat: i) hasthepurposeoreffectofcreatinganintimidating, hostile, or
offensiveworkingenvironment; ii) hasthepurposeoreffectofunreasonablyinterferingwithanindividual'swork
performance; oriii) otherwiseadverselyeffectsanindividual'semploymentopportunities."  

Examplesofthetypesofnonsexualverbalorphysicalconductintheworkplacethatmayconstituteunlawful
harassmentunderthecivilrightslaws, include, butarenotlimitedto, epithets, slurs, negativestereotyping, or
threatening, intimidatingorhostileactsthatrelatetorace, color, religion, gender, nationalorigin, ageordisability.  
Otherexamplesincludewrittenorgraphicmaterialthatdenigratesorshowshostilityoraversiontowardanindividual
orgroupbecauseofrace, color, religion, gender, nationalorigin, ageordisability, andthatisplacedonwalls, bulletin
boardsorelsewhereontheemployer'spremises, orcirculatedintheworkplace. Includedinthisdefinitionareactsthat
purporttobejokesorpranks, butthat, inreality, arehostileordemeaningwithregardtorace, color, religion, gender,  
nationalorigin, ageordisability.  

ReportingHarassment:  
ItistheCityÓspolicytodealwithcomplaintsofdiscriminatoryorharassingbehavioraspromptlyandcompletelyas
possibleunderthecircumstances.  Anyemployeewhobelievesthatheorshehasbeensubjectedtoanyharassment
whileworkingfortheCityofGrandRapidshasaresponsibilitytoimmediatelyreporttheharassmenttotheemployeeÓs
DepartmentHead, theCityAdministratororDirectorofHumanResources.  Anyemployeewhobecomesawareoris
concernedaboutaperceivedincidentofharassmentisencouragedtoreportthisactivitytotheDepartmentHead, the
CityAdministratororDirectorofHumanResources.  AnySupervisororDepartmentHeadreceivingareportmust
contacttheDirectorofHumanResourcesorCityAdministrator.  
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Investigation
TheCitywillrespondtoallcomplaintsaspromptlyandobjectivelyaspossibleunderthecircumstances.  The
investigativeprocesswillbeconductedasconfidentiallyaspossible.  IftheCitydeterminesaneed, itwillretain
outsideinvestigatorstoensureunbiasedaction.  Detailsofthecomplaintandinvestigationwillonlybereleasedto
thoseindividualswithaneedtoknoworwhohavealegalrighttotheinformation.  

ResponsiveAction
ShouldtheCitydeterminethatanemployeeviolatesthispolicy, heorshewillbedisciplined, uptoandincluding
termination, andmaysufferlegalconsequences.  

Appeal
Ifanemployeemakingacomplaintdoesnotagreewithitsresolution, theemployeemayappealtheresolutiontothe
CityCouncil, whowillmaketheCityÓsfinaldeterminationonsuchappeal.  Theemployeemustsubmitthisappealin
writingtotheCityCouncil.  

RetaliationProhibited
Noretaliatoryactionofanykindwilloccurbecauseanemployeereportsanincidentofsuspectedharassment.   Any
suchretaliationshouldbereportedinthesamemannerassetforthabove.  Anyemployeewhoviolatesthispolicyby
filingafalsecomplaintoranyonewhoengagesinanyretaliatoryactionagainstsomeonefilingacomplaintwillbe
subjecttoappropriatedisciplinaryaction.    

2.6ReasonableAccommodationPolicy

Policy
TheCityofGrandRapidsiscommittedtothefairandequalemploymentofpeoplewithdisabilities. Reasonable
accommodationisthekeytothisnon-discriminationpolicy. Whilemanyindividualswithdisabilitiescanworkwithout
accommodation, otherqualifiedapplicantsandemployeesfacebarrierstoemploymentwithouttheaccommodation
process. ItisthepolicyoftheCitytoreasonablyaccommodatequalifiedindividualswithdisabilitiesunlessthe
accommodationwouldimposeanunduehardship. InaccordancewiththeMinnesotaHumanRightsActandthe
AmericanswithDisabilitiesActAmendmentsAct (ADAAA), accommodationswillbeprovidedtoqualifiedindividuals
withdisabilitieswhensuchaccommodationsaredirectlyrelatedtoperformingtheessentialfunctionsofajob,  
competingforajob, ortoenjoyequalbenefitsandprivilegesofemployment. Thispolicyappliestoallapplicants,  
employees, andemployeesseekingpromotionalopportunities.  

2.7DrugandAlcohol-FreeWorkplacePolicy

Policy
TheCityofGrandRapidshasavitalinterestinmaintainingsafe, healthfulandefficientworkingconditionsforits
employees.  Beingundertheinfluenceofdrugsoralcoholonthejobmayposeserioussafetyandhealthrisksnotonly
totheuserbutalsotoallthosewhoworkwiththeuser.  Thepossession, useorsaleofillegaldrugsoralcoholinthe
workplacemayalsoposeunacceptablerisksforsafe, healthfulandefficientoperations.  Therefore, theCityhas
establishedthefollowingpolicywithregardtothemanufacture, distribution, dispensation, possessionoruseofalcohol
anddrugs.  
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DrugFreeAwarenessProgram
TheCityhasadrug-freeawarenessprogramtoinformemployeesabout:  

a. Thedangersofdrugabuseintheworkplace.  
b. Thepolicyofmaintainingadrug-freeworkplace.  
c. Theavailabilityofdrugcounseling, rehabilitation, andemployeeassistanceprograms.  
d. Thepenaltiesthatmaybeimposeduponemployeesfordrugabuseviolations. Eachsituationisevaluatedona

case-by-casebasisdependingupontheseverityandcircumstances.  

TheCitymakesagoodfaithefforttocontinuetomaintainadrug-freeworkplacethroughimplementationofthispolicy
andthefollowingDrug/Alcoholtestingpolicy.  PleasecontacttheDirectorofHumanResourcesforadditional
information.  

ResponsiveAction
ShouldtheCitydeterminethatanemployeeviolatesthispolicy, heorshemaybedisciplined, uptoandincluding
termination, andmaysufferlegalconsequences.  

Drug/AlcoholTestingPolicy

TheCityofGrandRapids (hereinafterÐCityÑorÐGrandRapidsÑ) valuesitsemployeesandcitizens, andrecognizesthe
needforasafe, productiveandhealthyworkenvironment. Employeeswhoabusedrugsand/oralcoholareless
productive, lessdependable, andareacriticalthreattothesafety, securityandwelfareofthemselves, fellow
employees, vendors, andcitizens. ItisthepolicyoftheCityofGrandRapidstomaintainaworkplacefreefromtheuse
andabuseofdrugsandalcohol.  TheCityofGrandRapidswillrequirethatallemployeesandapplicantsparticipate
in, consentandcomplywiththetermsofthisPolicyasaconditionofemploymentandcontinuedemployment. If
questionsariseregardingthisPolicy, pleasedirectthemtotheCityAdministrator.    
Aspartofitscontinuingefforttoprotecthealth, safety, andsecurity, theCityofGrandRapidshasadopteda
drug/alcoholtestingpolicyinaccordancewithMinnesotalaw, asfollows:  

1. Theuse, sale, possession, ortransferofdrugsoralcoholarestrictlyprohibitedbyallemployeesandjob
applicantsonCityproperty, andatalltimeswhileCitypropertyisinuse.  

2. Allemployeesandjobapplicantsaresubjecttourinalysisorbloodtestingforthepresenceofdrugsand/oralcohol,  
inaccordancewiththisPolicy.  

3. Jobapplicantswillbetestedafteranofferofemploymenthasbeenmadeineachcase, contingentuponthe
applicantÓssuccessfulcompletionofthetesting, andaftertheapplicanthasreviewedandcompletedthePre- 
TestingAcknowledgmentform, whichwillbesuppliedbytheCity.  

4. TheCityofGrandRapidsemployeeswillbesubjecttotestingwhenthereisreasonablesuspicionthat:  

Theyareundertheinfluenceofdrugsoralcohol; or

TheyhaveviolatedthepolicysetforthinParagraph1above; or

Theyhavesustainedapersonalinjury, ortheyhavecausedanotheremployeetosustainapersonalinjury;  
or

Theyhavecausedawork-relatedaccident, orwereoperatingorhelpingtooperateanymachinery,  
equipment, orvehicleinvolvedinawork-relatedaccident.  

5. AnyemployeewhohasbeenreferredbytheCityforchemicaldependencytreatmentorevaluation, oris
participatingintreatmentunderanemployeebenefitplan, mayberequiredtosubmittotestingduringthecourse
ofparticipationintheevaluationortreatment, andforaperiodoftwoyearsfollowingthecompletionofany
prescribedchemicaldependencytreatmentprogram.  
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6. AnyemployeeorjobapplicantmayrefusetosubmittotestingtobeconductedpursuanttothisPolicy, butrefusal
willresultinthefollowingconsequences:  

Astoanyjobapplicant: animmediatewithdrawalofthependingjoboffer;  

Astoanyemployee: disciplineorterminationofemployment, atthesolediscretionofmanagement.  

7. Alltestingwillbeconductedinaccordancewiththefollowingprocedures: 

Eachpersontobetestedwillcomplete, signanddateaPre-TestingAcknowledgmentformsuppliedbythe
City.  

Eachtestwillbeconductedbyalaboratorywhichisauthorizedbylawtoconductsuchtests, andwhich
confirmstotheCityofGrandRapidsthatitsproceduresareinaccordancewithMinnesotalaw.  

AllsampleswhichtestÐpositiveÑonaninitialscreeningtestwillbesubjectedtoaconfirmatoryretestbythe
laboratory, beforetheresultsarereportedtotheemployeeorjobapplicant;  

Resultswillbereportedtoeachemployeeandjobapplicantinwritingwithinthree (3) workingdaysofthe
receiptoftheresultsbytheCity.  

Anyemployeeorjobapplicantmaysubmitadditionalinformationforthepurposeofexplainingsuchtest
results, ormayrequestaconfirmatoryretestathisorherownexpense. Anysuchadditionalinformationor
requestforaretestmustbesubmittedinwritingtotheCityAdministratorofGrandRapidswithinfive (5)  
workingdaysafternoticeoftheresultsofthetest.  

ApositiveresultonthefinalconfirmatoryretestpursuanttothisPolicywillresultinthefollowingconsequences:  

a).  Employeeonthefirstincident: therequirement, asaconditionofemployment, thatthe
employeesuccessfullycompleteadrugoralcoholcounselingorrehabilitationprogram
selectedbytheCity, attheemployee’sexpense, orunderanemployeebenefitcoverage
program.  

b).  Employeeonthesecondorsubsequentsuchincident: disciplineorterminationfrom
employment, atthesolediscretionoftheCity.  

Alltestedemployeeswillbeentitledtoreceiveacopyofthelaboratorydocumentthatcertifiesthetestresults.  

2.8RespectfulWorkplacePolicy (includessexualharassmentprevention)  

Policy
Theintentofthispolicyistoprovidegeneralguidelinesabouttheconductthatisandisnotappropriateinthe
workplace. TheCityacknowledgesthatthispolicycannotpossiblypredictallsituationsthatmightarise, and
recognizesthatsomeemployeesareexposedtodisrespectfulbehavior, andevenviolence, bytheverynatureoftheir
jobs.  

Applicability
Maintainingarespectfulworkenvironmentisasharedresponsibility.  ThispolicyisapplicabletoallCitypersonnel
includingregularandtemporaryemployees, volunteers, firefighters, andCityCouncilmembers.  
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AbusiveCustomerBehavior
WhiletheCityhasastrongcommitmenttocustomerservice, theCitydoesnotexpectthatemployeesacceptverbal
abusefromanyinternalorexternalcustomer. Anemployeemayrequestthatasupervisorintervenewhenacustomer
isabusive, ortheymaydefusethesituationthemselves, includingendingthecontact.  

Ifthereisaconcernoverthepossibilityofphysicalviolence, asupervisorshouldbecontactedimmediately.  When
extremeconditionsdictate, 911maybecalled. Employeesshouldleavetheareaimmediatelywhenviolenceis
imminentunlesstheirdutiesrequirethemtoremain. Employeesmustnotifytheirsupervisorabouttheincidentas
soonaspossible.  

TypesofDisrespectfulBehavior
Thefollowingtypesofbehaviorscauseadisruptionintheworkplaceandare, inmanyinstances, unlawful:  

Violentbehaviorincludestheuseofphysicalforce, harassment, orintimidation.  

DiscriminatorybehaviorincludesinappropriateremarksaboutorconductrelatedtoapersonÓsrace, color, creed,  
religion, nationalorigin, disability, sex, maritalstatus, age, sexualorientation, orstatuswithregardtopublic
assistance.  

Offensivebehaviormayincludesuchactionsas: rudeness, angryoutbursts, inappropriatehumor, vulgarobscenities,  
name-calling, disrespectfullanguage, oranyotherbehaviorregardedasoffensivetoareasonableperson.  Itisnot
possibletoanticipateinthispolicyeveryexampleofoffensivebehavior. Accordingly, employeesareencouragedto
discusswiththeirfellowemployeesandsupervisorwhatisregardedasoffensive, takingintoaccountthesensibilities
ofemployeesandthepossibilityofpublicreaction.  Althoughthestandardforhowemployeestreateachotherandthe
generalpublicwillbethesamethroughoutthecity, theremaybedifferencesbetweenworkgroupsaboutwhatis
appropriateinothercircumstancesuniquetoaworkgroup. Ifanemployeeisunsurewhetheraparticularbehavioris
appropriate, theemployeeshouldrequestclarificationfromtheirsupervisorortheCityAdministrator.  

Sexualharassmentcanconsistofawiderangeofunwantedandunwelcomesexuallydirectedbehaviorsuchas
unwelcomesexualadvances, requestsforsexualfavors, andotherverbalorphysicalconductofasexualnature
when:  

SubmittingtotheconductismadeeitherexplicitlyorimplicitlyatermorconditionofanindividualÓs
employment; or

SubmittingtoorrejectingtheconductisusedasthebasisforanemploymentdecisionaffectinganindividualÓs
employment; or

SuchconducthasthepurposeorresultofunreasonablyinterferingwithanindividualÓsworkperformanceor
creatinganintimidating, hostileoroffensiveworkenvironment.  

Sexualharassmentincludes, butisnotlimitedto, thefollowing:  

Unwelcomeorunwantedsexualadvances. Thismeansstalking, patting, pinching, brushingupagainst,  
hugging, cornering, kissing, fondlingoranyothersimilarphysicalcontactconsideredunacceptablebyanother
individual.  

Verbalorwrittenabuse, kidding, orcommentsthataresexuallyorientedandconsideredunacceptableby
anotherindividual. ThisincludescommentsaboutanindividualÓsbodyorappearancewheresuchcomments
gobeyondmerecourtesy, tellingÐdirtyjokesÑoranyothertasteless, sexuallyorientedcomments, innuendosor
actionsthatoffendothers.  

Requestsordemandsforsexualfavors. Thisincludessubtleorobviousexpectations, pressures, orrequests
foranytypeofsexualfavor, alongwithanimpliedorspecificpromiseoffavorabletreatment (ornegative
consequence) concerningoneÓscurrentorfuturejob.  
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Althoughtheintentofthepersonengagingintheconductmaybeharmlessorevenfriendly, itisthewelcomenessof
theconductbytherecipientthatisrelevanttowhethertheconductisharassment.  Giventhedifficultyofjudging
whethertheconductiswelcomeorunwelcomeinparticularsituations, TheCityofGrandRapidsprohibitsall
employeesfromengaginginanyconductofasexualnatureoramountingtoharassmentbasedonanyprotected
categoryintheworksetting.  

Thispolicyappliestoeveryone, includingmanagement.  Noretaliationorintimidationdirectedtowardsanyonewho
makesacomplaintwillbetolerated.  

EmployeeResponsetoDisrespectfulWorkplaceBehavior
Employeeswhobelievethatdisrespectfulbehaviorisoccurring, observeoroverhearaviolationofthispolicy, are
encouragedtodealwiththesituationinoneofthewayslistedbelow. However, iftheallegationsinvolveviolent
behavior, sexualharassment, ordiscriminatorybehavior, thentheemployeeisresponsiblefortakingoneofthe
actionsbelow.  

Step1(a). Politely, butfirmly, tellwhoeverisengaginginthedisrespectfulbehaviorhowyoufeelabouttheir
actions. Politelyrequestthepersontostopthebehaviorbecauseyoufeelintimidated, offended, or
uncomfortable. Ifpractical, bringawitnesswithyouforthisdiscussion.  

Step1(b). Ifyoufearadverseconsequencescouldresultfromtellingtheoffenderorifthematterisnot
resolvedbydirectcontact, gotoyoursupervisor, DirectorofHumanResources, orCityAdministrator. The
persontowhomyouspeakisresponsiblefordocumentingtheissuesandforgivingyouastatusreportonthe
matterassoonaspracticableafteryourreport.  

Step1(c). Inthecaseofviolentbehavior, allemployeesarerequiredtoreporttheincidentimmediatelytotheir
supervisor, DirectorofHumanResources, CityAdministratororPoliceDepartment.  

Step2.  If, afterwhatisconsideredtobeareasonablelengthoftime (forexample, 30days), youbelieve
inadequateactionisbeingtakentoresolveyourcomplaint/concern, thenextstepistoreporttheincidenttothe
CityAdministratorortheMayor.   

Supervisor’sResponsetoAllegationsofDisrespectfulWorkplaceBehavior
Employeeswhohaveacomplaintofdisrespectfulworkplacebehaviorwillbetakenseriously.  

Inthecaseofsexualharassmentordiscriminatorybehavior, asupervisormustreporttheallegationswithintwo
businessdaystotheDirectorofHumanResourcesorCityAdministrator, whowilldeterminewhetheraninvestigation
iswarranted. Asupervisormustactuponsuchareportevenifrequestedotherwisebythevictim. Insituationsother
thansexualharassmentanddiscriminatorybehavior, supervisorswillusethefollowingguidelineswhenanallegation
isreported:  

Step1. Ifthenatureoftheallegationsandthewishesofthevictimwarrantasimpleintervention, thesupervisor
maychoosetohandlethematterinformally.  Thesupervisormayconductacoachingsessionwiththe
offender, explainingtheimpactofhis/heractionsandrequiringthattheconductnotreoccur.  Thisapproachis
particularlyappropriatewhenthereissomeambiguityaboutwhethertheconductwasdisrespectful.  

Step2.  Ifaformalinvestigationiswarranted, theindividualallegingaviolationofthispolicywillbeinterviewed
todiscussthenatureoftheallegations.  Thepersonbeinginterviewedmayhavesomeoneofhis/herown
choosingpresentduringtheinterview.  

Step3.  ThesupervisormustnotifytheDirectorofHumanResourcesorCityAdministratoraboutthe
allegations.  
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Step4.  Assoonaspracticalafterreceivingthewrittenorverbalcomplaint, theallegedpolicyviolatorwillbe
informedoftheallegations. Theallegedviolatorwillhavetheopportunitytoanswerquestionsandrespondto
theallegations.  

Step5.  Afteradequateinvestigationandconsultationwiththeappropriatepersonnel, adecisionwillbemade
regardingwhetherornotdisciplinaryactionwillbetaken.  

Step6.  Theallegedviolatorandcomplainantwillbeadvisedofthefindingsandconclusionsassoonas
practicable.  

SpecialReportingRequirements
Whenthesupervisorisperceivedtobethecauseofadisrespectfulworkplacebehaviorincident, areportwillbemade
totheDirectorofHumanResourcesorCityAdministratorwhowillassumetheresponsibilityforinvestigationand
discipline.  

IftheCityAdministratorisperceivedtobethecauseofadisrespectfulworkplacebehaviorincident, areportwillbe
madetotheCityAttorneywhowillconferwiththeMayorandCityCouncilregardingappropriateinvestigationand
action.  

IfaCouncilMemberisperceivedtobethecauseofadisrespectfulworkplacebehaviorincidentinvolvingCity
personnel, thereportwillbemadetotheCityAdministratorwhowilldeterminetheappropriateinvestigationand
action.  

Pendingcompletionoftheinvestigation, theCityAdministratormayathis/herdiscretiontakeappropriateactionto
protecttheallegedvictim, otheremployees, orcitizens.  

Confidentiality
Apersonreportingorwitnessingaviolationofthispolicycannotbeguaranteedanonymity. ThepersonÓsnameand
statementsmayhavetobeprovidedtotheallegedoffender. Allcomplaintsandinvestigativematerialswillbe
containedinafileseparatefromtheinvolvedemployeesÓpersonnelfiles.  Ifdisciplinaryactiondoesresultfromthe
investigation, theresultsofthedisciplinaryactionwillthenbecomeapartoftheemployee(s) personnelfile(s).  

Retaliation
ConsistentwiththetermsofapplicablestatusesandCitypersonnelpoliciestheCitymaydisciplineanyindividualwho
retaliatesagainstanypersonwhoreportsallegedviolationsofthispolicy. TheCitymayalsodisciplineanyindividual
whoretaliatesagainstanyparticipantinaninvestigation, proceedingorhearingrelatingtothereportofalleged
violations. Retaliationincludes, butisnotlimitedto, anyformofintimidation, reprisal, orharassment.  
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2.9WorkplaceSafetyPolicy

SAFETY
ThehealthandsafetyofeachemployeeoftheCityandthepreventionofoccupationalinjuriesandillnessesareof
primaryimportancetotheCity. Tothegreatestdegreepossible, managementwillmaintainanenvironmentfreefrom
unnecessaryhazardsandwillestablishsafetypoliciesandproceduresforeachdepartment. Adherencetothese
policiesistheresponsibilityofeachemployee. Overalladministrationofthispolicyistheresponsibilityofeach
supervisor.  

ReportingAccidentsandIllnesses
BothMinnesotaWorkerÓsCompensationlawsandthestateandfederalOccupationalSafetyandHealthActsrequire
thatallonthejobinjuriesandillnessesbereportedassoonaspossiblebytheemployee, oronbehalfoftheinjuredor
illemployee, tohis/hersupervisor. TheemployeeÓsimmediatesupervisorisrequiredtocompleteaFirstReportof
Injuryandanyotherformsthatmaybenecessaryrelatedtoaninjuryorillnessonthejob.  

SafetyEquipment/Gear
Wheresafetyequipmentisrequiredbyfederal, state, orlocalrulesandregulations, itisaconditionofemployment
thattheemployeewearsuchequipment.  

UnsafeBehavior
SupervisorsareauthorizedtosendanemployeehomeimmediatelywhentheemployeeÓsbehaviorviolatestheCityÓs
personnelpolicies, departmentpolicies, orcreatesapotentialhealthorsafetyissuefortheemployeeorothers.  

2.10PoliticalActivity

Cityemployeeshavetherighttoexpresstheirviewsandtopursuelegitimateinvolvementinthepoliticalsystem.  
However, noCityemployeewilldirectlyorindirectly, duringhoursofemployment, solicitorreceivefundsforpolitical
purposes. Further, anypoliticalactivityintheworkplacemustbepre-approvedbytheCitytoavoidanyconflictof
interestorperceptionofbiassuchasusingauthorityorpoliticalinfluencetocompelanotheremployeetoapplyforor
becomeamemberinapoliticalorganization. 
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3Employment

3.1EmployeeRecruitment & Selection

3.1.1Scope
Thecityadministratororadesigneewillmanagethehiringprocessforpositionswithinthecity. Whilestaffmay
coordinatethehiringprocess, theCityCouncilisresponsibleforthefinalhiringdecisionandmustapproveallhiresto
cityemployment. Allhireswillbemadeaccordingtomeritandfitnessrelatedtothepositionbeingfilled.  

3.1.2FeaturesoftheRecruitmentSystem
Thecityadministratorordesigneewilldetermineifavacancywillbefilledthroughanopenrecruitmentorby
promotion, transfer, orsomeothermethod.   
Thisdeterminationwillbemadeonacase-by-casebasis. Themajorityofpositionvacancieswillbefilledthroughan
openrecruitmentprocess.   

Applicationforemploymentwillgenerallybemadeonlineorbyapplicationformsprovidedbythecity. Othermaterials
inlieuofaformalapplicationmaybeacceptedincertainrecruitmentsituationsasdeterminedbythecityadministrator
ordesignee. Supplementalquestionnairesmayberequiredincertainsituations. Allcandidatesmustcompleteand
submittherequiredapplicationmaterialsbytheposteddeadline, inordertobeconsideredfortheposition.   

Thecityadministratormayextendthedeadlineforapplication. Unsolicitedapplicationswillbekeptonfileforaperiod
oftwo (2) years.  

PositionvacanciesmaybefilledonanÐactingÑbasisasneeded. TheCityCouncilwillapproveallactingappointments.  
Payrateadjustments, ifany, willbedeterminedbytheCityCouncil.  

3.1.3Recruitment
TheDirectorofHumanResourcesshallprepareanoticeofpositionopening. Thisnoticewillincludethedescriptionof
theresponsibilitiesandessentialdutiesoftheposition, qualificationsnecessarytofilltheposition, andthetypical
beginningsalaryrange. Thenoticeofpositionvacancywillbepostedandadvertisedinaccordancewiththe
AffirmativeActionPolicyandinsuchamannerthatwillprovideopencompetitionofqualifiedcandidates. No
preferenceinhiringisgiventorelativesofcurrentemployeesorelectedofficials.   

Theprocessforhiringseasonalandtemporaryemployeesmaybedelegatedtotheappropriatesupervisorwitheach
hiresubjecttofinalCityCouncilapproval.  Exceptwhereprohibitedbylaw, seasonalandtemporaryemployeesmay
beterminatedbythesupervisoratanytime, subjecttoCityCouncilapproval.  

Wheneverpossible, consistentwiththeneedsoftheCityandtheskillsandexperienceofemployees, theCitywill
promotefromwithin.  TransferswillbebasedontheneedsoftheCity.  

Allregularexemptandnon-exemptjobopeningsshallbepostedandadvertisedinaccordancewiththeAffirmative
ActionPolicyandinsuchamannerthatwillprovideopencompetitionofqualifiedcandidates. Jobsarepostedon
bulletinboardsforemployeestoreview. Thebulletinboardsarelocatedoutsidetheemployeelunchroom. Job
postingsremainontheboarduntilthepositionpostingclosesorisfilledoratmanagementÓsdiscretion.   
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Apromotionisareclassificationtoamoreresponsiblejobthatisintendedtobearegularassignment.  Followingare
someofthefactorsthataretakenintoaccountbytheCitywhenconsideringanemployeeforapromotionortransfer.  

Provenworkperformance
Abilitytoperformthework
Meetallminimumrequirementsofthenewposition
Knowledge, skillsandabilities
Attendanceandpunctualityrecord.  

Employeeswhohavebeenintheircurrentpositionforatleastsixmonthsmayapplyforinternaljobopenings. This
requirementmaybewaivedwiththeconsentoftheemployeeÓsDepartmentHeadandAdministration. Employees
mustcompleteanemploymentapplication. TheformshouldbecompletedandturnedintoAdministrationbeforethe
positionpostingclosedate. Allapplicantsforapostedvacancywillbeconsideredonthebasisoftheirqualifications
andabilitytoperformthejobsuccessfully. InternalcandidateswhoarenotselectedwillbenotifiedbyAdministration.  
Oncetransferredtoanewposition, employeeswillenterintoanintroductoryperiodforthenewposition.  

3.1.4ExaminationProcess
Theexaminationprocessmayconsistofoneoranycombinationofthefollowingmethodsorotheracceptable
selectiontechniques:  

abilitytests,   
performancetests,   
ratingsofexperienceandtraining,   
oralexams,   
evaluationofdailyworkperformance,   
physical/agilitytests,   
worksamples, andor
medicalexaminations.   

Anymethod(s) chosenshallevaluateonlythosecriterianecessarytoperformadequatelyintheposition. Department
Heads/Supervisorswillhavetheopportunitytoparticipateintheselectionprocess.  

Allappointmentstoregularfull-timeorregularpart-timepositionssubjecttotheseregulationsshallbemadethrough
oneofthefollowingprocesses, subjecttotherecallofrecentlylaid-offemployees:  

1.  Open-Competitive
CompetitiveexaminationsforapositionintheCityareopentoallapplicantswhoarecitizensoftheUnited
States, orwhoareeligibleandhaveappliedforcitizenship, orwhomeetalloftherequirementsfor
employmentasdefinedbyapplicablelawsorregulations; andwhomeetreasonablequalificationsorstandards
prescribedbytheAdministrationDepartment, thatrelatetotheabilitiesofcandidatestoperformthedutiesof
thepositionefficientlyandeffectively.  

2.  PromotionalExamination
Promotionalexaminationsshallbeopentoallregularorlimited-termemployeeswhomeetthequalificationsfor
thepositions. Temporaryemployeesshallnotbeeligibletoapplyforapromotionalappointment.  

RegularCityemployeesareencouragedtoseekopportunitieswithintheCityandareprovidedpaidtime, duringtheir
regularlyscheduledworkinghours, toparticipateinemploymentexaminations, oralinterviewsordepartmental
interviews.   
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3.1.5BackgroundChecksandReferenceChecks

AllfinalistsforemploymentwiththeCitywillbesubjecttoabackgroundchecktoconfirminformationsubmittedaspart
ofapplicationmaterialsandtoassistindeterminingthecandidateÓssuitabilityfortheposition.  Exceptwherealready
definedbystatelaw, theCityAdministratorwilldeterminethelevelofbackgroundchecktobeconductedbasedonthe
positionbeingfilled.  Atelephonereferencecheckwithpastemployersisprobablythemostcommonkindof
backgroundcheckconducted.  

3.1.6EligibilityList

TheDirectorofHumanResourcesshallcreateandmaintainalistofeligiblecandidatesforeachpositionopening
baseduponopencompetitiveorpromotionalexaminationsforeachpositionorbaseduponrecordsofefficiency,  
performance, andconductofpresentCityemployees.  Onlycandidatesmeetingtheminimumqualificationsofthe
positionmaybeplacedontheEligibilityList.  TheCityAdministratorshalldeterminetheperiodoftimeanEligibility
Listshallremainineffect.  TheEligibilityListshallnotremainineffectformorethantwoyears.  WhenanEligibilityList
existsforanyclassandtheCityAdministratordeemsitnecessarytoestablishanothersuchListforthesameposition,  
theexistingListmaybecanceled.  

3.1.7Re-employmentList

Whenanintroductoryorregularemployeeisseparatedfromemploymentwithoutfault, theCityAdministratormay
placetheemployeeÓsnameontheappropriateRe-employmentList.  FollowingseparationfromCityservice, names
maybeplacedontheRe-employmentListforemployeeswhohavebeenlaidoffbecauseofashort-termCity
emergency, suchasfireintheworkplace.  EachnameonaRe-employmentListshallberemovedone (1) yearfrom
theeffectivedateofseparationfromservice, unlessextendedforaperiodnottoexceedone (1) additionalyearbythe
CityAdministrator.  Re-employmentcandidatesshouldmeetthecurrentminimumqualificationstobeconsidered.   

EmployeeswhohaveseparatedfromCityemploymenttoserveinanelectiveorappointivecapacityinagovernment
unit, oracceptedapositionthatresultsinanintergovernmentaltransfershallretaintheirreinstatementrights.  

Employeeswhohavebeenlaid-offformorethanoneyearduetolackofworkorfundingmustserveanintroductory
perioduponbeingreinstatedtoactiveemployment.  

3.1.8NotificationofAppointment
TheDirectorofHumanResourceswillnotifythecandidateselectedforappointmentinwriting. Thenotificationwillalso
includetheemploymentstartingdate, workinghoursandsalary. TheAdministrationDepartmentshallnotifythose
candidatescertifiedbutnotselectedandtheremainingcandidateswhowerenotselectedinwriting.    

Alloffersofemploymentforsafety-sensitivepositionsrequiringcandidatemedicalexaminations, drugtesting, and
motorvehiclelicensecheck, oranyotherappropriatejob-relatedpre-employmentinquiries, arestrictlyconditional
baseduponinquiryresults.  

3-24



3.1.9MedicalExamination
Forregularandlimited-termpositions, amedicaland/orpsychologicalexaminationmayberequiredifnecessaryto
determinefitnesstoperformtheessentialfunctionsoftheposition.  Suchexaminationmayonlyberequiredaftera
conditionaljobofferhasbeenextendedtothecandidate. Theofferofemploymentmaybeconditionaluponsuccessful
completionofamedicaland/orpsychologicalexaminationbyaphysicianorpsychologistdesignatedbytheCity
AdministrationDepartment.  

Whenrequired, themedicaland/orpsychologicalexaminationwillbeconductedbyalicensedphysicianand/or
licensedpsychologistorpsychiatristdesignatedbytheCitywiththecostoftheexampaidbytheCity.  Thephysician
and/orpsychologistorpsychiatristwillnotifytheCityAdministratorthatacandidateeitherisorisnotmedicallyableto
performtheessentialfunctionsofthejob, withorwithoutaccommodationsandwhetherthecandidatepassedadrug
test, ifapplicable.  Ifthecandidaterequiresaccommodationtoperformoneormoreoftheessentialfunctionsofthe
job, theCityAdministratorwillconferwiththephysicianand/orpsychologistorpsychiatristandcandidateregarding
reasonableandacceptableaccommodations.  

Ifacandidateisrejectedforemploymentbasedontheresultsofthemedicalexam, heorshewillbenotifiedofthis
determination.  

3.1.10PromotionsandTransfers

Apromotionisareclassificationtoamoreresponsiblejobthatisintendedtobearegularassignment.  

Atransferisthemovementofanemployeefromonepositiontoanotherpositionofthesameclassortoanotherclass
ofthesamesalaryrange.  TransferswillbebasedontheneedoftheCity.  

Inordertomakeapromotionortransfertoavacantposition, employeeswhohavebeenintheircurrentpositionforat
leastsixmonthsmayapplyforinternaljobopenings.  Thisrequirementmaybewaivedwiththeconsentofthe
employeeÓsDepartmentHeadandAdministration.  Employeesmustcompleteanemploymentapplicationorsubmita
letterofintenttopost.  TheformorlettershouldbecompletedandturnedintoAdministrationbeforetheposition
postingclosedate.  Allapplicantsforapostedvacancywillbeconsideredbasedontheirqualificationsandabilityto
performthejobsuccessfully.  InternalcandidateswhoarenotselectedwillbenotifiedbyAdministration.  Once
transferredtoanewposition, employeeswillenterintoanintroductoryperiodforthenewposition.  

FollowingaresomeofthefactorsthataretakenintoaccountbytheCitywhenconsideringanemployeefora
promotionortransfer:  

Provenworkperformance
Abilitytoperformthework
Meetallminimumrequirementsofthenewposition
Knowledge, skillsandabilities
Attendanceandpunctualityrecord.  
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3.2TennessenWarning

Everydepartmentthatcollectsprivatedata (asdefinedbytheMinnesotaGovernmentDataPracticesAct) froman
individualconcerninghimself/herselfshall, priortocollectingthedata, informtheindividualofhis/herrightsasa
subjectofdata.  Theserightsarereferredtoasthe "TennessenWarning".   

A "TennessenWarning" isnotrequiredwhenprivatedataarecollectedfromanindividualwhoisnotthesubjectofthe
data.   
The "TennessenWarning" consistsofthefollowinginformation, whichmustbecommunicatedtotheindividualsfrom
whomprivatedataconcerningtheindividualarecollected:   

Thepurposeandintendeduseoftherequestedprivatedata.   

Whethertheindividualmayrefuseorislegallyrequiredtosupplythedata.  

Anyknownconsequencesarisingfromtheindividual'srefusingtosupplyprivatedata.  

Theidentityofotherindividuals, entities, orpersonsauthorizedbyStateorFederallawstoreceivethedata.  

AnyCityCouncilthatregularlycollectsprivatepersonneldatashalluseawrittenTennessenWarning, acopyofwhich
shallbeonfilewiththeAdministrationDepartment.   

3.3PersonnelRecords

TheCityofGrandRapidsmaintainsrelevantdataconcerningallemployeesfromthetimetheyapplyforworkthrough
theirtermination.  Theprimaryreasonforcollectingandmaintainingthisdataistoprovideaccurateinformationto
managementandallgovernmentagenciestocomplywithalllaws.  Further, becausetheCityrespectsthe
confidentialityofeachemployee, employeepersonnelfileswillbeadministeredandmaintainedinaccordancewithall
applicablelaws.  

EmployeeshavetheresponsibilitytonotifytheAdministrationdepartmentofanychangesinpersonneldata.  Personal
mailingaddresses, maritalstatus (includinglegalseparation), telephonenumbers, numberandnamesofdependents
and/orindividualstobecontactedintheeventofemergency, educationalaccomplishmentsandothersuchstatus
reportsshouldbeaccurateandcurrentatalltimes.  Allqualifyingfamilystatuschangesforthepurposeofsome
benefitplansmustbemadewithin30daysofthequalifyingevent.  

PersonnelfilesarethepropertyoftheCity.  Anyreviewofthepersonnelfiles, byeitheranemployeeorotherperson,  
willbeintheAdministrationdepartmentareaandthefilesmustremainthere.   

MediaInquiries – PleaseSeeDepartmentRules

Allcityemployeeshavearesponsibilitytohelpcommunicateaccurateandtimelyinformationtothepublicina
professionalmanner. RequestsforprivatedataorinformationoutsideofthescopeofanindividualÓsjobdutiesshould
beroutedtotheappropriatedepartmentortothedatapracticesauthority.  

AnyemployeewhoidentifiesamistakeinreportingshouldbringtheerrortotheCityAdministratorortheemployeeÓs
supervisor. RegardlessofwhetherthecommunicationisintheemployeeÓsofficialcityroleorinapersonalcapacity,  
employeesmustcomplywithalllawsrelatedtotrademark, copyright, softwareuseetc.  
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Withtheexceptionofroutineeventsandbasicinformationthatisreadilyavailabletothepublic, allrequestsfor
interviewsorinformationfromthemediaaretoberoutedthroughtheCityAdministratorortheindividualÓsDepartment
Head. NoCityemployeeisauthorizedtospeakonbehalfoftheCitywithoutpriorauthorizationfromtheCity
Administratororhis/herdesignee. Mediarequestsincludeanythingintendedtobepublishedorviewabletoothersin
someformsuchastelevision, radio, newspapers, newsletters, andwebsites. Whenrespondingtomediarequests,  
employeesshouldfollowthesesteps:  

1. Iftherequestisforroutineorpublicinformation (suchasameetingtimeoragenda), providetheinformation
andnotifytheCityAdministratoroftherequest.  

2. Iftherequestisregardinginformationaboutcitypersonnel, potentiallitigation, controversialissues, anopinion
onacitymatter, orifanemployeeisunsureiftherequestisaÐroutineÑquestion, forwardtherequesttothe
CityAdministrator. Anappropriateresponsewouldbe, ÐIÓmsorry, IdonÓthavethefullinformationregardingthat
issue. Letmetakesomebasicinformationandsubmityourrequesttotheappropriatepersonwhowillgetback
toyouassoonashe/shecan.ÑThenaskthemediarepresentativeÓsname, questions, deadlineandcontact
information.   

AllnewsreleasesconcerningCitypersonnelwillbetheresponsibilityoftheCityAdministrator, CityAttorney, or
HumanResourcesDirector.  

CommunicatingonbehalfoftheCity
When/iftheCityAdministratorauthorizesastaffpersonortheCityAttorneytocommunicateonbehalfofthecityin
interviews, publications, newsreleases, onsocialmediasites, andrelatedcommunications, thespokespersonmust:  

1. Identifythemselvesasrepresentingthecity. Accountnamesonsocialmediasitesmustbeclearlyconnected
tothecityandapprovedbytheCityAdministrator.  

2. Allinformationmustberespectful, professional, andtruthful. Correctionsmustbeissuedwhenneeded.  
3. Personalopinionsgenerallydonotbelonginofficialcitystatements. Oneexceptioniscommunicationsrelated

topromotingacityservice. Forexample, ifanemployeepostedonthecityÓsFacebookpage, ÐMyfamilyvisited
HillParkthisweekendandreallyenjoyedthenewbandshelter.ÑEmployeeswhohavebeenapprovedtouse
socialmediasitesonbehalfofthecityshouldseekassistancefromtheirDepartmentHeadforquestionson
thistopic.  

4. EmployeesneedtonotifytheCityAdministratoriftheywillbeusingtheirpersonaltechnology (cellphones,  
homecomputer, cameras, etc.) forcitybusiness. Employeesshouldbeawarethatthedatatransmittedor
storedmightbesubjecttotheDataPracticesAct.  

BusinessCards
Businesscardsforallstaffmustusethestandard2x3.5Ñformat. QRcodes, maps, orothernecessaryinformation
maybeaddedtothebacksideofthebusinesscardwithapprovaloftheDepartmentHeadorCityAdministrator.  

LogoStandards
TheCitylogoislocatedonthePublicdrive. Thisbrandwasselectedtorepresentadiversecross-sectionof
communityinterestsandemphasis. Assuch, itshouldnotbechangedinanyway.  
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Thefollowingareexamplesofimproperusageofthelogo:  
Donotuseanyunofficialcolorsoranyothercombinationofcolors
Donotdelete, adjust, oraddanyelementof/tothelogo
Donotscreenthelogoorusethelogobehindtext
Donotrotatethelogo
Donotaddunofficialcopyorgraphicscoveringanypartofthelogo
Donotchangetheproportionsofthelogo
Donotplacetypeorobjectswithin ofthelogo
Donottrytorecreatethelogo, useonlytheartworkprovided.  
DonotusethelogotoreplacethewordsÐCityofGrandRapidsÑinasentenceorheadline.  
Donotplacetwologosadjacenttoeachother

CommunicationQuickFactSheet
CommunityIdentityÎGrandRapids: ItÓsinMinnesotaÓsNature
KeyMessagingÎGrandRapidsisagreatplacetolive, work, play, andvisit.  
VisionStatementÎTheCityofGrandRapidswillbeaccountabletofuturegenerations, maintainourabilitytochoose
ourowndestiny, andrecognizepartnershipopportunitieswithourgreatercommunity.  

3.4WorkSchedules

SupervisorswillestablishworkschedulesforemployeeswiththeapprovaloftheCityAdministrator.  Cityofficeswill
generallybeopenforbusinessfrom8:00a.m. to4:30p.m., MondaythroughFriday.  Thenormalworkweekis
measuredfromSundaythroughthefollowingSaturday.  

YourmanagerorSupervisorwilladviseyouwhenyourschedulewillnormallybeginandend.  Staffingneedsand
operationaldemandsmaynecessitatevariationsinstartingandendingtimes, aswellasvariationinthetotalhours
thatmaybescheduledeachdayandweek.  Youwillreceivenoticeofchangesintheworkscheduleasfarinadvance
asisreasonablypractical.  

Non-exemptemployees (eligibleforovertimepay) arenotauthorizedtotakeworkhomeorworkthroughlunchwithout
priorapprovalfromtheirsupervisor.  

3.4.1Part-time, SeasonalandTemporaryPositions
Inordertocomplywithlawwhileavoidingpenalties, part-timeemployeeswillbescheduledwithbusinessneedsand
inmannerthatensurespositionsretainpart-timestatusunderwhichintended.  Employeesinpart-timeandtemporary
positionswillnotbepermittedtoworkmorethan28hours/week, includinghoursworked, paidleave (suchasannual
leaveorholidayleave). Allshifts, includingscheduletradesorpicked-upshifts, mustbepre-approvedbysupervisor.   
Unpaidfurloughsmaybeimposedonemployeewhoexceeds28hours/week. Workingashiftwithoutpriorapproval
mayresultindiscipline, uptoandincludingterminationofemployment. Insomerareinstances, apart-time, seasonal
ortemporaryemployeemaybeofferedhealthinsuranceinordertocomplywithfederalhealthcarereformlawsand
regulations.  

Seasonalemployeesmaybeassignedtoafull-timeorpart-timeschedule.  
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3.5BreakandLunchPeriods

Thetimeforspecificlunchperiodswillvarybyworkareaandworkschedule.  YouwillbenotifiedbyyourSupervisor
ofthetimeassignedforyourlunchandbreakperiods.  

Allnon-exemptemployeesareallowedapaidfifteen (15) minutebreakwithineachconsecutivefour (4) hoursofwork.   
Part-timeemployeesworkingfourhoursorlessperdaywillreceiveonebreak.  Totheextentpossible, breakswillbe
providedinthemiddleofworkperiods.  Sincethistimeiscountedandpaidastimeworked, employeesmustnotbe
absentfromtheirworkstationsbeyondtheallottedbreaktime.  

Allnon-exemptemployeesareprovidedwithone30minute, unpaid, uninterruptedmealperiodper8-hourworkday.  
Mealperiodswillnotbeincludedinthecomputationofovertime, norincludedinthecomputationofanormalworkshift
orpayrollperiod.   

Becausesmokingisnotallowedinsideanyfacility, employeeswhowishtodosomustdothisontheirregularly
scheduledbreakorlunchperiods.  Noadditionaltimewillbeallowedforsmokebreaks.  

TheCitywillprovidereasonableunpaidbreaktimeeachdaytoanemployeewhoneedstoexpressbreastmilkforher
infantchild, unlessdoingsowouldundulydisrupttheoperationsoftheCity.  Thebreaktimemust, ifpossible, run
concurrentlywithanybreaktimealreadyprovidedtotheemployee.  TheCitywillmakereasonableeffortstoprovidea
roomorotherlocationincloseproximitytotheworkarea, otherthanatoiletstall, wheretheemployeecanexpress
hermilkinprivacy.  

3.6AttendanceandPunctuality

ThesuccessofourCitydependsgreatlyonouremployees.  Allemployeesareencouragedtohavehabitsofgood
attendanceandpunctuality.  Assuch, employeesareexpectedatworkonallscheduledworkdaysandduringall
scheduledworkhoursandtoreporttoworkontime.  Fromtimetotime, aninstancemayarisewhenyoumaybeaway
fromworkduetocircumstancesbeyondyourcontrol.  Appointmentsmustbescheduledoutsideofworkinghours
wheneverpossible.  

IfthereisanabsenceoftwoconsecutiveworkdayswithoutnotifyingyourSupervisor, itmayresultindisciplineupto
andincludingtermination.  Poorattendancerecordscannotbecondonedandanemployeewitharecordofexcessive
absenteeismortardinessmaybesubjecttodisciplinaryactionortermination.  

Supervisorswilltakecorrectiveactionforabsences, tardiness, leavingearlyorabusingbreaktimes.  Management
reservesallrightstodeterminewhendisciplinaryactionisneededandtowhatextent.  Factorssuchasindividual
circumstances, jobperformance, etc. maybeconsideredinmakingsuchdecisions.  

3.6.1NotificationforAbsenceortardiness
YoumustnotifyyourSupervisor (oranotherSupervisorthathasbeenpreviouslydesignated) ifyouareunableto
reporttoworkorifyouwillarrivelate. ContactyourSupervisorassoonasyouknowofyourinabilitytoreportontime.   
Ataminimum, youshouldcallbythestartofyourshift.  

NotifyingtheReceptionistoraco-workerisnotsufficient.  Ifyouareunabletocallinyourself, pleasehavesomeone
callinonyourbehalf.  ItisyourresponsibilitytoensurethatyourSupervisorisawareofyourabsenceorlatearrival.  
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3.6.2AdverseWeatherConditions

TheCityofficesshallbeopenforbusinessonallbusinessdaysexceptlegalholidays, holidaysestablishedbytheCity
Councilandemergencysituations.  

IntheeventofinclementweathertheCityCouncilauthorizestheCityAdministrator, andiftheCityAdministrator
cannotbereached, theCityEngineerandiftheCityEngineerisunabletobecontactedthePublicWorksDirectorto
determinewhetheranemergencyexistsinwhichthepublicinterestwillbebestservedbytheclosingofaCityoffice
oroffices.   

3.6.3ClosingofCityOfficesduetoWeatherEmergency

IfaCityofficeisclosedduetoaweatheremergency, subjecttotherequirementofstateandfederallaw, the
followingshallapply:  

a.  Ifemployeesarereleasedbeforethestartofaworkshift, non-exemptemployeeswillnotbepaidfor
thatshiftexceptbyusingaccumulatedcompensatorytime, earnedFTO, documentedextendedmedicalbenefitor
leavewithoutpayorbymakingupthetimebybalancinghourswithinthecurrentworkweekasauthorizedbytheir
DepartmentHeadorCityAdministrator.  Employeesareexpectedtolistento96.9KMFY-FMradioforannouncements
ofclosingsofCityfacilitiesandarenottoreporttoworkiftheirworksiteisnotopen.  Ifnoticeofclosinghasnotbeen
broadcastby7:15A.M. oftheworkday, employeesshallassumethattheCityfacilitieswillbeopen.  Employees
reportingtoworkwhenapublicannouncementhasbeenissuedby7:15A.M. oftheworkdaythattheirworkstationis
closedcouldmakeupthetimethatdayonlywithauthorizationbytheirDepartmentHeadorCityAdministrator.  

b.   Ifemployeesarereleasedduringaworkshift, non-exemptemployeesondutywillbepaidforhours
actuallyworkedandmayuseaccumulatedcompensatorytime, earnedFTO, documentedextendedmedicalbenefit,  
orleavewithoutpayfortheremainderofthatworkshift, ormaymakeupthetimebybalancingthoseremaininghours
withinthecurrentornextpayperiodasauthorizedbytheirDepartmentHeadorCityAdministrator.  

c. ThoseemployeesrequiredbytheCityAdministratortoworkduringsevereweatherduetothenatureof
theirjobresponsibilitiessuchascertainPoliceandPublicWorksemployeesshallbepaid.  

d. Employeesandcitizensmaybeadvisednottoleavethepremisesbecauseofsevereweatherorother
emergencyconditions, suchastornadoes, continuingafterregularofficehours.  Simplyremainingonthepremises
afterhourswillnotentitleemployeestoovertimecompensation.  
WhenaCityofficeorofficeshavenotbeenofficiallyclosedduringinclementweather, thefollowingpolicy
shallapply:  

3.6.4InclementWeather – CityOfficesnotofficiallyclosed
WhenaCityofficeorofficeshavenotbeenofficiallyclosedduringinclementweather, thefollowingpolicyshall
apply:  

a. Employeeswho, becauseofinclementweather, reporttoworkafterthestartoftheirscheduledwork
shiftmayuseaccumulatedcompensatorytime, earnedFTOorleavewithoutpayorbymakingupthetimeby
balancinghourswithinthecurrentworkweekasauthorizedbytheirDepartmentHeadorCityAdministrator.  This
provisionissubjecttotheemployeereachingagreementwiththeDepartmentHeadorCityAdministratorastothe
severityoftheinclementweather.  Thisprovisionshallnotapplytothoseemployeeswhosejobdutiesrequireworking
duringinclementweather.  
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b. AtthediscretionoftheDepartmentHeadorCityAdministrator, employeeswhodesiretoleavework
earlybecauseofinclementweathermaymakeuplosthoursbyusingaccumulatedcompensatorytime, earnedFTO
orleavewithoutpayorbymakingupthetimebybalancinghourswithinthecurrentworkweekasauthorizedbytheir
DepartmentHeadorCityAdministrator.  Thisprovisionissubjecttotheemployeereachingagreementwiththeir
DepartmentHeadorCityAdministratorastotheseverityoftheinclementweather.  TheDepartmentHeadorCity
Administratorwillassurethereissufficientstaffondutyforthedepartmenttofunction.  

3.6.5ClosingofCityOfficesDuetoBombThreatorOtherThreattoPublicSafety
IfaCityBuildingisofficiallyclosedbecauseofabombthreatorotherpublicsafetythreatbeforeitisopenforbusiness
orafteritisopenforbusinessbutbefore12:00P.M., thefollowingshallapply:  

a. Employeesareexpectedtolistento96.9KMFY-FMradioforanannouncementofreopening.  

b. Ifthebuildingisnotreopenedduringthesamebusinessdayandtheemployeesarenotdirectedtoa
differentworksite, theemployeesshallbepaidfortheirfullshiftasiftheyhadworkedit.  

c. Ifthebuildingisreopenedforbusinesslaterthatday, employeeswhoreporttoworkatthedesignated
timewillbepaidfortheirfullshiftasiftheyhadworkedit.  Employeeswhodonotreturntoworkorwho
reportafterthedesignatedtimemayuseaccruedflexibletimeofforcompensatorytimetoreplacework
hourslost.  Ifthereisnoaccruedflexibletimeofforcompensatorytime, theemployeemaytakeleave
withoutpayor, withSupervisoryapproval, theemployeemaymakeupthetimelater.  

Ifthebuildingclosesat12:00P.M. orlaterandtheemployeesaresenthome, theemployeesshallbepaidfortheirfull
shiftasiftheyhadworkedit.  

IfaCitybuildingisnotclosedorevacuated, buttheemployeeisanxiousorfearfulandrequeststoleave, the
SupervisormaypermititunlesstheemployeeisclassifiedasanÐessentialÑemployeeorminimumstaffinglevels
cannotbemetiftheemployeeleaves.  Inordertobepaidforthetimeawayfromwork, theemployeemayuse
accruedflexibletimeofforcompensatorytime.  
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3.7PerformanceEvaluations

NON-EXEMPTCITYEMPLOYEES
EmployeesandtheirSupervisorarestronglyencouragedtodiscussjobperformanceandgoalsonaninformal, day-to- 
daybasis.  Formalwrittenperformanceevaluationsarescheduledannually.  Fornewlyhired, exemptemployees, the
firstformalperformanceevaluationwillbescheduledneartheendofyourintroductoryperiod. Theperformance
evaluationprocessallowsyouandyourSupervisortodiscussthejobresponsibilities, standardsandperformance
requirementsofthejob.  Additionally, evaluationsareconductedtoprovidebothyouandyourSupervisorthe
opportunitytodiscussjobtasks, identifyandcorrectweaknesses, encourageandrecognizestrengths, anddiscuss
positive, purposefulapproachesformeetinggoals.  Employeesdonothavearighttogrievetheirperformancereview,  
butmaysubmitawrittenresponse, whichwillbeattachedtotheperformancereview.  

AllpartiesinvolvedintheevaluationmustsigntheemployeeÓsperformanceevaluation.  Signingoftheperformance
evaluationacknowledgesthatthereviewhasbeendiscussedwiththeSupervisoranddoesnotnecessarilyconstitute
anagreement.  Failuretosignthedocumentbytheemployeewillnotdelayitsprocessing.  

EXEMPTCITYEMPLOYEES

3.7.1 PerformanceEvaluation
Theperformanceappraisalsystemshallbebasedonpositiondescriptionsandresults-orientedperformance
standards.  Theperformanceappraisalshallbedesignedtoencouragetheemployeetoreachmaximumpotentialand
enhanceservicesprovidedbytheCity.  Employeesshallbeevaluated, andadiscussionwilltakeplacebasedonwork
performanceatleastonceayear.  Salaryincreasesgivenformeritoriousperformanceshallbebasedonsuchan
appraisal.  Standardsagainstwhichperformanceistobemeasuredshallbespecific, measurable, relatedtoquality,  
quantity, timelinessofworkorotherreasonableperformancecriteriadeterminedbytheappropriateSupervisor.   
AppointingAuthoritiesareresponsiblefortheoverallimplementationofperformanceappraisalsforemployeeswithin
theirdepartments.  

3.7.2PerformanceEvaluationSystemRequirements
Theperformanceevaluationsystemshallbeimplementedinamethodthatmeetsthefollowingminimum
requirements:  

a. Theperformanceevaluationsystemshallincludeanannualperformanceevaluationbetween
Supervisorsandtheirrespectiveemployees.  

b. PerformanceevaluationsshallbeinwritingandboththeSupervisorandemployeeshalleachreceivea
copy.  

c. AnofficialcopyofperformanceevaluationsshallbekeptonfileintheAdministrationDepartment.  
d. Performanceevaluationsshallbebasedonpositiondescriptionsandresults-orientedperformance

standards.  

3.7.3RecordofPerformanceAppraisal
PerformanceappraisalsshallbeconductedintheformandmannerdescribedbytheAdministrationDepartment.   
Performanceappraisalscannotbegrieved.  
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3.8AdditionalEmployment

AnEmployeemayholdajobwithanotherorganizationaslongastheemployeesatisfactorilyperformshis/herjob
responsibilitiesandisnotonaleaveofabsencewiththeCity.  Employeesshouldconsidertheimpactthatoutside
employmentmayhaveonyourhealthandphysicalendurance.  Allemployeeswillbejudgedbythesame
performancestandardsandwillbesubjecttoschedulingdemands, regardlessofanyexistingoutsidework
requirements.  

Additionalemploymentoractivityforprivategainthatconstitutesaconflictofinterestwithpublicdutiesoris
inconsistentorincompatiblewithpublicemploymentisnotpermitted. Inmakingsuchdeterminations, thefollowingwill
beconsidered:   

1. TheuseofCitytime, facilities, equipmentandsupplies, orthebadge, uniform, prestigeorinfluenceofCity
employment.   

2. Receiptoracceptanceofanymoneyorotherconsiderationfromanyone, otherthantheCity, forthe
performanceofanactwhichtheemployeewouldberequiredorexpectedtoperformintheregularcourseof
his/herCityemployment.  

3. Theperformanceofanactthatmaylaterbesubjectdirectlyorindirectlytothecontrol, inspection, review,  
audit, orenforcementbytheemployeeortheemployeeÓsdepartment.  

ThepotentialforconflictsofinterestislessenedwhenindividualsemployedbytheCityofGrandRapidsregardthe
Cityastheirprimaryemploymentresponsibility.  AlladditionalemploymentistobereportedtotheemployeeÓs
immediateSupervisor.  Ifapotentialconflictexistsbasedonthispolicyoranyotherconsideration, theSupervisorwill
consultwiththeCityAdministrator.  AnyCityemployeeacceptingemploymentinanadditionalpositionthatis
determinedbytheCityAdministratortobeinconflictwiththeemployeeÓsCityjobwillberequiredtoresignfromthe
additionalemploymentormaybesubjecttodisciplineuptoandincludingtermination.  

Forthepurposeofthispolicy, additionalemploymentreferstoanynon-Cityemploymentorconsultingworkforwhich
anemployeereceivescompensation, exceptforcompensationreceivedinconjunctionwithmilitaryserviceorholding
apoliticalofficeoranappointmenttoagovernmentboardorcommissionthatiscompatiblewithCityemployment.   
Thefollowingistobeconsideredwhendeterminingifadditionalemploymentisacceptable:  

Additionalemploymentmustnotinterferewithafull-timeemployeeÓsavailabilityduringtheCityÓsregularhours
ofoperationorwithapart-timeemployeeÓsregularworkschedule.  
AdditionalemploymentmustnotinterferewiththeemployeeÓsabilitytofulfilltheessentialrequirementsof
his/herposition.  
TheemployeemustnotuseCityequipment, resourcesorstaffinthecourseoftheadditionalemployment.  
TheemployeemustnotviolateanyCitypersonnelpoliciesbecauseofadditionalemployment.  
Theemployeemustnotreceivecompensationfromanotherindividualoremployerforservicesperformed
duringhoursforwhichhe/sheisalsobeingcompensatedbytheCity.  Workperformedforotherswhileon
approvedvacationorcompensatorytimeisnotaviolationofpolicyunlesstheworkcreatestheappearanceof
aconflictofinterest.  
Departmentsmayestablishmorespecificpoliciesasappropriate, subjecttotheapprovaloftheCity
Administrator.  

Cityemployeesarenotpermittedtoacceptadditionalemploymentthatcreateseithertheappearanceoforthe
potentialforaconflictwiththedevelopment, administrationorimplementationofpolicies, programs, servicesorany
otheroperationalaspectoftheCity.  
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3.9ConflictsofInterest

Allemployeesareexpectedtoconductbusinesswithintegrityandinaccordancewiththehighestethicalstandard.  In
ordertoavoidanyrealorperceivedinvolvementinaconflictofinterest, employeesshouldnotonlyrefrainfromany
directconflicts, butshouldalsonotreferCitybusinesstransactionstoamemberofyourfamilyorotherpersonswith
whomtheremayexistapersonal, businessorfinancialrelationship.  

Aconflictofinterestincludes:  

1. Anysituationwhereyoumayobtainpersonalgainorpotentialpersonalgain; orwhichmayserveasa
detrimenttotheCityofGrandRapids, eithermonetarilyortoitspublicimagebecauseoftheuseof
information.  

2. Personalcontactusuallynotattainableexceptthroughemployment.  

3. AnyoutsideactivitythatmayinterferewiththeoperationsoftheCity.  

4. AnyoutsideactivitythatmaybeviewedascompetingwiththeservicesusuallyofferedbytheCity.  

5. Employeeswhoareindoubtastowhetheranactivityviolatesthispolicymustdiscussthematterinadvance
withtheirSupervisororwithCityAdministration.  

3.10PropertyandInformation, SearchesandInspections

TheCityreservestherighttoaccessallCity-ownedproperty.  

3.11BulletinBoards, Lockers

BulletinBoards

BulletinBoardsareplacedinthebuildingasanaidtobettercommunications.  Pleasemakeapracticeofreading
materialthatappearsonthem.  Bulletinboardswillberegularlymaintainedandallmaterialthatisnotofapermanent
naturewillbecleared.  Tampering, damaging, destroyingorchanginganyCitypostingwillresultindisciplinaryaction.  

Lockers

SomeCityemployeesareassignedalocker.  Periodicallyandwithoutnoticelockersandlavatoriesmaybeinspected
forsafety, healthandsecurityreasons.  ThegraffitiorthedefacementofCitypropertyisaviolationofrulesandis
subjecttodisciplinaryaction, uptoandincludingtermination.  

TheCityreservestherighttoopenandinspectanylockeratanytimewithoutnotice.  Employeeswillnotbe
reimbursedforlockscutforthepurposeofconductingasearchofthelocker.  
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3.12PersonalAppearance

TheCityofGrandRapidsÓobjectiveinestablishingabusinesscasualdresscodeistoallowouremployeestowork
comfortablyintheworkplace.  Yet, westillneedouremployeestoprojectaprofessionalimageforourcustomers,  
potentialemployees, andcommunityvisitors.  ThedressandappearanceofCityemployeesisadirectreflectionon
theprofessionalismofourservices.  Cityemployeesmeetwiththepubliceverydayaspartoftheregularworkday.  A
neat, well-groomedemployeewillpresentapositiveimageoftheCityanddemonstratetheprideofourCity
employees.  Businesscasualdressisthestandardforthisdresscode.  

Becausenotallcasualclothingissuitablefortheoffice, theseguidelineswillhelpyoudeterminewhatisappropriateto
weartowork.  Radicaldeparturesfromconventionaldressorpersonalgroomingandhygienearenotpermitted.     

Clothingshallalwaysbeclean, neatandingoodrepair.  Eveninabusinesscasualworkenvironment, clothingshould
bepressedandneverwrinkled.  Torn, dirty, orfrayedclothingisunacceptable.  Allseamsmustbefinished.  Any
clothingthathaswords, terms, orpicturesthatmaybeoffensivetootheremployeesortothepublicisunacceptable.   
ClothingthathastheCitylogoisencouraged.  Sportsteam, university, andfashionbrandnamesonclothingare
generallyacceptable.  

Fridaysaredeclareddressdowndays.  Onthesedays, jeansandothermorecasualclothing, althoughneverclothing
potentiallyoffensivetoothers, areallowed.  OtherdayscanbedeclareddressdowndaysasdeterminedbytheCity
Administrator.  

GuidetoBusinessCasualDressingforWork

Goodjudgmentinchoosingyourattireshouldbeusedatalltimessinceweareinthepubliceye.  Thisisageneral
overviewofappropriatebusinesscasualattire.  Itemsthatarenotappropriatefortheofficearelisted, too.  Neitherlist
isall-inclusiveandbothareopentochange.  Theliststellyouwhatisgenerallyacceptableasbusinesscasualattire
andwhatisgenerallynotacceptableasbusinesscasualattire.  

Nodresscodecancoverallcontingenciessoemployeesmustexertacertainamountofjudgmentintheirchoiceof
clothingtoweartowork.  Employeeswhohavequestionsconcerningdressstandardsshoulddirectthemtotheir
immediateDepartmentSupervisor.  

Non-uniformedpersonnel:thefollowingitemsareconsideredinappropriateattirefortheofficeenvironmentona
regularworkday.  

denimofanystyle
jeansofanycolor
sweatshirts
t-shirts
tubetops
sweatsorworkoutclothes
canvasorleathertennisshoes
sportsshoes
shirtwithlogootherthantheCityofGrandRapids
bodyhuggingclothes (leggingsorspandex, etc.)  
clothingthatisoverlyrevealingoroutlandishsoastocausedistraction
clothingthatisoverlyworn, fadedorindisrepair
shorts
shirtsshowingmidriff
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UniformedPersonnel

Uniforms, whichareprovidedtosomeCityemployees, areexpectedtobeneat, freshandcleanwhenreportingfor
duty.  Eachdepartmentisresponsibleforseeingtoitthatemployeesfollowregulationsregardinguniforms, related
accessoriesandequipment.  

AllPersonnel:Exerciseyourgoodjudgment.  DepartmentSupervisorshavetheresponsibilityofenforcingthis
policy.  Insomecases, itistheprerogativeofaDepartmentSupervisortoestablishstandardsthataremorerestrictive
orlessrestrictive.  

Dressneedsvarybyjobfunction.  Itisrecognizedthatemployeesincertaindepartmentsmustdressinuniformsor
casualtypesofclothingduetojobspecificdutiesandconditionsoftheirposition.  Reasonsincludesafety, excessive
wearandtearonclothingandappropriatenessforjobperformance.  Individualswhospendaportionofthedayinthe
fieldneedtodressinamannerappropriatetotheirjobs, asdeterminedbytheirdepartmentSupervisor.  Staffwhoare
intheofficeshallfollowtheguidelineslistedbelow.  
Slacks, Pants, andSuitPants

SlacksthataresimilartoDockersandothermakersofcottonorsyntheticmaterialpants, woolpants, flannelpants,  
dressycapris, andnicelookingdresssyntheticpantsareacceptable.  Inappropriateslacksorpantsincludejeans,  
sweatpants, exercisepants, Bermudashorts, shortshorts, shorts, biboveralls, leggings, andanyspandexorother
form-fittingpantssuchaspeoplewearforbiking.  

Skirts, Dresses, andSkirtedSuits

Casualdressesandskirts, andskirtsthataresplitatorbelowthekneeareacceptable.  Dressandskirtlengthshould
beatalengthatwhichyoucansitcomfortablyinpublic.  Short, tightskirtsthatridehalfwayupthethighare
inappropriateforwork.  Mini-skirts, sundresses, beachdresses, andspaghetti-strapdressesareinappropriateforthe
office.  

Shirts, Tops, Blouses, andJackets

Casualshirts, dressshirts, sweaters, tops, golf-typeshirts, andturtlenecksareacceptableattireforwork.  Mostsuit
jacketsorsportjacketsarealsoacceptableattirefortheoffice, iftheyviolatenoneofthelistedguidelines.   
Inappropriateattireforworkincludestanktops; midrifftops; shirtswithpotentiallyoffensivewords, terms, logos,  
pictures, cartoons, orslogans; halter-tops; topswithbareshoulders; sweatshirts, andt-shirtsunlesswornunder
anotherblouse, shirt, jacket, ordress.  

ShoesandFootwear

Conservativeathleticorwalkingshoes, loafers, clogs, sneakers, boots, flats, dressheels, andleatherdeck-typeshoes
areacceptableforwork.  Wearingnostockingsisacceptableinwarmweather.  Flashyathleticshoes, thongs, flip- 
flops, andslippersarenotacceptableintheoffice.  Closedtoeandclosedheelshoesarerequiredinsome
departments.  
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JewelryandTattoos

TheCityofGrandRapidsrecognizesthatpersonalappearanceisanimportantelementofself-expression.  Asa
result, theCitywishestomakenoefforttocontrolordictateemployeeappearance, specificallywithregardtojewelry
ortattoos, unlesstheyconflictwithanemployeeÓsabilitytoperformeffectivelyinthepositiontheyholdorthespecific
workenvironmenttheyarein.    

Factorsusedtodeterminewhetherjewelryandtattoosposeaconflictwiththejoborworkenvironmentwillinclude,  
butarenotlimitedto:  

Safetyofselforothers
Productivityorperformanceoftasks
Perceivedoffensebasedonrace, sex, religion, etc.  
Communitynorms
Customercomplaints

Ifapotentialconflictisidentifiedtheemployeewillbeencouragedtoidentifyappropriatesolutionssuchasremovalof
excessjewelry, coveringoftattoos, transfertoalternativepositions, etc.  

Supervisorsandmanagerswillberesponsibleforansweringquestionsandresolvingissuesrelatedtothispolicyona
case-by-casebasistoensureuniquecircumstancesareappropriatelyconsidered.  Anenvironmentofmutual
cooperationistheCityÓsgoal.  

Makeup, Perfume, andCologne
Goodhygieneisalwaysexpected.  Makeupshouldbeingoodtaste.  Cologneandperfumeshouldbewornin
moderation; rememberthatsomeemployeesareallergictothechemicalsinperfumesandmake-up.  

HatsandHeadCovering

Hatsarenotappropriateintheofficewiththeexceptionofheadcoversthatarerequiredforreligiouspurposesorto
honorculturaltradition.  

Exceptions

DepartmentHeadsmayallowexceptionstothispolicyforshortperiodsoftimetomeetuniqueworkplaceneeds.  

Conclusion

Employeesreportingtoworkinattire, whichatthediscretionoftheCityAdministratororDepartmentSupervisordoes
notconveyaprofessionalimageandisinviolationofthispolicy, shallbeaskednottoweartheinappropriateitemto
workagain.  Iftheproblempersists, theemployeemaybesenthometochangeclothesandwillreceiveaverbal
warningforthefirstoffense.  Allotherpoliciesaboutpersonaltimeusewillapply; non-exemptemployeeswillnot
receivepaidhoursduringthistime. Progressivedisciplinaryactionwillbeappliedifdresscodeviolationscontinue.  
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3.13UseofEquipmentandVehicles

Equipmentandvehiclesessentialtotheservicesweprovideareexpensiveandmaybedifficulttoreplace.  When
usingproperty, youareexpectedtoexercisecare, performrequiredmaintenanceandfollowalloperatinginstructions,  
safetystandardsandguidelines.  

PleasenotifyyourDepartmentHeadifanyequipment, machines, toolsorvehiclesappeartobedamaged, defectiveor
inneedofrepair.  Promptreportingofdamages, defectsandtheneedforrepairscouldpreventdeteriorationof
equipmentandpossibleinjurytoemployeesorothers.  YourSupervisorcanansweranyquestionsaboutyour
responsibilityformaintenanceandcareofequipmentorvehiclesusedonthejob.  

Theimproper, careless, negligent, destructiveorunsafeuseoroperationofequipmentcanresultinreasonable
suspicionfordrug/alcoholscreening, disciplinaryaction, uptoandincludingtermination.  Ifanemployeenegligently
damagespropertyorequipment, thatpersonmaybepersonallyresponsibleforpayingforthedamage.  

NoCitymaterials, equipmentortoolsmayberemovedfromCitypropertiesatanytimeforpersonaluseorgain.  City
ownedequipmentandvehiclesmayonlybeusedduringtheregularhoursofoperationsoftheCity.  

NosalvagematerialbelongingtotheCitymayberemoved, collectedorsoldforpersonalgain, whetherusingCity
timeorequipmentorusingpersonaltimeorequipment.  

NoemployeeshalloperateorrideinaCityvehicleorpersonalvehiclewhileonCitybusinesswithoutasafetybelt
properlyfastened.  

AllCityvehiclesaredesignatedasÐNon-smokingVehiclesÑ.  

Take-homeVehicleandMotorizedEquipmentVehicleUsePolicy

ThispolicywillnotapplytoemergencyvehiclesassignedtothePoliceandFireDepartments, astheyhaveexisting
policies.    

EachemployeeauthorizedtouseaCityvehiclewillsignastatementthatheorshehasreadandunderstandsthe
policy.  

A.  Definitions
1. Take-homeVehicleÎAnycar, truck, orspecialequipmentvehiclethatisowned, leased, orrentedby

theCity, whichisassignedtoaparticularemployeetotakehomeforbusiness-relatedpurposesas
identifiedinthispolicy.  

2. MotorizedEquipmentVehicleÎAnypassengervehicleortruck, self-propelledequipment, trailer, or
trailer-mountedequipmentthatistowedbyaself-propelledpieceofequipment, whichmaybemarked
orunmarkedwithCityidentification, and/orlicensesforuseonpublicroadwaysand/oroffroad.  

3. CityVehicleÎIncludesbothtake-homevehicleandmotorizedequipmentvehicles.  

4. UnmarkedVehicleÎACityvehiclethatisnoteasilyidentifiedasusedbyaCityemployee.  Examples
ofsuchvehicleswouldbethoseusedinfireandpolicecriminalinvestigationandbydetective
personnel.  
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B. GeneralStatementÎEmployeesassignedtake-homevehiclesfordailyuseandcommutingpurposesor
operatingmotorizedequipmentvehiclesaregovernedbythefollowinggeneralpolicyandphilosophyandby
M.S. 471.666.  Citytake-homevehiclesarenotpersonalvehiclesandarenottobeusedforpersonaluse.  All
Citytake-homevehiclesshouldbeviewedasbelongingtotheCityofGrandRapidsandareassignedfor
commutingonlyforpurposesconsistenttosolelyprovidingservicestotheCity.  

B. GeneralPolicies
1.  PassengersinCityvehiclesshallbelimitedtoCityemployeesandindividualswhoaredirectly

associatedwithCityworkactivity (CityCouncil, committeemembers, consultants, contractors, etc.)  
and/orindividualsparticipatinginabonafideÐRideAlongÑevent.  Familymembersshallnotbe
transportedinCityvehicles.  Ifanaccidentormedicalemergencyarisesnecessitatingtransportof
passengersotherthanCitypersonnel, theemployeeassignedthevehicleshallnotifyhisimmediate
supervisorassoonaspossibleofthenatureoftheemergency.  

2. Cityvehiclesshouldcarryonlythoseitemsforwhichthevehicleisdesignedorutilized.  Personal
property, otherthandailyuseitemssuchashandbags, briefcases, umbrellas, andcoatsshouldnotbe
transportedinthevehicle.    

3. VehicleOperation:  TheoperatorsofCityvehiclesmustobserveandobeyalltrafficordinances, rules,  
andregulations, including:  

a. Operatevehicleat, belowpostedspeedlimits, oratlowerspeedsifroadconditions
requireaslowerspeed.  

b. Operatevehiclesinasafeandresponsiblemanner.  
c. Driversandallpassengersarerequiredtowearaseatbeltwheneveravehicleisin

motion.  
d. Alldoorsmustbeclosedandsecurewhenavehicleismoving.  
e. Vehiclesshouldbeparkedinamannerthatdoesnotobstructtrafficorbuildingaccess.  
f. TobaccousageisnotpermittedinCityvehicles.  
g. Whenleavingavehicleunattended, removetheignitionkeysandsecurethevehicle.  
h. AllCityvehiclesshouldbesecuredandlockedafterdailyoperation.  Ifthereisa

designatedlocationforstorageofvehiclesnotinuse, thevehiclemustbereturnedto
thatstoragelocation.  

i. Motorizedequipmentvehiclekeysshouldbereturnedtothekeycabinetordailytoits
properstoragelocationattheendofuse.  

j. DriversshallhaveandmaintainavaliddriverÓslicensesuitablefortheoperationofthe
particularvehicletowhichtheyareassigned.  

k. Fineorpenaltiesformoving, parking, oranyotherviolationsaretheresponsibilityofthe
operator.  

l. InnoeventisaCityvehicleevertobeutilizedtotransportalcoholicbeveragesor
controlledsubstancesexceptinthecaseofpoliceofficersactingintheirofficialcapacity.  

m. Cityvehiclesmaynotbeutilizedtotransportweapons, exceptinthecaseofpolice
officersactingintheirofficialcapacityand/orinthecasewheretheoccupant(s) havea
ÐpermittocarryÑissuedbytheStateofMinnesotaorastatewithwhichMinnesotahasa
ÐpermittocarryÑreciprocityagreement.  

n. AllCityvehicles, exceptunmarkedpublicsafetyvehicles, shallbeidentifiedwiththe
standardCitysealand/orthenameoftheDepartment.  
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o. DutytoReport:  IntheeventthatanyCity-ownedvehiclebecomesinoperabledueto
mechanicalproblems, damageorbecomesstuck, theoperatorofthatvehicleshall
immediatelycontacthis/hersupervisorandadviseofthesituation.  Itistheresponsibility
oftheoperatorofthevehicletodocumentandreporttotheemployeeÓssupervisorany
damagetothevehiclethatoccursduringthehoursthevehicleisassignedtothatperson
foruse.  Inthecaseofpersonalinjuryand/orpropertydamageaccidentoccurringona
publicstreet, thedrivershallalsoimmediatelyreporttheaccidenttolawenforcement.  

p. Itistheresponsibilityoftheoperatorofthevehicletodocumentandreporttothe
employeeÓssupervisoranydamagecausedbythevehicleassignedtothatpersonto
anyothervehicleorproperty.  

q. Recommendationsforsafehandlingofvehicle-basedcallingfromthewireless
communicationsindustryincludethefollowing:  
i. Usevoice-activateddialingwhendriving, orhavefrequentlycallednumberspre- 

programmedintothedevice, orconsiderpullingofftheroadtodial (oraska
passengertodial).  

ii. Donotusethewirelesscommunicationdeviceatallinaschoolzoneorifthere
arehazardousroadortrafficconditions.  

iii. Avoidmultipletaskswhendriving, suchastryingtodrive, takingnotesandusing
awirelesscommunicationdevice.  

C.  Take-homeVehiclePolicies
1.  IfanemployeeisassignedaCitytake-homevehicle, thisassignmentshallbemadeconsistentwith

Minn. Stat. 471.666toconferabenefitupontheCity.  TheonlyÐpersonaluseÑofthevehiclepermitted
istravellingtoandfromtheemployeeÓsresidenceandplaceofwork, andpersonalusethatisclearly
incidentaltonormalworkdayactivities.  Thevehicleshouldbedrivenoverthemostdirectroutetaking
intoaccountroadandtrafficconditions.  Thevehicleshouldnotbeutilizedfortraveloutsidethedirect
routeforpersonalreasons.  ÐClearlyincidentalÑpersonaluseshallmeanusethatdoesnotcreatean
impressionthatthevehicleisbeingusedforpersonalreasonssuchasshopping, recreations,  
transportationoffamilyorfriends, etc.  Ifindoubtastowhetheraparticularuseispermitted,  
employeesshouldseeksupervisoryapproval.  

2. Assignedtake-homevehiclesmaybeutilizedfordeminimispersonalerrandsduringtheworkdayfor
transportationclearlyincidentaltonormalworkdayactivities.  Employeeswillmakeeveryeffortto
minimizeeventsofthisnature.  

3. Unauthorizeduseofatake-homevehiclemayexposetheindividualtoriskthattheCityÓsinsurance
coveragewillnotcover.  

4. Wheneveranemployeewhoisassignedatake-homevehicleisonvacationoranyotherleavefor
morethantwoconsecutivedays, thevehiclemaybereassignedbytheCityAdministratororparkedin
theappropriateCitylot.  

5. TheDepartmentHeadwillmonitorarecordoftake-homemileageonamonthlybasis.  Employees
assignedtovehiclesmayberequiredtodocumentreasonsforsignificantmonth-to-monthvariances.   
Othermonitoringmightentailunannouncedvisitstositeswherevehiclesareparkedovernight.  

6. Intheeventanyoftheaboveguidelinesarenotobserved, anemployeeusingatake-homevehiclefor
personalpurposesshallreimbursetheCityattheprevailingmileagerateanddisciplinaryactionmaybe
taken.  
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7. Take-HomeVehicleTaxLiability:  TheCityisrequiredtocomplywiththeIRSÓsregulationsregarding
thereportingofincome.  Sincetheonlyauthorizednon-businessuseiscommutinganddeminimis
personalerrands, theCitywillusetheCommutingValuationmethodtoreportincome.  Thismethodwill
use $3perdayforeachdayofcommutingastheamountoftaxableincomereportedtotheIRSsolong
astheuserliveswithintheCityorwithin3milesoftheCitylimits.  Theincomevaluetoauserwholives
furtherthan3milesfromtheCitylimitsmaybecalculatedonapermilebasisinlieuofthe $3/dayIRS
rate.  TheIRSmayamendthisamountatanytime.  Markedandunmarkedlawenforcementvehicles
andfireemergencyresponsevehiclesareexcludedfromthisIRSrequirement.  

D. EligibilityÎEligibilityforatake-homevehiclewillbedeterminedonacase-by-casebasisandmaybemodified
foranyornoreason.  Generally, foranemployeetobeassignedatake-homevehicleforcommutingpurposes,  
theDepartmentHeadmustfindthatoneormoreofthecircumstancesidentifiedinMinn. Stat. section471.666
exist.  Thefollowingfactorsshallbeutilizedinmakingthisdetermination:  

1. OnCallÎAnemployeedesignatedtobegenerallyavailabletorespondtooff-hourssituations.   
Normally, thisindividualwouldbeapublicsafetyofficerwithresponsibilityforrespondingtocalls
outsideofthatindividualÓsnormalworkhours, oradirectororfirstlevelsupervisorforalineworkunit
withanassignedresponsibilitytorespondtoservicedisruptionsorotherextraordinaryeventsoutside
normalworkhours.  

2. EmergencyAvailabilityÎEmployeehassupervisoryresponsibilityforalineoperationthatprovides
servicesormaintainsfacilitiesona24-hour, seven-dayschedule.  Departmentoperationsare
characterizedbyemployeeswhoworkasixorseven-dayweek; extendedhours; and/orfrequent
overtime.  Employeeiscalledforemergencies, whichdemandhisorherexpertise, experience,  
knowledge, judgment, andcommandability.   

3.  ServiceSupervisionÎDuetothenatureoftheposition, theresponsibilitiesofthepositionand
organizationoftheDepartmenttheindividualisrequiredtosuperviseprogramsandservicesatnight
andonweekendtoensureproperperformance.  Thekeydifferencebetweenthiscategoryandthe
NormalWorkDemandcategoryisthenatureoftheactivity; theamountoftheactivity; andthefactthe
activityisdemandedbyorganizationalconsideration. 

4. NormalWorkDemandÎEmployeenormallyworksastandardworkweekandisregularlyrequiredto
attendworkeventsatplacesotherthantheemployeeÓsprimaryplaceorassignmentoutsideofnormal
workhours. 

E. Severability.  Ifanysection, subsection, sentence, clause, phrase, word, orotherportionofthispolicyis, for
anyreason, heldtobeunconstitutionalorinvalid, inwhole, orinpart, byanycourtofcompetentjurisdictionor
bystatestatute, suchportionshallbedeemedseverable, andthevalidityoftheremainingportionsofthis
policyshallcontinueinfullforceandeffect. 
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CityDrivingPolicy

Thispolicyappliestoallemployeeswhodriveavehicleoncitybusinessatleastoncepermonth, whetherdrivinga
Cityownedvehicleortheirownpersonalvehicle.  Italsoappliestoemployeeswhodrivelessfrequentlybutwhose
abilitytodriveisessentialtotheirjobduetotheemergencynatureofthejob.  TheCityexpectsallemployeeswhoare
requiredtodriveaspartoftheirjobtodrivesafelyandlegallywhileonCitybusinessandtomaintainagooddriving
record.  

TheCitywillexaminedrivingrecordsonceperyearforallemployeeswhoarecoveredbythispolicytodetermine
compliancewiththispolicy.  EmployeeswholosetheirdriverÓslicenseorreceiverestrictionsontheirlicenseare
requiredtonotifytheirimmediateSupervisoronthefirstworkdayafteranytemporary, pendingorpermanentactionis
takenontheirlicenseandtokeeptheirSupervisorinformedofanychangesthereafter.  

TheCitywilldetermineappropriateactiononacase-by-casebasis.  

3.14Gratuities

AnyCityemployeeorfamilymembermustcomplywithMinnesotaStatutes471.895, Subds. 1and2, concerningthe
acceptanceofgiftsorfavors.  DuringtheirperformanceofdutieswiththeCity, allCityemployeesareprohibitedfrom
acceptingfromanypersonorentitypresentlyorpotentiallybenefittingfromtheCityfinancially, withsomeexceptions,  
thefollowing:  money, realorpersonalproperty, aservice, aloan, aforbearanceorforgivenessofindebtedness, ora
promiseoffutureemployment, thatisgivenandreceivedwithoutthegiverreceivingconsiderationofequalorgreater
valueinreturn.  

AllinterpretationsconcerninggiftsorgratuitiesmustbebroughttotheCityAttorneyÓsOfficeforreview.  

3.15Honoraria

Ifemployeespresentprograms, workshopsormakespeechesorotherappearancesforwhichtheyreceivehonoraria,  
thesehonorariaaretobeturnedbacktotheCitywhen:  

1. thepresentationispreparedduringtheemployeeÓshoursworkedwiththeCity;  

2. thepresentationismadeduringtheemployeeÓshoursworkedwiththeCity; or

3. theCityispayingtravelexpenses.  

3.16UseofTelephones, Voicemailand2-wayRadios

Thoseemployeeswhosejobrequirestheuseofaphoneandvoicemailshouldalwaysuseanappropriategreeting
andspeakinacourteousandprofessionalmanner.  Thephonesystemshouldbeusedinabusinesslikemanner.  If
youhavequestionsabouttheuseofthephonesystem, pleasecontactyourDepartmentHeadortheITDepartment.  

Personalcallsaretobekeptataminimum; ifnecessarycallsshouldbeplacedduringlunchorbreakperiods.  
EmployeesshoulddiscouragefriendsandfamilymembersfrommakingpersonalcallstoemployeesattheCity's
officesduringworkhours.  PersonallongdistancephonecallsarenotpermittedfromCityphones.  Genuine
emergencycallsmaybemadeorreceived.   
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Non-CityprovidedcellphonesandpagersshouldbeturnedoffwhileatworkunlessapprovedbyyourDepartment
Headinadvance.  

FederalCommunicationsCommissionregulationsgoverntheuseofcommunicationradiosandtheCityisperiodically
monitoredbytheCommission.  Ourradiosarealsosubjecttobeingheardbyanymemberofthepublicwithsuch
equipmentaswellasbytheCityofGrandRapidsandotherlocallawenforcementagencies.  

FederalregulationsandCitypolicyprohibittheuseofthesecommunicationradiosfornon-Citybusiness.  These
radiosarenottobeusedtomakecommentsaboutco-workersortomakeabusiveorprofanecommentsor
statements.  Anyemployeeviolatingthispolicyshallbesubjecttoimmediatedisciplinaryaction.  

3-17ComputerNetworkPolicy

PURPOSE

ThepurposeofthispolicyistoassisttheCityinprotectingitscomputersystemsecurityandassetsandtoprovide
guidanceregardingtheproperuseofthecomputersystem.  

DEFINITIONS

Thefollowingdefinitionsapplytothispolicy:  

ComputersystemreferstotheentireCitycomputernetwork.  Thisincludes, butisnotlimitedto, hostcomputers, file
servers, applicationservers, communicationservers, mailservers, faxservers, Webservers, GISandmapping
servers, workstations, stand-alonecomputers, laptops, software, datafiles, andallinternalandexternalcomputerand
communicationsnetworks (forexample, Internetore-mailsystems) thatmaybeaccesseddirectlyorindirectlyfrom
theCitycomputernetwork.  
Usersrefertoallemployees, independentcontractors, consultants, temporaryworkers, andotherpersonsorentities
thatusetheCitycomputersystem.  

INTRODUCTION

ThisdocumentdescribestheCityÓspolicieswithregardtoaccessanduseofthecomputersystem.  Italsoaddresses
theproceduresrequiredfordisclosureofcomputerfiles, createdorreceived, orelectronicmailmessagessentor
receivedbyCityemployeeswiththeuseoftheCityÓscomputersystem.   

TheCityintendstohonorthesepoliciesbutreservestherighttochangethematanytimewithsuchpriornotices, if
any, astheCitymaydeemreasonableunderthecircumstances.  

AllusersthataccesstheCityÓscomputersystemsareresponsibleforreadingandadheringtothesepolicies.  Itisthe
responsibilityofDepartmentHeadstoensurethatallusershavereceivedthisdocumentandsignedastatement
indicatingthattheyhavereadit.  

Failuretocomplywiththesepolicies, includingfailuretoreportknownviolationsofthepolicies, willbecausefor
disciplinaryactioninaccordancewiththeCityÓsdisciplinarypolicies.  

GENERAL

Use
ThecomputersystemsaddressedinthispolicyarethepropertyoftheCityandmayonlybeusedforlegitimate
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businesspurposes.  Usersareallowedaccesstothesecomputerresourcestoassistthemintheperformanceoftheir
jobs.  Thesystemisnottobeusedforemployeepersonalgainortosupportoradvocatefornon-Cityrelatedbusiness
orpurposes.  Allusershavetheresponsibilitytousethesystemprofessionally, ethicallyandlawfully.  Useofthe
computersystemisaprivilegethatmayberevokedatanytime.    

Privacy

AlldataandotherelectronicmessageswithinthecomputersystemarethepropertyoftheCity.  Usersshouldnot
haveanexpectationofprivacyinanythingtheyview, create, store, send, orreceiveusingtheCitycomputersystem,  
excepttotheextentmandatedbytheMinnesotaDataPracticesAct.  UsersagreetofullycomplywiththatAct.  Users
waiveanyrightofprivacyinanythingtheyview, create, store, send, orreceiveonthecomputersystemorthroughthe
Internetoranyothercomputernetwork.    

TheCity, atitsdiscretion, reservestherighttomonitor, andmaymonitororreviewanythingthatusersview, create,  
store, send, orreceiveonthecomputersystemorthroughtheInternetoranyothercomputernetwork.  Usersmaynot
storetheirpersonalfilesontheirlocalharddriveoronthenetworkservers.  

WorkstationConfiguration

Userworkstationsareconfiguredtooperateinacomplex, networkedenvironment.  Usersmaynotchangetheir
systemÓsconfiguration, delete, ormodifyanyfilesnotcreatedbytheuser.  Ifusersbelievetheircomputerisnot
configuredcorrectly, theyshouldcontacttheInformationTechnologystaffforassistance.  

TheSystemAdministratormustauthorizeallhardwareandsoftwarechangesorupgrades.  Personalsoftwareand
hardwaremaynotbeinstalledonindividualworkstationsorthecomputernetworkunlessspecificallyauthorizedbythe
SystemAdministrator.  Thisincludestheintroductionofoutsidescreensavers.  Thescreensaversusedshallbe
limitedtothosesuppliedwiththeWindowsoperatingsystem.   

StorageofData

Employeesareresponsibleforbackingupanydatafilesstoredontheharddriveoftheirindividualworkstations.    

Toconservecomputerresources, nonessentiale-mailshouldbedeleted.   

WorkProductOwnership

AllinformationdevelopedonaCitycomputersystemorintroducedtoaCitycomputersystemisthepropertyofthe
City, regardlessofwhereitwascreated, exceptforsoftwareorotherproprietaryinformationpreviouslylicensedto
anotherpersonorentity.  
Inaddition, anyinformationdevelopedbyaCityemployeeonanyothercomputer, ifinconjunctionwithhisorher
employmentwiththeCity, isthepropertyoftheCity.  CopiesofsuchfilesmustbeprovidedtotheCity, whichhasthe
exclusiverighttoretain, maintainandmodifythesefiles.  

SOFTWAREUSE

AccordingtoU.S. CopyrightLaw, illegalreproductionofsoftwarecanbesubjecttocivildamagesofasmuchas
100,000perworkcopied, andcriminalpenalties, includingfinesandimprisonment.  TheCitydoesnotcondonethe

illegalduplicationofsoftwareoranyotherformofcriminalactivity.  Employeeswhoengageinsuchactivityarealso
subjecttodisciplineundertheCityÓsdisciplinarypolicies.  
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TheCitycomplieswithallsoftwarecopyrightsandtermsofallsoftwarelicenses.  Cityemployeesmaynotduplicate
licensedsoftwareorrelateddocumentation.  Anysuchduplicationmaysubjectemployeesand/ortheCitytobothcivil
andcriminalpenaltiesundertheUnitedStatesCopyrightAct.  
SoftwareownedbytheCitymaynotbecopiedtoexternalsystemsunlessthelicenseagreementallowssuchuseand
theSystemAdministratorhasapprovedtheinstallation.  

UsersmaynotmodifyorotherwisealteranysoftwareownedbytheCity.  

TheITDepartmentshallconductrandom, unannouncedauditsofinstalledsoftwaretoverifythatlicensesareheldfor
eachcopyofsoftwareinuse.  Unlicensedsoftwarewillberemovedwhendiscoveredandappropriatedisciplinary
actiontaken.  

SECURITY

Usersshallberesponsibleforthephysicalsecurityoftheirprogramsanddatafilesnotstoredonthenetworkaswell
asaccesssecurityoftheircomputerandapplications.  Usernameandpasswordswillberemovedaftereachlogoff
fromtheloginscreen.  Ifthereisnoactivityonacomputerfor30minutes, thecomputerwillautomaticallylockthe
desktopandtheuserwillneedtologbackinagainfornetworkaccess.  

Passwords

TheCityrequiressecurepasswordsconsistingofaminimumofsevencharactersinlength.  TheITDepartmentwill
enforcepasswordcomplexity. Thenetworkwillforceapasswordchangeevery90daysforeveryuseronthesystem. 
Usersareresponsibleforsafeguardingtheirpasswordsforaccesstothecomputersystem.  Individualpasswords
shouldnotbeprintedorstoredonline.  Usersareresponsibleforalltransactionsmadeusingtheirpasswords.  No
usermayaccessthecomputersystemwithanotheruserÓspassword, withoutmanagementauthorization.     

Whileusersmayhaveaconfidentialpassword, thisdoesnotimplythattheyhaveanexpectationofprivacyin
anythingtheycreateorreceiveonthecomputersystem.  City managementhasaccesstoalldatastoredonits
computersystem, regardlessofwhetherthedatahasbeenencodedwithanindividualuserÓspassword.  

Usersmaynotaddadditionalsecurityorpasswordstotheirworkstationsorfileswithoutwrittenauthorizationfromthe
SystemAdministrator.    

Access

Usersmaynotalterorcopyafilebelongingtoanotheruserwithoutfirstobtainingpermissionfromtheownerofthe
file, orotherappropriateauthorization.  Usersmaynotusethecomputersystemtoaccessthefilesore-mailofother
userswithoutproperauthorization.  Inaddition, usersmaynotattempttogainunauthorizedaccesstorestrictedareas
orfilesonthecomputersystemorattempttocircumventorotherwisetamperwiththeCityÓscomputersecurity
measures.  

UsersmaynotusetheCitycomputernetworktoaccessothercomputersystemsornetworksunlessspecifically
authorizedbytheoperatorsofthosesystems.    

Eachuserisresponsibleforensuringthathisorheruseofoutsidecomputersystemsandnetworks, suchasthe
Internet, doesnotcompromisethesecurityoftheCityÓscomputernetwork.  Thisresponsibilityincludestaking
reasonableprecautionstopreventoutsidersfromaccessingtheCitynetworkwithoutauthorizationandtopreventthe
introductionandspreadofviruses.  

Tomaintaincomputersystemsecurity, usersthatwillbeawayfromtheirworksiteshouldphysicallysecuretheir
computersbylockingofficedoors, whereverpossible.    
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VirusDetection

Virusescancauseconsiderabledamagetocomputersystems.  ManyofthesitesontheInternetcanbebreeding
groundsforcomputerviruses.  IfthesevirusesaredownloadedtotheCityNetworkandarenotdetected, theymay
contaminatetheCityinformationsystemsanddatabases.  AllmaterialdownloadedfromtheInternetshallbe
downloadedtotheuserÓslocalharddrive (C).   Allfilestransferredfromfloppydiskorothermediaandanything
downloadedfromtheInternetorcomputersystemsoutsideoftheCityNetworkmustbescannedforvirusesbefore
beingloadedontotheCitycomputersystem.  Thevirus-scanningprogramonyourcomputerscandothisforyou.   
Itemsthatmustbescannedincludedisksorthumbdrivesbroughtfromhome, filesdownloadedfromtheInternet, e- 
mailattachments, filesfromvendors, etc.  Ifavirusisdetected, contacttheSystemAdministratorimmediately.  

E-mailattachmentsthatoriginatefrompersonsunknowntotheusershouldneverbeopened.      

INTERNETUSE

Access

TheCityÓsInternetaccessisaprivilege, grantedtoemployeestoenhancetheirabilitiesandknowledge, increasetheir
productivityandprovideopportunitiesforpersonalandprofessionalgrowth.  Pleaseremember, whenyouare
conductingbusinessontheInternet, youarerepresentingtheCityofGrandRapids.  Allcommunicationsshallbe
conductedinacourteousandethicalmanner.  

Internetaccessislimitedtothoseemployeeswhodemonstratealegitimatebusinessneed.  

NoemployeeshallusetheInternetuntiltheyhavereadandsignedanacknowledgementtothispolicy.  Thesigned
copyshallbemaintainedintheuserÓspersonnelfile.  

NetworkConnectionsforContractorsorVendors

NetworkconnectionrequestsforInternetaccessforcontractorsorvendors (i.e.: StateAuditors, SoftwareVendors)  
mustbemadeatleast2weeksinadvanceoftheirarrivalandneedtoallowthenecessarytimeforstafftomakethese
connections.  RequestsmustbesubmittedtotheSystemAdministratorwiththeappropriateDepartmentHead
approval.  
Downloads & SoftwareUpgrades

Allsoftware, updatedvirusdefinitions, programupdatesoranyotherfilesdownloadedfromtheInternet, newsgroups,  
bulletinboards, orotheronlineservicesshouldbedonethroughthenetworkserverbytheITDepartmentandthen
distributedtoindividualusers.  

NodownloadsmaybeperformedwithoutpriorauthorizationfromtheSystemAdministrator.  

Monitoring

Withoutpriornotice, theCityhastheright, butnottheduty, tomonitorallactivityonitscomputersystem.  This
includes, butisnotlimitedto, monitoringInternetsitesorotherareasvisitedbyusers, reviewinganyinformation
downloadedoruploadedbyusers, andreviewinge-mailsentandreceivedbyusers.  
Anyinformationobtainedthroughtheabovemonitoringorreviewmaybedisclosedtothirdpartieswithoutprior
notificationtousers.  
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BlockingInappropriateSites
TheCitymayusesoftwaretoblockaccesstositesidentifiedasinappropriateforbusinessuse.  Ifauserencounters
sexuallyexplicitorotherinappropriatematerialwhenaccessingtheInternet, theusermustimmediatelydisconnect
fromthesite, whetherornotthesitewasblockedbytheCitycomputersystem.  
AwidevarietyofinformationisavailableontheInternet.  SomeindividualsmayfindsomeinformationontheInternet
offensiveorotherwiseobjectionable.  IndividualusersshouldbeawarethattheCityhasnocontroloverandcan,  
therefore, notberesponsibleforthecontentofinformationavailableontheInternet.   

E-MAIL

ManagementÓsrighttoaccesse-mails
Thee-mailsystemhasbeeninstalledbytheCitytofacilitatebusinesscommunications.  Everyemployeewillreceive
anemailaccounttoconductbusiness; allbusinessemailsto/fromtheCityemployeesmustusetheCityemail
account.  Alle-mailmessagesareCityrecords.  Althougheachemployeehasanindividualpasswordtoaccessthis
system, itbelongstotheCity, andthecontentsofalle-mailcommunicationsareaccessibleatalltimesbytheCity, for
anypurpose.  TheCityreservestherighttoaccessanddisclose, asnecessary, allmessagessentoveritse-mail
system, withoutregardtocontent.  

Backupcopiesofe-mailmaybemaintainedandreferencedforbusinessand/orlegalreasons.  Inaddition, theemail
systemmaybesubjecttoperiodic, unannouncedinspections.  Therefore, youshouldnotassumethate-mail
messagesareconfidential.  Employeesdonothaveaprivacyrightinthemessagessentorreceivedthroughthee- 
mailsystem.  

PersonaluseoftheCitye-mailaccount
IncidentalandoccasionalpersonaluseofyourCitye-mailaccountispermittedbytheCitybutshouldbelimitedand
shouldnotinterferewithanemployeeÓsworkresponsibilities.  AnemployeeÓsCitye-mailaccountmaynotbeusedto
establishanyotheraccounts (e.g. onlineshoppingaccounts, gamingaccounts, purchasingapps, etcÈ) Please
rememberthatyoure-mailaddressidentifiesyouaspartoftheCitycommunity.  Assuch, yourepresenttheCitywhen
yousendinformationviae-mail.  Sendingorforwardinge-mailsthatinanywaydiscreditstheCitywillresultin
disciplinaryactionuptoanincludingtermination.  Inaddition, adeclineinperformanceduetoexcessive, personaluse
ofanye-mail, orinternetusage, willnotbetolerated.  

BecauseallCityemailaccountmessagescanbeaccessedbytheCitywithoutpriornotice, youshouldnot
usee-mailtotransmitanymessagesyouwouldnotwantreadbyathirdparty.  Forexample, youshouldnotuse
theCitye-mailsystemforgossip, includingpersonalinformationaboutyourselforothers, forforwardingmessages
undercircumstanceslikelytoembarrassthesender, foremotionalresponsestobusinesscorrespondenceorwork
situations, andsoon.  Inaddition, employeesmaynotusetheCity’se-mailsystemtosendorreceivematerials
orinformationthatmaybeinsulting, disruptive, offensivetootherpersonsorharmfultomorale.  

PersonaluseoftheInternetatwork
Incidentalandoccasionalpersonaluseoftheinternetwhileatworkshouldbelimitedandshouldnotinterferewithan
employeeÓsworkresponsibilities.  TheCitymayrestrictaccessviatheCitycomputersanddevicestocertainsites,  
information, ande-mailaddressesontheinternet.  Employeesarenottocircumventtheserestrictionsorotherwise
attempttoobtainaccesstootherinappropriatesites, evenifnotblockedbytheCity.  Inaddition, employeesshould
notusetheCitycomputersordevicesforsuchpurposesassolicitingorproselytizingforcommercialventures,  
personalcauses, orothersimilar, non-job-relatedsolicitations.  EmployeesoftheCitymaynotusetheinternetviathe
Citycomputersordevicestoaccessordisseminateinformationthatmaybeinsulting, disruptive, oroffensivetoother
personalsorharmfultomorale.  AtnotimeshouldanemployeeaccesspornographyofanysortviaanyCityowned
deviceorduringworkhours.  
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Use

TheCitye-mailsystemmayonlybeusedforCity-relatedbusiness.  OnlytheOutlooke-mailaccountssetupforeach
userbytheCitymaybeused.  OutlookWebAccessisavailabletoeveryemployeeforaccesstotheiremailaccounts
fromoff-sitelocations.   ÐHotmail, ÐYahooÑandsimilartypesofpersonale-mailsystemsmaynotbeaccessedthrough
theCitycomputernetwork.  

GeneralGuidelines

Electronicmessagesshouldbewrittenusingthesamestandardsofcareandprofessionalismusedforotherformsof
businesswriting.  Accuratecontentandcorrectspellingandgrammarareimportantconsiderations.  E-mailmessages
shouldnotbetypedinallupper-caselettersasthisisnotonlydifficulttoread, butisperceivedasshouting.  Sincee- 
mailmaybestoredindefinitelyonanumberofcomputersystems, itshouldnotbeconsideredtobeprivateorsecure,  
asmanypeople, otherthantheoriginaladdressee, mayviewit.  

ProhibitedActivities

Materialthatisfraudulent, harassing, embarrassing, sexuallyexplicit, discriminatory, profane, obscene, intimidating,  
defamatory, orotherwiseunlawfulorinappropriatemaynotbesentbye-mailoranyotherformofcommunication.   
Usersthatencounterinappropriatee-mailshouldreporttheoccurrencetotheirSupervisor.  

Usersmaynotforwarde-mailtoanyoneelsewithouttheexpresspermissionofthesender.  

Usersmaynotsendunsolicitede-mail (spam) tosomeonewithwhomtheydonothaveanexistingrelationship.  
Usersmaynotsendanonymouse-mailmessages.  

Useofthecomputersystemtoinitiateorforwardchaine-mailmessagesisprohibited.  

CompliancewithApplicableLaws

WhenusingtheCitycomputersystem, usersmustcomplywithallapplicablestate, federalandinternationallaws
governingintellectualproperty, datadisclosureandonlineactivities.  

3.18Tobacco

TheCityofGrandRapidsobservesandsupportstheMinnesotaCleanIndoorAct. AllCitybuildingsandvehicles, in
theirentirety, shallbedesignatedastobaccofree, meaningthatsmokinginanyform (throughtheuseoftobacco
products (pipes, cigarsandcigarettes) orÐvapingÑwithe-cigarettesisprohibitedwhileinaCityfacilityorvehicle. This
policyshallnotincludethedesignatedsmokingareasatthePokegamaGolfCourse.   

3.19SolicitationPolicy

Solicitationofemployeesbynon-employeesonCitypremisesisprohibited.  Solicitationbyemployeesisprohibitedon
Citypremiseswhenemployeesinvolvedshouldbeworking.  

However, solicitationofemployeesbyfellowemployeesispermittedduringnon-workinghoursandinnon-working
areasofthebuilding(s), suchasthelunchroom.  Employeeswhowishtosolicitfinancialorothersupportfromtheir
fellowemployeesforanycause, charitable, politicaloremployment-related, areencouragedtodosoofftheCity
premises.    
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DistributionofliteratureonCitypremisesisnotpermitted, exceptbyemployeesandonlyinnon-workingareasduring
non-workingtime.   

3.19.1ProhibitedPoliticalActivity
Allpoliticalactivityispermittedexceptasprovidedbelow:  

Noemployeeshallinanymannerusetheemployee'sauthorityorofficialinfluencetocompelanyemployee:  

1. toapplyfororbecomeamemberofanypoliticalorganization;  
2. tomakeorpromisetomakeacontributiontoanycandidacyorpoliticalorganization; or,  
3. totakepartinanypoliticalactivity.  

SpecificquestionsonpoliticalactivityshouldbeaddressedtotheCityAdministrator.  

3.20ProgressiveDiscipline

GeneralPolicy
Supervisorsareresponsibleformaintainingcompliancewithcitystandardsofemployeeconduct. Theobjectiveofthis
policyistoestablishastandarddisciplinaryprocessforemployeesoftheCityofGrandRapids. Cityemployeeswillbe
subjecttodisciplinaryactionforfailuretofulfilltheirdutiesandresponsibilitiesatthelevelrequired, including
observanceofworkrulesandstandardsofconductandapplicablecitypolicies.  

Disciplinewillbeadministeredinanon-discriminatorymanner. Anemployeewhobelievesthatdisciplineappliedwas
eitherunjustordisproportionatetotheoffensecommittedmaypursuearemedythroughthegrievanceprocedures
establishedinthecityÓspersonnelpolicies. Thesupervisorand/orthecityadministratorwillinvestigateanyallegation
onwhichdisciplinaryactionmightbebasedbeforeanydisciplinaryactionistaken

3.20.1NoContractLanguageEstablished

Thispolicyisnottobeconstruedascontractualtermsandisintendedtoserveonlyasaguideforemployment
discipline.  

3.20.2Process
Thecitymayelecttouseprogressivediscipline, asystemofescalatingresponsesintendedtocorrectthenegative
behaviorratherthantopunishtheemployee. Theremaybecircumstancesthatwarrantdeviationfromthesuggested
orderorwhereprogressivedisciplineisnotappropriate. Nothinginthesepersonnelpoliciesimpliesthatanycity
employeehasacontractualrightorguarantee (alsoknownasapropertyright) tothejobhe/sheperforms.  

DocumentationofdisciplinaryactiontakenwillbeplacedintheemployeeÓspersonnelfilewithacopyprovidedtothe
employee.   
Thefollowingaredescriptionsofthetypesofdisciplinaryactions:  

3.20.3OralReprimand
ThismeasurewillbeusedwhereinformaldiscussionswiththeemployeeÓssupervisorhavenotresolvedthematter.  
Allsupervisorshavetheabilitytoissueoralreprimandswithoutpriorapproval.  

Oralreprimandsarenormallygivenforfirstinfractionsonminoroffensestoclarifyexpectationsandputtheemployee
onnoticethattheperformanceorbehaviorneedstochange, andwhatthechangemustbe. Thesupervisorwill
documenttheoralreprimandincludingdate(s) andasummaryofdiscussionandcorrectiveactionneeded.  

3.20.4WrittenReprimand
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Awrittenreprimandismoreseriousandmayfollowanoralreprimandwhentheproblemisnotcorrectedorthe
behaviorhasnotconsistentlyimprovedinareasonableperiod.  

Seriousinfractionsmayrequireskippingeithertheoralorwrittenreprimand, orboth. Thesupervisorwithprior
approvalissueswrittenreprimandsfromthecityadministrator.  

Awrittenreprimandwill: (1) statewhatdidhappen; (2) statewhatshouldhavehappened; (3) identifythepolicy,  
directiveorperformanceexpectationthatwasnotfollowed; (4) providehistory, ifany, ontheissue; (5) stategoals,  
includingtimetables, andexpectationsforthefuture; and (6) indicateconsequencesofrecurrence.  

Employeeswillbegivenacopyofthereprimandtosignacknowledgingitsreceipt. EmployeesÓsignaturesdonot
meantheemployeeagreeswiththereprimand. WrittenreprimandswillbeplacedintheemployeeÓspersonnelfile.  

3.20.5SuspensionWithorWithoutPay

Thecityadministratormaysuspendanemployeewithoutpayfordisciplinaryreasons. Suspensionwithoutpaymaybe
followedwithimmediatedismissalasdeemedappropriatebytheCityCouncil, exceptinthecaseofveterans.  
Qualifiedveterans, whohavecompletedtheirinitialprobationaryperiod, willnotbesuspendedwithoutpayin
conjunctionwithatermination.  

Theemployeewillbenotifiedinwritingofthereasonforthesuspensioneitherpriortothesuspensionorshortly
thereafter. AcopyoftheletterofsuspensionwillbeplacedintheemployeeÓspersonnelfile.  

Anemployeemaybesuspendedorplacedoninvoluntaryleaveofabsencependinganinvestigationofanallegation
involvingthatemployee. Theleavemaybewithorwithoutpaydependingonanumberoffactorsincludingthenature
oftheallegations. Iftheallegationisprovenfalseaftertheinvestigation, therelevantwrittendocumentswillbe
removedfromtheemployeeÓspersonnelfileandtheemployeewillreceiveanycompensationandbenefitsduehad
thesuspensionnottakenplace.  

3.20.6Demotionand/orTransfer
Anemployeemaybedemotedortransferredifattemptsatresolvinganissuehavefailedandthecityadministrator
determinesademotionortransfertobethebestsolutiontotheproblem.  
Theemployeemustbequalifiedforthepositiontowhichtheyarebeingdemotedortransferred. TheCityCouncilmust
approvethisaction.  

3.20.7Salary
AnemployeeÓssalaryincreasemaybewithheldorthesalarymaybedecreasedduetoperformancedeficiencies.  

3.20.8Dismissal
Thecityadministrator, withtheapprovaloftheCityCouncil, maydismissanemployeeforsubstandardwork
performance, seriousmisconduct, orbehaviornotinkeepingwithcitystandards.  
Ifthedisciplinaryactioninvolvestheremovalofaqualifiedveteran, whohascompletedhis/herinitialprobationary
period, theappropriatehearingnoticewillbeprovidedandallrightswillbeaffordedtheveteraninaccordancewith
Minnesotalaw.  

3.21MethodsofNotifyinganEmployeeofaDisciplinaryAction

WrittenReprimand, SuspensionorDemotion
Noticemaybegiveneither:  
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1) inperson; or
2) byfirst-classmailandcertifiedmail, returnreceiptrequested, tothelastaddressprovidedtotheAdministration

Department. Servicebymailiscompleteuponmailing.  

Copiesofthedisciplinarynoticeshallbedistributedtothefollowing:  
1) theemployee
2) theemployeeÓsDepartmentHead;  
3) theemployeeÓspersonnelfilekeptbytheAdministrationDepartment.   

Discharge
NoticeofIntent:  
IfCityAdministratorbelievesthatthereisjustcausetodischargeanemployee, theCityAdministratorshallnotifythe
employee, inwriting, oftheintenttodoso. Thewrittennoticeofintenttodischargeshallcontainbriefdescriptionof
thebasisforthedischargeandsubsequentcourseofaction.  

Pre-TerminationHearing:  

Thepurposeofapre-terminationhearingistoallowtheemployeetosupplytheemployerwithinformationand/or
argumentagainsttheproposedtermination.  

FinalNotice:  

DischargeswillonlybeeffectiveafterconsultationandapprovaloftheCityCouncilifthecircumstancespermit.    

AdditionalNoticeandProceduralRequirementsforVeterans

Inadditiontotherequirementssetforthabove, veteranswhoaredemotedordischargedfromanypositionthatisnot
temporaryareentitledtotheseadditionalrights:  

1. Theemployeemustbenotified, inwriting, oftheemployeeÓsrighttorequestaveteran'shearingwithin
sixtydaysofthenoticeofintenttodischarge.  

2. Duringthesixty (60) dayperiod, attheoptionoftheemployee'sdepartment, theemployeewilleither
a) worktheemployeeÓsregularhoursatajobdesignatedbythedepartment, or (b) willbeplacedona

suspensionwithpay.  
3. Failuretorequestahearingwithinthesixty (60) dayperiodshallconstituteawaiverbytheemployeeof

therighttoahearingandallotherlegalremediesforreinstatement.  

Aveteranmayelecteither:  
1. AveteranÓshearing, or
2. Anappealhearingavailabletonon-veteranemployeesunderthesePersonnelRulesandRegulations.  

Theelectionofoneoftheseremediesconstitutesthewaiveroftheotherremedy.  

3.22GrievanceProcedure

ItisthepolicyoftheCityofGrandRapidstoprovideemployeesameansofcommunicatingdisagreementsor
disputesinvolvingtheinterpretationorapplicationofthepersonnelpoliciesandproceduresapprovedbytheCity
Council.  Theseestablished, formalproceduresensureemployeesaccesstoalllevelsofmanagement, completeand
impartialhearings, andexpedientobjectiveresolutionstoproblems.   
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AgrievanceisadisputeordisagreementraisedbyanemployeeorgroupofemployeesagainsttheCityand/ora
DepartmentHeadbecauseofaninterpretationorallegedviolationofthesepersonnelpoliciesandproceduresorCity
workrules.   

GrievancesarerelatedtoactionstakenbySupervisors, DepartmentHeads, appointingauthorities, andCity
Administrationanddonotincludethefollowing:   

Investigationsintodisciplinaryissues, priortoaction
Assignmentofpositionstojobclasses
Salaryadjustmentsmadeinaccordancewiththesepolicies
Performanceevaluationsorverbalorwrittenreprimands
Actionsdiscussedorproposed, butnottaken
Thispolicyitself, orchangestothismadebytheCityCouncil
Terminationofintroductoryortemporaryemployees
Extensionofintroductoryperiodsofevaluationuptoamaximumof12calendarmonths

Limitations
Anemployeewhocommencesagrievanceproceedingundertheprovisionsofabargainingunitagreementis
precludedfromgrievingthesameissueasecondtimeunderthesePolicies. Similarly, commencementofagrievance
proceedingunderthesePoliciesshallprecludetheemployeefromgrievingthesameissueunderthecollective
bargainingagreement.   

3.22.1Procedures
ItshallbethepolicyoftheCitytoaddressallgrievancespromptlyandfairly.  Inordertofacilitatetheprocessingof
employeegrievancesinanorderlyandjustmannerandtoprovidetheemployeeaccesstoalllevelsofmanagement
andafairandimpartialhearing, thefollowingproceduresaretobeused:   

Step1:  AnemployeeclaimingaviolationconcerningtheinterpretationorapplicationofthisPolicyshall, within10
calendardaysaftertheemployeeisorshouldhavebeenawareoftheallegedviolation, presentverballyorinwriting
suchgrievancetotheemployeeÓsSupervisorandifthereisnoSupervisorthentotheDepartmentHead.  Failureto
presentthegrievanceinatimelymannerwillresultinwaiverofthegrievance.  

AgrievancenotresolvedinStep1, mustbeappealedtoStep2withinten (10) calendardaysafterreceiptbythe
employeeoftheEmployerÓsStep1answer, orsuchgrievanceshallbeconsideredwaived.  

Step2:   AgrievancenotresolvedinStep1maybeappealedtoStep2.  Theemployeeshallputthegrievancein
writingandsubmitittotheDepartmentHead, statingthenatureofthegrievance, thefactsonwhichitisbased, the
provision(s) ofthesePoliciesortheCityworkrulesallegedlyviolated, andtheremedyrequested.  TheDepartment
Headshallinvestigatethegrievanceandgivehis/herwrittenanswertotheemployeewithinten (10) calendardays
followingthereceiptofthewrittengrievance.    

AgrievancenotresolvedinStep2maybeappealedtoStep3.  AnappealtoStep3bytheUnionmustbemadein
writingtotheEmployerwithinten (10) calendardaysofreceiptbytheUnionoftheEmployerÓsStep2answer, orsuch
grievanceshallbeconsideredwaived.  

Step3:  TheStepIIIgrievanceshallbepresentedtoCityAdministrationwithinten (10) calendardaysfromthetimeof
theDepartmentHead'sresponseinwriting.  TheCityAdministratorshallscheduleameetingwiththegrievantandthe
DepartmentHeadwithinfifteen (15) workingdaysfromthereceiptoftheemployeeÓsStep3grievance. Themeeting
maybecontinuedtoanotherdatebytheCityAdministratorforgoodcauseshownbyeitherparty.  TheCity
AdministratorshallrespondtotheemployeewiththeEmployerÓsStep3answerinwritingwithinten (10) calendar
daysfollowingtheStep3grievancemeeting.   ThedecisionoftheCityAdministratorisfinal.  
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AgrievancenotresolvedinStep3maybeappealedtoStep4withinten (10) calendardaysafterreceiptbythe
employeeoftheEmployerÓsfinalStep3answer, orsuchgrievanceshallbeconsideredwaived.  

Step4:  AgrievancenotresolvedinStep3maybeappealedinwritingtoStep4bynon-introductoryemployees.  The
Step4grievanceshallbefiledwiththeCityAdministratorwithinten (10) calendardaysfollowingthewrittenStep3
response.  TheCityAdministratorshallimmediatelyscheduleagrievancehearingbeforetheCityCouncil (oran
independentfactfindersCitizenGrievanceBoardappointedbytheCouncil).  Attheirnextregularmeetingfollowing
thegrievancehearing, theCityCouncil, byresolution, shallmakeitsdecision.  Suchdecisionshallbefinal.   

3.22.2 EmployeeProtection
Employeesandtheircounsel, ifalsoaCityemployee, maypursuethegrievanceprocessduringtheirregularly

scheduledhoursattheirregularrateofpay.  Suchtimespentshallbekeptwithinreasonablelimits, shallfollowthe
orderlyproceduresestablished, andshallbewiththefullknowledgeoftheSupervisor.  

Noemployeeshallbesubjecttoharassment, reductionofemployeestatus, benefitsorpay, orlossofadvancement
opportunitiesasaresultofparticipatinginagrievanceprocedureortestifyinginagrievanceproceeding.  

3.22.3 TimeLimits
Ifthegrievanceisnotpresentedwithinthetimeperiodssetforthabove, itshallbeconsideredwaived.  Ifagrievance
isnotappealedtothenextstepwithinthespecifiedtimelimit, itshallbeconsideredsettledonthebasisofthelast
answer.  Iftheproperauthoritydoesnotansweragrievanceorappealthereofwithinthespecifictimelimitsthe
employeeshalltreatthegrievanceasdeniedandmayimmediatelyappealthegrievancetothenextstep.  Thetime
limitineachstepmaybeextendedbymutualagreementoftheemployeeandauthorityinvolvedinthatstep.  Such
extensionsshouldbedocumentedinwriting.   

3.23Separations

WhilewehopebothyouandtheCitywillmutuallybenefitfromyourcontinuedemployment, theCityrealizesthatit
maybecomenecessaryforyoutoleavetheorganization.  Generally, employeesoftheCitymaybeseparatedfrom
Cityserviceforretirement, resignation, dismissal, reductionorchangeofwork, orlackoffunding.  Employeeswho
plantoterminatetheiremploymentshouldscheduleanexitinterviewwiththeAdministrationdepartment.  Upon
leavingtheCity, allkeysandCitypropertymustbeturnedintotheAdministrationdepartment.  

3.23.1 Retirement
Mandatoryretirementisnotrequiredexceptasallowedbylawforpublicsafetyofficers.  

EmployeesmayvoluntarilyretireassetforthinthePublicEmployee'sRetirementAssociationLaw. Toretireingood
standing, non-exemptemployeesmustnotifytheirDepartmentHeadandCityAdministratorinwriting, atleastfourteen
14) calendardaysbeforetheeffectivedateoftheretirement, theirintenttoretireandtheeffectivedateofthe

retirement.  Toretireingoodstanding, exemptemployeesmustnotifytheirDepartmentHeadandCityAdministratorin
writing, atleastthirty (30) calendardaysbeforetheeffectivedateoftheretirement, theirintenttoretireandthe
effectivedateoftheretirement.  

3.23.2 ResignationandTermination
Resignationisavoluntaryactinitiatedbytheemployeetoterminateemploymentwiththeemployer.  Toresigningood
standing, non-exemptemployeesmustnotifytheirDepartmentHeadandCityAdministratorinwriting, atleastfourteen
14) calendardaysbeforetheeffectivedateoftheresignation, theirintenttoresignandtheeffectivedateofthe

resignation.  Toresigningoodstanding, exemptemployeesmustnotifytheirDepartmentHeadandCityAdministrator
inwriting, atleastthirty (30) calendardaysbeforetheeffectivedateoftheresignation, theirintenttoresignandthe
effectivedateoftheresignation.  
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Resignationnoticesmayberescindedonlybeforethefinalworkingday.  Inordertobeeffective, therescissionmust
beapprovedbytheDepartmentHead.  

Accruedvacationandsickleavedaysmaynotbeusedduringtheminimumnoticeperiod.  TheCityCouncilmaywaive
thewrittennoticeandtimeframewhenitisdeemedtobeinthebestinterestoftheCity.  Aseparationnotingood
standingshallbenotedintheemployee'srecord. Insuchcase, theemployeeshallbeconsideredineligiblefor
reemploymentorreinstatement.  

Employeeswhoareableandpreparedtoreturntoworkattheexpirationofaleaveofabsence, butforwhomno
positionisavailable, andemployeeswhoareunabletoreturntoworkattheexpirationofaleavebecauseof
continuingdisability, maybereleasedfromtheiremployment, consistentwithapplicablelaws.  

AnemployeewhoisabsentfromworkforaperiodoftwoworkingdaysormorewithoutnotifyingtheCityCouncilof
thereasonsfortheabsenceandreceivingpermissiontoremainawayfromworkshallbedeemedtohavevoluntarily
resigned. Thesamemayapplywhenanemployeefailstoreturntoworkwithintwoworkingdaysoftheexpirationof
anauthorizedleave.  

Introductory, temporary, andemergencyemployeesmaybedismissedfromCityservicewithoutpriornoticeand
withoutrighttoappeal.  

3.23.3 ExitInterview
EmployeeswhoareseparatedfromemploymentwiththeCityareeligibletoreceiveanexitinterview.  FTOpay,  
continuationofgroupinsurancecoverage, forwardingaddresses, returnofCitypropertyandemployeeconcernsor
otherissuesmaybediscussedduringtheinterview.  

3.23.4 ReferenceChecks
AllreferencerequestsandinquiriesregardingemployeesshouldbedirectedtoCityAdministration.  Noemployeemay
providealetterofreferenceforanycurrentorformeremployeewithoutpermissionfromtheDirectorofHuman
Resources. TheCitywilluseastandardemployeereferencesystemforformerandterminatingemployeesinorderto
eliminateanypossiblelegalexposuretotheCity.  Limitedinformationregardingcurrentorpastemployeeswillbe
providedunlesswrittenconsenttoreleasemoreinformationisreceived.   

Ifsomeonedesirestorespondtorequestforpersonalreferencesinamannerotherthanthatnotedabove, such
responsesmustbeissuedonpersonalstationery.  Itshouldbeunderstoodthatinmakingsucharesponse, the
personisnotactingwithinthescopeofhisemploymentwiththeCityandwillnotbeprovidedwithdefenseor
indemnificationbytheCityifalawsuitisbroughtregardingsuchresponse.  

3.23.5 LayoffandRecall
Intheeventofareductioninworkforceortheeliminationofaposition, theworkforceshallbereducedorposition
eliminatedbasedupontheEmployerÓsdeterminationofemployeeperformancewithintheaffectedjobclassification,  
employeeattendanceanddisciplinaryhistory, employeeseniority, andtheEmployerÓsdeterminationofemployee
abilitytoperformavailablework.  DecisionstolayoffpersonnelshallbemadebytheCityCouncilafterconsultation
withtheaffectedDepartmentHeadandtheCityAdministrator.  

Recall

CityAdministrationwillmaintainalistofregularCityemployeesonlayoffstatus. Suchemployeesmaybeconsidered
eligibleforreinstatementfor24monthsfollowinglayoff, orforalengthoftimeequaltotheirlengthofservicewiththe
City, whicheverisless. 
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4EmployeePay

4.1Philosophy

TheCityÓswageandsalaryprogramisbasedupontotalcompensationrelativetothemarketplace.  Itisdesignedwith
theintenttoestablishandmaintainacompensationprogramforemployees, whichwillservetoattractandretaina
fullyqualifiedworkforcecapableofachievingtheCityÓsgoalsandcarryingoutitsplansandprograms.  

Yourindividualcompensationisbasedupon:  
Howcomplexyourjobis.  
Howwellyouperformyourjob.  

TheCityofGrandRapidsfollowsthefederalrulescoveredbytheFairLaborStandardsAct (FLSA) andcategorizes
employeesintoexemptandnon-exemptclassifications.  

TheCitymaintainsthewageandsalaryprogramthatincludeswrittenjobdescriptions/positiondescription
questionnaires, jobperformanceevaluationsandperiodicwageandsalaryreviews.  

Full-timeemployeesoftheCitywillbecompensatedaccordingtoschedulesadoptedbytheCityCouncil.  Unless
approvedbytheCouncil, employeeswillnotreceiveanyamountfromtheCityinadditiontothepayauthorizedforthe
positionstowhichtheyhavebeenappointed.  Expensereimbursementortravelexpensesmaybeauthorizedin
additiontoregularpay.  

CompensationforseasonalandtemporaryemployeeswillbesetbytheCityCouncilatthetimeofhire, oronan
annualbasis.  

4.2RecordofTimeWorked

Accuratelyrecordingtimeworkedistheresponsibilityofeveryemployee.  Federalandstatelawsrequiretheemployer
tokeepanaccuraterecordoftimeworkedinordertocalculateemployeepayandbenefits.  Timeworkedisallthe
timeactuallyspentonthejobperformingassignedduties.  

Hourlyemployeesmustaccuratelyrecordthetimetheybeginandendtheirwork, aswellasthebeginningandending
timeofeachmealperiodontheirtimesheets.  Theymustalsorecordthebeginningandendingtimeofanysplitshift.    
Overtimeworkmustalwaysbeapprovedbeforeitisperformed.  TimecardsaretobesubmittedtoPayrollnolater
thantheMondayprecedingthepaydayunlessotherwiseinstructed.  

Full-time, non-exemptemployeesareexpectedtowork40hoursperworkweekandwillbepaidaccordingtothetime
reportedontheirtimesheets.  TocomplywiththeprovisionsofthefederalandstateFairLaborStandardsActs, hours
workedandanyleavetimeusedbynon-exemptemployeesaretoberecordeddailyandsubmittedtopayrollona
biweeklybasis (by9:00a.m. ontheMondayprecedingthepayday).  Eachtimereportingformmustincludethe
signatureoftheemployeeandimmediateSupervisor.  Tampering, alteringorfalsifyingtimerecordsmayresultin
disciplinaryactionuptoandincludingtermination.  

Itisyourresponsibilitytocertifytheaccuracyofalltimerecorded.  YourSupervisorwillreviewandtheninitialthetime
record.  
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4.2.1WorkSchedules

Cityofficeswillgenerallybeopenforbusinessfrom8:00a.m. to4:30p.m.  Forfulltimenon-unionemployees, eight (8)  
hoursofworkshallconstituteanormalworkshift, forty (40) hoursconstituteanormalworkweek, andeighty (80)  
hoursanormaltwo-weekpayrollperiod.  Forovertimepurposes, eachdepartmentshallusethestandardworkweek
unlesstheDepartmentHead/CityCouncilhasapprovedadifferentworkweek.  

4.3 OvertimePay/CompensatoryTime

TheCityofGrandRapidshasestablishedthisovertimepolicytocomplywiththeapplicablestateandfederallaws
governingaccrualanduseofovertime.  TheCityAdministratorwilldeterminewhethereachemployeeisdesignated
asÐexemptÑorÐnon-exemptÑfromearningovertime.  Ingeneral, employeesinexecutive, administrativeand
professionaljobclassesareexempt; allothersarenon-exempt.  

Non-Exempt (Overtime-eligible) Employees:  
Allovertime-eligibleemployeeswillbecompensatedattherateoftimeandone-halfforallhoursworkedover40in
oneworkweek.  FlexibletimeoffandpaidholidaysdonotcounttowardÐhoursworkedÑ.  Compensationwilltakethe
formofeithertimeandone-halfpayorcompensatorytime.  Compensatorytimeispaidtimeoffattherateofoneand
one-halfhoursoffforeachhourofovertimeworked.  

Formostemployeestheworkweekbeginsat12:00a.m. (midnight) onSundayandrunsuntilthefollowingSaturday
nightat11:59p.m.  Supervisorsmayestablishadifferentworkweekbasedontheneedsofthedepartment, subjectto
theapprovaloftheCityAdministrator.  

TheemployeeÓsSupervisormustapproveovertimehoursinadvance.  Anemployeewhoworksovertimewithoutprior
approvalmaybesubjecttodisciplinaryaction.  

Overtimeearnedwillbepaidattherateoftimeandone-halfonthenextregularlyscheduledpayrolldate, unlessthe
employeeindicatesonhis/hertimesheetthattheovertimeearnedistoberecordedascompensatorytimeinlieuof
payment.  

Themaximumcompensatorytimeaccumulationforanynon-representedemployeeis40hoursperyear.  Onceanon- 
representedemployeehasearned40hoursofcompensatorytimeinacalendaryear, nofurthercompensatorytime
mayaccrueinthatcalendaryear.  Allfurtherovertimewillbepaid.  Employeesmayrequestandusecompensatory
timeoffinthesamemannerasotherleaverequests.  Bargainingunitemployeesmayrefertotheirrespective
bargainingagreement.   

Allcompensatorytimewillbemarkedassuchonofficialtimesheets, bothwhenitisearnedandwhenitisused.  The
FinanceDepartmentwillmaintaincompensatorytimerecords.  Allcompensatorytimeaccruedwillbepaidwhenthe
employeeleavescityemploymentatthehourlypayratetheemployeeisearningatthattime.  

Exempt (Non-overtime-eligible) Employees:  
Exemptemployeesareexpectedtoworkthehoursnecessarytomeettheperformanceexpectationsoutlinedbytheir
Supervisors.  Generally, tomeettheseexpectations, andforreasonsofpublicaccountancy, anexemptemployeewill
needtowork40ormorehoursperweek.  Exemptemployeesdonotreceiveextrapayforthehoursworkedover40in
oneworkweek.  

Exemptemployeesarepaidonasalarybasis.  Thismeansthattheyreceiveapredeterminedamountofpayeachpay
periodandarenotpaidbythehour.  Theirpaydoesnotvarybasedonthequalityorquantityofworkperformed, and
theyreceivetheirfullweeklysalaryforanyweekinwhichanyworkisperformed.  
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TheCityofGrandRapidswillonlymakedeductionsfromtheweeklysalaryofanexemptemployeeinthefollowing
situations:  

TheemployeeisinapositionthatdoesnotearnFlexibleTimeOffandisabsentforadayormorefor
personalreasonsotherthansicknessoraccident;  

TheemployeeisinapositionthatearnsFlexibleTimeOff, receivesashorttermdisabilitybenefitor
workersÓcompensationwagelossbenefitsandisabsentforafulldayduetosicknessordisability, but
he/sheiseithernotyetqualifiedtousethepaidleaveorhe/shehasexhaustedallofhis/herpaidleave.  

Theemployeeisabsentforafullworkweekand, forwhateverreason, theabsenceisnotchargedtopaid
leave (forexample, asituationwheretheemployeehasexhaustedallofhis/herpaidleaveorasituation
wheretheemployeedoesnotearnpaidleave).  

TheveryfirstworkweekortheverylastworkweekofemploymentwiththeCityinwhichtheemployeedoes
notworkafullweek.  Inthiscase, theCitywillproratetheemployeeÓssalarybasedonthetimeactually
worked.  

Theemployeeisinapositionthatearnspaidleaveandisabsentforapartialdayduetopersonalreasons,  
illnessorinjury, but:  

oPaidleavehasnotbeenrequestedorhasbeendenied;  
oPaidleaveisexhausted;   
oTheemployeehasspecificallyrequestedunpaidleave;  

Theemployeeissuspendedwithoutpayforafulldayormorefordisciplinaryreasonsforviolationsofany
writtenpolicythatisappliedtoallemployees.  

TheemployeetakesunpaidleaveundertheFMLA.  

TheCityofGrandRapidswillnotmakedeductionsfrompayduetoexemptemployeesbeingabsentforjurydutyor
attendanceasawitnessbutwillrequiretheemployeetopaybacktotheCityanyamountsreceivedbytheemployee
asjuryfeesorwitnessfees.  

IftheCityinadvertentlymakesanimproperdeductiontotheweeklysalaryofanexemptemployee, theCitywill
reimbursetheemployeeandmakeappropriatechangestocomplyinthefuture.  

Allemployees, inalldepartments, arerequiredtoworkovertimeasrequestedbytheirSupervisorsasaconditionof
continuedemployment.  Refusaltoworkovertimemayresultindisciplinaryaction.  Supervisorswillmakereasonable
effortstobalancethepersonalneedsoftheiremployeeswhenassigningovertimework.  

4.3.1LeavePolicyforExemptEmployees

Managementemployeesarerequiredtoworkthenumberofhoursnecessarytofulfilltheirresponsibilitiesincluding
eveningmeetingsand/oron-callhours. ThenormalhoursofbusinessformanagementstaffareMondaythrough
Friday, 8a.m. to4:30p.m., pluseveningmeetingsasnecessary.  

Managementemployeesarerequiredtousepaidleavewhenonpersonalbusinessorawayfromtheofficeforfour (4)  
hoursormore, onagivenday.  

Absencesoflessthanfour (4) hoursdonotrequireuseofpaidleaveasitispresumedthatthestaffmemberregularly
putsinworkhoursbeyondthenormal8a.m. to4:30p.m.  MondaythroughFridayrequirement. Management
employeesmustcommunicatetheirabsencetotheCityAdministratororhis/herdesignee.  
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Ifoneoftheaboveemployeesregularlyabsentsthemselvesfromworkunderthispolicyanditisfoundthatthereis
excessivetimeawayfromwork, whichisnotjustified, thesituationwillbehandledasaperformanceissue.  Ifit
appearsthatlessthanforty (40) hoursperweekisneededtofulfillthepositionÓsresponsibilities, thepositionwillbe
reviewedtodeterminewhetherapart-timepositionwillmeettheneedsoftheCity.  Additionalnotificationand
approvalrequirementsmaybeadoptedbytheCityAdministratorforspecificsituationsasdeterminednecessary.  

Allexemptpositions, whetherornotmanagement, mayrequireworkbeyondforty (40) hoursperweek. Inrecognition
forworkingextrahours, theseemployeesmaytakesometimeoffduringtheirnormalworkinghourswithsupervisory
approval.  Thetimeoffforextrahourswillnotbeonaone-for-onebasis.  

4.4 PayDistribution

Allemployeesarepaidbi-weeklyonFriday.  Eachpaycheckwillincludeearningsforallworkperformedthroughthe
endofthepreviouspayrollperiod.  PayperiodsrunfromSundaytoSaturday.  

DIRECTDEPOSIT.  
Notwithstandingsections177.23, subdivision4, and181.02, thegoverningbodyofamunicipalityasdefinedin
section471.425, mayrequiredirectdepositforallitsemployeeswhoarebeingpaidbyitspayrollsystem.  

Directdepositisstronglysuggested.  Ifapapercheckislost, anAffidavitofLostCheckmustbepresentedtotheCity
Councilforapproval.  Thisprocesscanresultina2-3weekdelayforare-issuedcheck.  

DepositswillbeintheemployeesÓaccountssometimeonthecheckÓsissuedate.  Thefinancialinstitutionmustpost
thedepositontheissuedate, butmaydosoanytimeonthatday.  Evenifthefinancialinstitutionpoststhedeposit
earlyintheday, afewautomatictellermachines (ATMs) maynotregisterthedeposituntilthenextday.  Ifan
employeehasaproblemwithadepositonthecheckÓsissuedate, (forexample, theATMdoesnotreflectthedeposit),  
theemployeeshouldspeaktothedirectdepositrepresentativeattheirfinancialinstitutiontoseewhenitwillpostthe
deposit.  

Holidaysorotherspecialsituationsmaycausevariationsintheissuedate.  

4.5ErrorsinPay

Allreasonablestepswillbetakentoassurethatyoureceivethecorrectamountofpayineachpaycheckandthatyou
arepaidpromptlyonthescheduledpayday.  

Intheeventthatthereisanerrorintheamountofpay, youshouldpromptlybringthediscrepancytotheattentionof
thePayrollClerksothatcorrectionscanbemadeasquicklyaspossible.  

Ifunderpaymentsareidentified, theywillbecorrectedinthenextregularpaycheckunlessthereisasignificanterror,  
andthenthepayrolldepartmentwillrunaspecialpaycycle.  

If overpaymentsareidentified, theemployeewillberequestedtosignaConsenttoPayReductionform.  Thisform
willidentifytheerror, howmuch, andoverhowmanypayperiodsrepaymentwillbemade.  
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4.6PayrollDeductions

TheCityisrequiredbylawtomakecertaindeductionsfromyourpaycheck.  Theamountofthesedeductionswillvary
dependingonhowmuchyouearnandhowmanyexemptionsyouhaveclaimedonyourfederalandstateW-4forms.   
Yourpaystubwillshowyouexactlywhatdeductionshavebeentakenfromyourpay.  

Youwillwanttokeepyourcheckstubasapermanentrecord.  Someexamplesofdeductionsare:  
Federalincometax
FederalSocialSecurity (FICAandMedicare)  
StateIncometax
ChildSupportwithholding
Garnishments
PERA (foreligibleemployeesonly)  

OtherdeductionsareoptionalandwillbetakenonlyifyouhavegiventheCitywrittenauthorizationforthededuction
suchasmedicalinsurance, deferredcompensation, etc.  

Paidstaffshouldkeepanaccuraterecordofthenumberofhoursworkedeachpayperiod, andalwaysbefamiliarwith
thebasisonwhichtheyarepaid.  Tohelpyouinkeepingsuchrecords, thecheckstubitemizesbasepay, overtime,  
paidtime-offandshiftdifferentialpayseparately.  Anyerrormadeinyourpaycheckshouldbereportedimmediatelyto
thepayrolldepartment.  

4.7ExpenseReimbursement

4.7.1Relocationandmoving:  
Inuniquesituations, theCityCouncilmayauthorizereimbursementforalloraportionofrelocationexpensesfora
newhireselectedfromoutsidetheGrandRapidsarea.  TheCouncilwilldeterminethetypesofrelocationexpenses
andthemaximumamountallowableonacase-by-casebasispriortotheappointmentbeingmade.  

4.7.2Training:  
Employeesattendingapprovedcourses, tradeshows, benchmarkingtripsorseminarswheretheyhavebeenselected
toattendbytheirDepartmentHeadwillreceivepayforthehoursscheduledforthatday.  Tuitionwillbepaidin
advance.  Mileageandnormalbusinessmealexpenseswillbereimbursed.  

4.7.3Travel (mileage, lodgingandmeals)  
TheCityshallreimburseemployeesforreasonableexpensesincurredintheperformanceoftheirdutiesasauthorized
inthedepartmentbudgetsoronacase-by-casebasis.   

Ifyouarerequiredtotravelduringthecourseofyourjob, mileageyouaccumulateonyourpersonalvehiclewillbe
reimbursed.  AtravelexpenseformshouldbecompletedandsignedbyyourDepartmentHeadinordertoclaimsuch
expenses.  Reimbursementclaimsaretobesubmittedwithintwo (2) weeksofreturningfromthetrip.  

Employeesshallmakeeveryefforttofindadequatelodgingatreasonableexpense.  
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Expensesformealsarereimbursedonlyunderthefollowingguidelines:  
1.Breakfastmaybeclaimedonlyiftheemployee/electedofficialisonassignmentawayfromhome, inovernight

travelstatusordepartsfromhomeonassignedtravelbefore6:00AM.  
2.Lunchmaybeclaimedifyouareintravelandworkstatusawayfromhome.  
3.Dinnermaynotbeclaimedforreimbursementunlesstheemployee/electedofficialareintravelstatusand/or

citybusinesscausedthemtoreturnhomeafter7:00PMortobeawayfromhomeovernight.  
4.Timesofdepartureandreturnmustbeindicatedforallmealreimbursementrequests.  
5.Thereshallbenoreimbursementforthecostsofanymealwherethecostofsuchmealisincludedinthe

lodging, transportationorconferencecosts.  
6.Althoughitemizedreceiptsarenotrequiredwithinthe $46.00dailylimit, employeesareencouragedtokeep

themandturntheminwheneverpossible.  
7.Excessamountsshouldbereasonablegiventhelocationandcircumstancesofthemeal.  
8.Mealcostsovertheallowableamountmusthaveitemizedreceiptsattachedinordertobereimbursed.  
9.Anyamountinexcessof $46.00notsubstantiatedbyitemizedreceiptswillbeincludedonEmployeesW-2

form.  
10.Thecostofamealincludestaxandareasonablegratuity (upto20%) butdoesnotincludealcoholic

beverages.  
11.Anemployeemaychoosetoattendamealthatisservedinconjunctionwithaconferenceorseminar, butis

notincludedintheregistrationfee.  Theemployeewillbereimbursedinfulluponpresentingareceipt, ormay
choosetohavetheCitypaythecostdirectlywiththeregistrationfee.  

FLATRATEWITHOUTRECEIPTS
Breakfast $11.00
Lunch  $12.00
Dinner  $23.00
TOTAL $46.00

MAXIMUMAMOUNTWITHRECEIPTS
Breakfast $15.00
Lunch  $20.00
Dinner  $30.00
TOTAL $65.00

12.TheCitywillnotreimburseemployeesformealsconnectedwithtrainingormeetingswithinCitylimits, unless
thetrainingormeetingisheldasabreakfast, lunchordinnermeeting.  

4.7.4ProfessionalOrganizations
EmployeesmayannuallyrequestthattheCityCouncilpayformembershipincertainprofessionalorganizations
relevanttoanemployee'sworkresponsibilities.  

EmployeesmayalsorequestthattheCitypaytheirexpensestoattendoccasionalworkshopsandmeetingsofsuch
organizations.  

EmployeesshallnotparticipateinanylobbyeffortsatCityexpensewithoutthefullknowledgeandconsentofthe
Council.  

Inallcircumstances, theemployeemustsubmitwrittenreceiptsorotherdocumentationshowingthereimbursements
requestedbytheemployee.  
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4.7.5 Job-RelatedMeetings
AttendanceatprofessionalmeetingsdirectlyrelatedtotheperformanceoftheemployeeÓsworkresponsibilitiesdonot
requiretheapprovaloftheCityAdministrator. Advancesupervisorapprovalisrequiredtoensureadequate
departmentcoverage.  

4.7.6 SafetyShoeAllowancePolicy
ThepurposeofthisPolicyistosupportthesafetyofouremployeesbyprovidingareimbursementprogramfor
employeestopurchasequalityprotectivefootwear, whichmeetsorexceedscurrentOSHAStandards.  Protective
safetyboots/shoesarerequiredforanumberofdesignatedpositionsthroughouttheCity, andspecificpoliciesare
addressedinlaborcontracts.  
Fornon-representedemployees, employeesmaybereimbursedupto $200.00perfiscalyeartowardsthepurchaseof
OSHAapprovedstylesofsafetyfootwearforwork.  

EmployeesshouldcompletetheSafetyShoeReimbursementForm, attachthereceiptwiththedateofpurchaseand
style # anddescriptionoftheshoe/bootandsubmitittotheirSupervisor/Managerforapprovalpriortosubmittingthe
requesttotheFinanceDepartment.  

4.8ExemptandNon-unionEmployeeCompensationAdministration

Policy:   
TheCityintendstoestablishandmaintainacompensationprogramforexemptemployees, whichwillservetoattract
andretainafullyqualifiedworkforcecapableofachievingtheCityÓsgoalsandcarryingoutitsplansandprograms.  

TheCityrecognizesthatthesuccessfuladministrationofexemptemployeecompensation, whilegreatlyaidedby
writtenprocedures, requiresskillandjudgmenttoensurethebestinterestsoftheCity, itspopulation, overall
workforce, andindividualemployeesareconsidered, andareinproperbalancewithoneanother. Accordingly, theCity
Administratorisempoweredtoapplythispolicyandrelatedprocedureswithdiscretion, subjecttotheCityÓsgeneral
governanceprocedures.  

Procedure:    
1. TheCityAdministratorisresponsibleforensuringthatacopyoftheCityÓsExemptCompensationprogram,  

includingthecurrentSalaryGradeandRangeStructure, thispolicy, andallwrittenpracticespertainingtothe
program, beonfileintheCityÓsofficesandbemadeavailableforpublicreview.  

2. TheDirectorofHumanResourcesisresponsiblefor:  

a. Monitoringtheeffectivenessofthispolicyandrelatedpractices, andreportingtheresultsofher/his
assessment, includingrecommendationsforadditionsormodifications, annuallytotheCity
Administrator;  

b. Communicatingthispolicyandrelatedpractices, includingadditionsandmodifications, toCity
employeesholdingpositionsofdepartmentdirectorlevelofresponsibility, andallpositionshaving
SupervisoryresponsibilityforoneormoreCitystaffemployees;  

c. Servingastheinitialcontactpersonfordepartmentdirectorlevel, allSupervisoryemployees, andall
exemptemployeestoaddressquestionsoftheintent, objectives, andapplicationofthispolicyand
relatedpractices.   

d. ApprisingandgainingtheinvolvementoftheCityAdministratorasnecessaryonallmattersof
interpretationofthispolicyandrelatedpractices.  

3. TheCityAdministratororhis/herdesigneeisresponsibleforapprisingtheCouncilasnecessaryonallmatters
relatedtotheapplicationandinterpretationofthispolicyandrelatedpracticesonanas-neededbasis.  
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Departmentdirectorsareresponsiblefor:  

a. CommunicatingthisprogramÓsmajorfeaturestotheirexemptemployeestaffmembers;  

b. Carryingouttheirresponsibilitiesdefinedinthispolicyandaccompanyingpractices; and

c. Supportingandpromotingthescopeandobjectivesoftheprogram.  

4.8.1AuthorizationofNewPosition
Objective:   
ToensurethattheadditionofnewpositionsismanagedandcontrolledinamannerconsistentwiththeCityÓsneeds,  
budget, andhumanresourcesprograms.  

Practice & Procedure:  
1. Departmentdirectorlevelpersonnelareresponsibleforinitiatingrequestsanddevelopingsupportingrationale

fortheadditionofnewpositionsnecessarytocarryouttheresponsibilitiesoftheirfunction.  

2. TheDirectorofHumanResourcesisresponsibleforprovidinginformation, guidance, andadviceregarding
newlyproposedemployees. Thisassistancemayinclude:  

a. Communicatingthetimingandduedatesforrequiredsupportingdocumentation;  

b. Researchingcompetitivesalaryratesforsimilarpositionsincomparablecities;  

c. GuidingdepartmentdirectorsinthecompletionofaPositionDescriptionQuestionnaire (PDQ);   

d. Coordinatinganinitialjobevaluationandsalarygradingforproposedpositions.  

3. TheCityAdministratorisresponsibleforrecommendingnewpositionrequestsafterreviewingtherequestand
supportingdocumentationinrelationtootherrequestsduringtheCityÓsannualbudgetprocess.  

4. Inextraordinarycircumstances, requestsfornewpositionsoccurringoutsideoftheannualbudgetprocesswill
beconsideredbytheCityAdministratorand, ifwarranted, broughtforwardtoCouncilforreviewandapproval.  

4.8.4NewEmployeeStartingCompensationOffers
Objective:   
TodefinetheconditionsandproceduresfordetermininganewemployeeÓsinitialsalaryatalevelwhicheffectively
supportsrecruitingobjectivesandwhichisconsistentwiththeCityÓsfiscalneeds.  

Practice & Procedure:  
1. ThestartingrateofcompensationshouldreflectanewemployeeÓsqualificationsinrelationtotherequirements

describedintheirjobÓsPDQ (SeeSection4.9.2: JobDocumentation) andthesalaryrangeapplicabletothe
job.  

2. TheSupervisortowhomthenewemployeewillreportisresponsibleforinitiatingarecommendationfora
startingsalaryofferwiththeassistanceoftheAdministration/DirectorofHumanResources.  

3. Normally, startingsalaryoffersareexpectedtobebelowthemiddleofthesalaryrangeforthejob. Candidates
withqualificationsthatmatchtheminimumrequirementsforthepositionarenormallypaidatornearthe
minimumofthesalaryrangefortheposition. Candidateswhosequalificationsclearlyexceedtheminimum
requirementsforthepositioncanbeofferedastartingsalaryuptothemiddleofthesalaryrangeforthe
position.  

4. TheCityAdministratorisresponsibleforreviewingandapprovingsalaryofferrecommendationswith
consultationandassistanceoftheAdministration/DirectorofHumanResources.  
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5. TheCityAdministratorisresponsibleforrecommendingnewhirestartingsalaryofferstotheCounciliftheoffer
amountexceedsthemiddleofthesalaryrangefortheposition.  

6. ThehiringSupervisorisresponsibleforcommunicatingapprovednewhirestartingsalaryoffersorallyand
throughawrittenofferletter. ThehiringSupervisorshouldcommunicatethestatusofsalaryofferstothe
Administration/DirectorofHumanResources.  

4.8.5MarketRateAdjustments
Objective:  
Todefinetheconditionsandproceduresforperiodicallyadjustingemployeeratesofpaytomaintainthe
competitivenessofthecompensationofCityemployees.  

Application:  
TobeeligibleforamarketrateadjustmentanExemptand/orNon-unionCityemployeemusthavesatisfactoryjob
performanceasdocumentedinanannualperformanceevaluation.  

Practice & Procedure:  
1. TheCityAdministrator, withtheassistanceoftheDirectorofHumanResources, isresponsiblefordeveloping

appropriaterecommendationsandbudgetformarketrateadjustmentsinconcertwiththeCityÓsannualbudget
planningprocesses. Recommendationsformarketrateadjustmentsreflectthetotalavailablefundsforsalary
adjustments, thecompetitivenessoftheCityÓscompensation, andtherecommendedbudgetforperformance- 
basedincreases (SeeSection4.9.6: Performance-BasedSalaryAdjustments).  

2. TheCityAdministratorandDirectorofHumanResourcesareresponsibleforpreparingandpresentingproper
documentationofmarketrateadjustmentsforreviewandapprovalbytheCouncilaspartoftheCityÓsannual
budgetprocess.  

3. TheDirectorofHumanResourcesisresponsiblefordocumentingapprovedmarketrateadjustmentsby
applyingadjustmentfactorstocurrentsalaryrangesandcommunicatingrevisedrangestodepartment
directors.  

4. Marketrateadjustmentpercentagefactorsareappliedtothecurrentsalaryratesforalleligibleemployeesand
areimplementeduponapprovalbytheCouncil.  

5. Employeeswhoareineligibleforamarketrateadjustment (becauseofunsatisfactoryjobperformance) will
receiveapplicablewageadjustmentsatmid-yeariftheirperformancehasbecomesatisfactoryasdocumented
inamid-yearperformanceevaluation.  

6. TheDirectorofHumanResourcesisresponsiblefordocumentingapprovedmarketrateadjustmentsforeach
individualeligibleemployeeandforcommunicatingtheemployeeÓsnewrateofsalarytodepartmentdirectors.  

7. Departmentdirectorsareresponsibleforcommunicatingtheamountandpercentofmarketrateadjustmentto
impactedemployeespriortothefirstpaycheckthatwillbeaffectedbytheadjustment.  

4.8.6Performance-BasedSalaryAdjustments
Objective:  
Todefinetheconditionsandproceduresforexemptand/ornon-unionemployeepayadjustmentsinrecognitionof
theiraccomplishmentsandcommendableperformanceintheirassignedpositions.  

Application:  
Tobeeligibleforaperformance-basedsalaryadjustmentanemployeemust:  
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1. BeacurrentemployeewhohasbeenemployedbytheCityforsixormoremonthspriortothedatethe
performance-basedsalaryadjustmentisapproved; and

2. Havesatisfactoryjobperformanceasdocumentedinanannualperformanceevaluation.  

Practice & Procedure:  
1. TheDirectorofHumanResourcesandCityAdministratorareresponsiblefordevelopingandmaintaining

guidelinesandrequirementsforperformance-basedsalaryadjustments, includinggeneraldescriptorsor
indicatorsofperformanceneededforanemployeetobeeligibleforaperformance-basedsalaryadjustment.  
Generalrequirementsforperformance-basedsalaryadjustmenteligibilitymayinclude, butarenotlimitedto:   

Satisfactoryoraboveperformanceinongoingareasofresponsibility;  
Satisfactoryoraboveaccomplishmentofkeydepartmentpriorities;  
AhighlevelofongoingperformancecontributionstotheCityoveranextendedperiodoftime.  

2. TheDirectorofHumanResourcesisresponsiblefordevelopingappropriaterecommendations, specific
Supervisoryguidelines, andoverallbudgetforperformance-basedsalaryadjustmentsinconcertwiththeCityÓs
annualbudgetplanningprocesses. Thebudgetforperformance-basedsalaryadjustmentsreflectsavailable
fundsforallsalaryadjustmentsincludingfundsproposedformarketrateadjustments.  

3. TheDirectorofHumanResourcesisresponsiblefordocumentingrecommendedspendinglevelsfor
performance-basedsalaryadjustmentsandformaintainingcontroltotalsofproposedspendingincomparison
toapprovedbudgetaryamounts.  

4. TheCityAdministratorandDirectorofHumanResourcesareresponsibleforpreparingandpresenting
summarydocumentationofproposedperformance-basedsalaryadjustmentbudgets, togetherwithproposed
marketrateadjustmentsforreviewandapprovaloftheCouncilatthelastCouncilmeetinginDecember.  

5. TheDirectorofHumanResourcesisresponsibleforapplyingperformance-basedsalaryadjustmentdollaror
percentagefactorstothecurrentsalaryratesofaffectedeligibleemployeesandcommunicatingtheresultsto
departmentdirectorsupontheirapprovalbytheCouncil. Iftheapplicationofaperformance-basedsalary
adjustmentwouldresultinanemployeeÓssalaryexceedingthemaximumoftheapplicablesalaryrangeforthe
employeeÓsjob, theemployeeÓsperformance-basedsalaryadjustmentistheamountneededtoraisethe
employeeÓssalarytotherangemaximum, withthedifferencebetweenthetotaladjustmentandtheadjustment
requiredtoincreasetheemployeeÓssalarytotherangemaximumbeingpaidinasinglepayment, lumpsum
amount.  

6. TheDirectorofHumanResourcesresponsiblefordocumentingapprovedperformance-basedsalary
adjustmentsforeachaffectedemployeeandforcommunicatingtheemployeeÓsnewrateofsalaryto
departmentdirectors.  

7. Departmentdirectorsareresponsibleforcommunicatingtheamountandpercentofperformance-basedsalary
adjustmentstoimpactedemployeespriortothefirstpaycheckthatwillbeaffectedbytheadjustment.  

4.8.7EndofTrainingPeriodSalaryAdjustments
Objective:   
Todefinetheconditionsandproceduresforemployeepayadjustmentsinrecognitionoftheircompletionoftheirnew
hireintroductoryperiod.  

Application:  
Thispracticeappliestoexemptemployeesasoftheeffectivedatebelow. Tobeeligibleforanintroductoryperiod
salaryadjustmentanemployeemust:  

1. Havecompletedtheirnewhireintroductoryperiodaftertheeffectivedateofthispractice (seebelow); and
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2. Havehadsatisfactoryjobperformanceduringtheirintroductoryperiodasdocumentedinaperformance
evaluation.  

Introductoryperiodsalaryadjustmentsdonotapplytoemployeesnewintheirpositionduetopromotion, re- 
classificationordemotion.  

Practice & Procedure:  
1. TheDirectorofHumanResourcesandCityAdministratorareresponsiblefordevelopingandmaintaining

guidelinesandrequirementsforintroductoryperiodsalaryadjustments, includinggeneraldescriptorsor
indicatorsofperformanceneededforanemployeetobeeligibleforanintroductoryperiodsalaryadjustment.  
Generalrequirementsforintroductoryperiodsalaryadjustmenteligibilitymayinclude, butarenotlimitedto:  

Satisfactoryoraboveperformanceinongoingareasofresponsibility;  
Satisfactoryoraboveaccomplishmentofkeydepartmentpriorities.  

2. Departmentdirectorsareresponsiblefordevelopinganddocumentingrecommendationsforintroductory
periodsalaryadjustmentsfortheirstaffmembersusingtheapprovedguidelines, withtheassistanceofthe
Administration/DirectorofHumanResources.  

3. TheCityAdministratorandDirectorofHumanResourcesareresponsibleforpreparingandpresenting
summarydocumentationofproposedintroductoryperiodsalaryadjustmentsforreviewandapprovalofthe
Council.  

4. TheDirectorofHumanResourcesisresponsibleforapplyingintroductoryperiodsalaryadjustmentdollaror
percentagefactorstothecurrentsalaryratesofaffectedeligibleemployeesandcommunicatingtheresultsto
departmentdirectorsupontheirapprovalbytheCouncil.  

4.8.8PromotionSalaryAdjustments
Objective:  
TodefinetheconditionsforreviewingandadjustinganemployeeÓssalaryratewhenhe/sheisassignedtoaposition
havingahighersalarygradethanhis/hercurrentsalarygrade.  

Application:  
Tobeeligibleforapromotionadjustment, anemployeemusthavebeenintheircurrentpositionandsalarygradefor
atleastsixmonths.  

Practice & Procedure:  
1. Apromotionincreaseoccurswhenanemployeeisreassignedtoanewpositionwithahighersalarygrade

thanthegradefortheemployeeÓscurrentjob.  

2. PromotionpayadjustmentsareeffectiveuponapprovalbytheCouncil.  

3. DirectorofHumanResourcesisresponsiblefordevelopinganddocumentingrecommendationsforpromotion
increasesconsistentwiththefollowingguideline. Promotionincreaseamountsare:  

AtleastsufficienttoincreasetheemployeeÓssalarytotheminimumofthesalaryrangeforthe
employeeÓsnewposition;  

Forchangesofonesalarygrade, anamountgenerallynotexceeding4percent;  
Forchangesoftwosalarygrades, anamountintherangeof4percentto7percent;  
Forchangesofthreesalarygrades, anamountintherangeof7to10percent.  

4. TheCityAdministratorisresponsibleforreviewingandapprovingpromotionincreases, andforrecommending
theirapprovalbytheCouncil.  
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5. DepartmentdirectorsorSupervisorsofexemptemployeesareresponsibleforcommunicatingtheamountand
percentofanemployeeÓspromotionincreasepriortothefirstpaycheckthatwillbeaffectedbytheadjustment.  

4.8.9Re-ClassificationSalaryAdjustments
Objective:  
TodefinetheconditionsforreviewingandadjustinganemployeeÓssalaryratewhenthesalarygradeforthe
employeeÓsjobassignmentischangedbecauseofjobevaluation/re-evaluation.  

Practice & Procedure:  
1. Are-classificationsalaryadjustmentoccurswhenthesalarygradefortheemployeeÓscurrentjobisincreased

ordecreasedasaresultofthere-evaluationoftheirjob (SeeSection4.9.3: JobEvaluationandRe-Evaluation)  
toreflectachangeofresponsibilitieswhichhaveoccurredoveraperiodoftime.  

2. Re-classificationsalaryadjustmentsareeffectiveuponapprovalbytheCouncil.  

3. DirectorofHumanResourcesisresponsiblefordevelopinganddocumentingrecommendationsforre- 
classificationsalaryadjustmentsconsistentwiththefollowingguideline. Re-classificationsalaryadjustment
amountsapplicabletoanincreaseinsalarygradeare:  

AtleastsufficienttoincreasetheemployeeÓssalarytotheminimumofthesalaryrangeforthe
employeeÓsposition;  

Forchangesofonesalarygrade, anamountgenerallynotexceeding4percent;  
Forchangesoftwosalarygrades, anamountintherangeof4percentto7percent;  
Forchangesofthreesalarygrades, anamountintherangeof7to10percent.  

Re-classificationsalaryadjustmentamountsapplicabletoadecreaseinsalarygradeare:  
AtleastsufficienttoreducetheemployeeÓssalarytothemaximumofthesalaryrangeforthe

employeeÓsposition;  
Forchangesofonesalarygrade, areductioninsalaryofupto3percent;  
Forchangesoftwosalarygrades, areductioninsalaryofupto6percent;  
Forchangesofthreesalarygrades, areductioninsalaryofupto9percent.  

4. TheCityAdministratorisresponsibleforreviewingandapprovingre-classificationsalaryadjustments, andfor
recommendingtheirapprovalbytheCouncil.  

5. DepartmentdirectorsorSupervisorsofexemptemployeesareresponsibleforcommunicatingtheamountand
percentofanemployeeÓsre-classificationsalaryadjustmentpriortothefirstpaycheckthatwillbeaffectedby
theadjustment.  

4.8.10 DemotionSalaryAdjustments
Objective:   
TodefinetheconditionsforreviewingandadjustinganemployeeÓssalaryratewhenhe/sheisassignedtoaposition
havingalowersalarygradethanhis/hercurrentjobÓssalarygrade.  

Practice & Procedure:  
1. Ademotionsalaryadjustmentoccurswhenanyofthefollowingtakeplace:  

Anemployeeisreassignedtoanewpositionwithalowersalarygradethanthegradeforthe
employeeÓscurrentjob; or

Anemployeevoluntarilydemotestoapositionwithalowersalarygradethanthegradeforhis/her
currentjob.  

2. DemotionpayadjustmentsareeffectiveuponapprovalbytheCouncil.  
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3. DirectorofHumanResourcesisresponsiblefordevelopinganddocumentingrecommendationsfordemotion
payadjustmentsconsistentwiththefollowingguideline. Demotionadjustmentamountsare:  

AtleastanamountsufficienttolimittheemployeeÓssalarytothemaximumofthesalaryrangefor
theemployeeÓsnew, lowergradeposition;  

Forchangesofonesalarygrade, upto3percent;  

Forchangesoftwosalarygrades, upto6percent;  

Forchangesofthreesalarygrades, upto9percent.  

4. TheCityAdministratorisresponsibleforreviewingandapprovingpromotionincreases, andforrecommending
theirapprovalbytheCouncil.  

5. DepartmentdirectorsorSupervisorsofexemptemployeesareresponsibleforcommunicatingtheamountand
percentofanemployeeÓsdemotiondecreasepriortothefirstpaycheckthatwillbeaffectedbytheadjustment.  

4.9CREDITCARDPURCHASINGPOLICY

PURPOSE:  

ThepurposeofthispolicyistoestablishspecificguidelinestheCitywillfollowrelatedtotheuseofcreditcardsforCity
purchasestoprotecttheCityfrompotentiallossormisuseofcreditcards.  

AUTHORIZEDUSERS:  

ThefollowingCityemployeeswhoareotherwiseauthorizedtomakepurchasesonbehalfoftheCityareauthorizedto
useacreditcardforcertainpurchases:  

CityDepartmentHeads
Otherstaffasdirectedbyauthorizeduserslistedaboveforaspecificpurposeoruse.  

TheFinanceDepartmentshallkeeparecordofallpersonsissuedacreditcardorhavingauthorizationtouseaCity
creditcard.  Authorizedpersonswillreceive, sign, andfileanacknowledgmentformregardingcreditcarduse.  Onan
annualbasis, theCityFinanceDirectorwillconductaphysicalinventoryofcreditcards.  

AUTHORIZEDTRANSACTIONS:  

CreditcardsmayonlybeusedtopurchasegoodsandservicesfortheexpressusebytheCity.  Allpurchasesbya
creditcardmustcomplywithallstatutes, rules, andpoliciesapplicabletoCitypurchases.  Creditcarduseshouldbe
limitedtothefollowingpurchases:  

Expensesrelatedtotrainingseminarsandconferences
Purchaseswithvendorswhodonotprovidevendorbilling
Itemspurchasedovertheinternet.  

UNAUTHORIZEDTRANSACTIONS:  

Useofthecreditcardforpersonaluseisstrictlyprohibited.  Thecarduserswillbeheldpersonallyliableforpurchases
notauthorizedandapprovedbytheCityCouncil.  
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DOCUMENTATION:  

Itemizedinvoicesoritemizedreceiptsareneededtosupportitemschargedonacreditcardsincecreditcard
statementslacksufficientdetailtocomplywithMinnesotaStatute412.271, Subd. 2and471.38Subd. 1.   For
purchasesinwhichareceiptisnotnormallyavailable, acopyofthecompletedapplicationororderformshouldbe
usedasareceipt.  Invoicesand/orsupportingdocumentswillbesubmittedtotheFinanceDepartmenttobe
reconciledwiththecreditcardstatementandattachedtotheclaimforpaymentprocessing.   

Ifthecardholderismissingdocumentationofthetransaction, thecardholdermustcontactthevendorforaduplicate
receipt.  LostreceiptswherenoduplicatereceiptisavailablewillbereimbursedtotheCitybytheauthorizeduser.  

RESPONSIBILITIES:  

Cardusersareresponsibleforthefollowing:  
SignCreditCardUserAgreementregardingtermsofthiscreditcardpolicy.  
Ensurethecreditcardiskeptsafe, secure, andusedonlybythecardholderorotherauthorizedusers.  
Ensurethecreditcardisnotusedtomakepersonalpurchases.  
EnsurethecreditcardisonlyusedforappropriateCitypurchases.  
Ensurethatextremecautionisusedwithcreditcardtransactionsoverthetelephoneorinternet.  
Ensurethatreceipts/invoicesareaccountcoded, approvedbyDepartmentHeadandsubmittedtotheFinance

Departmentinatimelymanner.  
Ensurethatproblemswithbillingsareresolvedwiththevendors.  
NotifythecreditcardcompanyandtheFinanceDirectorifyourcreditcardislostorstolen.  
ReturnthecreditcardtotheFinanceDirectorpriortoleavingemploymentwiththeCity.  

LOSTORSTOLENCARD

Keepthecreditcardinasecurelocation.  Itshouldbeaccessibleonlytothecardholder.  Ifthecreditcardislostor
stolen, notifytheFinanceDirectorimmediately.  Ifthelossisdiscoveredafterhours, weekends, holidays, orifthe
FinanceDirectorisunavailable, notifythecreditcardcompanyimmediately.  

LOSSOFPRIVILEGES:  

Failuretocomplywiththeprovisionsofthiscreditcardpolicymayresultinrevocationofcreditcardprivileges, in
additiontopotentialdisciplinaryaction, includingterminationofemployment.  Thefollowingaresomeexamplesof
violations:  

Unauthorizedpurchases
Personalpurchases
Loaningthecreditcardtoanunauthorizeduser
Failuretoprovidereceiptsforchargesinatimelymanner.  
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5Benefits
5.1Philosophy

EmployeesoftheCityofGrandRapidsareofferedawiderangeofbenefits.  Anumberoftheprogramsaremandated
bylawsuchassocialsecurity, workerscompensation, statedisabilityandunemploymentinsurance.  Otherprograms
haveoptionalparticipationsuchasflexiblespendingaccounts.  

FullSummaryPlanDescriptionsoutliningtheoptionalbenefitchoiceswilltakeprecedenceoveranyinformation
summarizedinthishandbook.  

5.2FlexibleTimeOff (FTO)  

Whileworkmakesupalargeportionofanemployee'slife, abalancebetweenworkandplayisessentialin
maintainingqualityperformanceandanenjoyableatmosphereinwhichwework.  

FTOpromotesaflexibleapproachtotimeoff, sinceeachindividualemployeehasuniqueneedsfortimeofffromwork.  
EmployeesareaccountableandresponsibleformanagingtheirownFTOhourstoallowforadequatereservesifthere
isaneedtocovervacation, illnessordisability, appointments, emergencies, funerals, orotherneedsthatrequiretime
offfromwork.   

Timeofffordesignatedholidays, juryduty, ormilitaryleavearenotincludedintheFTOplan, andyouwillcontinueto
receivethesebenefitsinadditiontoyourFTObenefits.  

TotheextentthetermsoftheFTOplanareinconsistentwithotherprovisionsoftheCityÓspersonnelpolicy, theterms
oftheFTOplanshallgovern.  

Definitions

Unlessotherwiseindicated, thefollowingtermsshallhavethemeaningindicatedbelow:  

EligibleEmployee:  Exceptasotherwiseprovidedaregularfull-timeemployee, aregularpart-timeemployee, ora
limitedtermemployee.  Seasonalandtemporaryemployees, asdefinedintheCitypersonnelpolicy, andfire
departmentemployeesshallbeexcludedaseligibleemployees.  

ExtendedMedicalBenefit (EMB):  Thenumberofhoursanemployeehasearnedthatmaybetakenwithpay, duetoa
serioushealthconditionoftheemployeeortheemployeeÓsimmediatefamily, necessitatingtheemployeeÓsabsence
fromworkaftertheinitialforty (40) consecutiveworkhoursofFlexibleTimeOff.  

FlexibleTimeOff (FTO):  Hoursearnedthatmaybetakenoffwithpayforanyreason, andthatthatmustbeusedfor
thefirstforty (40) consecutivehoursbeforeanemployeetakesExtendedMedicalBenefit.  

ImmediateFamily:  AnemployeeÓsspouse, children, stepchildren, parentsorlegalguardian, andsiblings.  

LimitedTermEmployee:  AnemployeehiredforapositionthathasbeendesignatedbytheCityasalimitedterm
position.  Limitedtermpositionsareestablishedforafixedperiodoftimeorforaperiodoftimeotherwisedesignated
bytheCity.  ThedefinitionofLimitedTermEmployeedoesnotincludeseasonalortemporaryemployees, asthese
termsaredefinedintheCitypersonnelpolicy.  

5-69



RegularFull-timeEmployee:  Anemployeewhohassuccessfullycompletedtheintroductoryperiodandwho: (1) is
scheduledtowork40hoursperworkweek; or (2) hasanalternativefull-timeschedule.  Thistermdoesnotimplythat
anemployeehasavestedrighttocontinuedemployment.  

RegularPart-timeEmployee:  Anemployeewhohassuccessfullycompletedtheprobationaryperiodandwhois
regularlyscheduledtoworklessthan40hoursperworkweek.   

SeriousHealthCondition:  AÐserioushealthconditionÑ, asdefinedundertheFamily & MedicalLeaveAct (ÐFMLAÑ).   
However, theEmployer, initssolediscretion, maypermitanemployeetouseEMBforinjuriesorillnessestothe
employeeortheemployeeÓsimmediatefamilythatdonotfallwithintheFMLAÓsdefinitionofserioushealthcondition,  
andanysuchexceptionsshallhavenoprecedentialeffectwithrespecttofutureEMBrequestsbythesameemployee
orotheremployees.   

SeverancePay:  PayofaccruedbenefitstoregularemployeesleavingCityserviceingoodstanding.   

Eligibility
Eachpersonemployedonafull-timebasisinaregularorlimited-termpositionshallearnpaidFTO.  Anyregularpart- 
timeemployeeshallearnpaidFTOonaproratedbasis.  FTOmaybetakenonlytotheextentitisearned; employees
mayusetheaccrualtheywillreceiveonthecurrentpayperiodÓspaidhours. Supervisorsmaynotauthorizeadvancing
FTOnotyetearnedtoanemployee.  

TheAssistantSuperintendentatthePokegamaGolfCourseandtheMaintenanceShiftLeadatthePark & Recreation
DepartmentandIRACivicCenterwillaccrueFTOonaproratedbasisbasedonhoursworked; nothourspaid.  

Accrual
TheamountofFTOavailableannuallytoregularfull-timeemployeesorlimited-termemployeesisbasedonthelength
ofemploymentusingthemostrecentdateofregularorlimited-termemploymentaccordingtothefollowingschedule:  

CompletedYearsofEmploymentFlexibleTimeOffAccrued

CompletedYearsof Daysper Hoursper Hoursper
Employment year year 80hour

payperiod
thHiredatethrough4231847.0769

anniversary
thAfterthe4anniversary302409.2320

throughthe9th
thAfterthe9anniversary3528010.7692

ththroughthe14
anniversary

thAfterthe143931212.  
anniversary
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Forallnon-representedemployeeshiredonorafterJuly1, 2014, andallrepresentedemployeeshiredafterJanuary
1, 2018, thefollowingFlexibleTimeOffaccrualwillbeasfollows:  

CompletedYearsof Daysper Hoursper Hoursper
Employment year year 80hour

payperiod
thHiredatethrough4151204.62

anniversary
thAfterthe4anniversary201606.15

throughthe9th
thAfterthe9anniversary252007.69

ththroughthe14
anniversary

thAfterthe14302409.23
anniversary

Regularpart-timeemployeeswillaccrueFTOonaproratedbasispursuanttotheaboveschedule, withsuchproration
basedontheactualhoursworkedbytheregularpart-timeemployee

TheCitycomputerizedpayrollsystemistheofficialrecordforFlexibleTimeOff, andExtendedMedicalBenefit.  

Non-exemptemployeesmaycarryoveraccumulatedFTOhoursfromoneyeartothenextuptoamaximumof248
hours (31days).  AccumulatedFTOmaynotexceed248hours (31days) ontheemployeeÓsanniversarydate.  Onthe
anniversarydate, anyaccumulatedunusedFTOinexcessof248hourswillbeforfeited.  

ExemptemployeesmaycarryoveraccumulateFTOhoursfromoneyeartothenextuptoamaximumof248hours
31days).  AccumulatedFTOmaynotexceed288hours (36days) ontheemployeeÓsanniversarydate.  Onthe

anniversarydate, anyaccumulatedFTOabove248hoursandupto40hourswillbedepositedintoapost- 
employmenthealthcaresavingsplanthroughtheMinnesotaStateRetirementSystem; anyexcessof288hourswill
beforfeited.  

UseofFTO
Withsupervisoryapproval, employeesmayrequestearnedFTOforanyreason.  AccruedFTOisusedforan
employeeÓsillnessorinjurynecessitatingabsencefromwork, exceptwhentheemployeeiseligiblefortheExtended
MedicalBenefit, describedbelow.  PaidholidaysthatoccurduringFTOshallnotbecountedasFTO.  

Goodcommunicationandadvanceplanningareessential.  FTOrequestsshouldbesubmittedtotheemployee's
supervisorwithatleasttwoweeks-noticewheneverpossible. TheDepartmentHeadretainsthesolediscretionin
grantingordenyingdiscretionaryFTOrequests.  AnemployeemaybesubjecttodisciplineforimproperuseofFTOor
forfailuretoobtainsupervisoryapprovalfordiscretionaryuseofFTO.  IntheeventaDepartmentHeaddoesnot
approveanemployeeÓsdiscretionaryuseofFTO, suchunapprovedabsencemaybesubjecttodiscipline.  

ExtendedMedicalBenefit (EMB)  
ExtendedMedicalBenefit (EMB) isanincome-protectioninsurancethatregularfull-time, regularpart-timeandlimited- 
termemployeesaccrue.  EMBmaybeusedafterthefirstforty (40) consecutivehoursusedofFTOofanabsencefor
theemployeeÓsserioushealthcondition.  ItmayalsobeusedtocarefortheemployeeÓsimmediatefamilymemberÓs
serioushealthcondition.  Theforty (40) consecutiveFTOhourswaitingperiodforuseofEMBshallapplytoeach
separateincidentofaserioushealthconditionforwhichtheemployeeseekstouseEMB.  
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Forregularpart-timeemployeesthewaitingperiodbeforebecomingeligibletouseEMBshallbebasedonactual
hourstheregularpart-timeemployeeisscheduledtowork.  Forexample, ifapart-timeemployeeisscheduledtowork
20hoursperweek, thewaitingperiodbeforebecomingeligibletouseEMBshallbe20consecutiveworkhours.  Ifa
part-timeemployeeisscheduledtowork30hoursperweek, thewaitingperiodbeforebecomingeligibletouseEMB
shallbe30consecutivehours.  Regularpart-timeemployeesmayonlyuseEMBonaproratedbasis, andshallnotbe
entitledtoExtendedMedicalBenefitsthatexceedtheregularlyscheduledhoursfortheemployeeÓsperiodofabsence.  
EMBmaybetakenonlytotheextentitisearned; employeesmayusetheaccrualtheywillreceiveonthecurrentpay
periodÓspaidhours.  RegularFull-timeandlimited-termemployeesshallaccrueEMBaccordingtothefollowing
schedule.  Part-timeemployeesaccrueEMBonaproratedbasis.  

ExtendedMedicalBenefitAccrual

DaysPerYearHoursPer HoursPer80
YearhourPayPeriod

4321.2308

ExtendedMedicalBenefitAccrual – PoliceOfficersandPoliceSergeants

DaysPerYearHoursPer HoursPer80
YearhourPayPeriod

8642.4616

UseofEMB
ImmediatelyuponthebirthoradoptionoftheemployeeÓschild, anemployeemayuseforty (40) consecutivehoursof
earnedFTOandthenuptoeleven (11) weeksofaccruedExtendedMedicalBenefit.  

Employeesshallnotifytheirimmediatesupervisoronthefirstdayofaqualifyingserioushealthconditionandat
appropriateintervalsasrequiredbythesupervisor. Whenpossible, FTOandEMBshallberequestedinadvance.   
TheDepartmentHeadisthefinalauthorityonallEMBdecisions.  TheDepartmentHeadmayrequireareleaseof
informationandamedicalcertificatebeforeapprovingtheuseofEMB.  Employeesmayalsobeaskedtoprovidea
statementattestingtotheemployeeÓsabilitytoreturntowork. AnyemployeeusingEMBmaybeplacedona
concurrentFMLAleave.  

AnemployeemayaccrueEMBupto720hours (90days), andEMBshallceasetoaccrueuntilthebalancedrops
below720hours.  EmployeesmaycarryoveraccumulatedExtendedMedicalBenefittime (uptothemaximumof720
hours) fromoneyeartothenext.  

Worker’sCompensation
WhenanemployeeiseligibleforworkerÓscompensationbenefits, theemployeemaysupplementtheworkerÓs
compensationbenefitswithaproratedportionofhisorheraccruedFTOorEMBsothatthecombinationofthe
workerÓscompensationandFTOorEMBcompensationequaltheemployeeÓsregularpay.  Anemployeemustuse
forty (40) consecutivehoursofFTO, beforetakingEMBpursuanttothisprovision.  

NewHire/Re-Hire
TheDepartmentHead, withtheapprovaloftheCityAdministratorandCityCouncil, mayofferaprospectiveemployee
creditforyearsofemploymentworkedbeforeemploymentwiththeCityofGrandRapids, solelyforthepurposeof
computingthenumberofFTOandEMBdaysperyeartowhichtheprospectiveemployeewouldbeentitledupon
employmentwiththeCity.  Creditshallonlybeofferedinsituationswheretheprospectiveemployee'straining,  
educationandexperiencemakestheprospectiveemployeeuniquelyqualifiedforthejobforwhichapplicationhas
beenmade.  Innoeventshallthecreditgivenputtheprospectiveemployeeinabetterpositionthancurrent
employeeswhoholdsubstantiallyequivalentpositions, andwhoaresimilarlysituatedwithregardtotraining,  
educationandexperience.  
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Uponre-employment, creditforpreviousFTOandEMBwillnotbegranted.  FTOandEMBaccrualwillbeearnedon
thesamebasisasanewlyhiredCityemployee.  

NewlyhiredemployeesshallbecreditedretroactivelywithFTOhoursuponsuccessfulcompletionoftheirtraining
period.  NewemployeesshallbeentitledtoaccrueFTOanduseFTOuptoamaximumofforty (40) hours.  If,  
however, anemployeeisterminatedduringhisorherintroductoryperiod, theemployeeshallforfeitanyaccrued,  
unusedFTOatthetimeoftermination.  

TransferofUnusedFTOTimeforSeriousHealthConditionsorDeath
EmployeesmaytransferearnedFTOtimetoanotheremployeewhoissufferingfromorhasanimmediatefamily
membersufferingfromaserioushealthconditionorhasanimmediatefamilymemberwhohaspassedaway.  Ifsuch
anemployeeisunabletoworkforanextendedperiodoftimeandhasorisabouttoexhaustallFTO, and/or
compensatorytime, otheremployeesmaytransferearnedFTOtimetothatemployeeunderthefollowingconditions:  

1Theproposedrecipientwantstoparticipate.  
2TheproposedrecipientwillauthorizetheemployertoinformotheremployeesoftheproposedrecipientÓsserious

healthconditionorthatoftheirimmediatefamilymember, ordeathofanimmediatefamilymember.  
3TheDepartmentHeadandtheAdministratoragreethataqualifyingserioushealthproblemexistsordeath

occurred.  
4Iftheproposedrecipientagrees, therecipient'sDepartmentHeadwillinformemployeesthattheymaytransfer

FTOhourstotherecipient.  
5Duetothedeathofanimmediatefamilymember, theproposedrecipientmayreceiveuptofivedaysofdonated

FTO.  
6AnyemployeewishingtodonateaccruedFTOshouldinformtheHumanResourcesdepartmentofthenumberof

FTOhourstheemployeewishestodonate, usingthedesignatedformforthatpurpose.  
7TheEmployermayrequiremedicalcertificationoftheserioushealthproblemandinformationregardingits

expectedduration.  
8AnydonatedFTOhourswillbedeductedfromthedonorandcreditedtotherecipientatthedonor'spayrate.  
9TherecipientofdonatedFTOshallnotaccrueFTOwhileusingdonatedtime.  
10IftherecipientseparatesfromCityemploymentbeforeusingallofthedonatedFTOhours, theremainingdonated

timemaynotbeconvertedtoseverancepay.  

TerminationorRetirement
UponseparationorretirementfromCityemployment, aseverancepaymentcomputedattheregularemployee's
currentsalaryrateshallbemadeforFTOearnedtoallEligibleEmployees.  Employeeswhoareterminatedforjust
cause, forreasonsotherthanalayofforreductioninforce, shallnotbeentitledtoreceivethisseverancepayment.   
SinceExtendedMedicalBenefitisintendedtoprovideincomeprotectioninthecaseofaserioushealthcondition, itis
notpayableasseveranceuponseparationfromemployment.  

Atthetimeoftermination, allfull-timeemployees, withtheexceptionofPublicWorks, withtwo (2) yearsormore
ofservicewillhavetheentirebalanceoftheiraccruedFTOdepositedintotheirHCSPaccount.  Employeeswith
lessthantwo (2) yearsofserviceandemployeesofthePublicWorksBargainingUnitwillhavetheiraccruedFTO
balancepaidincashattheirregularrateofpayineffectattimeofterminationorretirement. Cashpaymentwillbe
subjecttostateandfederaltaxes.  

HealthCareSavingsPlan
TheHCSPisadministeredbytheMinnesotaStateRetirementSystemandisusedtoreimburseforanyqualified
premiums (suchashealthordentalinsurance) ormedicalexpenses (suchaseyeglasses, prescriptions, feesto
doctors, hospitals, nursingcare, etc.). afterleavingCityemployment.  Sincepayoutsareusedformedical
expenses, theywillremaintax-free.  Fundsareavailableforreimbursementonlyafterterminationofemployment.  
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5.3BoneMarrowDonorTimeOff

Thisbenefit, inaccordancewithMinnesotalaw, isintendedtoprovideeligibleemployeeswithareasonableamountof
time-offtoundergomedicalproceduresassociatedwithdonatingbonemarrow.  

Employeeswhoworkatleast1040hoursperyearareeligibletorequestbonemarrowdonortime-off.  Thisleaveof
absencewillbepaidbytheCity.  Thetotalamountoftime-offmustnotexceed40workhours, whichmaybetakenon
anintermittentbasis.  

Time-offfordonatingbonemarrowwillnotbecountedashoursworkedforpurposesofcomputingovertimeand
incentivepay.  

TheCityreservestherighttorequestverificationbyaphysicianofthepurposeandlengthofeachleaverequestedby
theemployee.  

5.4JuryDuty

Employeesareencouragedtofulfilltheircivicresponsibilitiesbyservingjurydutywhenrequired.  Toensurethat
employeeswillnotbepenalizedfinanciallyforservicetothecommunity, theCitywillpayforworkinghoursspenton
juryduty.  Employeeswillreceivebasepayratetimesthenumberofhoursthatwouldotherwisehavebeenworkedon
thedayoftheabsencelesstheamountofjuryorwitnessfeesreceivedbytheemployee.  

IfanemployeereceivesacheckforJuryDutypayfromaCounty, StateorFederalcourt, theyarerequiredtosignthat
checkovertotheCitysincetheyreceivedtheirregularpayrollcheck.  

AnemployeewhoissummonedtojurydutyshouldnotifytheirDepartmentHead/Supervisorassoonaspossibleso
thatarrangementscanbemadetoaccommodatetheabsence.  

TheCityreservestherighttoaskemployeestorequestapostponementorreleasefromjuryduty.  

Timespentonjurydutywillnotbecountedashoursworkedforpurposesofovertimecalculations.  Ifanemployeeis
excusedfromjurydutyduringregularshift, thatemployeemustreturntowork.  

5.5CourtAppearance

TheCitygrantsemployeestherighttorequesttime-offformandatorycourtappearancetoserveasatrialwitness
outsidethescopeoftheiremployment.  
AnemployeewhoissummonedtomakeacourtappearanceshouldnotifytheirDepartmentHead/Supervisorassoon
aspossiblesothatarrangementscanbemadetoaccommodatetheabsence.  

TheCityreservestherighttoaskemployeestorequestapostponementorreleasefromtheircourtappearance.  

Timespentoncourtappearanceswillnotbecountedashoursworkedforpurposesofovertimecalculations.  
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5.6VotingTimeOff

TheCityencouragesemployeeswhoareeligibletovotetofulfilltheircivicdutybyprovidingtime-offtovote.  

Coveredelectionsinclude:  
Anyregularlyscheduledstateprimaryorgeneralelection
AnelectiontofillavacancyintheUSCongress
AnelectiontofillavacancyintheMNstatelegislature, or
Apresidentialprimary

Employeesmustrequest, inadvance, votingtime-offfromtheirDepartmentHead/Supervisorpriortotheelection.   
Employeeswillbepaidfortime-off.  TheDepartmentHead/Supervisorwilldeterminewhattimetheemployeemaybe
absentfromtheworkplace.  

5.7SchoolConferencesandActivities

Thepurposeistoprovideeligibleemployeeswithunpaidtime-offtoattendschoolconferencesandactivitiesof
dependentchildrenthatcannotbescheduledduringnon-workhours.  Anyemployeewhohasworkedhalf-timeor
moreformorethantwelve (12) consecutivemonths, maytakeunpaidleaveforuptoatotalofsixteen (16) hours
duringanyschoolyeartoattendschoolconferencesorclassroomactivitiesrelatedtotheemployeeÓschild (under18
orunder20andstillattendingsecondaryschool), providedtheconferenceorclassroomactivitiescannotbe
scheduledduringnon-workhours.  

TherequestshouldbediscussedwithDepartmentHead/Supervisorasfarinadvanceaspossibletoensureadequate
coverage.  Employeesmay, butarenotrequiredtouseFTOforthispurpose.  

5.8Holidays

TheCityprovideselevenpaidholidayspercalendaryear.  Eligibleemployeeswillbegrantedholidaytime-offwithpay
ontheholidayslistedbelow:  

Floater
NewYearÓsday    (January1)  

rdMartinLutherKingÓsBirthday  (3MondayinJanuary)  
rdPresidentÓsDay   (3MondayinFebruary)  

MemorialDay    (LastMondayinMay)  
IndependenceDay   (July4)  

stMondayinSeptember)  LaborDay    (1
VeteranÓsDay    (November11)  

thThanksgivingDay   (4ThursdayinNovember)  
FridayafterThanksgiving
ChristmasEve (1/2day)*  (December24)  
ChristmasDay   (December25)  
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WhenanofficialholidayfallsonaSaturdayorSunday, theprecedingFridayorfollowingMondayshallbedesignated
asthepaidholidayforemployeeswhosenormalworkweekisMondaythroughFriday. *ChristmasEveisaholiday

thonlywhenthe24fallsonaworkday.  IfarecognizedholidayfallsduringaneligibleemployeeÓspaidabsence (e.g.  
FlexibleTimeoff) holidaypaywillbeprovidedinsteadofthepaidtimeoffbenefitthatwouldotherwisehaveapplied.  

HolidaypaywillbecalculatedbasedontheemployeeÓsregularrateofpay (asofthedateoftheholiday) timeseight
8) hoursforfull-timeemployees.  Regularpart-timeemployeeswillcompensatedatapro-ratedlevel.  Holidaypayis

notavailabletotemporary, contract, seasonalorlimited-termemployeesoranemployeewhoisondisciplinary
suspension.  

Tobeeligibleforholidaypay, employeesmustworkthelastfull-shiftimmediatelyprecedingtheholidayandthefirst
full-shiftimmediatelyfollowingtheholiday.  

Ifaneligibleemployeeworksonarecognizedholiday, withtheirDepartmentHeadorSupervisorÓspermission, heor
shewillreceiveoneandonehalftimesthenormalrateforthehoursworkedontheholidayinadditiontotheirholiday
benefit.  

Paidtime-offforholidayswillbecountedashoursworkedforthepurposesofdeterminingovertime, exceptwhenthe
employeehasalreadyreceivedovertimepayforworkingontheholiday.   

WithpropernoticetotheDepartmentHead, daysofreligiousorculturalsignificancenotlistedabovemaybetakenoff
withoutpay.  SpecificdaysmaybealteredbymanagementÓsdecision.  

AllGrandRapidsAreaLibraryNon-UnionemployeeswillfollowtheCollectiveBargainingAgreementByandBetween
theCityofGrandRapidsandAmericanFederationofState, CountyandMunicipalEmployees, LocalNo. 3456A
LibraryUnion) inregardtodesignatedholidays.  

5.9LeavesofAbsence

TheCityofGrandRapidsrecognizedthatemployeesoccasionallyneedtotaketimeofffromworktocarefor
importantpersonal, family, medicalandmilitaryneeds.  Tohelpemployees, theCityhasaleaveofabsencepolicy.  A
leaveofabsenceshouldberequestedforanyabsencethatlastsfiveormoreworkingdays.  Requestsshouldbe
submittedatleast2weeksinadvanceoftheabsenceifpossible.  Allrequestsmustbeinwriting.  Managementwill
makeeveryefforttoaccommodateleaverequestsbutreservestherighttodenyarequestbasedontheneedsofthe
City.  

ItistheCityÓspolicynottodiscriminateagainstsomeonewhohasrequestedaleave.  Anycomplaintsshouldbe
broughttotheattentionoftheDirectorofHumanResources.  

5.9.1PersonalLeave

Apersonalleaveofabsencemaybegrantedwithoutpaytoemployeesafterhavingcompleted6monthsof
continuousemployment.   Requestsforpersonalleavewillbegrantedforanyreasonablepurposeandextendedfor
anyreasonableperiod.  

Theleavemaybegrantedforupto31calendardays.  Anextensionuptoanadditional31daysmaybegrantedwith
approval.  Duringtheleaveperiodemployeeswillberequiredtoarrangetopaytheirportionofthebenefitpremiums.   
Iftheleaveextendsbeyondtheinitial31days, thenbenefitcontinuationwillfallunderCOBRA.     
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Anemployeeonpersonalleavemaynotengageinnon-Cityemploymentwithoutthepriorwrittenapprovalofthe
employeeÓsDepartmentHead.  

IfanemployeefailstoreportforworkattheexpirationoftheapprovedleaveperiodorcalltheDepartmentHeadto
makeotherarrangements, theabsencewillberecognizedasvoluntaryresignation.  

5.9.2FamilyandMedicalLeave

TheFamily & MedicalLeaveAct (FMLA; 29U.S.C.A. § 2601-54and29C.F.R. §825.100et. Seq.) requirescovered
employerstoprovideupto12weeksofunpaidleavetoeligibleemployeesforreasonsrelatingtofamilyandmedical
care.  

EffectiveJanuary28, 2008, theNationalDefenseAuthorizationAct (NDAA) amendsFMLAtoalsopermitaneligible
employeetotakeupto26workweeksofleaveduringa12-monthperiodtocareforaservicememberwhohas
sufferedaseriousinjuryorillnessandwhoistheemployeesspouse, son, daughter, parentorÐnextofkinÑ.  

TheNDAAalsopermitsanemployeetotakeFMLAleaveforÐanyqualifyingexigency (asdeterminedbytheSecretary
ofLabor) arisingoutofthefactthatthespouse, son, daughterorparentoftheemployeeisonactivedutyorcalledto
activedutyintheArmedForcesinsupportofacontingencyoperationÑ.  

EligibleUses
Tobeeligible, anemployeemust:  

HaveworkedfortheCityforatleast12months; and
Workedatleast1,250hoursduringthe12monthsprecedingthestartoftheleave.  

EligibilityRequirements
Eligibleemployeescantakeupto12workweeksofunpaidleaveduringa12-monthperiodfor:  

Careforanewbornoranewlyadoptedchildoranewly-placedfosterchild;  
Careforaspouse, son, daughterorparentwithaserioushealthcondition;  
Careforthemselvesduringaserioushealthcondition;  
Anyexigencyarisingoutofthespouse, son, daughterorparentbeingcalledtoactivedutyintheArmedForcesin
supportofacontingencyoperation.  

Eligibleemployeescantakeupto26workweeksofunpaidleaveduringa12-monthperiodto:  
Careforaspouse, son, daughter, parentorÐnextofkinÑwhoisacoveredservicememberoftheArmedForces
andwhosufferedaseriousinjuryorillnesswhileonactiveduty.  

AÐcoveredservicememberÑmeansamemberoftheArmedForces, includingamemberoftheNationalGuardor
Reserves, whoisundergoingmedicaltreatment, recuperation, ortherapy, isotherwiseinoutpatientstatusoronthe
temporarydisabilityretiredlist, foraseriousinjuryorillness.  

Duringthesingle12-monthperiod, aneligibleemployeeshallbeentitledtoacombinedtotalleaveof26workweeks
forleavethatfallsunderthegeneralFMLArequirementsandforleaveundertheservicememberfamilyleave
requirements.  

Serioushealthconditions
Theseinclude:  

Anillness, injury, impairmentorphysicalormentalconditionthatinvolveseitherinpatientcare (overnightstayina
hospital, hospiceorresidentialcarefacility), orcontinuingtreatmentbyahealthcareproviderforthreeormore
consecutivedays;  

Anyperiodofincapacitybecauseofpregnancyorprenatalcare (evenwithouttreatmentbyahealthcareprovider
andeveniftheabsenceislessthanthreedays; e.g., morningsickness);  
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Anyperiodofincapacitybecauseofchronicseriouscondition (evenwithouttreatmentbyahealthcareprovider
andeveniftheabsenceislessthanthreedays, e.g., anasthmaattack).  

Anyperiodofabsencetoreceivemultipletreatmentsbyhealthcareprovidersforreconstructivesurgeryafteran
accidentorinjury, orforaconditionthatwouldlikelyresultinaperiodofincapacityofmorethanthreeconsecutive
daysifleftuntreated (e.g., chemotherapy, physicaltherapy, dialysis, etc.).  

Seriousinjuryorillnessofservicemembers
Thisincludes:  

AninjuryorillnessincurredbythememberinlineofdutywhileonactivedutyintheArmedForcesthatmayrender
themembermedicallyunfittoperformthedutiesofthememberÓsoffice, grade, rank, orrating.  

MedicalCertification
TheCityrequiresemployeesusingFamilyandMedicalLeavetodocumenttheneedfortheleavebyprovidinga
certificationissuedbyahealthcareprovider.  TheCitywillallowtheemployee15calendardaystoobtainthemedical
certification.  Ordinarilya30-dayadvancenoticeisrequiredwhentheleaveisÐforeseeableÑ.  Employeesmaybe
deniedtheleaveifallrequirementsarenotmet.  EmployeesusingFamilyandMedicalLeavearerequiredtoprovide
medicalcertificationtosupportarequestforleavebecauseofaserioushealthconditionandafitnessfordutyreport
toreturntowork, whenapplicable.  

Intermittent/ReducedScheduleLeave
TheFMLApermitsemployeestotakeleaveonanintermittentbasisortoworkareducedscheduleundercertain
circumstances.  

SubstitutionofPaidLeave
EmployeesmaychoosetouseortheCitymayrequiretheemployeetouseaccruedpaidleavetocoversomeorallof
theFMLAleavetaken.  

JobRestorationRequirement
WhenanemployeereturnsfromFMLAleave, theCitymustÐrestoreÑtheemployeeÓsoriginaljoboranÐequivalentÑ
job, whichmeansvirtuallyidenticaltotheoriginaljobintermsofpay, benefitsandotheremploymenttermsand
conditions.  

RequirementtoMaintainHealthBenefits
TheCitymustkeeptheemployeeonitshealthinsurancecoverage, includingfamilycoverage, andcontinuetopaythe
CityÓsshareofthecoverageasiftheemployeewerestillatwork.  Ifapplicable, theemployeemustpayhisorher
shareofthepremium.  TheCitymaycancelcoverageiftheemployeeÓspremiumpaymentismorethan30dayslate
andtheCityhasgiventheemployeewrittennoticeatleast15daysinadvanceadvisingthatcoverageisgoingtobe
canceledifthepremiumisnotreceived.  

OtherBenefits
OtherbenefitsdonothavetobemaintainedduringperiodsofunpaidFMLAleave.  FlexibleTimeOfforothertypesof
paidleavedonothavetoaccrueduringunpaidFMLAleaveiftheywouldnotaccrueonothertypesofunpaidleave.  

PregnancyandParentingLeave
Employeeswhoworktwenty (20) hoursormoreperweekandhavebeenemployedmorethanoneyearareentitledto
takeanunpaidleaveofabsenceunderthePregnancyandParentingLeaveActofMinnesota.  Femaleemployeesfor
prenatalcare, orincapacityduetopregnancy, childbirth, orrelatedhealthconditionsaswellasabiologicaloradoptive
parentinconjunctionwiththebirthoradoptionofachildiseligibleforupto12weeksofunpaidleaveandmustbegin
withintwelve (12) monthsofthebirthoradoptionofthechild.  Inthecasewherethechildmustremaininthehospital
longerthanthemother, theleavemustbeginwithin12monthsafterthechildleavesthehospital.  Employeesshould
providereasonablenotice.  Iftheleavemustbetakeninlessthanthreedays, theemployeeshouldgiveasmuch
noticeaspracticable.  
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Employeesarerequiredtouseaccruedleave (i.e. FlexibleTimeOff, ExtendedMedicalBenefit, etc.) duringParenting
Leave.  IftheemployeehasanyFMLAeligibilityremainingatthetimethisleavecommences, thisleavewillalsocount
asFMLAleave.  Thetwoleaveswillrunconcurrently.  Theemployeeisentitledtoreturntoworkinthesameposition
andatthesamerateofpaytheemployeewasreceivingpriortocommencementoftheleave.  Groupinsurance
coveragewillremainavailablewhiletheemployeeisonleavepursuanttothePregnancyandParentingLeaveAct,  
buttheemployeewillberesponsiblefortheentirepremiumunlessotherwiseprovidedinthispolicy (i.e. whereleaveis
alsoFMLAqualifying).  ForemployeesonanFMLAabsenceaswell, theemployercontributionstowardinsurance
benefitswillcontinueduringtheFMLAleaveabsence.  

5.9.3ExtendedMedical

AmedicalleaveofabsencemaybegrantedtoemployeeswhoareeitherineligibleforleaveundertheCityFMLA
policyorwhohaveexhaustedtheirentitlementtothatleave.  Amedicalleaveofabsencemayalsobegrantedupon
exhaustionofaccumulatedextendedmedicalbenefit.  Employeesrequestingamedicalleaveofabsencemusthave
theleaveapprovedbytheCityCouncilforaperiodnottoexceed12months.  Failuretoreturntoworkatthe
expirationofthemedicalleavewillbeconsideredavoluntaryresignation.  Suchleaveissubjecttopriorcertificationby
theattendingmedicalauthorityoramedicalauthoritydesignatedbytheCity.  Amedicalleavewillnotbegranted
unlesstheemployeeprovidesastatementfromahealthcareproviderstatingtheneedfortheleave, theexpected
durationoftheleaveandageneralexplanationofthenatureofthemedicalconditionordisability.  Returning
employeesmayberequiredtosubmitcertificationfromtheirphysicianoffitnessforduty.  Anemployeewhohasbeen
offworkforayearormoreformedicalreasonsmustserveanintroductoryperiodbeforebeingreturnedtoregularor
limited-termstatus.  

5.9.4AdministrativeLeave

TheCityAdministratormayauthorizeanadministrativeleave.  Examplesofwhenanadministrativeleavemaybe
grantedincludewhenpotentialemployeemisconductisbeinginvestigatedoranemployeeisundergoingafitness-for- 
dutyexamination.  

5.9.5MilitaryLeave
Stateandfederallawsprovideprotectionsandbenefitstocityemployeeswhoarecalledtomilitaryservice, whetherin
thereservesoronactiveduty. Suchemployeesareentitledtoaleaveofabsencewithoutlossofpay, senioritystatus,  
efficiencyrating, orbenefitsforthetimetheemployeeisengagedintrainingoractiveservicenotexceedingatotalof
15daysinanycalendaryear.  

Theleaveofabsenceisonlyintheeventtheemployeereturnstoemploymentwiththecityasrequireduponbeing
relievedfromservice, orispreventedfromreturningbyphysicalormentaldisabilityorothercausenotthefaultofthe
employee, orisrequiredbytheproperauthoritytocontinueinmilitaryornavalservicebeyondthefifteen (15) daypaid
leaveofabsence. Employeesonextendedunpaidmilitaryleavewillreceivefifteen (15) dayspaidleaveofabsencein
eachcalendaryear, nottoexceedfiveyears.  

Wherepossible, noticeistobeprovidedtothecityatleastten (10) workingdaysinadvanceoftherequestedleave. If
anemployeehasnotyetusedhis/herfifteen (15) daysofpaidleavewhencalledtoactiveduty, anyunusedpaidtime
willbeallowedfortheactivedutytime, priortotheunpaidleaveofabsence.  

Employeesreturningfrommilitaryservicewillbereemployedinthejobthattheywouldhaveattainedhadtheynot
beenabsentformilitaryserviceandwiththesameseniority, statusandpay, aswellasotherrightsandbenefits
determinedbyseniority. Unpaidmilitaryleavewillbeconsideredhoursworkedforthepurposeofvacationleaveand
sickleaveaccruals.  

Eligibilityforcontinuationofinsurancecoverageforemployeesonmilitaryleavebeyondfifteen (15) dayswillfollowthe
sameproceduresasforanyemployeeonanunpaidleaveofabsence.   
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Employeeswillbegranteduptoten (10) workingdaysofunpaidleavewhoseimmediatefamilymemberisamember
oftheUnitedStatesarmedforceswhohasbeeninjuredorkilledwhileengagedinactiveservice. The10daysmaybe
reducedifanemployeeelectstouseappropriateaccruedpaidleave.  

Unlesstheleavewouldundulydisrupttheoperationsofthecity, employeeswhoseimmediatefamilymember, asa
memberoftheUnitedStatesarmedforceshasbeenorderedintoactiveserviceinsupportofawarorothernational
emergency, willbegrantedanunpaidleaveofabsence, nottoexceedonedayÓsdurationinanycalendaryear, to
attendasend-offorhomecomingceremonyforthemobilizedservicemember.  

5.9.6SickorInjuredChildCareLeave

AnemployeemayuseFlexibleTimeOffbenefitsprovidedbytheCityforabsencesduetoanillnessoforinjurytothe
employeeÓschildforsuchreasonableperiodsastheemployeeÓsattendancewiththechildmaybenecessary, onthe
sametermstheemployeeisabletousetheExtendedMedicalBenefitfortheemployeeÓsownillnessorinjury. 

Forthepurposesofthissection, ÐExtendedMedicalBenefitÑmeanstimeaccruedandavailabletoanemployeetobe
usedbecauseofabsencefromworkduetopersonalillnessorinjury, butdoesnotincludeshort-termorlong-term
disabilityorothersalarycontinuationbenefits.  

5.9.7CivilAirPatrolLeave

UnlesstheleavewouldundulydisrupttheoperationsoftheCity, theCityshallgrantaleaveofabsencewithoutpayto
anemployeefortimespentrenderingserviceasamemberofthecivilairpatrolontherequestandundertheauthority
ofthestateoranyofitspoliticalsubdivisions.  

5.9.8VictimorWitnessLeave

Anemployeewhoissubpoenaedorrequestedbytheprosecutortoattendcourtforthepurposeofgivingtestimonyis
entitledtoreasonabletimeofffromworktoattendcriminalproceedingrelatedtothevictimÓscase.  

5.9.9DomesticandSexualViolenceLeave

Victimsofdomesticviolence, stalking, orsexualassaultmaybeabletotakeleaveunderthefederalFamilyand
MedicalLeaveAct (FMLA) orundercomparablestateorlocallaws.  

5.9.10RestrainingOrderLeave

TheCityshallnotdischarge, discipline, threaten, otherwisediscriminateagainst, orpenalizeanemployee
regardingtheemployee'scompensation, terms, conditions, location, orprivilegesofemployment, becausethe
employeetookreasonabletimeofffromworktoobtainorattempttoobtainreliefunderthissection. Exceptin
casesofimminentdangertothehealthorsafetyoftheemployeeortheemployee'schild, orunless
impracticable, anemployeewhoisabsentfromtheworkplaceshallgive48hours' advancenoticetotheCity.  
UponrequestoftheCity, theemployeeshallprovideverificationthatsupportstheemployee'sreasonforbeing
absentfromtheworkplace. Allinformationrelatedtotheemployee'sleavepursuanttothissectionshallbe
keptconfidentialbytheCity.  

5.9.11OrganDonationLeave

TheCitymustgrantpaidleavesofabsencetoanemployeewhoseekstoundergoamedicalproceduretodonatean
organorpartialorgantoanotherperson. Thecombinedlengthoftheleavesshallbedeterminedbytheemployee, but
maynotexceed40workhoursforeachdonation, unlessagreedtobytheCity. TheCitymayrequireverificationbya
physicianofthepurposeandlengthofeachleaverequestedbytheemployeefororgandonation. Ifthereisamedical
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determinationthattheemployeedoesnotqualifyasanorgandonor, thepaidleaveofabsencegrantedtothe
employeepriortothatmedicaldeterminationisnotforfeited.   

5.9.12SafetyLeave

LEAVES
DependinguponanemployeeÓssituation, morethanoneformofleavemayapplyduringthesameperiodof
time (e.g., TheFamilyandMedicalLeaveActislikelytoapplyduringaworkerÓscompensationabsence.) An
employeewillneedtomeettherequirementsofeachformofleaveseparately. Leaverequestswillbe
evaluatedonacase-by-casebasis.  

Exceptasotherwisestates, allpaidtimeoff, takenunderanyoftheCityÓsleaveprograms, mustbetaken
consecutively, withnointerveningunpaidleave. TheCitywillprovideemployeeswithtimeawayfromworkas
requiredbystateorfederalstatutes, iftherearerequirementsforsuchtimeoffthatarenotdescribedinthe
personnelpolicies.  

WorkersCompensation
Whenanemployeeiseligibleforworkerscompensationbenefits, theemployeemaysupplementtheworkers
compensationbenefitswithaproratedportionofhisorheraccruedFTOorEMBsothatthecombinationofthe
workerscompensationequaltheemployeeÓsregularpay. Anemployeemustuseforty (40) consecutiveworkhoursof
FTObeforetakingtheEMBpursuanttothisprovision.  

5.10LightDutyProgramPolicy

Purpose
Thepurposeofthispolicyistoestablishguidelinesfortemporaryassignmentofworktotemporarilydisabled
employeeswhoaremedicallyunabletoperformtheirregularworkduties.  LightdutyisevaluatedbytheCity
Administratoronacase-by-casebasis.  Thispolicydoesnotguaranteeassignmenttolightduty.  

Policy
TheCityofGrandRapidsÓLightDutyProgramisforshort-term, temporarydisability-typepurposes; assignmentoflight
dutyisatthediscretionoftheCityAdministrator.  TheCityAdministratorreservesthesolerighttodeterminewhen
andiflightdutyworkwillbeassigned.  

Procedure:  ApplyingforLightDutyWork
WhenanemployeeisunabletoperformtheessentialrequirementsoftheemployeeÓsjobduetoatemporary
disability, theemployeewillnotifytheCityAdministratororDepartmentHeadinwritingastothenatureandextentof
thedisabilityandthereasonwhytheemployeeisunabletoperformtheessentialfunctions, duties, andrequirements
oftheposition.  ThisnoticemustbeaccompaniedbyaphysicianÓsreportcontainingadiagnosis, currenttreatment,  
andanyworkrestrictionsrelatedtothetemporarydisabilityincludingtheexpectedtimeframeregardingreturntowork
full-timewithnorestrictions, meetingallessentialrequirementsandfunctionsoftheCityÓspositiondescriptionalong
withawrittenrequestforlightduty.  

TheCitymayrequireanindependentevaluationconductedbyaphysicianselectedbytheCitytoverifydiagnosis,  
currenttreatment, expectedlengthoftemporarydisability, andworkrestrictions.  

ItisatthediscretionoftheCityAdministratorwhetherornottoassignlightdutyworktotheemployee.  Althoughthis
policyishandledonacase-by-casebasis, lightdutyisrecommendedtolastnolongerthansixmonths.  

Thecircumstancesofeachdisabledemployeeperforminglightdutyworkwillbereviewedregularly.  
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5.11TuitionReimbursementProgram

Tuitionreimbursementisaself-developmentprogramforemployeestofurthertheircareersattheCityofGrand
Rapids (City).  Employeesmayselectcoursesofstudythataredirectlyrelatedtoeithertheirpresentjoborthepursuit
ofaCity-relatedcareer.  Administrationisresponsibleforadministeringandmonitoringthisprogram.  

5.11.1Eligibility

Regularfull-timeemployeesareeligibleaftertwelvemonthsofcontinuousservice;  

Part-timeemployeesareeligibleaftertwenty-fourmonthsofcontinuousserviceandatleast1,500worked
hoursperyear;  

Continuousserviceinthesejobcategoriesmustbemaintainedwhiletakingthecourse(s).  

5.11.2Pre-CourseApprovals

ThecourseistobeapprovedbytheCityAdministratororDepartmentManagerpriortoenrollmentona
RequestforTuitionReimbursementForm.  

5.11.3Restrictions

CourseworkandcourseattendanceisnormallyaccomplishedontheemployeeÓsowntime.  Attendancefor
requiredclassesthatareofferedonlyduringworkhoursissubjecttoapprovalbytheDepartmentManagerand
mustbeforcoursesdirectlyrelatedtothejoborrelevantdegreerequirements.  Ifabsencefromworkis
approved, theemployeemayuseearnedFlexibleTimeOff (FTO) forthistimeoff, ifapprovedbytheCity
AdministratororDepartmentManager.  

Thecareerbeingpursuedandtherelationshipofthecoursetothatcareermustbeidentifiedbytheemployee;  

CourseseligibleforreimbursementmustbeÐdirectlyjobrelatedÑorÐcareerrelated.Ñ Career-relatedcourses
areonlyeligibletobereimbursedifthecourseispartofadegreeandwouldbenefitanexistingorfutureCity
positiondescription.  

Fornon-Cityrelatedcoursesrequiredofadegreeorcertificateprogram, proofofadmittancetothatprogram
mustbeprovided;  

ParticipantsinadegreeprogramareexpectedtoconcentrateonCity-relatedcoursesfirstasaconditionof
continuedapprovalofcourse;  

NumberofcoursesinprogressatonetimeisatthediscretionoftheCityAdministratororDepartment
Manager; aconcernbeingthattheemployeeisabletobalancetheneedsofthejobwithamultiplecourse
load;  

Fundingbyotheragencies (suchasscholarshipsandtheGIBill) mustbeusedbytheemployeefirst.  Cityis
thesecondarypayerinsuchcircumstancesandallamountsfundedbyotheragencieswillbedeductedfrom
CityÓsreimbursementallowance;  
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Anemployeewhovoluntarilyleavesserviceorisdischargedwillberequiredtopaybackallreimbursements
made (i.e. finalprocessed) duringtheprevioussixtymonths.  Paybackamountwillbereducedby20% for
eachfullyearofservicerenderedtotheCityÓsfollowingsuccessfulcompletionofthecourses.  

Institutionseligibletobeconsideredforapprovalincludemostcolleges, vocationalschoolsandself-study
institutions.  Privateconsultantsandmotivationorganizationsarenotcovered;  

Attendancealonedoesnotdefinesuccessfulcompletion, somostseminarsdonotqualifyundertheprogram;  

CLEPtestsandsimilarconversionsofpreviousknowledgetoanacademicrecordarenotcovered.  

5.11.4CourseCompletionandReimbursement

Successfulcompletion (alettergradeofÐCÑorbetter, aÐpassÑinapass/failgradingsystem, oracertificateof
completionbasedonacompetencyexam) isrequiredbeforereimbursementwillbemade;  

TheÐpre-courseapprovedÑRequestforTuitionReimbursementFormisre-submittedbytheemployeealong
withagradereportandtuitionstatement;  

Onlytuitionandrequiredbookcostsarecovered.  Othercostsandfeessuchaslatefees, labfees, training
equipmentandmaterials, andstudentfeesarenormallynotcovered, however, exceptionsmaybeconsidered
uponrequestoftheemployee.  Ifthetuitionamountincludesasubstantialamountoftangiblegoods (suchas
partsforconstructingaradioreceiver), theprogramwillcoveronlythetuitionportion.  

5.11.5MaximumReimbursement

TheCitywillreimbursetuitionandrequiredbookcostsforqualifiedfull-timeemployeesasapprovedbythe
CityAdministratororDepartmentHead. 

Eligiblepart-timeemployeeswillbereimburseduptoamaximumof50percentoftuitionandrequiredbook
costsasapprovedbytheCityAdministrator. 

5.11.6TaxabilityofReimbursedAmount

FederallawprovidesthatcertainCity-paideducationexpensesarenontaxableiftheyareforjob-related
coursesandbelowIRSestablishedbenefitamount.  Thecoursetakenisjob-relatedifitmaintainsorenhances
theskillsneededforanemployeeÓscurrentpositionwithoutfurnishingtherequisitequalificationsforenteringa
newtradeorbusiness.  Administration, inconsultationwithataxconsultant, willdetermineifnecessary, to
furnishanemployeewitha1099orW2asappropriate.  

5.12FlexibleSpendingAccounts

Full-timeemployeesareeligibletoparticipateintheFlexibleSpendingtaxsavingsprogramupondateofhire.  This
programallowstheemployeetopayemployersponsoredhealthinsurancepremiums (ifany), medicalexpenses,  
childcareoreldercareexpenseswithÐpre-taxÑdollars, savingconsiderablepayrolltaxes.  Re-enrollmentwillbe
conductedeachcalendaryear.  Theplanofferstwopre-taxspendingaccounts:  

HealthCareSpendingAccountÎEmployeescanelecttosetasidethemaximumallowedbyIRSper
yearonapre-taxbasistopayformedicalanddentalexpensesnotcoveredbyinsuranceandnot
claimedontheirtaxreturn.  
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DependentCareSpendingAccountÎEmployeescanelecttosetasideupto $5000peryearonapre- 
taxbasistopayforemploymentrelateddependentcareexpensesprovidedbyaneligiblecaregiverand
notclaimedonataxreturn.  

Anymoneythatisset-asideintheaboveaccountswillbeforfeitedifaclaim(s) is/arenotsubmittedforexpenses
incurredbytheendofthecalendaryear.  Theamountoftheelectioncannotbechangedorstoppedduringthe
calendaryearexceptwithin30daysofaqualifyingchangeinfamilystatus.  
Moreinformation, includingalistofeligibleexpensesisavailablefromtheAdministrationDepartmentorfromthe
benefitproviderÓswebsite.  

5.13EmployeeAssistanceProgram

TheEmployeeAssistanceProgramprovidedbytheCityisincludedinthehealthplananddesignedtohelpyouand
membersofyourfamilydealwiththeproblemsofdailylife.  Thecounselingserviceisstaffedwithprofessionals
trainedtoprovideinitialassessmentandcounseling.  Itisstrictlyconfidentialandvoluntary, andcanbeusedforall
typesofproblemsincluding:  

Maritalorparentaldifficulties
Depression
Financialproblems
Legalproblems
Alcoholanddrug-relatedconcerns
Workrelatedproblems

Confidentialityispromised.  Noinformationconcerningthenatureofyourproblemwillbereleasedwithoutyourwritten
consent.  Whatisdiscussedwithacounselorisstrictlybetweenthecallerandthecounselor. \[Inthecaseofa
Supervisorreferringanemployeetotheprogrambecauseofpoorjobperformance, theSupervisorwillbemadeaware
oftwothings: 1) whetherornottheemployeekeptanappointmentwithacounselor; and2) whetherornotthe
employeeisfollowingthecounselorÓsrecommendations.\]  

TheCityassumesthecostfortheEAPassessmentandreferral.  IftheEmployeeAssistancecounselorrefersyouto
othercommunityresourcesforlong-termorspecialtyassistance, thesecostsmaybecoveredbythehealthbenefits
program.  

Allemployeesareencouragedtoutilizetheseservicesshouldtheyneedthem.  Furtherinformationaboutthis
programcanbeobtainedfromanyDepartmentHeadortheDirectorofHumanResources.  

5.14Health, Dental, LifeInsurance

TheCityofGrandRapidswillcontributeacompetitivemonthlyamounttowardgrouphealth, dental, andlifeinsurance
benefitsforeacheligibleemployeeandhis/herdependents.  Employeesareencouragedtolookcloselyatthis
contributionaspartoftheiroverallcompensationpackagewiththeCity.  Eligibilityforthisbenefitbeginsthefirstofthe
monthfollowing30daysofemployment.  Inaccordancewithfederalhealthcarereformlawsandregulations, while
avoidingpenalties, theCitywillofferhealthinsurancebenefitstoeligibleemployeesandtheirdependentsthatworkon
averageorareexpectedtowork30ormorehoursperweekortheequivalentof130hoursormorepermonth.  The
amounttobecontributedandthetypeofcoveragewillbedeterminedannuallybytheCityCouncil.  
Failureofanyinsurancecarriertoprovideanybenefitforwhichithascontractedshallnotcreateanyliabilityonthe
partoftheCity, norshallsuchfailurebeconsideredabreachofanyobligationbytheCitytoanemployee.  Any
premiumcontributionrequiredbytheemployeewillbepayrolldeductedonapre-taxbasis.  
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Retiredfull-timeemployeeswhoarenoteligibleforMedicaremaycontinuetobecoveredbytheCityÓsgroup
insurancepolicyattheirownexpensetotheextentasrequiredbylaw.  

Formoreinformationaboutcoverageandeligibilityrequirements, employeesshouldrefertothesummaryplan
descriptionorcontacttheDirectorofHumanResources.  

5.15LifeInsurance

TheCityprovidesatermlifeinsurancepolicyforallregularFTandPTemployeesandon-callFirefighters.  Eligibility
forthisbenefitbeginsthefirstofthemonthfollowing30daysofemployment.  Basictermlifeispaid100% bytheCity.  

5.15.1OptionalLife
Eligibleemployeeshavetheoptiontopurchaseadditionallifeinsuranceforthemselves.  Eligibilityforanygroup
insurancebenefitisdeterminedexclusivelybythetermsoftheinsurancepolicy.  Employeesmayberequiredto
providehealthhistoryinformationorothermedicalrelateddata.  Thecostofthiscoverageisdependentonageand
theamountofcoveragechosen. Thepremiumcostwillbedeductedfrompayroll.  

5.16PERA

TheCityparticipatesinthePublicEmployeesRetirementFund (PERA) toprovidepensionbenefitsforitseligible
employees.  TheCityandtheemployeecontributetoPERAeachpayperiodasdeterminedbystatelaw.  Most
employeesarealsorequiredtocontributeaportionofeachpaycheckforSocialSecurityandMedicare (theCity
matchestheemployeeÓssocialsecurityandMedicarewithholding).  

SEEAPPENDIXA)  

5.17DeferredCompensation

TheCityprovidesemployeestheopportunitytoparticipateindeferredcompensationplans, whichallowemployeesto
placeaportionoftheirearningsintoapre-taxdeferredinvestmentprogram.  Taxesonmoneysetasideandearnings
onthefundsaredeferreduntiltimeofwithdrawal.  Thisallowsemployeestodeferpresentincomeforlong-term
savingstosupplementretirement.  Severaldifferenttypesofinvestmentoptionsareavailable.  Fundsmaybe
withdrawnatthetimetheemployeeleavesCityemployment.  

5.18COBRA

UnderthefederalConsolidatedOmnibusBudgetReconciliationAct (COBRA) of1985, youandyourqualified
dependentsmayhavetheopportunitytocontinuehealthorlifeinsuranceunderthegrouppolicywhenaÐqualifying
eventÑwouldnormallyresultinthelossofeligibility.  Somecommonqualifyingeventsare:  

Resignation
Terminationofemployment
Deathofanemployee
Areductioninworkhours
Leaveofabsence
AnemployeeÓsdivorceorlegalseparation
Dependentchildnolongermeetingeligibilityrequirements.  
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Administrationmustbenotifiedwithinthirty (30) daysofthequalifyingevent.  

UnderCOBRA, theemployeeorthedependentmustpaythefullcostofcoverageattheCityÓsrate.  Anadditional
administrativefeemaybecharged.  Eachemployeeisprovidedawrittennoticedescribingrightsgrantedunder
COBRAwhentheemployeebecomeseligibleforcoverageunderaninsuranceplan.  Thenoticecontainsimportant
informationaboutemployeerightsandobligations.    

SEEAPPENDIXB)  

5.19MSRSHealthCareSavingsPlan

SEEAPPENDIXC)  
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6APPENDICES

AcknowledgementForm

PERA AppendixA
COBRA AppendixB
MSRSHealthCareSavingsPlan AppendixC
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PersonnelPoliciesAcknowledgmentForm

IacknowledgethatIhavereceived, read, andunderstandthepoliciesoutlinedintheCityofGrandRapids
PersonnelPolicyHandbook. IagreetoconformtotherulesandregulationsoftheCityofGrandRapidsas
describedinthehandbook, whichisintendedasaguidetohumanresourcepoliciesandprocedures. I
understandthattheCityhastherighttochangethehandbookwithoutnotice. Itisunderstoodthatfuture
changesinpoliciesandprocedureswillsupersedeoreliminatethosefoundinthisbook, andthatemployees
willbenotifiedofsuchchangesthroughnormalcommunicationchannels.  

Ialsounderstandandagreethattheinformationcontainedinthesematerialsdoesnotconstitutean
employmentcontractbetweentheCityofGrandRapidsandme, andthateitherIortheCityofGrand
Rapidsmayterminateouremploymentrelationshipatanytime, withorwithoutcause. Iunderstandthatno
managerorrepresentativeoftheCityofGrandRapids, hasanyauthoritytoenterintoanyagreementfor
employmentforanyspecifiedperiodoftime, ortomakeanyagreementcontrarytotheforegoing.  

EmployeeSignature

Date

EmployeeName (pleaseprint)  

Note: PleasegivethiscompletedformtotheDirectorofHumanResourcesforfilinginyourpersonnelfile.  
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MemorandumofUnderstanding
between

TheCityofGrandRapids
And

MacRostieArtCenter

TheCityofGrandRapids(City)onbehalfoftheGrandRapidsArtsandCulture
Commission(GRACC)hasestablishedanArtistinResidenceprogramhousedonthe
thirdfloorofOldCentralSchool.Themissionoftheprogramistoprovidespaceto
supportartists’developmentandprovideanopportunityforthepublictoengagewith
artists.TheCityofGrandRapids(City)valuesthecontributionoftheartsinour
communityandfurthermoreseesvalueintheincreasedactivityanArtistinResidence
programwillbringtoOldCentralSchoolandthemerchantslocatedthere. 

TheMacRostieArtCenter(MAC)isanadvocatefortheartsandacenterofarts
programmingintheGrandRapidscommunity.MACisconnectedtothenetworksof
visualartistsacrossthestateandregionandiswillingtomanagetheArtistinResidence
programatOldCentralSchool. 

Thepartiescommitthemselvestobuildingmutualconfidenceandtrust,andthrough
thisMemorandumofUnderstanding(MoU)providedetailedareasofagreementthatwill
guidetheminaccomplishmentofthestatedobjectives. 

Tothisend,theGRACCandCityhaveagreedonthefollowing: 

1. GrantofUse/Location
1.1. TheCity,throughanagreementwiththeGrandRapidsEconomic

DevelopmentAgency,willgranttheuseofaspaceonthethirdfloorinOld
CentralSchool(space),thelocationofwhichwillbeapprovedbytheCity’s
appointedrepresentative. 

1.1.1.TheCitymaycancelthisMoUattheCity’ssolediscretionatanytime. 
1.2. ThespacewillbeprovidedbytheCitywithoutcompensationforusebya

GuestArtist(s)selectedbyMacRostieArtCenter. 
1.3. ThespacemaybeusedbyuptothreeGuestArtistsatatime,provided

eachoftheGuestArtistshavereadandagreetoabidebythetermsofthis
MoU,andtheoccupancyisincompliancewithallFederal,StateandLocal
lawsandordinances. 

1.4. Thespacewillbeprovidedforsixmonthterms,andcanbeextendedfor
oneadditionaltermuponre-applicationbytheartist.Aftertwotermsare
served,theartistmustrefrainfromre-applyingforayear. 

1.5. OnekeyforthespacewillbeprovidedtotheGuestArtist(s).Allkeyswill
bereturnedtoMacRostieArtCenterattheconclusionoftheirstay. 



1.6. AlldaypublicparkingisavailablefortheuseoftheGuestArtist(s)within
twoblocksofOldCentralSchool.ParkingspacesonthegroundsofOld
CentralSchoolwillbereservedfortenantsandcustomers. 

1.7. IftheCityfindsapayingtenantforthespace,orforsomeotherreasonthe
CityneedstocancelthisMoU,theCitywillprovidewrittennoticetoMAC
andtheGuestArtist(s)14daysinadvanceofwhenthespacemustbe
vacatedandreturnedtoitspriorcondition. 

1.7.1.Ifthepropertyoftheguestartist(s)isnotremovedwithinthenotice
period,theCitymayremoveanyabandonedpropertyatthesoleexpense
oftheGuestArtist(s). 

1.7.2.Ifvacationofthespaceisneededtofacilitateoccupancybyapaying
tenant,otherspacemaybemadeavailabletotheGuestArtist,ifvacant
spaceisavailableatthetime. 

2. ExpectationsoftheGuestArtist(s) 

2.1. MacRostieArtCenterwillassisttheGRACCandtheCityinensuringthat: 
2.1.1.TheGuestArtist(s)actasregulartenantsbybeingconsiderateand

refrainingfromtheproductionofnoisesandoffensiveodorsthatwould
negativelyimpacttheuseandenjoymentofOldCentralSchoolbyregular
tenantsandcustomers. 

2.1.2.TheGuestArtist(s)usethespaceduringtheregularoperatinghoursof
OldCentralSchooltoprovideopportunitiesforpublicengagementwiththe
artistandtheirwork.GuestArtist(s)arewelcometoutilizethespace
outsideofregularoperatinghours. 

2.1.3.TheGuestArtist(s)provideatleastonepubliceventoractivityduringthe
courseoftheirresidency,suchasanexhibition,performance,workshop, 
demonstration,orothertypeofcommunityengagement. 

2.2. GuestArtist(s)willnotmakeanyalterationstothespaceorcauseany
damagetothespace.IfanydamageoralterationiscausedbytheGuest
Artist(s),theCitywillcausenecessaryrepairstobemadeatthesole
expenseoftheGuestArtist(s). 

2.3. TheGuestArtist(s)shallinsuretheirownpersonalpropertyonthepremises
astheyseefit.AllpersonalpropertyplaceduponorintheOldCentral
Schoolpremisesorcommonareasorexternalgroundsshallbeattheriskof
GuestArtist(s)ortheownerofthepersonalpropertyandtheCityandOld
CentralSchoolshallnotbeliabletoGuestArtistoranyotherpartyforany
damage,destructionorlossofsaidpersonalpropertyarisingfromanycause
whatsoever. 

3. AuthorizedAgents

3.1. TheCityshallappointauthorizedagentsforthepurposeofadministration
andfacilitationofthisMoU.TheCityandGRACCarenotifiedofthe
authorizedagentsofeachareasfollows: 



3.1.1. CityAgent: 
TomPagel
CityAdministrator
420NorthPokegamaAvenue
GrandRapids,Minnesota55744
218.326.7622
tpagel@ci.grand-rapids.mn.us

3.1.2. MACAgent: 
KatieMarshall
MacRostieArtCenterExecutiveDirector

st405NW1Avenue
GrandRapids,MN55744
218.326.2697
katie@macrostieartcenter.org

CityandGRACCwillnotundertakeanyactioninconsistentwiththeletterorspiritofthis
MemorandumofUnderstanding. 

CityofGrandRapidsMacRostieArtCenter

Date:________________________Date:________ 
MayorDirector



CITYOFGRANDRAPIDS

LegislationDetails (WithText) 

File #: Version: Name: 19-06031ConsiderMemorandumofUnderstandingwith
ItascaCommunityCollegewithregardtothe
reporting, investigationandsharingofsexual
assaults. 

Type: Status: AgendaItemConsentAgenda

Filecreated: Incontrol: 9/12/2019CityCouncil

Onagenda: Finalaction: 9/23/2019

Title: ConsiderMemorandumofUnderstandingwithItascaCommunityCollegewithregardtothereporting, 
investigationandsharinginformationonsexualassaultscases. 

Sponsors: 

Indexes: 

Codesections: 

Attachments: sexualviolenceMEMORANDUMOFUNDERSTANDING ICC2019

DateVer.ActionByActionResult

ConsiderMemorandumofUnderstandingwithItascaCommunityCollegewithregardtothereporting, investigationand
sharinginformationonsexualassaultscases. 

BackgroundInformation: 
TheMinnesotalegislaturerecentlypassedlegislationrequiringthat, “Apostsecondaryinstitutionmustenterintoa
memorandumofunderstandingwiththeprimarylocallawenforcementagenciesthatservesitscampus….shallclearly
delineateresponsibilitiesandrequireinformationsharing…” 

ItascaCommunityCollege, whichislocatedinGrandRapids, hasconstructedamemorandumofunderstandingregarding
thereportingofon-campussexualassaults, theinvestigationoftheseassaultsandthesharingofinformation. This
memorandumisbaseduponatemplatedevelopedbyMinnesotaState (formerlyMNSCU). 

RequestedCityCouncilAction
MakeamotiontoauthorizethePoliceChieftosigntheMemorandumofUnderstandingwithItascaCommunityCollege
regardingthereporting, investigationandsharingofinformationinsexualassaultsthatoccuronthecollegecampus. 

CITYOFGRANDRAPIDSPage1of1Printedon9/23/2019
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MEMORANDUMOFUNDERSTANDING

THISMEMORANDUMOFUNDERSTANDING (MOU) isenteredintoonSeptember11,  
2019, byItascaCommunityCollegeandtheGrandRapidsPoliceDepartment.   

TheCityPoliceDepartmentandtheCollegehavealonghistoryofcooperationregardingtheir
sharedmutualinterestsinastrong, safe, andvibrantcommunity. TheMinnesotaLegislature
recentlypassedlegislation, Minn. Stat. § 135A.15, 2015Minn. Laws, Ch. 69, Art. 4, Sec. 2,  
addressingcampussexualassaultthat, amongotherthings, requirespostsecondaryinstitutions
andlocallawenforcementagenciestoenterintoamemorandumofunderstandingthatdelineates
responsibilitiesandrequirescertaininformationsharing, inaccordancewithapplicablestateand
federalprivacylaws, aboutcertaincrimes.  

TheCollegeisresponsibleforinvestigatingcomplaintsofdiscrimination, harassment, andsexual
assault, domesticviolence, datingviolence, andstalking.  

TheCityPoliceDepartmentandtheCollegeagreethatcrimeoccurringoncampus, andin
certainareasoffcampus,  
collaboration, andcommunicationtoassistcrimevictimsandtoensureappropriateprosecution
ofresponsiblepersonswhenacrimeaffectingaCollegestudentoremployeeoccurswithinthe
municipalboundaryoftheCityofGrandRapids.  

ThepurposeofthisMOUistoacknowledgesharedinterestsbetweentheCityPoliceDepartment
andtheCollegeandtopromoteandmaintainacontinuedharmoniousworkingrelationshipand
cooperativeeffortbetweentheparties. Itisnotintendedtomakeoneentityresponsibleorliable
fortheactionsoromissionsofanypersonnelfromtheotherentity, andanysuchliabilityor
responsibilityisexpresslydeniedbytheparties. Additionally, thisMOUisnotintendedtohave
oneentitydirecttheactivitiesoftheotherentity.  

TheGrandRapidsPoliceDepartmentandItascaCommunityCollegeagreeasfollows:  

1. Tocooperate, totheextentpermittedbylaw, regardingincidentsofsexualviolenceinvolving
aCollegestudent-victimorstudent-suspect. ForpurposesofthisMOUsexualviolencemeansa
continuumofconductthatincludessexualassault, sexualbattery, datingandrelationship
violence, stalking, aswellasaidingactsofsexualviolence. NothinginthisMOUshallbe
construedasrequiringPDtoshareinformationwiththeCollegeifPDreasonablybelievesthat
doingsowouldjeopardizeitscriminalinvestigation.  
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a. TheCollegeandPDwillcommunicateregularlyduringtheirrespectiveinvestigations,  
totheextentpermittedbylaw. Thepartiesrecognizetheneedtobalancetheinterestsof

aw.  

b. Ifnecessarytopreventinterferencewithitscriminalinvestigation, PDwillprovidethe
CollegeasummaryofsexualviolenceinvolvingaCollegestudent-victim. PDwill

tuponthe
writtenconsentofthevictim(s), inaccordancewithMinnesotalaw. Insomecases, the
Collegemayneedtotakeimmediateinterimactiontoprotectthevictim(s) andkeepthe

Collegewilldelaytakingactiontotheextent
reasonablypossibletopreventinterferencewiththecriminalinvestigation. Uponsuch
noticebyPD, theCollegewilllimitinformationregardingtheincidenttoonlythose
administrativeunitswithaneedtoknowtoprotectthecampuscommunity. Insuchcases,  
PDwillnotifyCollegewhenithascompleteditsinitialinvestigationandnotificationto
thepartiesbyCollegewillnotinterferewiththecriminalinvestigation.  

c. WhenCollegereceivesareportofsexualviolence, itwillinformthevictimofits

criminalreport, ifthevictimdesires. Ifthevictimrequests, theCollegewillcoordinate
andassistthevictimincontactingPD.  

d. Ifrequested, theCollegewillprovidePDwithcopiesofpoliciesandproceduresand
regardingtheCollege

administrativecomplaintprocess, protectivemeasures, campusresources, and
informationprovidedtovictimsregardingpreservationofevidence. PDagreesthatits
investigatorswillstrivetoprovidethisinformationtostudent-victimsinterviewedin
casesinvolvingsexualviolence, whenrequestedtodosobythevictim.  

e. Uponrequest, thepartieswillprovideoneanotherwithinformationandrecordstothe
extentallowedorrequiredbylawandinaccordancewithapplicablepolicy.  

2. CollectionofCrimeStatistics. TheCollegeisrequiredbyfederallawtocollectandpublish
statisticsforreportsofcertaincrimes, includingcrimesthatoccuronandaroundcampus. Aspart
ofthatobligation, theCollegemustrequestcrimestatisticsfromPDannually. PDagreesto
cooperatewiththeCollegeandundertakereasonableeffortstorespondtotheCollege
forcrimestatisticsinatimelymanner.  

3. EmergencyNotificationandCrimeAlerts.  

a. ThepartiesacknowledgethattheCollegeisrequiredbyfederallawtohavean
emergencynotificationprocesstoalertthecampuscommunityaboutsignificant
emergenciesordangeroussituationsthatposeanimmediatethreattothehealthorsafety
ofstudentsoremployeesoccurringoncampus. TheCollegeisalsorequiredbyfederal
lawtoissuetimelywarningstoalertthecampuscommunityaboutcrimesthatposea
seriousorcontinuingthreattosafetywhenacrimeisongoingormayberepeated.  
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b. IfPDisawareofasignificantemergency, dangeroussituation, orongoingcrimethat
posesanimmediatethreattothehealthandsafetyoftheCollegeudents, facultyor
staff, PDwillnotifytheCollegesothattheCollegecandeterminewhetheranemergency
notificationortimelywarningshouldbeissuedbytheCollege.  

4. Thepartiesagreetomeetperiodically, asneeded, todiscussmattersrelatingtothisMOU.  

5. ThisMOUshallremainineffectuntilDecember31, 2022. Thepartiesshallendeavorto
examinethisMOUastheenddateapproachestoensurecompatibilityandeffectivenesswithany
changesinlaws, policies, orcircumstances.  

6. EitherpartymayterminatetheMOUpriorwrittennoticewithoutnecessityofdemonstrating
cause; provided, however, thateitherpartymayterminatethisMOUimmediatelyuponwritten
agreementtotheotherpartyintheeventthatsuchactionisnecessaryforsignificanthealthor
safetyissuesortocomplywithapplicablelaw.  

7. ThisMOUmaybemodifiedonlyinwritingandmustbesignedbybothparties.  

8. Eachpartyisresponsibleforitsownactsandbehaviorandtheresultsthereof. College
liabilityisgovernedbytheMinnesotaTortClaimsAct, Minn. Stat. §3.736, andotherapplicable
law.  

9. TheCityandtheCollegemustcomplywiththeMinnesotaGovernmentDataPracticeAct,  
MinnesotaStatutesChapter13, asitappliestothisMOU.  

TheundersignedhaveexecutedthisMemorandumofUnderstandingthis11thdayofSeptember
2019.  

NameandTitle_______________________________   ______________________________  

GrandRapidsPoliceDepartment

NameandTitle_______________________________   ______________________________  

ItascaCommunityCollege
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File #: Version: Name: 19-06041Consideradoptingaresolutionacceptingadonation
of $100.00fromRobertandLindaSteinofGrand
RapidstothePoliceDepartment’sK-9program. 

Type: Status: AgendaItemConsentAgenda

Filecreated: Incontrol: 9/12/2019CityCouncil

Onagenda: Finalaction: 9/23/2019

Title: Consideradoptingaresolutionacceptingadonationof $100.00fromRobertandLindaSteinofGrand
RapidstothePoliceDepartment’sK-9program. 

Sponsors: 

Indexes: 

Codesections: 

Attachments: PDK-9ProgramRes2

DateVer.ActionByActionResult

Consideradoptingaresolutionacceptingadonationof $100.00fromRobertandLindaSteinofGrandRapidstothe
PoliceDepartmentÓsK-9program. 

BackgroundInformation: 
RobertSteinstoppedbythePoliceDepartmentandwantedtodonate $100.00totheGrandRapidsPoliceDepartmentK-9
Program. HewantedtodonatethemoneytohelpsupporttheK-9programinanyway. 

RequestedCityCouncilAction
Makeamotionadoptingaresolutiontoacceptadonationof $100.00fromRobertandLindaSteinofGrandRapidstothe
PoliceDepartmentÓsK-9program. 

CITYOFGRANDRAPIDSPage1of1Printedon9/23/2019
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Councilmemberintroducedthefollowingresolutionandmovedforitsadoption: 

RESOLUTIONNO.19- 

ARESOLUTIONACCEPTINGADONATIONOF$100FROMROBERT&LINDASTEIN
TOTHEGRANDRAPIDS’POLICEDEPARTMENT’SK-9PROGRAM

WHEREAS,MinnesotaStateStatutes465.03,statesthatcitiesmayacceptgiftsofreal
orpersonalproperty,includingmoney,andusetheminaccordancewiththetermsthedonor
prescribes;and

WHEREAS,everysuchacceptanceshallbebyresolutionofthegoverningbody
adoptedbytwo-thirdsmajorityofitsmembers, 

NOWTHEREFORE,BEITRESOLVED,theCityCounciloftheCityofGrand
Rapids,ItascaCounty,Minnesota,acceptsthelisteddonationandtermsofthedonoras
follows: 

Robert&LindaSteinhasdonated$100totheGrandRapidsPoliceDepartment
K-9program. 

rdAdoptedthis23dayofSeptember,2019

DaleC.Adams,Mayor

Attest: 

KimberlyJohnson-Gibeau,CityClerk

Councilmembersecondedtheforegoingresolutionandthefollowingvotedinfavorthereof:; 
andthefollowingvotedagainstsame:None,wherebytheresolutionwasdeclareddulypassed
andadopted. 
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File #: Version: Name: 19-06051ConsiderallowingthePoliceDepartmenttosolicit
bidsfortwo (2) 2020FordPoliceInterceptorUtility
SUV’storeplacea2012DodgeDurangoK-9SUV
anda2011DodgeChargerpatrolvehicle. 

Type: Status: AgendaItemConsentAgenda

Filecreated: Incontrol: 9/12/2019CityCouncil

Onagenda: Finalaction: 9/23/2019

Title: ConsiderallowingthePoliceDepartmenttosolicitbidsfortwo (2) 2020FordPoliceInterceptorUtility
SUV’storeplacea2012DodgeDurangoK-9SUVanda2011DodgeChargerpatrolvehicle. 

Sponsors: 

Indexes: 

Codesections: 

Attachments: 

DateVer.ActionByActionResult

ConsiderallowingthePoliceDepartmenttosolicitbidsfortwo (2) 2020FordPoliceInterceptorUtilitySUVÓstoreplace
a2012DodgeDurangoK-9SUVanda2011DodgeChargerpatrolvehicle. 

BackgroundInformation: 
InthepolicedepartmentÓssquadcarreplacementschedule, wewouldneedtoreplacea2012DodgeDurangoK-9SUV
anda2011DodgeChargerpatrolvehicle. WewouldliketoreplacethesetwosquadcarÓswith2020Fordpolice
interceptorutility (SUVÓs). WewouldsolicitbidsfromareaForddealersandtheStatebiddealertothespecificationsthat
wouldmeetourneedsandbringtheresultsbacktocouncillaterforapproval. 

RequestedCityCouncilAction
Makeamotionauthorizingthepolicedepartmenttosolicitbidsfortwo (2) FordPoliceInterceptorUtilitySUVÓs, which
wouldreplacea2012DodgeDurangoK-9SUVanda2011DodgeChargerpatrolvehicle. 
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File #: Version: Name: 19-06061RequestbythePoliceDepartmenttosellaused
2009DodgeChargerPoliceSquadCarto
ArrowheadRegionalLawEnforcement
Training/HibbingCommunityCollegefor $1,800.00. 

Type: Status: AgendaItemConsentAgenda

Filecreated: Incontrol: 9/12/2019CityCouncil

Onagenda: Finalaction: 9/23/2019

Title: ConsiderauthorizingthePoliceDepartmenttosellaused2009DodgeChargerPoliceSquadCarto
ArrowheadRegionalLawEnforcementTraining/HibbingCommunityCollegefor $1,800.00. 

Sponsors: 

Indexes: 

Codesections: 

Attachments: 

DateVer.ActionByActionResult

ConsiderauthorizingthePoliceDepartmenttosellaused2009DodgeChargerPoliceSquadCartoArrowheadRegional
LawEnforcementTraining/HibbingCommunityCollegefor $1,800.00. 

BackgroundInformation: 
TheCityofGrandRapidsusuallysellstheirusedpolicevehiclesatauction. WewereapproachedbyHibbingCommunity
Collegethispastsummerandtheyaskedusifwehadanyusedsquadcarstheycouldbuyfromus. Wehadthree (3) used
squadsweweregoingtosellatauction; theylookedatthemandsaidtheonlyonesuitableforthemwouldbethe2009
DodgeChargerPoliceSquadCar. KellyBluebooklistingforthisusedsquadcarisapproximately $2,000.00. Wewould
liketosellthisvehicletoHibbingCommunityCollegefor $1,800.00; wewouldmostlikelynotgetthe $2,000.00retail
priceifsoldatauction. 

Inthepast, wesoldusedpolicevehiclestoHibbingCommunityCollegeinlieuofpayingouryearlytrainingfeetothem, 
whichwas $4,000.00. WithchangesattheStatelevel, theyarenolongerabletodoso, nowtheyhavetobuythem. 

Descriptionofthisvehicleis: 

2009DodgeCharger, VIN # 2B3KA43V39H616807, mileage96,000

RequestedCityCouncilAction
MakeamotionauthorizingtheGrandRapidsPoliceDepartmenttosella2009DodgeChargerPoliceSquadcartothe
ArrowheadRegionalLawEnforcementTraining/HibbingCommunityCollegefor $1,800.00. 
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Filecreated: Incontrol: 9/13/2019CityCouncil

Onagenda: Finalaction: 9/23/2019
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ConsideradoptingaresolutiondeclaringtheofficialintentoftheCitytoreimbursecertainexpendituresfromthe
proceedsofbondstobeissuedbytheCity. 
BackgroundInformation: 
Priortoissuingbondsforpublicinfrastructureproject, theCityincursprojectexpenses.  Theattachedresolutionallows
theCitytoutilizethefuturebondstocoverthoseexpenses. 

StaffRecommendation: 
StaffrecommendsapprovingtheattachedresolutiondeclaringtheofficialintentoftheCitytoreimbursecertain
expendituresfromtheproceedsofthebondstobeissuedbytheCity. 

RequestedCityCouncilAction
MakeamotiontoadoptaresolutiondeclaringtheofficialintentoftheCitytoreimbursecertainexpendituresfromthe
proceedsofbondstobeissuedbytheCity. 
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Councilorintroducedthefollowingresolutionandmovedforitsadoption:  

RESOLUTIONNO.  19-  

DECLARINGTHEOFFICIALINTENTOF
THECITYTOREIMBURSE

CERTAINEXPENDITURESFROMTHEPROCEEDS
OFBONDSTOBEISSUEDBYTHECITY

WHEREAS, theInternalRevenueServicehasissuedTreas. Reg. § 1.150-2 (the
exemptobligationsusedtoreimburse

priorexpenditureswillnotbedeemedspentunlesscertainrequirementsaremet; and

WHEREAS, theCityofGrandRapids, Minnesota City expectstoincurcertain
expendituresthatmaybefinancedtemporarilyfromsourcesotherthantax-exemptobligations, and
reimbursedfromtheproceedsofatax-exemptobligation;   

WHEREAS, theCity hasdeterminedtomakethisdeclarationofofficialintent
tax-exemptobligations inaccordance

withtheReimbursementRegulations.  

NOW, THEREFORE, BEITRESOLVEDBYTHECITYCOUNCILOFTHECITYOF
GRANDRAPIDSASFOLLOWS:  

1. TheCityproposestoundertakeCityProject2015-3, Hwy2WestTrail.  

2. TheCityreasonablyexpectstoreimbursetheexpendituresmadeforcertaincostsof
theProjectfromtheproceedsoftax-exemptobligationsinanestimatedmaximumprincipalamount
of $688,932 forCP2015-3.  Allreimbursedexpenditureswillbecapitalexpenditures, costsof
issuanceofthetax-exemptobligations, orotherexpenditureseligibleforreimbursementunder
Section1.150-2(d)(3) oftheReimbursementRegulations.  

3. ThisDeclarationhasbeenmadenotlaterthan60daysafterpaymentofany
originalexpendituretobesubjecttoareimbursementallocationwithrespecttotheproceedsof
tax-exemptobligations, exceptforthefollowingexpenditures: (a) costsofissuanceoftax-exempt
obligations; (b) costsinanamountnotinexcessof $100,000or5percentoftheproceedsofan

twentypercent (20%) of
theaggregateissuepriceoftheissueorissuesthatfinanceorarereasonablyexpectedbytheCityto

tax-exemptobligation issuance, and
similarcoststhatareincurredpriortocommencementofacquisition, constructionorrehabilitation
ofaproject, otherthanlandacquisition, sitepreparation, andsimilarcostsincidentto
commencementofconstruction.  

334541v1MNIST515-10



4. ThisDeclarationisanexpressionofthereasonableexpectationsoftheCitybased
onthefactsandcircumstancesknowntotheCityasofthedatehereof.  Theanticipatedoriginal
expendituresfortheProjectandtheprincipalamountofthetax-exemptobligationsdescribedin
paragraph2areconsistentwiththe budgetaryandfinancialcircumstances.  Nosources
otherthanproceedsoftax-exemptobligationstobeissuedbytheCity are, orarereasonably
expectedtobe, reserved, allocatedonalong-termbasis, orotherwisesetasidepursuanttothe

budgetorfinancialpoliciestopaysuchProjectexpenditures.  

5. ThisDeclarationisintendedtoconstituteadeclarationofofficialintentfor
purposesoftheReimbursementRegulations.  

Adoptedthis23rddayofSeptember2019.  

DaleC. Adams, Mayor

Attest:  

KimberlyGibeau, CityClerk

Councilorsecondedtheforegoingresolutionandthefollowingvotedinfavorthereof:    ; andthe
followingvotedagainstsame:  None, wherebytheresolutionwasdeclareddulypassedand
adopted.  
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File #: Version: Name: 19-061212019CityHallChangeOrder2

Type: Status: AgendaItemConsentAgenda

Filecreated: Incontrol: 9/19/2019CityCouncil

Onagenda: Finalaction: 9/23/2019

Title: ConsiderauthorizingstafftoexecutePrimeContractChangeOrder #002forCityHallSecurity
Project. 

Sponsors: 

Indexes: 

Codesections: 

Attachments: CityHallChangeOrder2

DateVer.ActionByActionResult

ConsiderauthorizingstafftoexecutePrimeContractChangeOrder #002forCityHallSecurityProject. 
BackgroundInformation: 
Thetypeofflooringmaterialintheentrywaywaschangedfromcarpettilesinthedesigntoceramictileandendedupas
adeductfromthecontractcost. Alsothelocksetatthenewmaindooristhewrongtypeoflockfortheintendeduse, the
lockneedstobechangedtoworkasintended. ThetotalcosttotheCityforthisChangeOrderis $272.20. 

StaffRecommendation: 
StaffrecommendscouncilconsiderauthorizingBuildingMaintenancetoexecutePrimeContractChangeOrder #2for
CityHallSecurityProjectatacostof $272.20tobepaidoutofthePermanentImprovementRevolvingFund. 

RequestedCityCouncilAction
MakeamotionauthorizingBuildingMaintenancetoexecutePrimeContractChangeOrder #2forCityHallSecurity
Projectatacostof $272.20tobepaidoutofthePermanentImprovementRevolvingFund. 
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File #: Version: Name: 19-06131

Type: Status: AgendaItemConsentAgenda

Filecreated: Incontrol: 9/19/2019CityCouncil

Onagenda: Finalaction: 9/23/2019

Title: Considerauthorizingstafftosolicitquotesforelectricalupgrades, doorandwindowreplacement, 
plumbingupgrades, andremovalandinfillofadoorattheFireHall. 

Sponsors: 

Indexes: 

Codesections: 

Attachments: 

DateVer.ActionByActionResult

Considerauthorizingstafftosolicitquotesforelectricalupgrades, doorandwindowreplacement, plumbingupgrades, 
andremovalandinfillofadoorattheFireHall. 
BackgroundInformation: 
SeveralneedsforCapitalImprovementsattheFireHallhavebeenidentified. Overthepastyearmanyofthese
improvementshavebeencompletedwithfundingfromtheCapitalImprovementBondFunds. Inordertocompletethe
identifiedcapitalimprovementprojectsincludingelectricalupgrades, doorandwindowreplacement, plumbingupgrades
andremovalofadoorstaffisrecommendingusingtheTaconiteProductionTaxproceeds. 

StaffRecommendation: 
StaffrecommendscouncilauthorizeBuildingMaintenancetosolicitquotesforelectricalupgrades, doorandwindow
replacement, plumbingupgrades, andremovalofadoorattheFireHallusingTaconiteProductionTaxproceeds. 

RequestedCityCouncilAction
MakeamotionauthorizingBuildingMaintenancetosolicitquotesforelectricalupgrades, doorandwindowreplacement, 
plumbingupgrades, andremovalofadoorattheFireHallusingTaconiteProductionTaxproceeds. 
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File #: Version: Name: 19-06141HireSeasonal & RegPTEmployees

Type: Status: AgendaItemConsentAgenda

Filecreated: Incontrol: 9/19/2019CityCouncil

Onagenda: Finalaction: 9/23/2019

Title: Considerapprovingthehiringofseasonalandregularpart-timeemployeesattheCivicCenter / Parks
andRecreationDepartment. 

Sponsors: 

Indexes: 

Codesections: 

Attachments: 

DateVer.ActionByActionResult

Considerapprovingthehiringofseasonalandregularpart-timeemployeesattheCivicCenter / ParksandRecreation
Department. 
BackgroundInformation: 
RyanCiminowillbehiredasaseasonalpart-timemaintenanceemployeeattheCivicCenter / ParksandRecreation
Departmentat $11.50perhour.  ThispositionispartoftheannualoperatingbudgetandwillbeeffectiveSeptember24, 
2019thruApril30, 2020. 

MadisonJaneckewillbehiredasaregularpart-timeconcessionemployeeattheCivicCenter / ParksandRecreation
Departmentat $9.86perhour.  ThispositionispartoftheannualoperatingbudgetandwillbeeffectiveSeptember24, 
2019andcompletedDecember31, 2019. 

StaffRecommendation: 
Citystaffisrecommendingtheapprovalofhiringofseasonalandregularpart-timeemployeesattheCivicCenter / Parks
andRecreationDepartment. 

Makeamotionapprovingthehiringofseasonalandregularpart-timeemployeesattheCivicCenter / Parksand
RecreationDepartment. 
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I.    Q. .

CITY OF GRAND RAPIDS

G ISDRAPIDS
Text File

ITS IN MINNESOTA'S NATURE

File Number: 19-0624

Agenda Date: 9/23/2019 Version: 1 Status: Consent Agenda

In Control: City Council File Type: Agenda Item

Consider approving letter of support for IRRRB Regional Trail Grant for the City of Cohasset.

Background Information:

The City supports continued partnership with the City of Cohasset and furthering the connection of the
trail systems in our communities.

Requested City Council Action

Make a motion approving letter of support for IRRRB Regional Trail Grant for the City of Cohasset.
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LegislationDetails (WithText) 

File #: Version: Name: 19-06071Board & Commissionminutes

Type: Status: MinutesApproved

Filecreated: Incontrol: 9/13/2019CityCouncil

Onagenda: Finalaction: 9/23/2019

Title: ReviewandacknowledgeapprovedminutesforBoards & Commissions. 

Sponsors: 

Indexes: 

Codesections: 

Attachments: August6, 2019Arts & CultureMinutes.pdf
August14, 2019PUCminutes.pdf
August27, 2019PUCminutes.pdf
August20, 2019GolfBoardminutes.pdf
July25, 2019GREDAMinutes.pdf
June27, 2019GREDAMinutes.pdf
August22, 2019GREDAMinutes.pdf

DateVer.ActionByActionResult

ReviewandacknowledgeapprovedminutesforBoards & Commissions. 
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ARTSANDCULTURECOMMISSIONMINUTES

CALLTOORDER:PursuanttoduenoticeandcallthereoftheregularmeetingoftheGrand
RapidsArtsandCultureCommissionwasheldinConferenceRoom2BoftheGrandRapidsCity
Hall,420N.PokegamaAvenue,GrandRapids,MinnesotaonTuesday,August6,2019at3:45
PM. 

CallofRoll: Onacallofroll,thefollowingmemberswerepresent:HarrySmith,KathyDodge, 
AnneMarieErickson,SonjaMerrild,DavidMarty,MyrnaPeterson,JessieSiiter.Absent:Kayla
AubidandEdZabinski. 

StaffPresent: TomPagel,KimGibeau,JulieKennedy

SettingtheAgenda: 

AdditionofItascaLifeOptionsundernewbusiness. 
AdditionofGoalSettingundernewbusiness. 

MotionbyErickson,secondbySmithtoapprovetheagendaasamended.Motionpassedby
unanimousvote. 

Correspondence: None. 

ApprovalofMinutes: 
MotionbyMarty,secondbyEricksontoapproveminutesofJuly2,2019aspresented. 
Motionpassedbyunanimousvote. 

Financials: 
MotionbyDodge,secondbySmithtoacceptfinancialsaspresented.Motionpassedby
unanimousvote. 

ArtistinResidence:DraftMOUwithMacRostiewillbereviewedandconsideredatthe
September10,2019meeting. 

OldBusiness: 

UtilityWraps:PUCGeneralManager,JulieKennedy,discussessuccessofthepilot
project,notingthattheboxeswillrequireplacementofwarningsignsthatwillcovera



portionofthephotos.Feedbackfromthecommunityhasbeenpositive.Accessibilityto
theutilityboxhasnotbeenanissue.Staffwillresearchpastminutestodeterminethe
agreementregardingpaymentforthewrapproject. 
ArtPlacementPlan:CommissionerMerrildwillcontactJenKrava,ForecastPublicArt, 
forprogressupdate. 

MilliganStudiosprovidedsmallboats
withnotesforcommunitymemberstowritewhatwatermeanstothem.Memberswill
followupstatusofprojectwithMilligan. 
MuralProject:Finalapprovalneeded.KatieMarshallwillsendmostrecentdraftdesign. 

NewBusiness: 

ItascaLifeOptions:JenniferGormanprovidedbackgroundontheorganizationand
workwithdifferentlyabledadultsandartists.Wouldliketocollaboratewiththe
Commissiononapublicart3DsculpturedesignedbyparticipantsofItascaLifeOptions
withfundingbyagrant,ifreceived.Designofproposedpieceispresented,with

long.Materialhasyettobedetermined. 
Preferencewouldbetoutilizealocaldifferentlyabledartistifpossible.FromtheCity, 
thegroupisrequestingdonationofspacefordisplayandinkinddonationofbase
structureandinstallation.Ifthereabilityforcostsupportorletterofsupport,itwould
bemuchappreciated. 

FollowingdiscussionbyCommissionmembersregardingconcept,timeframeand
processrequirements,itisdeterminedthatItascaLifeOptionswillbeadvisedbyCity
AdministratorPagelthattheCommission/Cityisunabletoassistinthisprojectbut
encouragesthemtocomebacktopartnerinthefuturewithgreaterleadtime. 

RiverfrontTrailDiscussion:AnnaJohnson,GetFitItasca,andmembersofARDCare
presenttodiscusscollaborationwithCommissionontrailsignage,artistic/interpretive
pieces,interactivesignageleadingatreasurehuntortriviatrailandpublicartalongthe
riverfront.Differentideasweresharedforpossibleinclusion.Thereisalsoasurvey
onlineatGetFitItascawebsiteforpublicinput.Updatesontheprojectwillbebrought
backperiodicallytoprovideinformationandpossibleconsiderationforpartnering
opportunity. 

GrandRapidsArts&HistoryProject:KatieMarshallandLilahCrowepresented
conceptofapublicartmapforGrandRapids.Ideasincludedonlinegooglemap,card
stylemaphandoutthatidentifieslocationsofpublicartpiecesandartentertainment
venues,possiblevideokioskateachsite. 

MotionbyPeterson,secondbyDodgetosponsorGrandRapidsArts&Historyproject
intheamountof$1,000.Motionpassedbyunanimousvote. 

Reviewgrantwritingproposal:ThisitemwillbetabledtoSeptember10,2019meeting. 



Kiosk:Discussedworkingwithlocalartiststopainttheyellowkiosksaroundthe
community. 

Updateofeconomicimpactstudy:Thedeadlinehaspassed.Nofurtherdiscussion. 

GoalSetting:Discussedrevisitingcurrentgoals,removingthosethatarecompleteand
reorganizewithadditionalgoalsasidentified.Commissionwillholdaspecial
worksessiononTuesday,September10,2019at3:45PM,priortotheregularmeeting. 

Itemsfornextagenda: 

Kiosk
GoalSetting

MacRostie

Therebeingnofurtherbusiness,themeetingadjournedat5:26pm. 

Respectfullysubmitted: 

KimberlyGibeau,CityClerk
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GRANDRAPIDSGOLFCOURSEBOARD
REGULARMONTHLYMEETING

August20, 2019
7:00AM

Present:   KellyKirwin, JohnBauer, BradGallop

Absent:  PatPollard

Staff: BobCahillDirectorofGolf
SteveRossGroundsSuperintendent

I. KellyKirwincalledthemeetingtoorder.    

II. BradGallopmadeamotiontoaccepttheminutesoftheJuly16, 2019
Boardmeeting.  JohnBauersecondedthemotion.  Themotionpassed.    

III. Considerationofmonthlybills: JohnBauermadeamotiontoapprovethebilllist.  BradGallop
secondedthemotion.  Themotionpassed.    

ACHESONTIREINC 123.78
AMERICANBANK 1,955.58
AMERIPRIDESERVICESINC 120.80
ARROWHEADTRANSIT 500.00
BLOOMERSGARDENCENTER 98.23
BURGGRAF'SACEHARDWARE 1,117.07
CHAMBEROFCOMMERCE 400.00
CITYOFCOHASSET 179.34
DAVISOILINC 3,536.95
CITYOFGRANDRAPIDS 8,129.00
GRANDRAPIDSCITYPAYROLL 52,269.98
GREATENGRAVINGS 176.34
HAWKINSONSAND & GRAVEL 75.65
L&MSUPPLY 199.46
MNDEPTOFLABOR & INDUSTRY 10.00
MINNESOTAREVENUE 5,483.91
MINNESOTATORO 2,195.66
MINNESOTAUNEMPLOYMENTCOMPFD 828.80
MORGOLFANDUTILITY 131.11
NARDINIFIREEQUIPMENTCOINC 189.00
NEXTERACOMMUNICATIONSLLC 7.49
NAPASUPPLYOFGRANDRAPIDS 49.15
NORTHERNLAKESWINDOWCLEANING 299.24
NORTHLANDPORTABLES 208.76
OPERATINGENGINEERSLOCAL #49 1,402.00
P.U.C.   2,671.91
NORTHERNMNWATERCONDDBA 67.10
RAPIDGARAGEDOORCOMPANYINC 6,901.00
ROSSGOLFCOURSE 4,421.28
SEPTICCHECK 1,000.00
SIMSUPPLYINC 402.50
STOKESPRINTING & OFFICE 81.78
TDSMetrocom 186.58
THETESSMANCOMPANY 618.28
WASTEMANAGEMENTOFMNINC 527.16
WAYNESAUTOMOTIVE 619.95

TOTALALLVENDORS:  $ 97,184.84



IV. Visitors: None

V. GroundsSuperintendent: SteveRossreported. Codywillbeworkingonminorrepairsonthe
maintenancebuildingandquotesforsomeofthemajorrepairswillbesecured.  Torowillbegin
installingtheirrigationcontrolsystemstartingthisweek.  Thenewlyplantedtreesaredoingwell.   
Deepgreensaerationwillbecontractedoutthisyear.  

VI. Concessions: Noreport.  BobwillbeaskingoneoftheBastianstoattendmeetinginthefuture.  

VII. DirectorofGolf: BobCahillreported. Startersarebeingusedandworkingwell.  This
financialsaremoderatelyaheadoflastyear.  Severaleventsarecomingupinthenextcouple
weeks.  Youthgolflessons, camps, andleaguesareendingthisweekandwereagreatsuccess
thisyear.  Aplaquehasbeeninstalledinthediningarearecognizingdonatedtrees.  

VIII. OldBusiness:  None

IX. NewBusiness: None

X. CorrespondenceandOpenDiscussion: None.  

XI. Adjourn: BradGallopmadeamotiontoadjournthemeeting. JohnBauersecondedthemotion.   
Themotionpassed.  

RespectfullySubmitted,  

RecordingSecretary



GRANDRAPIDSECONOMICDEVELOPMENTAUTHORITY
REGULARMEETING

THURSDAY, JULY29, 2019
IMMEDIATELYFOLLOWINGTHE4:00P.M. CLOSEDMEETING

GRANDRAPIDSCITYHALL – CONFERENCEROOM2A
420NORTHPOKEGAMAAVE., GRANDRAPIDS, MINNESOTA

CALLTOORDER:  Pursuanttoduenoticeandcallthereof, aRegularMeetingoftheGrand
RapidsEconomicDevelopmentAuthority (GREDA) wascalledtoorderonThursday, July25,  
2019at4:48p.m. inConferenceRoom2AofCityHall, 420NorthPokegamaAvenue, Grand
Rapids, Minnesota.  

CALLOFROLL: OnaCallofRollthefollowingmemberswerepresent:  Commissioners: Mike
Przytarski, DaleChristy, SholomBlake, MikeKorte, JohnO’Leary, RickBlake, CoryJackson.  
Absent: None. 

MOTIONBYCOMMISSIONERJACKSON, SECONDBYCOMMISSIONER
PRZYTARSKITOAPPOINTCOMMISSIONERCHRISTYASVICECHAIRFOR
THEJULY29, 2019REGULARMEETING.  Thefollowingvotedinfavorthereof:  
Christy, R. Blake, Przytarski, Jackson, Korte, O’Leary, S. Blake.  

CommissionerS. Blakeleftthemeetingat4:49p.m.  

SETTINGOFREGULARAGENDA:    Approvedwithoutaddition.  

APPROVALOFMINUTES:  

MOTIONBYCOMMISSIONERJACKSON, SECONDBYCOMMISSIONER
PRZYTARSKITOAPPROVETHEMINUTESOFTHEJUNE27, 2019REGULAR
MEETING.  Thefollowingvotedinfavorthereof: Przytarski, R. Blake, Korte,  
Jackson, O’ Leary, Christy.  Opposed: None, passedunanimously.  

APPROVALOFCLAIMS:  

MOTIONBYCOMMISSIONERKORTE, SECONDBYCOMMISSIONER
JACKSONTOAPPROVECLAIMSINTHEAMOUNTOF $71,825.35.    

CityofGrandRapids  $1,810.00ItascaCountyH.R.A   $68,761.23
MNDEED   $1,000.00MinnesotaEnergyResources $48.01
P.U.C    $128.11 Visa    $78.00

Thefollowingvotedinfavorthereof: Blake, O’Leary, Christy, Przytarski, Jackson,  
Korte. Opposed: None, passedunanimously.  

ApproveclaimstoNorthernAirintheamountof $767.55andauthorizepayment.  

MOTIONBYCOMMISSIONERO’LEARY, SECONDBYCOMMISSIONER
KORTETOAPPROVECLAIMSINTHEAMOUNTOF $767.55TONORTHERN
AIRANDAUTHORIZEPAYMENT.  Thefollowingvotedinfavorthereof:   
O’Leary, Jackson, Przytarski, R. Blake, Korte, Christy.  
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ConsiderapprovalofMemorandumofUnderstandingwiththeCityofGrandRapidsregardingthe
conveyanceofparcelsintheplatofGreatRiverAcres.  

TheCityCouncilapprovedaMOUfortheconveyanceofLots2-8, Block2, Lots1-8Block3and
Lot1Block1allintheplatofGreatRiverAcresfor $1.00.  TheGREDAwillmarketandsellthe
parcelstooneormoreprivatedevelopersfortheconstructionofeithersingle-familyowner- 
occupiedhomesormultifamilyrentalhousingfacilities. 

MOTIONBYCOMMISSIONERR. BLAKE, SECONDBYCOMMISSIONER
O’LEARYTOAPPROVEAMEMORANDUMOFUNDERSTANDINGWITH
THECITYOFGRANDRAPIDSREGARDINGTHECONVEYANCEOF
PARCELSINTHEPLATOFGREATRIVERACRES.  Thefollowingvotedinfavor
thereof:  O’Leary, Christy, Jackson, R. Blake, Korte, Przytarski.  Opposed: None,  
passedunanimously.  

Considerapprovalofacommercialrealestatelistingagreement.  

Mr. MatteireceivedtwocommerciallistingagreementsfortheBlock5andBlocks20 & 21sites.   
AfterreviewstaffisrecommendingenteringintoanagreementwiththeWellsonGroupbecause
itgivestheGREDAtherighttosecureasellerforthepropertiesandnothavetopaytheWellson
Groupacommission.  

MOTIONBYCOMMISSIONERPRZYTARSKI, SECONDBYCOMMISSIONER
KORTETOAPPROVEACOMMERCIALREALESTATELISTINGWITH
WELLSONGROUP.  Thefollowingvotedinfavorthereof:  O’Leary, Korte, Jackson,  
Christy, R. Blake, Przytarski.  Opposed: None, passedunanimously.  

ConsiderauthorizinganapplicationtoBlandinFoundationforreplacementoftheProgramRelated
InvestmentestablishingtheDowntownRedevelopmentFund.  

TheGrandRapidsEconomicDevelopmentAuthority (GREDA) wouldliketoreplacetheir
existingDowntownRedevelopmentFundProgramRelatedInvestmentof $1,000,000, setto
expirein2019, withanewPRIofsimilarvalueandpurpose. Thereplacementwouldallowfor
awiderrangeofinterestratesdependingontheprojecttypeandwhethertheloanrecipientis
GREDAorabusinessbeingprovidedaloanthroughGREDA.  Concurrentwiththisrequest,  
GREDAseeksauthorizationofadrawofupto $390,000, fromthisPRI, forthepurposeof
acquiringakeydowntownredevelopmentsite.  

MOTIONBYCOMMISSIONERJACKSON, SECONDBYCOMMISSIONER
PRZYTARSKITOAUTHORIZEAPPLICATIONTOBLANDINFOUNDATION
FORREPLACEMENTOFTHEPROGRAMRELATEDINVESTMENT.  The
followingvotedinfavorthereof:  O’Leary, Przytarski, R. Blake, Christy, Jackson,  
Korte.  Opposed: None, passedunanimously.  

Considerapprovalofanacquisitionservicesagreement.  

Theseserviceswouldbefortheacquisitionofpropertylocatedat400ItascaStreet, Grand
Rapids, Minnesota.  
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MOTIONBYCOMMISSIONERR. BLAKE, SECONDBYCOMMISSIONER
O’LEARYTOAPPROVEANACQUISITIONAGREEMENTWITHTHE
WELLSONGROUP.  Thefollowingvotedinfavorthereof:  R. Blake, Jackson,  
Korte, Christy, O’Leary, Przytarski.  Opposed: None, passedunanimously.  

Updates: 

ASV-  WiththerecentacquisitionMr. MatteiandCityAdministratorPagelmetwiththeCEOto
discussthefutureofthecompany.  Theyareveryoptimisticaboutthenewownershipand
discussedassigningtheMIFLoanratherthanmakingthempayitinfull.    

Therebeingnofurtherbusinessthemeetingadjournedat5:11p.m.  

Respectfullysubmitted:  

AurimyGroom, Recorder
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GRANDRAPIDSECONOMICDEVELOPMENTAUTHORITY
REGULARMEETING

THURSDAY, JUNE27, 2019
4:00P.M.  

GRANDRAPIDSCITYHALL – CONFERENCEROOM2A
420NORTHPOKEGAMAAVE., GRANDRAPIDS, MINNESOTA

CALLTOORDER:  Pursuanttoduenoticeandcallthereof, aRegularMeetingoftheGrand
RapidsEconomicDevelopmentAuthority (GREDA) wascalledtoorderonThursday, June27,  
2019at4:00p.m. inConferenceRoom2AofCityHall, 420NorthPokegamaAvenue, Grand
Rapids, Minnesota.  

CALLOFROLL: OnaCallofRollthefollowingmemberswerepresent:  Commissioners: Mike
Przytarski, DaleChristy, SholomBlake, MikeKorte. Absent: CoryJackson, JohnO’Leary, Rick
Blake. 

SETTINGOFREGULARAGENDA:    Approvedwithoutaddition.  

APPROVALOFMINUTES:  

MOTIONBYCOMMISSIONERPRZYTARSKI, SECONDBYCOMMISSIONER
KORTETOAPPROVETHEMINUTESOFTHEJUNE13, 2019REGULAR
MEETING.  Thefollowingvotedinfavorthereof: Przytarski, Blake, Korte, Christy.   
Opposed: None, passedunanimously.  

CommissionersJacksonandO’Learyjoinedthemeetingat4:02.  

APPROVALOFCLAIMS:  

MOTIONBYCOMMISSIONERCHRISTY, SECONDBYCOMMISSIONER
PRZYTARSKITOAPPROVECLAIMSINTHEAMOUNTOF $77,191.87.    

BlandinFoundation  $17,500.00ItascaCountyH.R.A   $58,532.70
ItascaEconomicDevelopment  $1000.00P.U.C    $159.17

Thefollowingvotedinfavorthereof: Blake, O’Leary, Christy, Przytarski, Jackson,  
Korte. Opposed: None, passedunanimously.  

Updates: 

SmallCitiesDevelopmentProgram- AmandaMacDonellhandlestheprojectsfortheItasca
CountyHRAandtheyhavehadsuccessspendingthecommercialfundsbuthavenotbeenableto
findasmanyresidentialprojects. Sheislookingforsuggestionsmarketingtheresidentialprogram.   
ThefundsareavailableuntilSeptemberof2020.  

GreatRiverAcreshousingsites- WiththenewplatofGreatRiverAcrestheCityhascreatedsome
residentiallotsthattheywillbesellinginthefuture.  Mr. MatteiwouldliketheCitytoallowthe
GREDAtomarketandsellthoselots.  

OppidanSeniorLivingComplexTIFapplication- Theyhavesubmittedtheirapplicationandare
workingwiththeCitytomoveforwardwiththisproject.    
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SawmillInnRedevelopment- Thedemolitioniscompleteandtheyarejustwaitingonthefinal
approvaloftheplat.  TheyhavealsoappliedforaBestWesternfranchiseandarewaitingtohear
backontheapproval. .  

NorthHomesExpansionMNIRRRgrantrequests- TheCityhassubmittedaIRRRgrantrequest
fordemolitionfundstohelpwiththisproject.  NorthHomesislookingatbuildinga5.36million
dollarfacilitywhichwouldaddadditionalbedsforchildreninneedofmentalhealthservices.    

GREDAMarketingPlan- Thenewsitesignshavebeeninstalledandthecommunityprofile
brochurehasbeenupdated.  

Therebeingnofurtherbusinessthemeetingadjournedat4:49p.m.  

Respectfullysubmitted:  

AurimyGroom, Recorder
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GRANDRAPIDSECONOMICDEVELOPMENTAUTHORITY
REGULARMEETING

THURSDAY, AUGUST22, 2019
4:00P.M. 

GRANDRAPIDSCITYHALL – CONFERENCEROOM2A
420NORTHPOKEGAMAAVE., GRANDRAPIDS, MINNESOTA

CALLTOORDER:  Pursuanttoduenoticeandcallthereof, aRegularMeetingoftheGrand
RapidsEconomicDevelopmentAuthority (GREDA) wascalledtoorderonThursday, August22,  
2019at4:00p.m. inConferenceRoom2AofCityHall, 420NorthPokegamaAvenue, Grand
Rapids, Minnesota.  

CALLOFROLL: OnaCallofRollthefollowingmemberswerepresent:  Commissioners: Mike
Przytarski, DaleChristy, SholomBlake, JohnO’Leary, RickBlake, CoryJackson. Absent:  Mike
Korte. 

SETTINGOFREGULARAGENDA:    Approvedwithaddition.  

Considerapprovalofaconsentagreement.  

APPROVALOFMINUTES:  

MOTIONBYCOMMISSIONERPRZYTARSKI, SECONDBYCOMMISSIONER
JACKSONTOAPPROVETHEMINUTESOFTHEJULY25, 2019REGULAR
MEETING.  Thefollowingvotedinfavorthereof: Przytarski, R. Blake, Jackson,   
O’ Leary, Christy, S. Blake.  Opposed: None, passedunanimously.  

APPROVALOFCLAIMS:  

MOTIONBYCOMMISSIONERCHRISTY, SECONDBYCOMMISSIONER
O’LEARYTOAPPROVECLAIMSINTHEAMOUNTOF $48,833.23.    

BABProperties, LLC  $40,000.00ItascaCountyH.R.A  $5,923.44
ItascaCountyRecorder   $46.00 ItascaCountyTreasurer  $92.00
Kennedy & Graven  $80.00 MNDEED   $1000.00
MinnesotaEnergyResources $46.00 NorthernAirPlumbing  $767.55
NorthernStarCooperativeService $342.34 P.U.C    $180.90
SilvertipGraphicsSigns  $355.00

Thefollowingvotedinfavorthereof: R.Blake, O’Leary, Christy, Przytarski, Jackson,  
S.Blake. Opposed: None, passedunanimously.  

ReportonRiverfrontInterpretiveSignageProject-AnnaJohnson, GetFitItasca.  

GetFitItascahasreceivedagrantforinterpretivesignagealongtheriverfrontandwouldlikeinput
fromlocalboardsandcommissions. RussellHoffmanwithARDCaskedtheGREDAwhereand
whattypeofsignagewouldtheyliketoseealongtheriverfront. TheGREDAthoughthistorical
signagealongtheriverwouldfitinwell.  
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ConsideradoptingaresolutionapprovingaPreliminaryDevelopmentAgreementbetweentheCity
ofGrandRapids, theGrandRapidsEDAandUniqueOpportunites, LLC.  

TheCityhasreceivedadevelopmentproposalfromUniqueOpportunitiesLLC.  Theletterof
intentstatestheDeveloper’sinterestinpurchasingaCityownedparcel, locatedatthesouthwest

stthcorneroftheintersectionof21St. SEand7Ave. SE, fortheirintendeddevelopmentofa48- 
unitapartmentcomplexwithundergroundparking. Unique’sproposaldescribesaproposedproject
thatwillhavebothmarketrateandaffordableunits.  TheDeveloperalsodescribestheirintentto
requesttaxincrementfinancing (TIF) businessassistancetofundananticipatedfinancialgap.  

MOTIONBYCOMMISSIONERR. BLAKE, SECONDBYCOMMISSIONER
PRZYTARSKITOADOPTRESOLUTION19-01APPROVINGAPRELIMINARY
DEVELOPMENTAGREEMENTBETWEENTHECITYOFGRANDRAPIDS,  
THEGRANDRAPIDSEDAANDUNIQUEOPPORTUNITIES, LLC.  The
followingvotedinfavorthereof: R. Blake, Jackson, S. Blake, Christy, O’Leary,  
Przytarski.  Opposed: None, passedunanimously.  

ConsiderauthorizingtheExecutiveDirectortoexecuteaPaymentsAgreementandConfessionof
Judgement.  

DianeLievsay, dbaYarnworks, LLCenteredintoaleasewithGREDAforSuite202ofCentral
Schoolforthefullcalendaryearof2018.  InFebruary2019Yarnworkshadtovacateandhad
fallenbehindinrentbyatotalamountof $2,234.44.  Afterapplicationofthesecuritydeposit, the
totalamountowedis $1,878.24.  ThroughthePaymentAgreementandConfessionJudgement, the
tenantagreestosatisfythisdebtbymakingmonthlypaymentsof $100.00beginningOctober15,  
2019untilthedebtissatisfied.    

MOTIONBYCOMMISSIONERO’LEARY, SECONDBYCOMMISSIONER
CHRISTYTOAUTHORIZETHEEXECUTIVEDIRECTORTOEXECUTEA
PAYMENTAGREEMENTANDCONFESSIONOFJUDGEMENTWITHDIANE
LIEVSAYDBAYARNWORKS, LLC.  Thefollowingvotedinfavorthereof:   
Przytarski, O’Leary, Christy, S. Blake, Jackson, R. Blake.  Opposed: None, passed
unanimously. 

ConsiderapprovalofarevisedCommercialBuildingImprovementLoan (CBIL) requestfrom
NorthbankProfessionalBuilding, Inc.  

GREDAhadpreviouslyapproveda $17,500CBILprogramloantoNorthbankProfessional
Building, Inc. forimprovementstothefaçade, commonareacarpettothemulti-tenantbuilding

rdlocatedat102-104NE3Aveandreplacementandawningrepairstomulti-tenantbuildinglocated
rdat200NE3 “Ave.  NorthbanksubmittedanewapplicationthatrequestanincreasetotheCBIL

fundingfromthepreviouslyapprovedamounttotherevisedamountof $18,919.00.  

MOTIONBYCOMMISSIONERPRZYTARSKI, SECONDBYCOMMISSIONER
O’LEARYTOAPPROVETHEREVISEDCOMMERCIALBUILDING
IMPROVEMENTLOANREQUESTFROMNORTHBANKPROFESSIONAL
BUILDING, LLCFROM $17,500.00TO18,919.00.  Thefollowingvotedinfavor
thereof: R. Blake, S. Blake, Christy, O’Leary, Przytarski.  Opposed: None, Jackson
abstained, motionpassed.  
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DiscussnewMNIRRRgrantprogramfundingcostsforMNDEEDShovelReadySite
certification.  

CommunityDevelopmentDirectorMatteiprovidedinformationontheShovelReadySite
Certification.  TheGREDAhasusedthisprograminthepastanditwasverybeneficial.   
Mr. Matteiwillcontinuetolookintofundingforthisprogram.  

ConsiderapprovalofaconsenttotransferagreementwithASVHoldings, Inc.  

ASVHoldings, Inc. hasenteredintoanagreementwithYanmarAmericaCorporationresultingin
achangeofcontrolofthecompany.  ThisagreementacknowledgesthattheLoanAgreementwill
continueinfullforceandeffectinaccordancewithitstermsfollowingthemerger.   

MOTIONBYCOMMISSIONERJACKSON, SECONDBYCOMMISSIONER
CHRISTYTOAPPROVETHECONSENTTOTRANSFERAGREEMENTWITH
ASVHOLDINGS, INC. Thefollowingvotedinfavorthereof: Przytarski, O’Leary,  
Christy, S. Blake, Jackson, R. Blake.  Opposed: None, passedunanimously. 

Considerelectionofofficers. 

CommissionerPrzytarskinominatedCommissionerChristyasSecretary/Treasurer.  

MOTIONBYCOMMISSIONERPRZYTARSKI, SECONDBYCOMMISSIONER
O’LEARYTOAPPROVECOMMISSIONERCHRISTYAS
SECRETARY/TREASURER.   Thefollowingvotedinfavorthereof:  Przytarski,  
O’Leary, Christy, S. Blake, Jackson, R. Blake.  Opposed: None, passedunanimously.  

CommissionerPrzytarskinominatedCommissionerR. BlakeasVicePresident.  

MOTIONBYCOMMISSIONERPRZYTARSKI, SECONDBYCOMMISSIONER
O’LEARYTOAPPROVECOMMISSIONERR. BLAKEASVICEPRESIDENT.   
Thefollowingvotedinfavorthereof:  R. Blake, Jackson, S. Blake, Christy, O’Leary,  
Przytarski.  Opposed: None, passedunanimously.  

CommissionerPrzytarskinominatedCommissionerS. BlakeasPresident.   

MOTIONBYCOMMISSIONERPRZYTARSKI, SECONDBYCOMMISSIONER
O’LEARYTOAPPROVECOMMISSIONERS. BLAKEASPRESIDENT.  The
followingvotedinfavorthereof: Przytarski, O’Leary, Christy, Jackson, R. Blake.   
Opposed: None, S. Blakeabstained, motionpassed.  

Therebeingnofurtherbusinessthemeetingadjournedat4:40p.m.  

Respectfullysubmitted:  

AurimyGroom, Recorder
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Type: Status: AgendaItemDepartmentHeadReport

Filecreated: Incontrol: 9/20/2019CityCouncil

Onagenda: Finalaction: 9/23/2019

Title: PublicUtilitiesCommission - JulieKennedy, GeneralManager
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PublicUtilitiesCommission - JulieKennedy, GeneralManager
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File #: Version: Name: 19-060912019Proposedlevy/collectable2020

Type: Status: AgendaItemFinance

Filecreated: Incontrol: 9/16/2019CityCouncil

Onagenda: Finalaction: 9/23/2019

Title: Considerapprovingaresolutionadoptingthe2019proposedlevy/collectable2020andsetting
December2, 2019at6:00p.m. todiscusstheproposedbudget, levyandallowforpubliccomment
andDecember16, 2019forthesubsequentmeetingtoadoptthefinallevyandbudget. 

Sponsors: 

Indexes: 

Codesections: 

Attachments: Preliminarylevy_budget92319res

DateVer.ActionByActionResult

Considerapprovingaresolutionadoptingthe2019proposedlevy/collectable2020andsettingDecember2, 2019at6:00
p.m. todiscusstheproposedbudget, levyandallowforpubliccommentandDecember16, 2019forthesubsequent
meetingtoadoptthefinallevyandbudget. 
BackgroundInformation: 
AttachedisaresolutionadoptingtheProposed2019leviespayablein2020andtheProposedoperatingexpenditures
budget. Thefollowingtableidentifiesandcomparestaxcapacity, fiscaldisparities, andleviesfrom2019toproposed
2020: 

SummaryofTaxCapacityand
Levy
2019vs. 2020

Item20192020Inc./Decr. 
TaxCapacity9,841,0049,795,764- 0.46% 
AbatementLevy00
TIFCapturedTaxIncrement( 291,480)( 167,356)- 42.58% 
FiscalDisparitiesContribution( 1,219,912)( 1,152,780)-5.50% 
TaxableTaxCapacity8,329,6128,475,6281.75% 

CertifiedLevy7,689,0237,793,6701.36% 
LessFiscalDisparitiesLevy( 751,271)( 720,127)- 4.15% 
NetLevy6,937,7527,073,5431.96% 

TaxRate83.290% 83.457% 0.167% 

CitiesarenolongerrequiredtoholdaTruthinTaxationhearing, buttheyarerequiredtoholdasinglemeetingtodiscuss
thebudgetandlevyandatwhichtimethepublicisallowedtospeak. Thismeetingmaybepartofaregularscheduled
meetingbutmustbeheldafter6:00p.m. WhentheCitycalendarwasadoptedinDecemberof2018, itwasdetermined
thatthedateforthehearingwouldbeDecember2, 2019. Thetimeanddateswillbeontheparcelspecificnoticessentout
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File #:19-0609,Version:1

byItascaCounty, sotheycannotbechangedoncecertifiedtotheCounty. 
TheCityhastocertifyapreliminarylevytotheCountyAuditorbySeptember30, 2019. Thefinallevyadoptedbythe
CouncilinDecembercanbelessthanthepreliminarylevy, butitcannotbemore. TheCouncilwillcontinuetoworkon
thebudgetuntilitsadoptioninDecember. 

StaffRecommendation: 
Staffrecommendsapprovingaresolutionadoptingthe2019proposedlevy/collectable2020andsettingDecember2, 
2019at6:00p.m. todiscusstheproposedbudget, levyandallowforpubliccommentandDecember16, 2019forthe
subsequentmeetingtoadoptthefinallevyandbudget. 

RequestedCityCouncilAction
Makeamotionapprovingaresolutionadoptingthe2019proposedlevy/collectable2020andsettingDecember2, 2019at
6:00p.m. todiscusstheproposedbudget, levyandallowforpubliccommentandDecember16, 2019forthesubsequent
meetingtoadoptthefinallevyandbudget. 
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Councilmemberintroducedthefollowingresolutionandmovedforitsadoption: 

RESOLUTIONNO.19- 

ARESOLUTIONADOPTINGTHEPROPOSED2019LEVIESPAYABLEIN2020ANDTHE
PROPOSED2020OPERATINGEXPENDITUREBUDGET

WHEREAS,asaresultoflegislationpassedinthe2009Legislativesession,therequirementto
holdaspecialTruthinTaxationpublichearing,continuationhearing,andlevyadoptionhearinghave
beenrepealed,and

WHEREAS,citiesarestillrequiredtoholdasinglemeetingtodiscussthebudgetandlevyand
atwhichtimethepublicisallowedtospeak,and

WHEREAS,thismeetingmaybepartofaregularlyscheduledmeeting,butmustoccurbetween
thedatesofNovember24,2019andDecember30,2019andbeheldafter6:00p.m.andthepublicmust
beallowedtospeak,and

WHEREAS,theCitystaffhasbeenworkingwiththeCityCounciltosetthe2020proposed
budgetandthisbudgetandlevywerepresentedtotheCityCouncilonSeptember9,2019,and

WHEREAS,theCityofGrandRapidsacknowledgetheGreenwayJointRecreationAssociation
Boardlevyof$305,600for2019taxescollectable2020,and

NOWTHEREFORE,BEITRESOLVED,bytheCityCounciloftheCityofGrandRapids, 
Minnesotathatitdoesestablishaproposedoperatingexpenditurebudgetfortheyearof2020of
9,521,410,and

BEITFURTHERRESOLVED,bytheCityCounciloftheCityofGrandRapids,Minnesota, 
thattheinitiallevyfortheCityofGrandRapidsfor2019taxescollectible2020beasfollows: 

GeneralFund$4,931,764
RegionalLibraryFund702,687
ItascaCalvaryCemetery200,313
GrandRapidsEconomicDevelopmentAuthority60,000
Inter-fundLoanRepayment179,000
AbatementLevies25,000
2009CImprovementBonds301,601
2010AImprovementBonds58,648
2010DebtStudyReduction(130,000) 
2011ImprovementBonds57,848
2012AImprovementBonds128,985
2013ARefundingBonds99,101
2013BReconstructionBonds110,350
2014AReconstructionBonds241,580
2016AReconstructionBonds152,179
2017AReconstructionBonds171,870
2017BRefundingBonds226,959
2018ASt.Reconst.&CIPBonds142,785
2019AImprovementBonds133,000
TOTALCERTIFIEDTOCOUNTYAUDITOR$7,793,670



BEITFURTHERRESOLVED,bytheCityCounciloftheCityofGrandRapids,Minnesota, 
thattheCitycertifiestotheCountyAuditorthefollowingdates: 
December2,2019at6:00p.m.todiscusstheproposedbudgetandlevyandallowforpublic
commentand
December16,2019forthesubsequentmeetingfortheadoptionofthefinallevyandbudget. 

Adoptedthis23rddayofSeptember2019. 

DaleAdams,Mayor

Attest: 

KimJohnson-Gibeau,CityClerk

Councilmembersecondedtheforegoingresolutionandthefollowingvotedinfavorthereof:;andthe
followingvotedagainstsame:None,wherebytheresolutionwasdeclareddulypassedandadopted. 
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ConsiderappointingMichaelRandalltothepositionofBuildingMaintenanceWorker. 
BackgroundInformation: 
TheCityCouncilpreviouslyauthorizedCitystafftobegintheprocessoffillingaBuildingMaintenanceposition.  Ajob
descriptionwasadopted, thepositionwasposted, andinterviewswereheldonSeptember12, 2019.  Theinterview
committeeconsistingofDirectorofCommunityDevelopmentRobMattei, FacilitiesMaintenanceManager/Building
OfficialNateMorlan, Building/AirportMaintenanceLeadEverettBaumgarner, andDirectorofHumanResourcesLynn
DeGrioarerecommendingtheappointmentofMichaelRandalltothepositioneffectiveOctober21, 2019. 

MichaelisagraduateofGrandRapidsHighSchoolandattendedcollegeatHibbingCommunityCollege.  Michael
servedsixyearsintheUSArmy, fouryearsontheColeraineFireDepartment, andcurrentlyparticipatesintheHonor
GuardforVerteranfuneralsandMemorialDayserviceswiththeAmericanLegionandDisabledAmericanVeterans
organizationssince2012.  MikeheldaResidentialBuildingContractor'sLicensefrom2004-2014, andheownedhisown
businessfrom1998to2013.  Since2013, MikehasservedinacustodialcapacityatItascaCommunityCollegeandis
lookingforwardtoutilizingmoreofhisrepairskills, systemsknowledge, andequipmentexpertise.  Hecurrentlyholdsa
SpecialEngineer'sBoilersLicense. 

WewouldalsoliketoadopttheamendedjobdescriptionforBuilding/AirportMaintenanceLeadnowthatthisnew
positionwillbeineffect.  AttachedyouwillfindtheproposedjobdescriptionforAirportMaintenanceLead. 

StaffRecommendation: 
TheCityCouncilpreviouslyauthorizedCitystafftobegintheprocessoffillingaBuildingMaintenanceposition.  Ajob
descriptionwasadopted, thepositionwasposted, andinterviewswereheldonSeptember12, 2019.  Theinterview
committeeconsistingofDirectorofCommunityDevelopmentRobMattei, FacilitiesMaintenanceManager/Building
OfficialNateMorlan, Building/AirportMaintenanceLeadEverettBaumgarner, andDirectorofHumanResourcesLynn
DeGrioarerecommendingtheappointmentofMichaelRandalltothepositioneffectiveOctober21, 2019.  Wearealso
recommendingamendingthejobdescriptionforBuilding/AirportMaintenanceLeadtoAirportMaintenanceLeadnow
thatthispositionhasbeenestablished. 

RequestedCityCouncilAction
MakeamotiontoappointMichaelRandalltothepositionofBuildingMaintenanceWorkeratastartingwageof $20.82
perhourperthePublicWorksUnioncontracteffectiveOctober21, 2019andadopttheamendedjobdescriptionfor
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AirportMaintenanceLead. 
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CityofGrandRapids
JobDescription

JobTitle: AirportMaintenanceLead
Department: PublicWorks
FLSAStatus: Non-exempt
ApprovedBy: CityCouncil
ApprovedDate:  August26,  
2019

Summary: Responsibleforday-to-daymaintenanceandoperationoftheGrandRapids / Itasca
CountyAirport.  PerformsintermediateskilledworkinthemaintenanceofCitybuildingstomaintaina
neat, safe, clean, andsanitaryenvironment, providingroutinemaintenance, operationandrepairofthe
heating, ventilating, andairconditioning (HVAC) systemsinassignedcityownedbuildings, and
relatedworkasapparentorassigned. WorkisperformedunderthelimitedsupervisionofthePublic
WorksDirector.  

EssentialDutiesandResponsibilitiesincludethefollowing. Thedutieslistedareintendedonlyas
illustrationsofthevarioustypesofworkthatmaybeperformed. Theomissionofspecificstatementsof
dutiesdoesnotexcludethemfromthepositioniftheworkissimilar, relatedoralogicalassignmentto
thatposition. Otherdutiesmaybeassigned.  

Plans, organizes, assigns, schedules, enforcessafetyregulationsrelatedtoairportfunctions.  
Establishescriteriaandcoordinatesproceduresforthesafetyandsecurityofthepublicand
operationsandmaintenanceoftheairport
Planstheuseofequipmentaccordingtothenatureandpriorityofassignedprojects; confers
withtheGRPWFleetDivisionregardingequipmentrepairsandperformance, scheduled
maintenanceandrepairprogramsandrelateddealers
Monitorsweatherconditionsanddetermineswhentocallpersonnelinforsnowandicecontrol
andremoval
SelectsandordersmaterialsinaccordancetoCitypurchasingpolicies
Preparesandupdatesmaintenancepolicies, programsandproceduralmanuals
Performspublicrelationsdutiesassociatedwiththeairport
Conductsroutineandspecialinspectionsofallassignedfacilities; coordinatesthemaintenance
ofequipmentandbuildingsincludingradioandelectronicnavigationsaids; assistsinthe
preventativemaintenanceofequipment; schedulesmaintenanceworkasnecessary
Inspectsairportpavements, fencesandgates, lightingandfacilitiesasrequiredbytheairport
operationsmanual
Conductssnowremovaloperations
Maintainsairportgroundsandfacilitiestoincludeairfieldlightingmaintenance, mowingand
landscaping, pavementmaintenance, buildingmaintenance, lightcarpentryandplumbing,  
paintingandjanitorialduties
Supervisespart-timeseasonalemployees
Documentsdailyactivitiesandmaintainsavarietyofrecords.  Preparesreportsrelatedto
airportinspection, maintenanceandwildlifehazardcontrolactivities
IssuesNotices-to-Airmen (NOTAMs) throughtheFederalAviationAdministrationadvising
pilotsandaircraftoperatorsofanyconditionofhazardthatmayaffectsafeaircraftoperations
onornearairport
Performcustodialdutiesasnecessary



Respondstoallofficialemergenciesanddisastersofallassignedfacilities.  Foremergency
purposes, theAirportMaintenanceLeadison-callyearroundandtwenty-four (24) hoursa
day, includingsuchtimesashe/shemaybeonauthorizedleave
ServicesandmaintainsCitybuildingboilers, HVACsystemsandrelatedequipmentas
assigned
Providesroutinemaintenance, operationandrepairfunctionstothebuilding, HVACsystems,  
fixtures, furnishingswhichmayrequireminorsemi-skilledandskilledinteriorbuilding
maintenanceandrepairssuchaspainting, floorcovering, plumbing, carpentry, mechanical, and
otherunskilled, semi-skilledandskilledtradesworktoprovideforsafe, efficient, andproper
custodialcareofthepublicsproperty.  
PerformsotherdutiesandresponsibilitiesasassignedbyPublicWorksDirector / Airport
Manager

Knowledge, Skills, AbilitiesandCompetenciesRequired: Therequirementslistedbeloware
representativeoftheknowledge, skill, abilityand/orcompetencysetsrequiredtocompletetheessential
functionsatasatisfactorylevel.   

MinimumQualifications:  
HighschooldiplomaorGEDandmoderateexperienceworkinginbuildingmaintenance, orequivalent
combinationofeducationandexperience.   

Validdriver'slicenseintheStateof
Minnesota.  

PreferredQualifications:  
Associates / Technicaldegree
Boiler'ssecondclassClicense
ClassB licenseendorsement

DesirableEducationandExperience:  
Considerableknowledgeofthematerials, methodsandtechniquescommonlyusedin
constructionandmaintenanceactivities, particularlythoseapplyingtoairports
Workingknowledgeofequipment, materialsandsuppliesusedinbuildingandgrounds
maintenance; Workingknowledgeofequipmentandsuppliesusedtodominorrepairs;  
Someknowledgeoffirstaidandapplicablesafetyprecautions.  
Considerableknowledgeofthehazardsofsafetyprecautionsoftheworkplace
Abilitytoworkindependentlyandtocompletedailyactivitiesaccordingtoworkschedule;  
Abilitytoliftheavyobjects, walkandstandforlongperiodsoftime; Abilitytocommunicate
orallyandinwriting; Abilitytouseequipmentandtoolspropertyandsafely; Abilityto
understandandfollowwrittenandoralinstructions; Abilitytoestablisheffectiveworking
relationships.  

EssentialFunctions:  
Mustbecapableoftoleratinglongandpotentiallystressfulshiftsofworkwithmayinclude
workinginadverseweatherconditions
Musthavesignificantpracticaljudgementinordertodealwithunexpected, potentially
dangeroussituations
Mustbeabletocommunicateeffectivelywiththepublic, federalandstateagencies,  
understandoralandwrittendirectives, recognizehazardousmaterials, preparereports, and
supervisesubordinatesthroughradiocommunicationsaswellasverbalandwritten
directives
Mustbeabletooperateequipmentnecessaryfortheoperationsandmaintenanceofthe



airportandobtainaCDLwithintwelve (12) monthsofemployment

PhysicalDemands: Thisworkrequirestheregularexertionofupto10poundsofforce, frequentexertion
ofupto25poundsofforceandoccasionalexertionofupto100poundsofforce; workfrequently
walking, sitting, pushingorpullingandliftingandoccasionallyrequiresstanding, speakingorhearing,  
usinghandstofinger, handleorfeel, climbingorbalancing, stooping, kneeling, crouchingorcrawling,  
reachingwithhandsandarms, tastingorsmellingandrepetitivemotions; workhasstandardvision
requirements; vocalcommunicationisrequiredforexpressingorexchangingideasbymeansofthe
spokenword; hearingisrequiredtoperceiveinformationatnormalspokenwordlevels; workrequires
preparingandanalyzingwrittenorcomputerdata, visualinspectioninvolvingsmalldefectsand/orsmall
parts, usingofmeasuringdevices, assemblyorfabricationofpartswithinarmslength, operating
machines, operatingmotorvehiclesorequipmentandobservinggeneralsurroundingsandactivities; work
regularlyrequiresworkingnearmovingmechanicalpartsandexposuretovibration, frequentlyrequires
exposuretooutdoorweatherconditions, exposuretoextremecold (non-weather), exposuretoextreme
heat (non-weather) andexposuretotheriskofelectricalshockandoccasionallyrequireswet, humid
conditions (non-weather), workinginhigh, precariousplaces, exposuretofumesorairborneparticles,  
exposuretotoxicorcausticchemicalsandexposuretobloodbornepathogensandmayberequiredto
wearspecializedpersonalprotectiveequipment; workisgenerallyinamoderatelynoisylocation (e.g.  
businessoffice, lighttraffic).  

Toperformthisjobsuccessfully, anindividualmustbeabletoperformeachessentialduty
satisfactorily. Therequirementslistedarerepresentativeoftheknowledge, skill, and/orability
required. Reasonableaccommodationsmaybemadetoenableindividualswithdisabilitiestoperform
theessentialfunctions.  

Thedutieslistedaboveareintendedonlyasillustrationsofthevarioustypesofworkthatmaybe
performed. Theomissionofspecificstatementsofdutiesdoesnotexcludethemfromthepositionifthe
workissimilar, relatedoralogicalassignmenttotheposition.  

Thejobdescriptiondoesnotconstituteanemploymentagreementbetweentheemployerandthe
employeeandissubjecttochangebytheemployerastheneedsoftheemployerandrequirementsofthe
jobchange
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File #: Version: Name: 19-06151Conductapublichearingtoconsiderthepreliminary
andfinaldevelopmentplanforCommonInterest
Community #33LakewoodEstatesFirstAddition
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establishmentofaPUDOverlayZoningDistrict. 
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Community #33LakewoodEstatesFirstAdditionPlannedUnitDevelopment, andtheassociated
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Codesections: 
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LakewoodEstatesFirstAdd.: FinalPlan, FinalUtilities, SiteGrading/PreservationSpace
LakewoodEstatesFirstAdd. PUD: Application
Section30-703. PUD's

DateVer.ActionByActionResult

ConductapublichearingtoconsiderthepreliminaryandfinaldevelopmentplanforCommonInterestCommunity #33
LakewoodEstatesFirstAdditionPlannedUnitDevelopment, andtheassociatedestablishmentofaPUDOverlayZoning
District. 
BackgroundInformation: 
ApreliminarydevelopmentplanandphaseIfinaldevelopmentplanentitledCommonInterestCommunity #33
LakewoodEstatesFirstAdditionwassubmittedbyDr. DanMargo, onbehalfofHorseshoePropertiesLLC. andMr. 
DeanPiri, d.b.a. CentralBuildersLLC. andfiledwiththeCityonJune6, 2019. 

Thetotalareaofthesubjectpropertyis5acres, andthetractislegallydescribedas:Lots5-10, Block3, PlatofLakewood
Heights.  ThesubjectpropertyislocatedwithinanR-3 (Multi-FamilyResidential- mediumdensity), withtheexception
oftheeasternmostlot, whichiswithinanR-1 (One-FamilyResidential) zoningdistrict. ProposeduseswithinthePUD
arethatoffivesingle-familyresidentialhomesandtwoduplexesortriplexes, whichwouldcooperatein “anassociation” 
forlawncareandsnowremovalservices. 

AsprovidedforundertheCityMunicipalCode, Dr. MargohasproposedaPlannedUnitDevelopment (PUD) withinthe
areaofthesesixparcels.  TheintentofaPUDprocess, asdescribedwithinSection30-703oftheCode, is: toprovidea
processforrezoningwhichresultsinrealpropertydevelopmentutilizingacomprehensivelypreparedsiteplanwhich
allowforflexibilityandvariancesinbuildingsites, densitiesandyardsandprovidesforusableopenspacesaswellasthe
preservationofnaturalfeatures/openspace. 

TheinitialstepinthePUDprocess, whichrequirestheapplicanttorequestapreliminarilyreviewbythePlanning
CommissionofaproposedPUD, wasconductedduringtheJune2019PlanningCommissionmeeting.  Thispartofthe
processisdesignedtoallowthePlanningCommissionandproposeranopportunitytodiscussthepotentialforPUD
approval, andtoprovidethePlanningCommissionanopportunitytopreliminarilyevaluatethePUDplan’slevelof
consistencywithCityplans. 
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File #:19-0615,Version:1

ThePlanningCommissionbeganreviewofthecompletePUDsubmittalattheirAugust1, 2019meeting, andatthe
requestoftheproposer, tabledactiononthePUDuntiltheycouldreconfigureseveralofthehousingpadstolower
infrastructurecosts.  ThePlanningCommissioncontinuedtheirconsiderationofaslightlyrevisedPUDattheir
September5thmeeting, andbasedontheirfindings, whichareincludedwithintheattacheddraftordinance, forwardeda
recommendationforapprovalofthepetitionedPUDsubjecttothefollowingconditionsbeingapplied: 

Cityattorneytoreviewandapprove "Final" DeclarationpriortoCityCounselreview/approval.*this
requirementispendingtheapplicantscompletionofthedocument. 

Addressthevacatingofplattedutility/drainageeasementsadjacenttotheinteriorlotlinesoftheoriginalPlat
ofLakewoodHeights. 

Thedraftordinance, tobeconsideredfollowingthepublichearing, addressesthevacationofunderlyingutility/drainage
easementswithintheoriginalPlatofLakewoodHeights. 

Tosummarize, actiontoapprovethedraftordinance, followingthepublichearing, wouldresultinthefollowing: 

1. EstablishmentofaPUD (PlannedUnitDevelopment) overlayzoningdistrict, asperSection30-703ofthe
GrandRapidsMunicipalCode; and

2. Approvalofthepreliminaryandfinaldevelopmentplanandrelateddocumentsmadepartofthesubmitted
platentitled: CommonInterestCommunity #33LakewoodHeightsFirstAdditionPlannedUnitDevelopment; 
and1. 

3. Vacatetheplattedutility/drainageeasementsadjacenttotheinteriorlotlines: Lots5-10, Block3, ofthe
PlatofLakewoodHeights. 

RequestedCityCouncilAction
ConductapublichearingtoconsiderthepreliminaryandfinaldevelopmentplanforCommonInterestCommunity #33
LakewoodEstatesFirstAdditionPlannedUnitDevelopment, andtheassociatedestablishmentofaPUDOverlayZoning
District. 
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I, ChrisA. Larsen, doherebycertifythattheworkwasundertakenbyorreviewed

bymeforthisCICPlatofCOMMONINTERESTCOMMUNITYNUMBER33, A COMMONINTERESTCOMMUNITYNUMBER33
PLANNEDCOMMUNITY, LAKEWOODHEIGHTSFIRSTADDITIONPLANNED APLANNEDCOMMUNITY
UNITDEVELOPMENT, beinglocatedupon: LAKEWOODESTATESFIRSTADDITIONPLANNEDUNITDEVELOPMENT

LotsFive (5), Six (6). Seven (7), Eight (8), Nine (9), andTen (10), BlockThree (3), 06012060

LAKEWOODHEIGHTS, accordingtotherecordedplatthereof, situatedinpartof scalefeet30

theSE1/4oftheNW1/4, Section29, Township55North, Range25West, Itasca

County, Minnesota. 

Subjecttoeasements, restrictionsandreservationsofrecord. 

ThisCICPlatfullyandaccuratelydepictsallinformationrequiredbyMinnesota 35' REARSETBACK
Statutes, Sections515B.2-110(c). 10' UTILITYEASEMENT

ChrisA. Larsen, LicensedProfessionalLandSurveyor
10' UTILITYEASEMENT

MinnesotaLicenseNumber45848
COMMONELEMENT

LAKEWOOD 26.00 COMMONELEMENT10' UTILITYEASEMENTSTATEOFMINNESOTA LANE
COUNTYOF _______________ 

20.00
Theforegoinginstrumentwasacknowledgedbeforemethis _____ dayof 20.00

20_____ byChrisA. Larsen, ProfessionalLandSurveyor, 
COMMONELEMENT

15' SIDESETBACKMinnesotaLicenseNumber45848. 15' SIDESETBACK
104.37

L4L3L2L5L7
L120.00 20.00 L8

NotarySignature)                                          (NotaryPrintedName) 
L15

NotaryPublic, _______________ County, Minnesota L9
L14

MyCommissionExpires: _________________________ 
L10

35' FRONTSETBACKSL13
L11L12

2666.17
1333.081333.092682.48

LEGEND

DENOTESFOUNDMONUMENT3/4" IRON
MONUMENTWITHCAP. NUMBER24606

1335.561334.29
DENOTESSET5/8" REBARW/ CAP. NUMBER45848PLAT

LOCATION
20' UTILITYEASEMENT

11SE  - NW44

1336.481334.862676.35

ITASCACOUNTYRECORDER: 

ThisCICPlatispartoftheDeclarationrecordedasDocumentNo. _______________ 
this _____ dayof _______________, 20_____. 01000500500

scalefeet250

SOUTHEASTCORNERNicolleZuehlke, Recorder/RegistrarVICINITYMAP ItascaCounty, Minnesota OFTHESE1/4 - NW1/4
SECTION29, TOWNSHIP55NORTH, RANGE25WEST

ITASCACOUNTY, MINNESOTA
ORIENTATIONOFTHISBEARINGSYSTEMIS
BASEDONTHEEASTLINEOFTHESE1/4 - NW1/4

PHONE: 218.322.4500
21NE5THSTSTE200
GRANDRAPIDS, MN55744
www.sehinc.com SHEET1OF1SHEETS



ZONINGDISTRICT: R-3
GRZONINGORDINANCESETBACKS ONESANITARYSEWERANDONEWATERSERVICELINEARE

EXISTINGUTILITYEASEMENTSONTHEEXISTINGPLATFRONT: 35' ALLOWEDTOSERVEMULTIPLEUNITSWITHINAFOOTPRINTIFWILLBEVACATED. ANEWUTILITYEASEMENTWILLBEINTERIORSIDE: 10' DEFINEDFORTHEUTILITIESTHATSERVEUNITS5-8. THEREISONLYONEOWNERFORALLOFTHEUNITS. 
STREETSIDE: 15' 
REAR: 35' 

0603030

scalefeet15

UTILIZEEXISTING
SANITARYSEWERAND
WATERSERVICESTUBS. 

UTILIZEEXISTING
SANITARYSEWERAND

UTILIZEEXISTINGWATERSERVICESTUBS. 
SANITARYSEWERAND

WATERSERVICESTUBS. 

III

UNIT
2

UTILIZEEXISTING
SANITARYSEWERAND
WATERSERVICESTUBS. 

UTILIZEEXISTING
SANITARYSEWERAND
WATERSERVICESTUBS. 

EXISTING8" SANITARYSEWER
LEGEND

EXISTING8" WATERMAIN
EXISTINGPROPERTYLINE
ANDEASEMENTS

PROPOSEDPROPERTY
SANITARYANDWATERLEGEND

PROPOSEDNEW
UTILIZEEXISTINGUTILITYSERVICES WATERMAIN, TEE, HYDRANT, BULKHEADANDVALVEI UNITFOOTPRINTSANITARYSEWERAND

WATERSERVICESTUBS.( STRUCTUREWOULD
S SANITARYSEWER, BULKHEADANDMANHOLE BEINSIDEFOOTPRINT) 

SANITARYSERVICEANDCLEANOUT

IHEREBYCERTIFYTHATTHISPLANWASPREPAREDBYMEORUNDERMYDIRECT
DRAWNBY: SUPERVISIONANDTHATIAMADULYLICENSEDPROFESSIONALENGINEERUNDER

FILENO. THELAWSOFTHESTATEOFMINNESOTA. 1GRANDRAPIDS, UTILITYLAYOUTDESIGNER: PHONE: 218.322.4500 HORSP146525CICNO. 3321NE5THSTSTE200CHECKEDBY: MINNESOTAROBERTBEAVER, PEGRANDRAPIDS, MN55744 1www.sehinc.comDESIGNTEAMNO.BYDATEREVISIONS Date: Lic. No. 26399



ZONINGDISTRICT: R-3
GRZONINGORDINANCESETBACKS

FRONT: 35' 
INTERIORSIDE: 10' 
STREETSIDE: 15' 
REAR: 35' 

0603030

scalefeet15

UNIT
2

LEGEND

CUTAREA

FILLAREA

DELINEATEDWETLAND

DRAINAGEDIRECTION

14THAVENUESW
IHEREBYCERTIFYTHATTHISPLANWASPREPAREDBYMEORUNDERMYDIRECT

DRAWNBY: SUPERVISIONANDTHATIAMADULYLICENSEDPROFESSIONALENGINEERUNDER
FILENO. THELAWSOFTHESTATEOFMINNESOTA. 4GRANDRAPIDS, CUT/FILLPROPOSEDGRADINGDESIGNER: PHONE: 218.322.4500 HORSP14652521NE5THSTSTE200 CICNO. 33CHECKEDBY: MINNESOTAROBERTBEAVER, PEGRANDRAPIDS, MN55744 4www.sehinc.comDESIGNTEAMNO.BYDATEREVISIONS Date: Lic. No. 26399















































30-701GRANDRAPIDSCODE

c)Applicableregulations.RefertoarticleIIIofthischapter. 
Code1978,§23.9(C);Ord.No.07-03-06,§2(Exh.A),3-27-2007) 

Sec.30-702.(PUD)overlayregulations(mandatory). 

a)Purposeandintent.Therearecertainareaswithinthecitythathaveveryunique
naturalcharacteristics(wooded),areenvironmentallysensitive(wetlands),oraremarginally
developableduetosuchadverseexternalinfluencesashightrafficvolumesand/ornonresi- 
dentialuses.Itisverydesirabletoencouragetheclusteringofdevelopmentwithintheseareas
inanefforttopreservelargerexpansesofopenspace. 

b)Jurisdiction.Withintheareassodesignatedontheofficialzoningmapofthecitythe
useofPUDshallbemandatoryexceptforlotsorparcelsofrecordconsistingoftwoorlessacres
atthetimeofadoptionoftheordinancefromwhichthisarticleisderived.Wheresuchlotsor
parcelsofrecordexist,residentialdevelopmentmaybeallowedbythecityinaccordancewith
theexistingzoning. 

c)Applicableregulations.Refertosection30-703. 
Code1978,§23.9(D);Ord.No.07-03-06,§2(Exh.A),3-27-2007) 

Sec.30-703.Plannedunitdevelopment(PUD). 

a)Purpose,ownership,uses,eligibility. 

1)Purposeandintent.PUDisestablishedtopermitflexibilityintheregulationsofland
development;toencourageinnovationandvarietyinthedesign,layoutandtypeof
structuresconstructed;toachieveanefficiencyintheuseofland,naturalresources, 
energy,andtheprovidingofpublicservicesandutilities;toencourageusableopen
space;andtoprovidebetterhousing,employment,andshoppingopportunities
particularlysuitedtotheneedsoftheresidentsofthecityandstate.Itistheintentof
PUDtoprovideaprocessforrezoningwhichresultsinrealpropertydevelopment
utilizingacomprehensivelypreparedsiteplanwhichallowsforflexibilityand
variancesinbuildingsites,densitiesandyards;allowsforthemixingofusesand
housingtypesandprovidesforusableopenspaceaswellasthepreservationofnatural
features. 

2)Eligibilityrequirements.PUDmaybeappliedwithinanydistrictprovidedthe
followingrequirementsaremet: 

a.Thesiteshallbenotlessthantwoacresinsize. 

b.LandtobeincorporatedinaPUDshallbeunderthecontrolofoneownerorgroup
ofownersandshallbecapableofbeingplannedanddevelopedasoneintegral
unit. 

3)Usespermitted.Asaprocess,PUDconveysnorighttotheuseoflandotherthan
permittedbythedistrictwithinwhichlocated.Zoningshallberequiredtobein
accordancewiththecitycomprehensiveplanandusespermittedarethoseallowedby
thezoningdistrict. 

Supp.No.9 CD30:146



LANDDEVELOPMENTREGULATIONS§ 30-703

4)Developmentguidelines.WithinaPUD,thebasiczoningdistrictregulationsmaybe
negotiatedandvariancesgrantedbymutualconsentofthecityandthelandowner(s) 
inaccordancewiththeusesestablishedbythecitycomprehensiveplan.Thefollowing
shallapply: 

a.Novarianceshallbenegotiatedforyardsadjacenttoexteriorpropertylinesor
publicstreets. 

b.Novariancesshallbenegotiatedforoff-streetparkingorscreeningexceptas
providedforinsection30-625. 

Supp.No.9 CD30:146.1



LANDDEVELOPMENTREGULATIONS§ 30-703

c.Amaximumvariancefrombasicdensityrequirementsofupto25percentmaybe
negotiatedprovidedthefindingsundersubsection(b)(7)ofthissectioncanbe
made. 

b)Plannedunitdevelopmentprocedures. 

1)Preliminarydiscussion.Priortofilingapetition,theproponentmustrequesta
meetingwiththecitytodiscussthepotentialforPUDapprovalandconsistencywith
cityplans,etc.Suchrequestsshallbemadebyaddressingalettertothecityplanning
commission.Suchlettershallbeaccompaniedbyapreliminarysketchplanwhich
indicatesthedensity;streetpattern;buildingsquarefootage,heightandtypeanda
timeschedule.Theproposalwillbediscussedatthenextregularplanningcommission
meeting.Guidancewillbeprovidedinconceptbytheplanningcommissiontoassistthe
proponentwiththepreparationofapreliminarydevelopmentplan. 

2)Applicationandfees.Dependingontheoutcomeofthepreliminarydiscussion,the
proponentshallinitiatethePUDprocessbyfilinganapplicationsignedbytheowner
withandpayingtheestablishedfeetothezoningadministratornotlessthan15days
priortotheplanningcommissionmeetingonaformprovidedbythecityandincluding
theinformationrequiredinsectionsubsection(b)(3)ofthissection. 

3)Planrequirements.Thefollowinginformationshallbeprovidedingraphicandwritten
form: 

a.Anexistingconditionsmapshowingpropertyboundaries,topography;existing
naturalfeatures,includingtrees,watercourses,ponds;soilconditions;buildings; 
streets,etc. 

b.Preliminarydevelopmentplanindicatingtheproposedusesofland;acreage; 
densities;buildingsquarefootage,typesandheights;publicandprivatestreet
locations;walkwaylocations;recreationareasandfacilities;andanyother
informationthatwillbenecessarytoevaluatetheproposal. 

c.Astagingplanindicatingtheproposedsequenceofdevelopmentandageneral
gradingscheme.Thisplancanbeindicatedontheoverallplansheet. 

d.ApreliminaryplatwhichshallincludealloftheinformationrequiredinarticleV
ofthischapter. 

e.Finaldevelopmentplanforphase1.Plansandsupportinformationshallbeas
prescribedforconditionalusepermits(refertosection30-531(b))plussuch
protectivecovenantsoragreementsasmightbeintendedorrequiredbythecity. 
Thisinformationshallbeprovidedinaneatpackagestapledtogetherand
accompaniedbytheapplicationand15copiesofatransmittalletter. 

4)Planningcommissionreview.Thezoningadministratorshalldistributethematerialto
theplanningcommissionforreviewatthenextplanningcommissionmeeting.Within
60daysoftheapplicationdate,theplanningcommissionshallrecommendapproval, 
disapprovalormodificationofthepreliminarydevelopmentplanandthephaseIfinal

Supp.No.7 CD30:147



30-703GRANDRAPIDSCODE

developmentplantothecitycouncil.Iftheproposaliswithinashorelandarea,the
planswillalsobeforwardedtothecommissionerofthedepartmentofnatural
resourcesforreviewandcomment. 

5)Citycouncilreceipt.Thecitycouncilwillconsidertherecommendationsoftheplanning
commissionatitsnextmeetingandmayrequiremodificationstotheplanatthattime. 
Thecitycouncilwillthensetadateforapublichearing. 

6)Hearingandmailednotices.Thecityclerkorzoningadministratorshallgivenoticeof
thepublichearinginaccordancewiththeproceduresestablishedforrezoning.Referto
section30-454(c). 

7)Citycouncilactionandfindings.Thecitycouncilshallconsidertheadviseofthe
planningcommission,thecommissionerofthedepartmentofnaturalresourcesand
thepublicandshallapprove,disapproveorsuggestmodificationstothepreliminary
andfinaldevelopmentplans.Ifthecitycouncilapprovessuchplansitshallalso
approvetherezoningforphaseI.ThecitycouncilshallnotapproveaPUDunlessit
findsasfollows: 

a.Theproposeddevelopmentisconsistentwiththecitycomprehensiveplan. 

b.Thedevelopmentismorecompatible,havingusedPUD,withsurrounding
developmentthanifPUDhadnotbeenused. 

c.TheopenspacegainwarrantedtheuseofPUDtograntvariances. 

d.Thefinaldevelopmentplanisinsubstantialconformancewiththeapproved
preliminarydevelopmentplan. 

8)Conditionsandrecords.Thecitycouncilmayimposesuchconditionsasitdeems
necessaryonthepreliminaryandfinaldevelopmentplansandshallmaintainarecord
ofallapprovedplans,amendmentsandconditionsforcontinuingreference. 

9)Finaldevelopmentplans-Subsequentphases.Asrezoningisneededforsubsequent
developmentphases,theproponentshallpreparefinaldevelopmentplansforeach
phaseandshallpetitionthecityforrezoninginaccordancewiththeproceduresofthis
section.Theapplicationforrezoningshallbeaccompaniedbytheinformationspecified
forfinaldevelopmentplansinsubsection(b)(3)ofthissection.Theplanningcommis- 
sionshallreviewandrecommendoneachdevelopmentphaseandthecitycouncil
shall,priortoactionontherequest,holdapublichearinginaccordancewiththe
proceduresestablishedforrezoning.Eachproposedphaseshallbeinsubstantial
conformancewiththeapprovedpreliminarydevelopmentplan. 

10)Resubmission.NoapplicationforPUDwhichhasbeendeniedbythecitycouncilshall
beresubmittedbytheapplicantforaperiodofoneyearfollowingthedateofdenial. 

11)Lapseandextension.Ifwithinoneyearafterthedateofrezoningabuildingpermithas
notbeenissued,theplanningcommissionmayreviewthezoningandrecommendto
thecouncilthattherezoningbeextendedorrescinded.Beforeactingontheplanning
commissionrecommendation,thecitycouncilshallconductapublichearingandnotice

Supp.No.7 CD30:148



LANDDEVELOPMENTREGULATIONS§ 30-704

shallbegiveninthesamemannerastheoriginalpetition.Thecitycouncilmayrescind
orextendthezoningpreviouslygrantedandthepreliminaryandfinaldevelopment
plansforuptooneyearuponfindingthat: 

a.AgoodfaithefforthasbeenmadetousethePUD; 

b.ThereisreasonableexpectationthatthePUDwillbeused;and

c.ThefactsuponwhichtheoriginalPUDwasissuedareessentiallyunchanged. 

12)Buildingpermits.Atthetimeofbuildingpermitapproval,thebuildingplansshallbe
reviewedbythezoningadministratorandbuildingofficialtoestablishtheircompli- 
ancewiththeapprovedpreliminaryandfinaldevelopmentplans.Iftheydonot
comply,theplansshallbereviewedbytheplanningcommissionandcitycounciland
apublichearingshallbeconductedbythecitycouncilallinaccordancewiththe
proceduresestablishedinsubsection(b)ofthissection. 

Code1978,§23.10(B);Ord.No.07-03-06,§2(Exh.A),3-27-2007) 

Sec.30-704.Miningoverlaydistrict. 

a)PurposeandIntent.Thepurposeoftheminingoverlaydistrictistoprovideforcurrent
orfutureheavyminingactivitiesthatmaybegovernedbyMinn.Stat.§§93.44Ð93.51,and
separatetheseusesfromincompatibleuses. 

b)Landssubjecttooverlaydistrict.Theminingoverlaydistrictisdefinedbytheofficial
zoningmapandmayoverlayotherzoningdistricts. 

c)ConditionalUses.Followingthedateofadoptionoftheordinancefromwhichthis
sectionderivesnoentityshallengageinneworexpandexistingoperations,orrenew
operationsthathavenotbeenactivewithinfiveyearsoftheeffectivedateofthissection
withoutfirstobtainingaconditionalpermit.Anyoperationbegunpriortotheadoptionofthe
ordinancefromwhichthissectionderivesandwhichisactiveontheeffectivedateofthis
sectionmaycontinueoperationsforfiveyearsatwhichtimetheoperationshallhaveobtained
apermitorceasedoperation.Thefollowingareconditionalusesintheminingoverlaydistrict: 

1)Mineralextraction,mineralprocessing,metalsproduction,mineralormetalstorage, 
storageandstockpilingofminingandmineralprocessingwastematerialsand
byproducts,storageofminingandprocessingequipmentandincludesthosefacilities
andactivitiesregulatedbyMinn.Stat.§§93.44Ð93.51. 

2)Structuresnecessaryformining,mineralprocessing,andmetalsproductionopera- 
tionsandancillaryfacilitiesandactivities. 

3)Transmissionanddistributionlines,andpipelinesofpublicandprivateutility
companieswithinexistingpublicrights-of-way. 

4)Towers. 

5)Extractiveuseoperations. 

Supp.No.7 CD30:149
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ConsidertherecommendationofthePlanningCommissionregardingtheadoptionofanordinanceapprovingthe
preliminaryandfinaldevelopmentplanforCommonInterestCommunity #33LakewoodEstatesFirstAdditionPlanned
UnitDevelopment, andtheassociatedestablishmentofaPUDOverlayZoningDistrict. 
BackgroundInformation: 
Afterthepublichearingonthismatter, theCityCouncilwillwanttoconsiderthepublictestimonyreceivedandreview
therecommendationputforwardbythePlanningCommission. 

TheCouncilcanaccepttherecommendationofthePlanningCommission, iftheyareinagreementwithit, andadoptthe
ordinanceasprepared, ortheCouncilcanmakeitsownfindingstosupportitsreasonsforapprovingordenyingthe
requestedplannedunitdevelopment. 

RequestedCityCouncilAction
MakeamotionbasedontherecommendationofthePlanningCommissionregardingtheadoptionofanordinance
approvingthepreliminaryfinaldevelopmentplanforCommonInterestCommunity #33LakewoodEstatesFirstAddition
PlannedUnitDevelopment, andtheassociatedestablishmentofaPUDOverlayZoningDistrict. 
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Councilmember________________introducedthefollowingOrdinanceandmovedforitsadoption:  

ORDINANCENO. 19-____  

ANORDINANCEOFTHECITYOFGRANDRAPIDS, MINNESOTA
APPROVINGTHEPRELIMINARYANDFINALDEVELOPMENTPLANSFORCOMMONINTEREST
COMMUNITY #33, LAKEWOODESTATESFIRSTADDITIONPLANNEDUNITDEVELOPMENT,  

ESTABLISHINGAPUD (PLANNEDUNITDEVELOPMENT) OVERLAYZONE, ANDVACATINGCERTAIN
UTILITYEASEMENTSWITHINTHEPLATOFLAKEWOODHEIGHTS

WHEREAS, onSeptember5, 2019, thePlanningCommissiontookactionforwardingafavorable
recommendationtotheCityCouncilregardingapprovaloftheestablishmentofaPUDoverlayzoningdistrict, and
approvalofapreliminaryandfinaldevelopmentplaninvolvingpropertylegallydescribedas,   

ThespecificactionsrecommendedbythePlanningCommissionwouldresultinthe:  

1. EstablishmentofaPUD (PlannedUnitDevelopment) overlayzoningdistrict, asperSection30-703ofthe
GrandRapidsMunicipalCode; and

2. Approvalofthepreliminaryandfinaldevelopmentplanandrelateddocumentsmadepartofthesubmitted
platentitled: CommonInterestCommunity #33LakewoodEstatesFirstAdditionPlannedUnit
Development

3. Vacatingofcertainutility/drainageeasementsintheunderlyingplatofLakewoodHeights.  

WHEREAS, theCityCouncilconductedapublichearingonthatrequestattheirregularmeetingon
September23, 2019andallwereheard, and

WHEREAS, theCityCouncildidconcurwiththerecommendationsofthePlanningCommission, and
determinedthatapprovaloftheplannedunitdevelopmentanditsrelatedPUDoverlaydistrictwouldbeinthebest
interestofthecommunity, and

NOW, THEREFORE, BEITRESOLVEDBYTHECITYCOUNCILOFGRANDRAPIDS, MINNESOTA:    

Thattheproperty, legallydescribedabove, isherebyestablishedwithaPUD (PlannedUnitDevelopment)  
overlayzoningdistrict, asperSection30-703oftheGrandRapidsMunicipalCode; and

BEITFURTHERRESOLVEDTHAT, thepreliminaryandfinaldevelopmentplanandrelateddocuments
madepartofthesubmittedplatentitled: CommonInterestCommunity #33LakewoodHeightsFirstAddition
PlannedUnitDevelopmentareherebyapproved, baseduponthefollowingfindingsoffact;  

TheproposeddevelopmentisconsistentwiththeComprehensivePlanbyincreasingthehousing
stockwithintheCity.   
Thedevelopmentismorecompatible, withsurroundingdevelopment, havingusedaPUDby
maximizingopenspacepreservationforresidentialhousing.   
TheopenspacegaineddoeswarranttheuseofaPUD.  
TheFinalDevelopmentPlanisinsubstantialconformancewiththePreliminaryDevelopmentPlan.  

BEITFURTHERRESOLVEDTHAT, inaddressingaconditionforapprovalsuggestedbythePlanning
Commission, thefollowingutility/drainageeasements, plattedwithintheunderlyingplatofLakewoodHeights,  
asrecordedintheOfficeoftheCountyRecorder, ItascaCounty, MNasDocumentA000599584, arehereby
vacated:  

Thatutility/drainageeasementlyingoneithersideofthecommonlotlinebetweenLots5and
6, Block3ofsaidplatofLakewoodHeights; and



Thatutility/drainageeasementlyingoneithersideofthecommonlotlinebetweenLots6and
7, Block3ofsaidplatofLakewoodHeights; and
Thatutility/drainageeasementlyingoneithersideofthecommonlotlinebetweenLots7and
8, Block3ofsaidplatofLakewoodHeights; and
Thatutility/drainageeasementlyingoneithersideofthecommonlotlinebetweenLots8and
9, Block3ofsaidplatofLakewoodHeights; and
Thatutility/drainageeasementlyingoneithersideofthecommonlotlinebetweenLots9and
10, Block3ofsaidplatofLakewoodHeights; and

ThisOrdinanceshallbecomeeffectiveafteritspassageandpublication.  

rdAdoptedbytheCouncilthis23dayofSeptember, 2019.  

DaleAdams, Mayor
ATTEST:  

KimGibeau, CityClerk

Councilmember secondedtheforegoingresolutionandthefollowingvotedinfavorthereof:     ; andthe
followingvotedagainstsame: ; wherebytheresolutionwasdeclareddulypassedandadopted.  

Thisdocumentwasdraftedby:  
EricTrast, CommunityDevelopmentSpecialist
CityofGrandRapids
420NorthPokegamaAvenue
GrandRapids, MN55744



I, ChrisA. Larsen, doherebycertifythattheworkwasundertakenbyorreviewed

bymeforthisCICPlatofCOMMONINTERESTCOMMUNITYNUMBER33, A COMMONINTERESTCOMMUNITYNUMBER33
PLANNEDCOMMUNITY, LAKEWOODHEIGHTSFIRSTADDITIONPLANNED APLANNEDCOMMUNITY
UNITDEVELOPMENT, beinglocatedupon: LAKEWOODESTATESFIRSTADDITIONPLANNEDUNITDEVELOPMENT

LotsFive (5), Six (6). Seven (7), Eight (8), Nine (9), andTen (10), BlockThree (3), 06012060

LAKEWOODHEIGHTS, accordingtotherecordedplatthereof, situatedinpartof scalefeet30

theSE1/4oftheNW1/4, Section29, Township55North, Range25West, Itasca

County, Minnesota. 

Subjecttoeasements, restrictionsandreservationsofrecord. 

ThisCICPlatfullyandaccuratelydepictsallinformationrequiredbyMinnesota 35' REARSETBACK
Statutes, Sections515B.2-110(c). 10' UTILITYEASEMENT

ChrisA. Larsen, LicensedProfessionalLandSurveyor
10' UTILITYEASEMENT

MinnesotaLicenseNumber45848
COMMONELEMENT

LAKEWOOD 26.00 COMMONELEMENT10' UTILITYEASEMENTSTATEOFMINNESOTA LANE
COUNTYOF _______________ 

20.00
Theforegoinginstrumentwasacknowledgedbeforemethis _____ dayof 20.00

20_____ byChrisA. Larsen, ProfessionalLandSurveyor, 
COMMONELEMENT

15' SIDESETBACKMinnesotaLicenseNumber45848. 15' SIDESETBACK
104.37

L4L3L2L5L7
L120.00 20.00 L8

NotarySignature)                                          (NotaryPrintedName) 
L15

NotaryPublic, _______________ County, Minnesota L9
L14

MyCommissionExpires: _________________________ 
L10

35' FRONTSETBACKSL13
L11L12

2666.17
1333.081333.092682.48

LEGEND

DENOTESFOUNDMONUMENT3/4" IRON
MONUMENTWITHCAP. NUMBER24606

1335.561334.29
DENOTESSET5/8" REBARW/ CAP. NUMBER45848PLAT

LOCATION
20' UTILITYEASEMENT

11SE  - NW44

1336.481334.862676.35

ITASCACOUNTYRECORDER: 

ThisCICPlatispartoftheDeclarationrecordedasDocumentNo. _______________ 
this _____ dayof _______________, 20_____. 01000500500

scalefeet250

SOUTHEASTCORNERNicolleZuehlke, Recorder/RegistrarVICINITYMAP ItascaCounty, Minnesota OFTHESE1/4 - NW1/4
SECTION29, TOWNSHIP55NORTH, RANGE25WEST

ITASCACOUNTY, MINNESOTA
ORIENTATIONOFTHISBEARINGSYSTEMIS
BASEDONTHEEASTLINEOFTHESE1/4 - NW1/4

PHONE: 218.322.4500
21NE5THSTSTE200
GRANDRAPIDS, MN55744
www.sehinc.com SHEET1OF1SHEETS


