
Canton City Council
August 10,2022-6 p.m.
Regular Meeting Agenda

1. Call to order
2. Pledge of Allegiance
3. Approval of agenda
4. Consent agenda

a. Approval of July minutes
b. Approval of August disbursements
c' Approval of $250 cash withdrawal from Mitson Fund for Canton Day Off talent contest prizes

sponsored by Canton Historical Society
d' Approval of $39 sponsorship for Fillmore County Journalemergency response team section

5. Vacant council position
a. Review of appointment process; next steps
b. Possible discussion on persons submitting letters of interest
c. Possible vote on appointment
d. Possible oath of office to appointee
e. Possible designation of acting mayor

6. Public comments
7. Reports

a. Mayor
b. Clerk
c. Public Works
d. Fire Department
e. Police
f. Planning Commission
g Other

8. Unfinished business
a. Other

9. New business
a. Discussion on identified nuisance properties
b. Discussion on 409 S Main St property: Randean pastwa
c. Discussion on General Fund 2023 Preliminary Budget
d. Discussion on revised employee handbool</personnel policy
e. Discussion on Arlin Falck Foundation Grant
f. Other

10. Adjourn

Upcoming meetings

Next regular meeting: September 14,2022 at 6 p.m



This is a preliminary draft of the July 1 3,2022, minutes as interpreted by the city clerk for
use in preparing the official minutes. There may be corrections, additions, and/or omissions

before the final minutes are revieured and officially approved by the city council.

Canton City Council Public Hearing
Jufy 13,2022

The Canton City Council held a public hearing on a petition to vacate a portion of South First
Street on July 13,2022, at the Canton Town Hall. Members present: Carl Ernst, Randy
Gossman, Josh Nordsving and Cindy Shanks. Mayor Nick Prestby was absent. City staff
present: Block Bergey, Jim Davis, Barb Kerns and Jon Nordsving. Visitors present: Aimee
Gourlay with the League of Minnesota Cities, Attorney Corinne Hiugen, Donivee Johnson, Marc
Prestby, Jim Richardson, Jackie Ward, Brenda Wilder, Mike Wilder, Melissa Vander plas,
Roman Yoder, Teriana Yoder and Kristy Ziegler.

Acting Mayor Cindy Shanks called the public hearing to order at 6 p.m. She stated the purpose
9f the hearing was to hear public feedback on a petition to vacate ihe easterly three feet oi
South First Street, as submitted by the majority of the property owners abutting the street. The
petition was signed by Charles Poncelet, Grace Poncelet, Devry Kerns and Tina Kerns. lt was
received and acknowledged by city clerk Brock Bergey on June 29,2022.

Shanks entertained public comments. Resident Marc Prestby cautioned the council on
approving the request, stating, "Once it's gone, you'll never get it back." He also expressed
concern about the "dangerous precedent'the proposed street vacation could pose. Resident
Mike Wilder cited his past experience on the city council and stated, "We vacated all kinds of
stuff." He supported the petition, stating, 'You can't make people tear down their structures."
Roman Yoder, who currently resides on South First Street and is hoping to purchase said
property, told the council the sale is contingent upon the street vacation petition. "We would
have to tear the garage down," he said, explaining bank financing requires it. yoder said a land
survey found the existing garage extends beyond the lot line and into the street right-of-way; the
three feet vacation would correct the encroachment. Resident Donivee Johnson wondered if a
temporary easement could be an alternative consideration. Public comments ceased.

Motion by Ernst, second by Gossman to adjourn the public hearing at 6:06 p.m.; motion carried.

Ganton City Council Regular Meeting Minutes
July 13,2022

Acting Mayor Shanks called the regular meeting to order at 6:06 p.m., with the Pledge of
Allegiance recited by all.

Motion by Ernst, second by Josh Nordsving to approve the agenda; motion carried. Motion by
Ernst, second by Josh Gossman to approve the consent agenda (approval of June minutes,
approval of July disbursements; approval of gS0 donation to Assumption Church for use of
relocated blood drive due to air conditioning repairs at the town hall; approval of temporary
street closures for Canton Day Off; approval of temporary liquor license for Canton Ameriian
Legion for August 19-21, 2022; approval of mileage rate change to $0.625 per mile for
remainder of 2022); motion carried.



Acting Mayor Shanks read Resolution 2022-09 to accept the resignation of Mayor Nick prestby,
effective July 1 3, 2022, and declare a vacancy in the Office of Mayor. Motion by Gossman,
second by Josh Nordsving to approve the resolution; motion carried.

Acting Mayor Shanks read Resolution 2022-10 to fill the vacancy in the Office of Mayor, in
which she stated her desire to fulfill the remainder of Prestby's unexpired term through
December 31 , 2022. Through her appointment, a vacancy would be created on the c-ity council.
A special election, to be held in conjunction with the November 8 general election, would be
required to fill that vacancy through December 31, 2024. Motion by Josn Nordsving, second by
Ernst to approve the resolution; motion carried.

Mayor Shanks read Resolution 2022-11 to fill the vacancy on the city council for the remainder
of 20.22lhrough city council appointment. Letters of interest will be accepted from qualified
residents until August 1,2022 at noon. The city council will determine its appointment during the
regular August 10,2022 city council meeting. Motion by Ernst, second by Gossman to approve
the resolution; motion carried.

Public comments: None

Mayor's report: None

Glerk's report: Bergey provided an update to the nuisance property case involving Ted Lord's
property, located at the corner of Ash Street and East Canton Avenue. Lord has chosen to go
fonryard with a court trial, scheduled for August 30. Bergey reminded the council follow-up
property inspections will occur the first week of August. Following the completion of the second
quarter of the calendar year, Bergey presented a financial review of the General Fund, Sewer
Fund and Water Fund. He noted unbudgeted revenues for all three funds due to the restitution
payments from former city clerk Lolly Melander, along with the second (and final) payment of
American Rescue Plan Act funds. He added that even with the wage adjustments, approved by
the council in April, employee wages ended the first half of the year at 5Oo/o of budget. Work on
the^2023 budgets will begin, with the preliminary General Fund budget needing to be approved
in September. Bergey noted the August 9 primary election would be conducteO Oy mail'ballot.
He also reiterated the need for a special election, in conjunction with the general election on
November 8. City of Canton voters will elect a mayor and three councilmembers, one serving a
special two year term (for Mayor Shanks' vacated seat) and two counselors serving four yeai
terms. The filing period begins August 2 and continues until s p.m. on August 16.

Outside the public comment period, Mike Wilder inquired about city council's ability to make a
mayoral appointment. Bergey referenced the State statutory language that outlines such
authority under the circumstances created by Prestby's resignation. Wilder noted the Canton
American Legion supports Prestby. "We're disappointed that Nick resigned from mayor," Wilder
said.

Public Works report: Jon Nordsving presented a $1,260 price quote from Norby's Tree Service
to remove the diseased tree in Main Street Park. Motion by Gossman, second by Josh
Nordsving to approve the tree removal; motion carried. Required repairs to the air conditioning
at the town hall were completed by Newman Heating and Cooling at cost of $265. Nordsving
recommended budgeting for replacement furnace and air conditioning units in 2023. He noted
he would be attending a water and wastewater recertification training in Rushford on July 20
and 21.



Fire Department: Motion by Gossman, second by Ernst to utilize Mississippi Welders for filling
air packs, on an as needed basis, at a cost of $3g7lyear; motion carried.

Police: The two month report, for May and June, included 46 incidents, with the properties
identified with nuisance violations included in the incident log.

Planning Gommission: Zoning Administrator Josh Nordsving revisited the review of the current
zoning ordinance. Attorney Greg Scheiber did an initial review of proposed changes made by
the Planning Commission. He suggested delaying further action pending the council's intent on
moving fonrvard with a new comprehensive plan, noting that zoning woulO be a component of
that plan. Motion by Gossman, second by Ernst to deliy additional action on the zoning
ordinance, with intentions of revisiting the matter during expectant comprehensive plan-ning;
motion carried.

Josh Nordsving noted the Planning Commission met to review a land use permit application
submitted by Jesse and Charissa Peterson for construction of two decks (30 ft. by'1b ft. and 16
ft. by 8 ft.) on their North Second Street residence. He recommended approving the permit as
submitted. Motion by Ernst, second by Gossman to approve the permit; motion carried.

Unfinished business: Discussion continued from June's meeting on replacement flooring
options for portions of the town hall. A price quote to replace the carpet in entrance and coat
loom, along with the front of the stage, was received from Torgerson-Ostby Floor Coverings.
The total for the two floor spaces was $1,042, with the stage coming in at $1,609. At the
council's request, Jon Nordsving looked into other flooring options. Based on other costs and
the time and labor necessary to prepare the existing flooifor a hard surface floor covering, he
recommended going with carpet in the entrance and coat room. Motion by Gossman, sec-ond by
Josh Nordsving to approve the carpet option for the entrance and coat room; motion carried.
Bergey noted the project cost may be higher since the price estimate was received in May. No
action was taken on the stage area carpet.

New business: Aimee Gourlay, with the League of Minnesota Cities, provided an update on the
conflict resolution services she is facilitating. Due to the potential for council composition
changes, with four elected positions on the November ballot, Gourlay recommended delaying
additional discussions until the first of the year. The council agreed.

The council discussed the topic from the evening's public hearing - a partial vacation of South
First Street. Of greatest concern was the potential community precedent approval would set,
with mention of several other properties known to have encroachments. City Attorney Corinne
Haugen stated partial street vacations are not uncommon conditions for property sales. Ernst
said he supported the petition, compelled by Roman and Teriana Yoders'need to secure
financing to purchase the property. Motion by Ernst to grant the street vacation, as presented in
the petition. With no second, the motion died. No other council discussion occurred. Roman
Yoder thanked Ernst for his support, with he and Teriana leaving the council meeting.

Motion by Gossman, second by Josh Nordsving to approve the purchase of eight street
barricades at a cost of 91,056; motion carried.

Motion by Josh Nordsving, second by Ernst to adjourn at7:13 p.m.; motion carried.



August 2022 Disbursements

General Fund

Acentek

Amazon

Canon Financial Services

Display Sales

Fillmore County Journal
Fillmore County Journal
Fire Safety USA

Hi-Viz Safety

League of Minnesota Cities

MiEnergy

MiEnergy

MiEnergy

MiEnergy

MiEnerty
MiEnergy

Minnesota Energy Resources

Minnesota Energy Resources

Minnesota Energy Resources

Nethercut Schieber Attorneys
Norby Tree Service

Nordsving, Jon

Nordsving, lon
Nordsving, Jon

Storey Kenworthy

Tri-State Business Machines
Village Farm & Home

Total General Disbursements

MiEnergy

Total Mitson Disbursements

Acentek

Bank of Zumbrota

Gopher State One Call

MiEnergy

US Postmaster
US Postmaster
Yoder B&H

Total Water Disbursements

Acentek

MiEnergy

Nutrien Ag Solutions
Team Lab

Utility Consultants
Wright Way Computers
Total Sewer Disbursements

Richard's Sanitation
Total Garbage Disbursements

Acentek

Amazon

Fire Safety USA

MiEnergy

MiEnergy

Minnesota Energy Resources

Sandry Fire Supply
Total Fire Dept. Disbursements

22r89
20 49

44.OO

3,159 00

48.24

85 79

89 00

1,346 00

1,917 00

72.9t
108.87

30.97

483 L9

60 85
36 72

19 33

19.33

52.94

397 50
1,200.00

50,00

25 00
r0 47

44 49

36 56
1,47 65

9,738.r9

DRAFT

City hall, town hall services

Paper towels

Copier lease

Snowflake decorations (7)

Public notice on street vacation hearing
Public notice for candidate filint period

Fire extinguisher certifications
Replacement stop signs (5) / Barrtcades (8)

Workers' compensation premium

City hall electric

Town hall electric

Bus shed electric
Street lithts electric

Welcome sign electric
Ball field electric

City hall tas
Maintenance shop gas

Town hall gas

July services (2.65 hours)
Ash tree removal at park

Cell phone stipend
Personal UTV use for sprayint

Meal reimbursement lrcm 7 / 2L/ 22

Copy paper

Copier monthly contract

Supplies

Mitson electric

Dailer system
lnterest payment on water note

July locates
Pump house electric

Postage for water meter return
Water sample postage
Water sample postage

WWTF services

WWTF electric
WWTF soil sample

WWTF chemicals

WWTF samples

UPS and labor

July collection

lnternet service
Firefithter flag

Replacement bale kit
Fire hall electric

Cooler electric
Fire hall gas

Direct Attack

EFT

30.51

30.5r

40 tr
755 25

22.95
567 66

16 r.0

13 80
t7 24

\$3.rt

EFT

EFT

EFT

40 II
744.26

25 00

545.00

376.58

654.58

2,38s.53

2,734 29

2,7t4.29

64.95

29 88

27 50

83.25

30 74

19 33

357 00

512.65

Total Disbursements 16,934.28 *EFT 
= Electronic Funds Transfer

EFT
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Clerk's Report
August 10,2022

By the numbers

o Current delinquent accounts: 16 totaling g1 ,g7So Water service disconnections: 2
. ACH accounts: 50
. 2022 pet licenses: 83 total; 23 cats, 58 dogs
. 2022 chicken permits: 1

o 2022 ATV/UTV/golf cart permits: 17

Updates

o Ted Lord nuisance property case
o Former school property
o Candidate filing period August 2-16

o Mayor
o Two council positions (Ernst & Nordsving); four year terms
o One council position (Shanks); two year term/special election

o Website
o Canton Day Off: August 19-21
o Adopt-A-Planterwinners
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Article I. INTRODUCTION
Section 1.01 Purpose
The purpose of these policies is to establish a uniform and equitable system of personnel
administration for employees of the City of Canton. They should not be construed as contract
terms for any city employees. The policies are not intended to cover every situation that might
arise and can be amended at any time at the sole discretion of the city. These policies superJede
all previous personnel policies. As an employee, you are responsible for complying with current
city policy at all times.

Except as otherwise prohibited by law, the City of Canton has the right to terminate any
employee at any time for any or no reason. Employees may similarly terminate employment at
any time for any reason.

Section 1.02 Scope
These policies apply to all employees of the city. Except where specifically noted, these policies
do not apply to:

1. Elected ofhcials
2. City attorney

3. Members of city boards, commissions, and committees
4. Consultants and contractors
5. Volunteers

Nothing in these policies is intended to modif' or supersede any applicable provision of state or
federal law.

These policies serve as an information guide to help employees become better informed and to
make their experience with the city more rewarding.

Section 1.03 EEO Policy Statement
The City of Canton is committed to providing equal opportunity in all areas of employment,
including but not limited to recruitment, hiring, demotion, promotion, transfer, selection, lay-off,
disciplinary action, termination, compensation and selection for training. The City of Canton will
not discriminate against any employee or job applicant on the basis of race, color, creed, religion,
national origin, ancestry, sex, sexual orientation, gender identity, or gender expression, disability,
age, matital status, genetic information, status with regard to public assistance, veteran status,
familial status, or membership on a local human rights commission or lawful participation in the
Minnesota Medical Cannabis Patient Registry.

Section 1.04 Data Practices Advisory
Employee records are maintained in a location designated by the city administrator. Personnel
data is retained in personnel files, finance files, and benefit/medical files. Information is used to
administer employee salary and benefit programs, process payroll, complete state and federal
reports, document employee performance, etc.
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Employees have the right to know what data is retained, where it is kept, and how it is used. All
employee data will be received, retained, and disseminated according io the Minnesota
Government Data Practices Act.

Section 1.05 Media Requests
All city employees have a responsibility to help communicate accurate and timely information to
the public in a professional manner. Requests for private dataor information outside of the scope
of an individual's job duties should be routed to the appropriate department or to the data
practices authority.

Any employee who identifies a mistake in reporting should bring the error to the city
administrator or other appropriate staff. Regardless of whether the communication is in the
employee's official city role or in a personal capacity, employees must comply with all laws
related to trademark, copyright, software use, etc.

Except for routine events and basic information readily available to the public, all requests for
interviews or information from the media are to be routed through the cily administrator. No city
employee is authorized to speak on behalf of the city without prior authorizationfrom the city
administrator or his/her designee. Media requests include anything intended to be published or
viewable to others in some form such as television, radio, newspapers, newsletters, social media
postings, and websites. When responding to media requests, employees should follow these
steps:

1. If the request is for routine or public information (such as a meeting time or agenda),
provide the information and notify the city administrator of the request.

2. If the request is regarding information about city personnel, potential litigation,
controversial issues, an opinion on a city matter, or if an employee is unsure if the request
is a "routine" question, forward the request to the city administrator. An appropriate
response would be, "I'm soffy, I don't have the full information regarding that issue. Let
me take some basic information and submit your request to the appropriate person, who
will get back to you as soon as he/she can." Then ask the media representative's name,
questions, deadline, and contact information.

All news releases concerning city personnel will be the responsibility of the city administrator.
When/if the city administrator authorizes a staff person to communicate on behalf of the city in
interviews, publications, news releases, on social media sites, and related communications,
employees must:

o Identify themselves as representing the city. Account names on social media sites must be
clearly connected to the city and approved by the city administrator.

o Be respectful, professional, and truthful when providing information. In most cases, only
factual information (not opinions or editorial comments) should be provided: "The city
finished street cleaning on 16 streets in the northwest corner of the city this past week"
instead of "The city is doing a great job with street cleaning this year!" Corrections must
be issued when needed.

o Generally, not include personal opinions in official city statements. One exception is
communications related to promoting a city service. For example, an employee could
post the following on the city's Facebook page: "My family visited Hill Park this
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weekend and really enjoyed the new band shelter." Employees who have been approved
to use social media sites on behalf of the city should seek assistance from the city
administrator on this topic.

o Noti& the city administrator if they will be using their personal technology (cell phones,
home computer, cameras, etc.) for city business. Employees should be aware that data
transmitted or stored may be subject to the Minnesota GovernmentDatapractices Act.

section 1.06 Personal communications and use of social Media
It is important for city employees to remember that the personal communications of employees
may reflect on the city, especially if employees are commenting on city busines o, 

"o--entingon issues that implicate their city employment. As city representatives, employees share in the
responsibility of earning and preserving the public's trust in the city. An empl,oyee's own
personal communications, such as on social media, can have a significant impact on the public,s
belief that all city staff will carry out city functions faithfully and impartially and withoui regard
to factors such as race, sex/gender, religion, national origin, disability, sexual orientation, oi
other protected categories. Nonpersonal communications (performed within one's job duties) to
members of the public must be professional at all times. The following guidelines apply to
personal communications, including various forms such as social media (Facebook,iwitter,
blogs, YouTube, etc.), letters to the editor of newspapers, and personal endorsements:

o Do not share any private or confidential information you have access to as a result of
your city position.

. Any personal communications made on a matter of public concern must not disrupt the
efficiency of the city's operation, including by negatively affecting morale. Put another
way, such public comments must not undermine any city department's ability to
effectively serve the public. Disruptive personal communications can include liking or
republishing (sharing/retweeting) a social media post of another individual or entity. The
city can act on the personal communication that violates this policy without waiting for
the actual disruption.

o Remember what you write or post cannot easily be undone. It may also be spread to
larger audience than you intended. Use common sense when using email or social media
sites. It is a good idea to refrain from sending or posting information or photos you would
not want your boss or other employees to read, or you would be embarrassed to see in the
newspaper. Keep in mind harassment, bullying, threats of violence, discrimination, or
retaliation concerning a co-worker or between co-workers that would not be permissible
in the workplace is not permissible online, even if it is done after hours, from home and
on home computers.

o The city expects its employees to be fair, courteous, and respectful to supervisors, co-
workers, citizens, customers, and other persons associated with the city. Avoid using
statements, photographs, video or audio that reasonably may be viewed as malicious,
obscene, threatening or intimidating, disparaging, or might constitute harassment or
bullying. Examples of such conduct might include offensive posts meant to intentionally
harm someone's reputation or posts that could contribute to a hostile work environment
on the basis of sex, race, national origin, age, color, creed, religion, disability, marital
status, familial status, veteran status, sexual orientation, gender identity, or gender
expression, status with regard to public assistance or membership or activity in a local
human rights commission.
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If you publish something related to city business and there is liable to be confusion
whether you are speaking on behalf of the city, it would be best to identifu yourself and
use a disclaimer such as, "These are my own opinions and do not represent-those of the
City of Canton."
City resources, working time, or official city positions cannot be used for personal profit
or business interests, or to participate in personal political activity. Some examples: a
building inspector could not use the city's logo, email, or working time to promote
his/her side business as a plumber; a parks employee should not access a park after hours
even though he or she may have a key; a clerk, while working at city hall, should not
campaign for a friend who is running for city council.
Personal social media account name or email names should not be tied to the city.
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Article II. CITYWIDE WORK RULES & coDE oF coNDUcT
Section 2.01 Conduct as a City Employee
In accepting city employment, employees become representatives of the city and are responsible
for assisting and serving the citizens for whom they work. An employee's primary responsibility
is to serve the residents of the City of Canton. Employees should bxhibit conduct that is ethical,
professional, responsive, and of standards becoming of a city employee. To achieve this goal,
employees must adhere to established policies, rules, and procedures and follow the instructions
of their supervisors.

Honesty is an important organizational attribute to our city. Therefore, any intentional
misrepresentation of facts or falsification of records, including personnel records, medical
records, leaves of absence documentation or the like, will not be tolerated. Further, dishonesty in
city positions may preclude workers from effectively performing their essential job duties. Any
violations will result in corrective action, up to and including termination.

The following are job requirements for every position at the City of Canton. All employees are
expected to:

o Perform assigned duties to the best of their ability at all times.
o Render prompt and courteous service to the public at all times.
o Read, understand, and comply with the rules and regulations as set forth in these

personnel policies as well as those of their departments.
o Conduct themselves professionally toward both residents and staff and respond to

inquiries and information requests with patience and every possible courtesy.
o Report any and all unsafe conditions to the immediate supervisor.
o Maintain good attendance while meeting the goals set by an employee's supervisor.

Section 2.02 Attendance & Absence
The operations and standards of service in the City of Canton require that employees be at work
unless valid reasons warrant absence, or an employee has a position that has been approved to
work remotely. In order for a team to function efficiently and effectively, employees must fully
understand the goals that have been set for them and the time required to be on the job.
Understanding attendance requirements is an essential function of every city position.

Employees who are going to be absent from work are required to notitr their supervisor as soon
as possible in advance of the absence. In the event of an unexpected absence, employees should
call their supervisor before the scheduled starting time and keep in mind the following
procedures:

o If the supervisor is not available at the time, the employee should leave a message that
includes a telephone number where he/she can be reached and/or contact any other
individual who was designated by the supervisor.

o Failure to use the established reporting process will be grounds for disciplinary action.
o The employee must call the supervisor on each day of an absence extending beyond one

(1) day unless affangements otherwise have been made with the supervisor.
. Employees who are absent for three (3) days or more and who do not report the absence

in accordance with this policy, will be considered to have voluntarily resigned not in
good standing.
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o The city may waive this rule if extenuating circumstances warranted such behavior.

This policy does not preclude the city from administering discipline for unexcused absences of
less than three days. Individual departments may establish more specific reporting procedures.

For budgetary and confidentiality reasons, non-exempt employees (eligible for overtime pay) are
not authorizedto take work home or work through lunch without prioiapproval from thelr
supervisor.

Section 2.03 Access to and Use of City property
Any employee who has authorized possession of keys, tools, cell phones, pagers, or other city-
owned equipment must register his/her name and the serial number (if applicable) or identifying
information about the equipment with his/her supervisor.

All such equipment must be turned in and accounted for by any employee leaving employment
with the city in order to resign in good standing.

Employees are responsible for the safekeeping and care of all such equipment. The duplication
of keys owned by the city is prohibited unless authorized by the city administrator. Any
employee found having an unauthorized duplicate key will be subject to disciplinary action.

Section2.O4 Appearance
Departments may establish dress codes for employees as part of departmental rules. Personal
appearance should be appropriate to the nature of the work and contacts with other people and
should present a positive image to the public. Clothing, jewelry, or other items that could present
a safety hazard are not acceptable in the workplace. Dress needs vary by function. Employees
who spend a portion of the day in the field need to dress in a professional manner appropriate to
their jobs, as determined by their supervisor. Employees may dress in accordance with their
gender identity, within the constraints of the dress codes adopted by the city. City staff shall not
enforce the city's dress code more strictly against transgender and gender diverse employees
than other employees.

Section 2.05 Conflict of lnterest
City employees are to remove themselves from situations in which they would have to take
action or make a decision where that action or decision could be a perceived or actual conflict of
interest or could result in a personal benefit for themselves or a family member. If an employee
has any question about whether such a conflict exists, he/she should consult with the city
administrator.

Section 2.06 Falsification of Records
Any employee who makes false statements or commits, or attempts to commit, fraud in an effort
to prevent the impartial application of these policies, will be subject to immediate disciplinary
action up to and including termination and potential criminal prosecution.

Section 2.07 Personal Telephone Calls
Personal telephone calls are to be made or received only when truly necessary (e.g., family or
medical emergency). They are not to interfere with city work and are to be completed as quickly
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as possible. Any personal long-distance call costs will be paid for by the employee. please refer
to the cell phone policy for information on use of cellular phones.

Section 2.08 PoliticatActivity
City employees have the right to express their views and to pursue legitimate involvement in the
political system. However, no city employee will directly oiindi.e"tly, during hours of
employment, solicit or receive funds for political purposes. Further, any political activity in the
workplace must be pre-approved by the city to avoid any conflict of inieiest or perception of bias
such as using authority or political influence to compel another employee to apply foi or become
a member in a political organization.

Section 2.09 Smoking
The City of Canton observes and supports the Minnesota Clean Indoor Air Act. All city
buildings and vehicles, in their entirety, shall be designated as tobacco free, meaning that
smoking in any form (through the use of tobacco products such as pipes, cigars, and cigarettes)
or "vaping" with e-cigarettes is prohibited while in a city facility or vehicle.

Smoking of any kind, including pipes, cigars, cigarettes, vaping with e-cigarettes, and the use of
chewing tobacco, is prohibited for employees while on duty. Employees ig and over are allowed
to smoke only during their breaks and lunch, and only in areas designated for that purpose.
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Article lll. DEFIN|T|ONS
For purposes of these policies, the following definitions will apply:

Section 3.01 Authorized Hours
The number of hours an employee was hired to work. Actual hours worked during any given pay
period may be different than authorized hours, depending on workload demands or othei factors,
and upon approval of the employee's supervisor

Section 3.02 Benefits
Privileges granted to qualified employees in the form of paid leave and,lor insurance coverage.

Section 3.03 Benefit Earning Employees
Employees who are eligible for at least a pro-rated portion of city-provided benefits. Such
employees must be year-round employees who work at least 20 hours per week on a regular
basis.

Section 3.04 Core Hours
The core hours that all employees (exempt and non-exempt) are expected to work arc 7 a.m. to
3:00 p.m., Monday through Friday. Police, fire, and public works employees do not have core
hours and work the schedules established by their supervisors.

Section 3.05 Demotion
The movement of an employee from one job class to another within the city, where the
maximum salary for the new position is lower than that of the employee's ior-", position.

Section 3.06 Direct Deposit
City employees may elect to participate in direct deposit.

Section 3.07 Employee
An individual who has successfully completed all stages of the selection process, including the
training period.

Section 3.08 Exempt Employee
Employees who are not covered by the overtime provisions of the federal or state Fair Labor
Standards Act.

Section 3.09 FICA (Federal Insurance Gontributions Act)
FICA is the federal requirement that a certain amount be automatically withheld from
employees' earnings. Specifically, FICA requires an employee contribution of 6.2 percent for
Social Security and 1.45 percent for Medicare. The city contributes a matching 7.65 percent on
behalf of each employee. Certain employees are exempt or partially exempt from these
withholdings (e.g., police officers). These amounts may change if required by law.

Section3.10 FiscalYear
The period from January I to December 31.
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Section 3.11 Full-Time Employee
Employees who are required to work forty (40) or more hours per week year-round in an
ongoing position.

Section 3.12 Hours of Operation
The city's regular hours of operation are Monday through Friday, from 7 a.m. to 3 p.m.

Section 3.13 Management Employee
An employee who is responsible for managing a department or division of the city.

Section 3.14 Non-Exempt Emptoyee
Employees who are covered by the federal or state Fair Labor Standards Act. Such employees
are normally eligible for overtime at 1.5 times their regular hourly wage for all hours worked
over forty (40) in any given workweek.

Section 3.15 Part-Time Employee
Employees who are required to work less than forty (a0) hours per week year-round in an
ongoing position.

Section 3.16 Pay Period
A fourteen (14) day period beginning at 72 a.m. (midnight) on Sunday through I l:59 p.m. on
Saturday, fourteen (14) days later.

section 3.17 PERA (Public Employees Retirement Association)
Statewide pension program in which all city employees meeting program requirements must
participate in accordance with Minnesota law. The city and the employ". 

"u"h 
contribute to the

employee's retirement account.

Section 3.18 Promotion
Movement of an employee from one job class to another within the city, where the maximum
salary for the new position is higher than that of the employee's former position.

Section 3.19 Reclassify
Movement of a job from one classification to another classification because of a significant
change in the position's duties and responsibilities.

Section 3.20 Seasonal Employee
Employees who work only part of the year (100 days or less) to conduct seasonal work. Seasonal
employees may be assigned to work a full-time or part-time schedule. Seasonal employees do
not earn benefits or credit for seniority.

Section 3.21 Seruice Gredit
Time worked for the city. An employee begins earning service credit on the first day worked for
the city. Some forms of leave will create a break in service.
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Section 3.22 Temporary Employee
Employees who work in temporary positions. Temporary jobs might have a defined start and end
date or may be for the duration of a specific project. Temporary employees may be assigned to
work a full-time or parl-time schedule. Temporary employees do not earn benefits or credit for
seniority.

Section 3.23 Trainingl/Probationary period
A twelve-month period at the start of employment with the city (or at the beginning of a
promotion, reassignment, or transfer) that is designated as a period within *hi"h to learn the job,
unless covered by a collective bargaining agreement stating a different time frame. The training
period is an integral extension of the city's selection process and is used by supervisors for
closely observing an employee's work.

An employee serving his/her initial probationary period may be disciplined at the sole discretion
of the city, up to and including dismissal. An employee so disciplined, including dismissal, will
not have any grievance rights.

Nothing in this policy handbook shall be construed to imply that after completion of the
probationary period, an employee has any vested interest or property right io continued city
employment.

Time served in temporary, seasonal, volunteer or interim positions are not considered part of the
probationary period. If an emergency arises during an employee's probationary periodwhich
requires a leave of absence, such time off, if granted, will not be considered as time worked, and
the probationary period will be extended by the length of time taken.

Section 3.24 Transfer
Movement of an employee from one city position to another of equivalent pay.

Section 3.25 Weapons
Weapons are defined to include all legal or illegal firearms, switchblade knives, or any other
object that has been modified to serve as a weapon or that has the primary purpose of serving as
a weapon.

Section 3.26 Workweek
A workweek is seven consecutive24-hour periods. For most employees the workweek will run
from Sunday through the following Saturday. With the approval of the city administrator,
departments may establish a different workweek based on coverage and service delivery needs.
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ArtiCIE IV. EMPLOYEE RECRUITMENT & SELECTION
Section 4.01 Scope
The city administrator or a designee will manage the hiring process for positions within the city.
While the hiring process may be coordinated by staff, the iiiy council is responsible for the final
hiring decision and must approve all hires to city employment. All hires will be made according
to merit and fitness related to the position being filled.

Section 4.02 Features of the Recruitment System
The city administrator or designee will determine if a vacancy will be filled through an open
recruitment or by promotion, transfer, or some other method. This determination will be made on
a case-by-case basis. The majority of position vacancies will be filled through an open
recruitment process.

Application for employment will generally be made by application forms provided by the city.
Other materials in lieu of a formal application may be accepted in certain iecruitment situations
as determined by the city administrator or designee. Supplemental questionnaires may be
required in certain situations. All candidates must complete and submit the required application
materials by the posted deadline, in order to be considered for the position.

The deadline for application may be extended by the city administrator. Unsolicited applications
will not be kept on file.

Position vacancies may be filled on an "acting" basis as needed. The city council will approve all
acting appointments. Pay rate adjustments, if any, will be determined by the city council.

Section 4.03 Testing and Examinations
Applicant qualifications will be evaluated in one or more of the following ways: training and
experience rating; written test; oral test or interview; performance or demonstrative test; physical
agility test; or another appropriate job-related exam.

Internal recruitments will be open to any city employee who: (1) has successfully completed the
initial training period; (2) meets the minimum qualifications for the vacant position; unO 1:;
currently is and for the past year has been in good standing with the city.

The city council or designee will establish minimum qualifications for each position with input
from the appropriate supervisor. To be eligible to participate in the selectiorrprocess, a candidate
must meet the minimum qualifications.

Section 4.04 PreEmployment Medical Exams
The city administrator or designee may determine that apre-employment medical examination,
which may include a psychological evaluation, is necessary to determine fitness to perform the
essential functions of any city position. Where a medical examination is required, an offer of
employment is contingent upon successful completion of the medical exam.

When a pre-employment medical exam is required, it will be required of all candidates who are
finalists and/or who are offered employment for a given job class. Information obtained from the
medical exam will be treated as confidential medical records.
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When required, the medical exam will be conducted by a licensed physician designated by the
city with the cost of the exam paid by the city. (Psychological/psychiut.i" 

"*u-. will be
conducted by a licensed psychologist or psychiatrist). The pnysician will notifr the city
administrator or designee that a candidate either is or isn't medically able to perform the
essential functions of the job, with or without accommodations, and whether the candidate
passed a drug test, if applicable. If the candidate requires accommodation to perform one or more
of the essential functions of the job, the city administrator or designee will confer with the
physician and candidate regarding reasonable and acceptable accommodations. If a candidate is
rejected for employment based on the results of the medical exam, he/she will be notified of this
determination.

Section 4.05 Selection process
The selection process will be a cooperative effort between the city administrator or designee and
the hiring supervisor, subject to final hiring approval of the city council. Any, all, or none of the
candidates may be interviewed.

The process for hiring seasonal and temporary employees may be delegated to the appropriate
supervisor with each hire subject to final city council approval. Except where prohibiied by law,
seasonal and temporary employees may be terminated by the superviior at any time, subject to
city council approval.

The city has the right to make the final hiring decision based on qualifications, abilities,
experience and City of Canton needs.

Section 4.06 Background Checks
All finalists for employment with the city will be subiect to a background check to confirm
information submitted as part of application materials and to assist in determining the
candidate's suitability for the position. Except where already defined by state law, the city
administrator will determine the level of background check to be conducted based on the position
being filled.

Section 4.07 Training Period
The training period is an integral part of the selection process and will be used for the purpose of
closely observing the employee's work and for training the employee in work expectafions.
Training periods apply to new hires, transfers, promotions, and rehires. Training periods are
twelve months in duration, but may be extended by, for example, an unpaid leave of absence.
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Article V. ORGANTZATTON
Section 5.01 Job Descriptions
The city will maintain job descriptions for each regular position. New positions will be
developed as needed but must be approved by the city council prior toihe position being filled.

A job description is prepared for each position within the city. Each job description will include:
position title, department, supervisor's title, FLSA status (exempt or non-exempt), primary
objective of the position, essential functions of the position, examples of performance criteria,
minimum requirements, desirable training and experience, supervirory ,..ponsibilities (if any),
and extent of supervisory direction or guidance provided to position. in aaiition, job aescripiions
may also describe the benefits offered and potential career path opportunities as a means to
entice a qualified pool of applicants. Good attendance and compliance with work rules and
policies are essential functions of all city positions.

Prior to posting avacantposition the existing job description is reviewed by the city
administrator or designee and the hiring supervisor to ensure the job description is an accurate
reflection of the position and the stated job qualifications do not present artificial barriers to
employment.

A current job description is provided to each new employee. Supervisors are responsible for
revising job descriptions as necessary to ensure that the position's duties and responsibilities are
accurately reflected. All revisions are reviewed and must be approved by the city administrator.

Section 5.02 Assigning and Scheduling Work
Assignment of work duties and scheduling work is the responsibility of the supervisor subject to
the approval of the city administrator.

Section 5.03 Job Descriptions and Glassifications
Assignment ofjob titles, establishment of minimum qualifications, and the maintenance ofjob
descriptions and related records is the responsibility of the city administrator.

Section 5.04 Layoff
In the event it becomes necessary to reduce personnel, temporary employees and those serving a
probationary period in affected job classes will be terminated from employment with the city
before other employees in those job classes. Within these groups, the sileition of employees to
be retained will be based on merit and ability as determined by the city administrator, subject to
approval of the city council. When all other considerations are equal, the principle of seni-ority
will apply in layoffs and recall from layoffs.
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Article Vl. HOURS OF WORK
Section 6.01 Work Hours
Employee work schedules and opportunities to work remotely will be established by supervisors
with the approval of the city administrator. The regular workweek for employees is-five eight-
hour days in addition to a lunch period, Monday through Friday, except as oihe.wise appro-ved
by the city administrator in accordance with the customs and needs ofthe individual
deparlments.

Section 6.02 Core Hours
To ensure employee availability and accountability to the public the city serves, all full-time
employees (exempt and non-exempt) are to be at work or available to the public and co-workers
during the hours of 7 a.m. to 3 p.m., Monday through Friday, unless awayfrom the work site for
a work-related activity or on approved leave.

Section 6.03 Meal Breaks and Rest periods
A paid fifteen-minute break is allowed within each four consecutive hours of work. An unpaid
thirty-minute lunch period is provided when an employee works eight or more consecutive
hours. Employees are expected to use these breaks as intended and will not be permitted to adjust
work start time, end time, or lunch time by saving these breaks.

Employees working in city buildings will normally take their break at the place provided for that
pu{pose in each building. Employees working out-of-doors will normally take tlieir break at the
location of their work.

Employees whose duties involve traveling throughout the city may stop along the assigned route
at a restaurant or other public accommodation for their fifteen-minute break. Exceptions must be
approved by the supervisor or city administrator.

Departments with unique job or coverage requirements may have additional rules, issued by the
supervisor and subject to approval of the city administrator, on the use of meal breaks and rest
periods.

Section 6.04 Adverse Weather Conditions
City facilities will generally be open during adverse weather. Due to individual circumstances,
each employee will have to evaluate the weather and road conditions in deciding to report to
work (or leave early). Employees not reporting to work for reasons of personal safety will not
normally have their pay reduced as a result of this absence. Employees will be allowed to use
accrued vacation time or compensatory time, or with supervisor approval, may modify the work
schedule or make other reasonable schedule adjustments.

Sworn police off,tcers and public works maintenance employees will generally be required to
report to work regardless of conditions.

Decisions to cancel departmental programs (special events, recreation programs, etc.) will be
made by the respective supervisor or the city administrator.
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ArticleVll. COMPENSATTON
Full-time employees of the city will be compensated according to schedules adopted by the city
council. Unless approved by the Council, employees will not receive uny uroouni from the city in
addition to the pay authorized for the positions to which they have been appointed. Expense
reimbursement or travel expenses rnuy b. authorized in addition to regulai pay.

Compensation for seasonal and temporary employees will be set by the city council at the time of
hire, or on an annual basis.

Under the Minnesota Wage Disclosure Protection Law, employees have the right to tell any
person the amount of their own wages. While the Minnesota Government Data practices Act
(Minn' Stat. $ 13.43), specifically lists an employee's actual gross salary and salary range as
public personnel data, Minnesota law also requires wage disilosure protection riglts ana
remedies to be included in employer personnel handbooks. To that end, and in accordance with
Minn. Stat. $187.772, employers may not:

o Require nondisclosure by an employee of his or her wages as a condition of employment.o Require an employee to sign a waiver or other document which purports to deny an
employee the right to disclose the employee's wages.

o Take any adverse employment action against an employee for disclosing the employee's
own wages or discussing another employee's wages which have been disclosed
voluntarily.

o Retaliate against an employee for asserting rights or remedies under Minn. Stat.
$ 1 81.1 72, subd. 3.

The city cannot retaliate against an employee for disclosing his/her own wages. An employee,s
remedies under the Wage Disclosure Protection Law are to bring a civil acti,on against ihe city
andlor file a complaint with the Minnesota Department of Labor and Indus try at (651) 284-5070
or (800) 342-5354.
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ArticleVlll. PAYCHECKS
Section 8.01 Paychecks
Paychecks will not be given to anyone other than the person for whom they were prepared,
unless the person has a note signed by the employee authorizing the city to give the oiher person
the check. Checks will be given to the spouse, or another appropriate immeJiate family mlmber,
in the case of a deceased employee.

Employees are responsible for notifying the city administrator of any change in status, including
changes in address, phone number, names of bereficiaries, marital siatus, etc.

Section 8.02 Direct Deposit
Employees may elect to participate in direct deposit and forego traditional paychecks.

Section 8.03 lmproper Deduction and Overpayment policy
If an employee believes that an improper deduction or overpayment, or another type of error, has
been made, he/she should immediately contact his/her supeivisor. If the city determines it has
made an improper deduction from a paycheck, it will reimburse the employee for the improper
amount deducted and take good faith measures to prevent improper deduciions from being made
in the future.

In cases of improper overpayments, employees are required to promptly repay the city in the
amount of the ovelpayment. The employee can write a personal check or authorize a reduction in
pay to cover the repayment. The city will not reduce an employee's pay without written
authotization by the employee. Once the overpayment has been recovered in full, the employee,s
year to date earnings and taxes will be adjusted (so that the year's Form W-2 is correct) anA-tne
paying deparlment will receive the corresponding credit. When an overpayment occurs, the
repayment must be made within the same tax year.

In the exceptional situation where the overpayment occurs in one tax year and is not discovered
until the next year, the overpayment must be repaid in the year it is discovered, but there will be
additional steps and paperwork required. Any overpayments not repaid in full within the calendar
year of the overpayment are considered "prior year overpayments" and the employee must repay
not only for the net amount of the overpayment, but also the federal and state taxes the city has
paid on their behalf. The city is able to recover the overpaid Social Security and Medicare taxes.
Accordingly, the city will not require the employee to repay those taxes provided the employee
provides a written statement that he/she will not request a refund of the taxes. The overpayment
amount will remain taxable in the year of the overpayment since the employee had access to the
funds. The employee is not entitled to file an amended tax return for the year but may be entitled
to a deduction or credit with respect to the repayment in the year of repayment. Empioyees
should contact their tax advisors for additional information.

Section 8.04 Time Reporting
Full-time, non-exempt employees are expected to work the number of hours per week as
established for their position. In most cases, this will be 40 hours per workweek. They will be
paid according to the time reported on their time sheets. To comply with the provisions of the
federal and state Fair Labor Standards Acts, hours worked, and any leave time used by non-
exempt employees are to be recorded daily and submitted to payroll on a bi-weekly basis. Each
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time reporting form must include the signature of the employee and immediate supervisor.
Reporting false information on a time sheet may be cause for immediate termination.

Section 8.05 Overtime/ Gompensatory Time
The City of Canton has established this overtime policy to comply with applicable state and
federal laws governing accrual and use of overtime. The city administratoiwill determine
whether each employee is designated as "exempt" or "non-exempt" from earning overtime. In
general, employees in executive, administrative, and professional job classes arJexempt; all
others are non-exempt.

Section 8.06 Non-Exempt (OvertimeEtigibte) Employees
All overtime-eligible employees will be compensated at the rate of time-and-one-half for all
hours worked over 40 in one workweek. Annual leave and paid holidays do not count toward
"hours worked." Compensation will take the form of either time-and-one-half pay or
compensatory time. Compensatory time is paid time off at the rate of one-and-one-half hours off
for each hour of overtime worked.

For most employees the workweek begins at midnight on Sunday and runs until the following
Saturday night at 11:59 p.m. Supervisors may establish a different workweek based on the n.idt
of the department, subject to the approval of the city administrator.

The employee's supervisor must approve oveftime hours in advance. An employee who works
overtime without prior approval may be subject to disciplinary action.

Overtime earned will be paid at the rate of time-and-one-half on the next regularly scheduled
payroll date.

The maximum compensatory time accumulation for any employee is 40 hours per year. Once an
employee has earned 40 hours of compensatory time in a calend ar year, no further compensatory
time may accrue in that calendar year. All further overtime will be paid. Employees may request
and use compensatory time off in the same manner as other leave requests.

All compensatory time will be marked as such on official time sheets, both when it is earned and
when it is used.

Section 8.07 Exempt (Non-Overtime-Eligible) Emptoyees
Exempt employees are expected to work the hours necessary to meet the performance
expectations outlined by their supervisors.

Generally, to meet these expectations, and for reasons of public accountability, an exempt
employee will need to work 40 or more hours per week. Exempt employees do not receive extra
pay for the hours worked over 40 in one workweek.

Exempt employees are paid on a salary basis. This means they receive a predetermined amount
ofpay each pay period and are not paid by the hour. Their pay does not vary based on the quality
or quantity of work performed, and they receive their full weekly salary for any week in which
any work is performed.
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Article IX. PERFORMANCE REVIEWS
An objective performance review system will be established by the city administrator or
designee for the purpose of periodically evaluating the performance of city employees. The
quality of an employee's past performance will be considered in personnei decisions such as
promotions, transfers, demotions, terminations and, where applicable, salary adjustments.

Performance reviews will be discussed with the employee. While certain components of a
performance evaluation, such as disputed facts reported to be incomplete or inaccurate are
challengeable using the city's grievance process, other performance evaluation data, including
subjective assessments, are not. For those parts of the pirformance evaluation system deemeJ
not challengeable, an employee may submit a written response, which will be aitached to the
performance review. Performance reviews are to be scheduled on a regular basis, at least
annually. The form, with all required signatures, will be retained as part of the employee's
personnel file.

During the training period, informal performance meetings should occur frequently between the
supervisor and the employee. Conducting these informal performance meetings provides both the
supervisor and the employee the opportunity to discuss what is expected, wtrat is going well and
not so well.

Signing of the performance review document by the employee acknowledges the review has
been discussed with the supervisor and does not necessarily constitute agreement. Failure to sign
the document by the employee will not delay processing.
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Article X. BENEFITS
Section 10.01Health, Dental, Life lnsurance
The city makes a competitive monthly contribution toward group health, dental, and life
insurance benefits for employees . Employees are encouraged to look closely
at this contribution ur pa.t of th.ir ouoall compensation package with the ciiy.

Section LO.O2 Reti rement/pERA
The city participates in the Public Employees Retirement Association (PERA) to provide pension
benefits for its eligible employees to help plan for a successful and secure retirement.
Participation in PERA is mandatory for most employees, and contributions into PERA begin
immediately. The city and the employee contribute to PERA each pay period as determin"a tV
state law. Most employees are also required to contribute a portion of each paycheck for Social
Security and Medicare (the city matches the employee's Social Security u.rd M.di"ur.
withholding for many employees). For information about PERA eligibility and contribution
requirements, contact the city administrator.

Section 10.03 Tuition Reimbursement
To be considered for tuition reimbursement, the employee must be in good standing and have
been employed by the city for at least one year. All requests for tuition reimbursement will be
considered on a case-by-case basis by the city administrator, with final approval/disapproval
provided by the city council.

Courses taken for credit at an approved educational institution must meet the following criteria to
be approved for reimbursement:

o Courses must be directly related to the employee's present position (whether required for
a degree program or not) OR

o Courses must be directly related to a reasonable promotional opportunity in the same
field of work as present position (whether part of a degree program or not).

The city will pay the cost of tuition upon successful completion (C grade or better; "pass" in a
pass/fail course) of the approved course. Employees must reimburse the city if they voluntarily
leave employment within twelve months of receiving tuition reimbursement from ihe city.
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Article Xl. HOLIDAYS
The city observes the following official holidays for all regular full-time and part-time
employees:
New Year's Day Labor Day
Martin Luther King, Jr. Day Veterans Day
Presidents Day Thanksgiving Day
Memorial Day Friday after Thanksgiving
Independence Day Christmas Day

Official holidays commence at the beginning of the first shift of the day on which the holiday is
observed and continue for twenty-four hours thereafter.

When a holiday falls on a Sunday, the following Monday will be the "observed" holiday and
when a holiday falls on a Saturday, the preceding Friday will be the "observed" holiday for city
operations/facilities that are closed on holidays.

Full-time employees will receive pay for official holidays at their normal straight time rates,
provided they are on paid status on the last scheduled day prior to the holiday and first scheduled
day immediately after the holiday. Part-time employees will receive prorated hohday pay based
on the number of hours normally scheduled. Any employee on a leave of absence *itttout puy
from the city is not eligible for holiday pay.

Premium pay of 1.5 times the regular hourly wage for employees required to work on a holiday
will be for hours worked on the "actnal" holiday as opposed to the "observed" holiday.
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Article XII. LEAVES OF ABSENGE
Depending upon an employee's situation, more than one form of leave may apply during the
same period of time (e.g., the Family and Medical Leave Act is likely to apply during aivorkers'
compensation absence). An employee will need to meet the requirements oieach form of leave
separately. Leave requests will be evaluated on a case-by-case basis.

Except as otherwise stated, all paid time off, taken under any of the city's leave programs, must
be taken consecutively, with no intervening unpaid leave. The city wiliprovid. .*ploy..s with
time away from work as required by state or federal statutes, if thlre are requirements for such
time off that are not described in the personnel policies.

Section L2.OlAnnual Leave
Annual leave replaces individual sick leave, vacation leave, and funeral leave plans and
combines them into a single benefit program.

Annual leave does not replace city observed holidays, jury duty, military leave, or court leave.
Employees accrue annual leave based on length of service with the city. plan provisions
discourage unnecessary utilization by providing cash and savings incentives. 

-

Annual leave can be used for any reason, subject to existing request and approval procedures. As
with all paid time off programs, the city needs to ensure that seivice to the public and work
requirements are not adversely impacted.

(a) Medical Certification
Good attendance is an essential job function for all city employees. If unplanned absences are
excessive, a doctor's certification may be required. The physician's certification is to state the
nature and duration of the illness or injury and verify that the employee is unable to perform the
duties and responsibilities of his/her position.

A statement attesting to the employee's ability to return to work and perform the essential
functions of the job and a description of any work restrictions may alio be required before the
employee returns to work.

(b) Accrual Rates for Annual Leave
Years of Service Annual Accrual Rates
? Years ? days
? Years ? days
? Years ? days
? Years ? days

Annual leave will not accrue during unpaid leaves. Regular part-time employees will accrue
annual leave on a prorated basis based on regular hours worked.

Annual leave will accrue on a pay-period basis up to a maximum of one-and-one-half times the
employee's maximum annual accrual rate as noted above. Employees cancarry over any annual
leave that does not exceed the stated cap. No additional accrual will occur above the cap.

August 2022
Page 26DRAFT - City of Canton Personnel Policy



(c) Current Sick Leave Balances: Deferred Sick Leave
Employees hired prior to January 1,2022, who have accrued sick leave will retain their current
sick leave balance to be used as "deferred sick leave" until the balance is exhausted. Deferred
sick leave can be used for any doctor cerlihed extended leave that would have been covered
under the previous sick leave policy. An extended leave for purposes of this policy is defined as
one requiring an employee to be out of work for more than three consecutiv" duyr.

If an employee knows he/she will be out for more than three consecutive days before the
absence, he/she will be eligible to use the deferred sick leave bank from the first day. For
example, if an employee has a scheduled surgery where he/she knows-in advance-he/she will
be out for two weeks, the employee will be able to use hours from the deferred sick leave bank
starting on the first day of the absence. If an employee is out and expects to return within three
days, he/she will use annual leave.

If the medical condition extends beyond the three days, the deferred sick leave bank will be
applied retroactively, and any annual leave used will be restored to the employee's annual leave
balance.

Once the deferred sick leave bank is exhausted, employees will use annual leave for all absences
covered by the annual leave program. Any deferred sick leave balance remaining when an
employee leaves city service will expire. The city does not pay out any hours that may remain in
the deferred sick leave bank at termination.

(d) Returning to Work After a Medical Absence
After a medical absence, a physician's statement may be required on the employee's first day
back to work, indicating the nature of the illness or medical condition and attesiing to the
employee's ability to return to work and safely perform the essential functions of ine job with or
without reasonable accommodation.

Any work restrictions must be stated clearly on the return-to-work form. Employees who have
been asked to provide such a statement may not be allowed to return to work until they comply
with this provision. Sick leave may be denied for any employee required to provide a doctorls
statement until such a statement is provided.

The city has the right to obtain a second medical opinion to determine the validity of an
employee's workers' compensation or sick leave claim, or to obtain information related to
restrictions or an employee's,ability to work. The city will arrange and pay for an appropriate
medical evaluation when it has been required by the city.

(e) Current Vacation Balances
Unused vacation balances shall be converted to annual leave on an hour for hour basis.

(f) PTO Separation Payment
Full-time employees will be paid accrued, unused annual leave, earned through the last date of
active employment, subject to applicable caps as noted above, (and applicable taxes withheld)
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following termination of employment. The rate of pay will be the employee's base rate of pay at
the employee's termination date. Employees have the option of direciing those dollars into a 457
deferred compensation plan (subject to IRS maximum defenal regulations and Minnesota law).
In the event of the employee's death, earned, unused annual leavetime will be paid to the
employee's surviving spouse directly, (if there is not a personal representative of the estate
appointed) up to statutory limits.

(g) Unpaid Leave
Unpaid leaves may be approved in accordance with the city personnel policies. Employees must
normally use all accrued annual leave prior to taking an unpaid leave.

Section L2.O2A Military Leave
State and federal laws provide protections and benefits to city employees who are called to
military service, whether in the reserves or on active duty. Such employees are entitled to a leave
of absence without loss of pay, seniority status, efficiency rcting, or benefits for the time the
employee is engaged in training or active service not exceeding a total of 15 workdays in any
calendar year. City compensation is in addition to the military's pay for these l5 days, ur p.i lrrtN
Attorney General's Opinion.

The leave of absence is only in the event the employee returns to employment with the city as
required upon being relieved from service or is prevented from returning by physical or mental
disability or other cause not the fault of the employee or is required by the proper authority to
continue in military or naval service beyond the fifteen-day paid leave of abr"n.". Employees on
extended unpaid military leave will receive fifteen days paid leave of absence in each calendar
year, not to exceed five years.

Where possible, notice is to be provided to the city at least ten working days in advance of the
requested leave. A training notice, signed orders, or battle assembly schedule are examples of
typical written notification to share with the city. If an employee has not yet used his/her fifteen
days of paid leave when called to active duty, any unused paid time will be allowed for the
active-duty time, prior to the unpaid leave of absence.

Employees returning from military service will be reemployed in the job that they would have
attained had they not been absent for military service and with the same seniority, status and,pay,
as well as other rights and benefits determined by seniority. Unpaid military leave will be
considered hours worked for the purpose of vacation leave and sick leave accruals.

Eligibility for continuation of insurance coverage for employees on military leave beyond fifteen
days will follow the same procedures as for any employee on an unpaid leave of absence.

Section L2.O2 B Military Leave for Family Members
The city will not discharge from employment or take adverse employment action against an
employee because an immediate family member is in the military forces of the United States or
Minnesota. Nor will the city discharge from employment or take adverse employment action
against an employee because they attend departure or homecoming ceremonies for deploying or
returning personnel, family training or readiness events or events held as part of official military
reintegration programs. Employees may substitute paid leave if they choose to do so.

August 2022
Page 28DRAFT - City of Canton Personnel Policy



Unless the leave would unduly disrupt the operations of the city, employees whose immediate
family member, as a member of the United States armed forces has been ordered into active
service in support of a war or other national emergency, will be granted an unpaid leave of
absence, not to exceed one day's duration in any calendar year, to attend a send-offor
homecoming ceremony for the mobilized service member-

Section L2.O2 C Military Leave for Family Member lnjured or Killed in Active Service
Employees will be granted up to ten working days of unpaid leave whose immediate family
member (defined as a person's parent, child, grandparents, siblings or spouse) is a member of the
United States armed forces who has been injured or killed while engaged in active service. The
10 days may be reduced if an employee elects to use appropriate accrued paid leave.

Section 12.03 Jury Duty
Regular full-time and part-time employees will be granted paid leaves of absence for required
jury duty. Such employees will be required to turn over any compensation they receive for jury
duty, minus mileage reimbursement, to the city in order to receive their regular wages for the
period. Time spent on jury duty will not be counted as time worked in computing overtime.

Employees excused or released from jury duty during their regular working hours will report to
their regular work duties as soon as reasonably possible or will take accrued vacation or
compensatory time to make up the difference.

Employees are required to notiflz their supervisor as soon as possible after receiving notice to
report for jury duty. The employee will be responsible for ensuring that a report of time spent on
jury duty and pay form is completed by the clerk of courl so the city will be able to determine the
amount of compensation due for the period involved.

Temporary and seasonal employees are generally not eligible for compensation for absences due
to jury duty but can take a leave without pay subject to department head approval. However, if a
temporary or seasonal employee is classified as exempt, he/she will receive compensation for the
jury duty time.

Section L2.O4 Court Appearances
Employees will be paid their regular wage to testify in court for city-related business. Any
compensation received for court appearances (e.g., subpoena fees) arising out of or in connection
with city employment, minus mileage reimbursement, must be turned over to the city.

Section 12.05 Victim or Witness Leave
An employer must allow a victim or witness, who is subpoenaed or requested by the prosecutor
to attend court for the purpose of giving testimony to attend criminal proceedings related to the
victim's case. Additionally, a victim of a violent crime, as well as the victim's spouse or
immediate family member (immediate family member includes parent, spouse, child or sibling of
the employee) may have reasonable time off from work to attend criminal proceedings related to
the victim's case. An employee must give 48 hours advance notice to the city of their need to be
absent unless it is impracticable, or an emergency prevents them from doing so. The city may
request verification that supports the employee's reason for being absent from the workplace.
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[See also: Safety Leave under the Sick Leave Policy for additional information on leave benefits
available to employees and certain family members].

Section 12.06 Job Related lnjury or lllness
All employees are required to report any job-related illnesses or injuries to their supervisor
immediately (no matter how minor). If a supervisor is not available and the nature tf iniury o.
illness requires immediate treatment, the employee is to go to the nearest available medical
facility for treatment and, as soon as possible, notify his/her supervisor of the action taken. In the
case of a serious emergency, 911 should be called.

If the injury is not of an emergency nature, but requires medical attention, the employee will
report it to the supervisor and make arrangements for a medical appointment.

Workers' compensation benefits and procedures to return to work will be applied according to
applicable state and federal laws.

Section L2.O7 Pregnancy and parenting Leave
Employees who work twenty hours or more per week and have been employed more than one
year are entitled to take an unpaid leave ofabsence under the Pregnancy and Parenting Leave
Act of Minnesota. Female employees for prenatal care, or incapacity due to pregnancy,
childbirth, or related health conditions as well as a biological or adoptive pui.triin conjunction
with after the birth or adoption of a child as eligible for up to 12 weeks of unpaid leave and must
begin within twelve months of the birth or adoption of the child. In the case where the child must
remain in the hospital longer than the mother, the leave must begin within 12 months after the
child leaves the hospital. Employee should provide reasonable notice. If the leave must be taken
in less than three days, the employee should give as much notice as practicable.

Employees are required to use accrued leave during Parenting Leave If the employee has any
FMLA eligibility remaining at the time this leave commences, this leave will also count as
FMLA leave. The two leaves will run concurrently. The employee is entitled to return to work in
the same position and at the same rate of pay the employee was receiving prior to
commencement of the leave. Group insurance coverage will remain available while the
employee is on leave pursuant to the Pregnancy and Parenting Leave Act, but the employee will
be responsible for the entire premium unless otherwise provided in this policy (i.e., wheie leave
is also FMLA qualifying). For employees on an FMLA absence as well, the employer
contributions toward insurance benefits will continue during the FMLA leave absence.

Section 12.08 Administrative Leave
Under special circumstances, an employee may be placed on an administrative leave pending the
outcome of an internal or external investigation. The leave may be paid or unpaid, depending on
the circumstances, as determined by the city administrator with the approval of the ciiy council.

Section L2.O9 Adoptive Parents
Adoptive parents will be given the same opportunities for leave as biological parents (see
provisions for Parenting Leave). The leave must be for the purpose of arranging the child's
placement or caring for the child after placement. Such leave must begin before or at the time of
the child's placement in the adoptive home.
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Section L2.LO School Gonference Leave
A full-time employee may take unpaid leave for up to a total of sixteen hours during any 12-
month period to attend school conferences or classroom activities related to the employee's child
(under 18 or under 20 and still attending secondary school), provided the conference or
classroom activities cannot be scheduled during non-work hours. When the leave cannot be
scheduled during non-work hours and the need for the leave is foreseeable, the employee must
provide reasonable prior notice of the leave and make a reasonable effort to schedule the leave so
as not to disrupt unduly the operations of the city. Employees may choose to use annual leave
hours for this absence but are not required to do so.

Section L2.L1,A Elections/ Voting
An employee selected to serve as an election judge pursuant to Minnesotalaw,will be allowed
time off with pay for purposes of serving as an election judge, provided the employee gives the
city at least twenty days written notice, including a certification from the appointing authority
stating the hourly compensation to be paid the employee for service as an election.ludge and the
hours during which the employee will serve. The city may reduce the wages of an Lmployee
serving as an election judge by the amount paid to the election judge by the appointing authority
during the time the employee was absent from the place of emptoyment. Thus, employ".. will 6e
paid the difference between their pay as an election judge and their regular rate of pay for their
normal workday. The city reserves the right to restrict the number of ernployees absent from
work for the purpose of serving as an election judge to no more than20 percent of the total work
force at any single worksite.

All employees eligible to vote at a State general election, at an election to fill a vacancy in the
office of United States Senator or Representative, or in a Presidential primary, will be allowed
time off with pay to vote on the election day. Employees wanting to take advantage of such leave
are required to work with their supervisors to avoid coverage issues.

Section L2.L1, B Delegates to Party Conventions
An employee may be absent from work to attend any meeting of the state central committee or
executive committee of a major political party if the employee is a member of the committee.
The employee may attend any convention of a major political party delegates, including
meetings of official convention committees if the employee is a delegateor an alternate delegate
to that convention.

Per the statutory requirement, the employee must give at least ten days written notice of their
planned absence to attend committee meetings or conventions. Time away from work for this
purpose will be considered unpaid unless the employee chooses to use vacatronlPTO leave
during their absence.

Section L2.L2 Regular Leave without pay
The city administrator may authorize leave without pay for up to thirty days. Leave without pay
for greater periods may be granted by the city council.

Typically, employee benefits will not be earned by an employee while on leave without pay,
However, the city's contribution toward health, dental and life insurance may be continuid, if
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approved by the city council, for leaves of up to ninety days when the leave is for medical
reasons and FMLA has been exhausted.

If an employee is on a regular leave without pay and is not working any hours, the employee will
not accrue (or be paid for) holidays, sick leave, or vacation leave (annual leave). Employees who
are working reduced hours while on this type of leave will receive holiday pay on a prorated
basis and will accrue sick leave and vacation leave (annual leave) based orractual hours worked.

Leave without pay hours will not count toward seniority and all accrued vacation leave and
compensatory time must normally be used before an unpaid leave of absence will be approved.
To qualif,z for leave without pay, an employee need not have used all sick leave earned unless
the leave is for medical reasons. Leave without pay for purposes other than medical leave or
work-related injuries will be at the convenience of the city.

Employees returning from a leave without pay for a reason other than a qualified parenting
Leave or FMLA, will be guaranteed return to the original position only for absences of tnirty
calendar days or less.

Employees receiving leave without pay in excess of thirty calendar days, for reasons other than
qualified Parenting Leave or FMLA, are not guaranteed return to their original position. If their
original position or a position of similar or lesser status is available, it may be olfered at the
discretion of the city administrator subject to approval of the city council.

The FMLA applies to all public agencies, including state, local and federal employers, and local
education agencies (schools). To be eligible for FMLA leave, an employe" -rit work for a
covered employer and:

o have worked for that employer for at least l2 months; and
o have worked at least 7,250 hours during the 12 months prior to the start of the FMLA

leave; and
t work at a location where at least 50 employees are employed at the location or within 75

miles of the location.

Given the employee eligibility requirements, even though all cities are covered by the FMLA,
only employees in cities with more than 50 employees have the potential to qualify for FMLA
protected leave. Thus, only cities with 50 or more employees generally include an FMLA policy
in their personnel policies.

Section L2.L3 Reasonable Work Time for Nursing Mothers
Nursing mothers and lactating employees will be provided reasonable break times to express
milk for her infant child during the twelve months following the birth of the child, unlesi it
would cause undue business disruption. The paid break time times must, if possible, run
concurrently with any break time times already provided. The city will provide a room (other
than a bathroom) as close as possible to the employee's work area, that is shielded from view and
free from intrusion from coworkers and the public and includes access to an electrical outlet,
where the nursing mother can express milk in private.
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Section L2.L4 Light Duty/Modified Duty Assignment
This policy is to establish guidelines for temporary assignment of work to temporarily disabled
employees who are medically unable to perform their regular work duties. Ligirt duty is
evaluated by the city administrator on a case-by-case basis. This policy does not guarantee
assignment to light duty.

Such assignments are for short-term, temporary disability-type puposes; assignment of light
duty is at the discretion of the city administrator. The city administiator..r.ru.. the rightio
determine when and if light duty work will be assigned.

When an employee is unable to perform the essential requirements of his/her job due to a
temporary disability, heishe will noti8, the supervisor in writing as to the nature and extent of the
disability and the reason why he/she is unable to perform the essential functions, duties, and
requirements of the position. This notice must be accompanied by a physician's repoft containing
a diagnosis, current treatment, and any work restrictions related to the temporary disability. The
notice must include the expected time frame regarding return to work withno restrictions,
meeting all essential requirements and functions of the city's job description along with a written
request for light duty. Upon receipt of the written request, the supervisor is to forward a copy of
the report to the city administrator. The city may require a medical exam conducted by a
physician selected by the city to verify the diagnosis, cunent treatment, expected lengih of
temporary disability, and work restrictions.

It is at the discretion of the city administrator whether or not to assign light duty work to the
employee. Although this policy is handled on a case-by-case basis. If the city offers a light duty
assignment to an employee who is out on workers' compensation leave, the employee may be 

-

subject to penalties if he/she refuses such work. The city will not, however, r.qui." an employee
who is otherwise qualif,red for protection under the Family and Medical Leave Act to accept a
light duty assignment.

The circumstances of each disabled employee performing light duty work will be reviewed
regularly. Any light duty/modified work assignment may be discontinued at any time.

Section L2.L5 Reasonable Accommodations to an Employee for Health Gonditions Relating to
Pregnancy

The city will attempt to provide a female employee who requests reasonable accommodation
with the following for her health conditions related to her pregnancy or childbirth without advice
of a licensed health care provider or certified doula:

o More frequent restroom, food, and water breaks;
o Seating; andlor
o Limits on lifting over 20 pounds.

Additionally, an employer must provide reasonable accommodations to an employee for health
conditions related to pregnancy or childbirth upon request, with the advice of a licensed health
care provider or certified doula, unless the employer demonstrates that the accommodation
would impose an undue hardship on the operation of the employer's business. In accordance with
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state law, no employee is required to take a leave of absence for a pregnancy nor accept a
pregnancy accommodation.
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Article XIII. SEXUAL HARASSMENT PREVENTION
Section 13.01General
The City of Canton is committed to creating and maintaining a public service workplace free of
harassment and discrimination. Such harassment is a violation of Title VII of the Civil Rights
Act of 7964,the Minnesota Human Rights Act, and other related employment laws.

In keeping with this commitment, the city maintains a strict policy prohibiting unlawful
harassment, including sexual harassment. This policy prohibits harassment in any form,
including verbal and physical harassment. Discriminatory behavior includes inappropriate
remarks about, or conduct related to a person's legally protected characteristic suth u, ,u"",
color, creed, religion, national origin, disability, sex, gender, pregnancy, marital status, age,
sexual orientation, gender identity, or gender expression, familial status, or status with regard to
public assistance

This policy statement is intended to make all employees, volunteers, members of boards and
commissions, applicants, contractors/vendors, and elected officials and members of the public
aware of the matter of harassment, but specifically sexual harassment, to express the city's strong
disapproval of harassment, to advise employees against this behavior and to inform them of theii
rights and obligations. The most effective way to address any sexual harassment issue is to bring
it to the attention of management.

Section 13.02 Applicability
Maintaining a work environment free from harassment is a shared responsibility. This policy is
applicable to all city employees, volunteers, applicants, contractors/vendors, members of bo-ards
and commissions, city council members, and members of the public both in the workplace and
other city-sponsored social events.

Section 13.03 Definitions
To provide employees with a better understanding of what constitutes sexual harassment, the
definition, based on Minnesota Statute $ 363.01, subd. 41, is provided: sexual harassment
includes unwelcome sexual advances, requests for sexual favors, sexually motivated physical
contact, or other verbal or physical conduct or communication of a sexual nature, when:

o Submitting to the conduct is made either explicitly or implicitly a term or condition of an
individual's employmen| or

o Submitting to or rejecting the conduct is used as the basis for an employment decision
affecting an individual's employment; or

o Such conduct has the pupose or result of unreasonably interfering with an individual's
work performance or creating an intimidating, hostile or offensive work environment.

Sexual harassment includes, but is not limited to, the following:
o Unwelcome or unwanted sexual advances. This means stalking, patting, pinching,

brushing up against, hugging, cornering, kissing, fondling or any other similar physical
contact considered unacceptable by another individual.

o Verbal or written abuse, making jokes, or comments that are sexually oriented and
considered unacceptable by another individual. This includes comments about an
individual's body or appearance where such comments go beyond mere courtesy, telling
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"dirty jokes" or any other tasteless, sexually oriented comments, innuendos or actions
that offend others. The harassment policy applies to social media posts, tweets, etc., that
are about or may be seen by employees, customers, etc.
Requests or demands for sexual favors. This includes subtle or obvious expectations,
pressures, or requests for any type of sexual favor, along with an implied or specific
promise of favorable treatment (or negative consequence) concerning one's current or
future job.

Section 13.04 Expectations
The City of Canton recognizes the need to educate its employees, volunteers, members of boards
and commissions, contractors/ vendors, applicants, elected officials and members of the public
on the subject of sexual harassment and stands committed to providing information and tiaining.
All employees are expected to treat each other and the general public with respect and assist in
fostering an environment free from offensive behavior or harassment. Violations of this policy
may result in discipline, including possible termination. Each situation will be evaluated on a
case-by-case basis.

Employees who feel that they have been victims of sexual harassment, or employees who are
aware of such harassment, should immediately report their concerns to any of the following:

1. A supervisor;
2. Your supervisor's supervisor;
3. City administrator;
4. Mayor or city councilmember
5. City attorney.

In addition to notif,iing one of the above persons and stating the nature of the harassment, the
employee is also encouraged to take the following steps, if the person feels safe and comfortable
doing so. If there is a concern about the possibility of violence, the individual should use his/her
discretion to call 911, andlor take other reasonable action, and as soon as feasible, a supervisor.

1. Communicate to the harasser the conduct is unwelcome. Professionally, but firmiy, tell
whoever is engaging in the disrespectful behavior how you feel about their actions, and
request the person to stop the behavior because you feel intimidated, offended, or
uncomfortable. If practical, bring a witness with you for this discussion.

2. In some situations, such as with an offender from the public, it is preferable to avoid one on
one interactions. Talk to your supervisor about available options to ensure there are others
available to help with transactions with an offender.

3. To reiterate, it's important you notify a supervisor, the city administrator, the mayor or
councilmember of your concerns promptly. Any employee who observes sexual
harassment or discriminatory behavior, or receives any reliable information about such
conduct, must report it promptly to a supervisor or the city administrator. The person to
whom you speak is responsible for documenting the issues and for giving you a status
report on the matter. If, after what is considered to be a reasonable length of time (for
example, 30 days), you believe inadequate action is being taken to resolve your
complaint/concem, the next step is to report the incident to the city administrator, the
mayor or the city attorney.
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The city urges conduct which is viewed as offensive be reported immediately to allow for
corrective action to be taken through education and immediate counseling, ii appropriate.
Management takes these complaints seriously and has the obligation to piovide an environment
free of sexual harassment. The city is obligated to prevent and correct unlawful harassment in a
manner which does not abridge the rights of the accused. To accomplish this task, the
cooperation of all employees is required.

In the case of a sexual harassment complaint, a supervisor must report the allegations promptly
to the city administrator. If the city administrator is the subject of the complaint, then ihe
supervisor is to report the complaint to the city attorney. A supervisor must act upon such a
report even if requested otherwise by the victim. The city will take proportionate corrective
action to correct any and all reported harassment to the extent evidence is available to veriff the
alleged harassment and any related retaliation. As noted later in this policy, retaliation is stiictly
prohibited. All allegations will be investigated. Formal investigations wili be prompt, impartiai
and thorough. Strict confidentiality is not possible in all cases of sexual harassment as the
accused has the right to answer charges made against them; particularly if discipline is a possible
outcome. Reasonable efforts will be made to respect the confidentiality of the individuals
involved, to the extent possible. Any investigation process will be handled as confidentially as
practical and related information will only be shared on a need-to-know basis and in accordance
with the Minnesota Government Data Practices Act and/or any other applicable laws.

To facilitate fostering a respectful work environment, all employees are encouraged to respond to
questions or to otherwise participate in investigations regarding alleged harassment.

The city is not voluntarily engaging in a dispute resolution process within the meaning of Minn.
Stat' $ 363A.28, subd. 3(b) by adopting and enforcing this workplace policy. The filing of a
complaint under this policy and any subsequent investigation does not suspend,h" ons-year
statute of limitations period under the Minnesota Human Rights Act for bringing a civil action or
for filing a charge with the commissioner of the Department of Human Rights.

Section 13.05 Special Reporting Requirements
When the supervisor is the alleged harasser, a report will be made to the city administrator who
will assume the responsibility for investigation and discipline. For more information about what
to do when allegations involve the city administrator, the mayor, or a councilmember, see below.

If the city administrator is the alleged harasser, a report will be made to the city attorney who
will confer with the mayor and city council regarding appropriate investigation and action.
If a councilmember is the alleged harasser, the report will be made to the city administrator and
referred to the city attorney who will undertake the necessary investigation. The city attorney
will report his/her findings to the city council, which will take the action it deems appropriaie.
Pending completion of the investigation, the city administrator may athis/her discretiontake
appropriate action to protect the alleged victim, other employees, or citizens. The city will take
reasonable and timely action, depending on the circumstances of the situation.

If an elected or appointed city official (e.g., council member or commission member) is the
victim of disrespectful workplace behavior, the city attorney will be consulted as to the
appropriate course of action.
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In cases such as these, it is common for the city council to authorize an investigation by an
independent investigator (consultant). The city will take reasonable and timely action, depending
on the circumstances of the situation.

Section 13.06 Retaliation
The City of Canton will not tolerate retaliation or intimidation directed toward anyone who
reports employment discrimination, serves as a witness, participates in an investigation, andlor
takes any other actions protected under federal or state discrimination laws, including when
requesting religious or disability accommodation. Retaliation includes, but is not limited to, any
form of intimidation, reprisal, or harassment. Retaliation is broader than discrimination and
includes, but is not limited to, any form of intimidation, reprisal or harassment. While each
situation is very fact dependent, generally speaking retaliation can include a denial of a
promotion, job benefits, or refusal to hire, discipline, negative performance evaluations or
transfers to less prestigious or desirable work or work locations because an employee has
engaged or may engage in activity in fuitherance of EEO laws.

It can also include threats of reassignment, removal of supervisory responsibilities, filing civil
action, deportation or other action with immigration authorities, disparagement to others or the
media and making false report to government authorities because an employee has engaged or
may engage in protected activities. Any individual who retaliates against a person who testifies,
assists, or participates in an investigation may be subject to disciplinary action up to and
including termination.

If you feel retaliation is occurring within the workplace, please report your concern immediately
to any of the following:

1. Immediate supervisor;
2. Your supervisor's supervisor;
3. City administrator;
4. Mayor or city councilmember
5. In the event an employee feels retaliation has occured by the city administrator or the city

council, then reporting may be made to the city attorney.

Supervisors who have been approached by employees with claims of retaliation will take the
complaint seriously and promptly report the allegations promptly to the city administrator, or if
the complaint is against the city administrator to the city attorney, who will decide how to
proceed in addressing the complaint.

Consistent with the terms of applicable statutes and city personnel policies, the city may
discipline any individual who retaliates against any person who reports alleged violations of this
policy. The city may also discipline any individual who retaliates against any participant in an
investigation, proceeding or hearing relating to the report of alleged violations.
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Article XIV. RESPECTFUL WORKPLAGE PoLIcY
The intent of this policy is to provide general guidelines about conduct that is, and is not,
appropriate in the workplace and other city-sponsored social events.

The city acknowledges this policy cannot possibly predict all situations that might arise, and also
recognizes that some employees can be exposed to disrespectful behavior, and even violence, by
the very nature of their jobs.

Section L4.Ol,Applicability
Maintaining a respectful public service work environment is a shared responsibility. This policy
is intended to express to all employees, volunteers, members of boards and commissions,
applicants, contractors/vendors, elected officials and members of the public the expectations by
the City of Canton for respectful workplace conduct both in the workplace and other city-
sponsored social events.

Section L4.O2Abusive Customer Behavior
While the city has a strong commitment to customer service, the city does not expect employees
to accept verbal and other abuse from any customer.

An employee may request that a supervisor intervene when a customer is abusive, or the
employee may defuse the situation themselves, including professionally ending the contact.

If there is a concern about the possibility of violence, the individual should use his/her discretion
to call 911, and as soon as feasible, a supervisor. Employees should leave the area immediately
when violence is imminent unless their duties require them to remain (such as police officers).
Employees must notifu their supervisor about the incident as soon as possible.

Section 14.03 Types of Disrespectful Behavior
The following behaviors are unacceptable and therefore prohibited, even if not unlawful in and
of themselves:
(a) Violent behavior:
includes the use of physical force, harassment, bullying or intimidation.

(b) Discriminatory behavior:
includes inappropriate remarks about or conduct related to a person's legally protected
characteristic such as race, color, creed, religion, national origin, disability, sex, gender,
pregnancy, marital status, age, sexual orientation, gender identity, or gender expression, familial
status, or status with regard to public assistance.

(c) Offensive behavior:
may include such actions as: rudeness, angry outbursts, inappropriate humor, vulgar obscenities,
name calling, disparaging language, or any other behavior regarded as offensive to a reasonable
person based upon violent or discriminatory behavior as listed above. It is not possible to
anticipate in this policy every example of offensive behavior. Accordingly, employees are
encouraged to discuss with their fellow employees and supervisor what is regarded as offensive,
considering the sensibilities of employees and the possibility of public reaction.
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Although the standard for how employees treat each other and the general public will be the
same throughout the city, there may be differences between work groups a6out what is
appropriate in other circumstances unique to a work group. If an employee is unsure whether a
particular behavior is appropriate, the employee should request clarification from their supervisor
or the city administrator.

(d) Sexual harassment:
can consist of a wide range of unwanted and unwelcome sexually directed behavior such as
unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct ofa
sexual nature when:

o Submitting to the conduct is made either explicitly or implicitly a term or condition of an
individual's employment; or

o Submitting to or rejecting the conduct is used as the basis for an employment decision
affecting an individual's employment; or

t Such conduct has the purpose or result of unreasonably interfering with an individual's
work performance or creating an intimidating, hostile or offensive work environment.

(e) Sexual harassment includes, but is not limited to, the following:
o Unwelcome or unwanted sexual advances. This means stalking, patting, pinching,

brushing up against, hugging, cornering, kissing, fondling or any other similar physical
contact considered unacceptable by another individual.

o Verbal or written abuse, kidding, or comments that are sexually oriented and considered
unacceptable by another individual. This includes comments about an individual's body
or appearance where such comments go beyond mere courtesy, telling "dirty jokes" or
any other tasteless, sexually oriented comments, innuendos or actions that offend others.
The harassment policy applies to social media posts, tweets, etc., that are about or may be
seen by employees, customers, etc.

o Requests or demands for sexual favors. This includes subtle or obvious expectations,
pressures, or requests for any type of sexual favor, along with an implied or specific
promise of favorable treatment (or negative consequence) concerning one's curent or
future job.

Names and Pronouns: Every employee will be addressed by a name and by pronouns that
correspond to the employee's gender identity. A court-ordered name or gender change is not
required.

section L4.o4 Employee Response to Disrespectfulworkplace Behavior
All employees should feel comfortable calling their supervisor or another manager to request
assistance should they not feel comfortable with a situation. If situations involve violent behavior
call the police, ask the individual to leave the area, and.lor take other reasonable action

If employees see or overhear what they believe is a violation of this policy, employees should
advise a supervisor, the city administrator, or city attorney promptly.

Employees who believe disrespectful behavior is occurring are encouraged to deal with the
situation in one of the ways listed below. If there is a concern about the possibility of violence,
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the individual should use his/her discretion to call 911, and as soon as feasible, a supervisor. In
the event the disrespectful behavior occurring involves the employee's supervisor, the employee
should contact human resources, the supervisor's manager or the city administrator.

Step 1(a). If you feel comfortable doing so, professionally, but firmly, tell whoever is engaging
in the disrespectful behavior how you feel about their actions. Politeiy request the person t" 

""pthe behavior because you feel intimidated, offended, or uncomfortabie. If practical, bring a
witness with you for this discussion.

Step 1(b). If you fear adverse consequences could result from telling the offender or if the matter
is not resolved by direct contact, go to your supervisor, human resources, your supervisor's
supervisor, or the city administrator. The person to whom you speak is responsible for
documenting the issues and for giving you a status report on the matter.

In some situations, such as with an offender from the public it is preferable to avoid one on one
interactions. Talk to your supervisor about available options to ensure there are others available
to help with transactions with the offender.

Step 1(c). The city urges conduct which is viewed as offensive be reported immediately to allow
for corrective action to be taken through education and immediate counseling, if appropriate. It is
vitally important you notifii a supervisor, the city administrator, the mayor oi councilmember of
promptly of your concerns promptly. Any employee who observes sexual harassment or
discriminatory behavior, or receives any reliable information about such conduct, must report it
promptly to a supervisor or the city administrator.

Step 2. If, after what is considered to be a reasonable length of time (for example, 30 days), you
believe inadequate action is being taken to resolve your complaint/concern, thi next step is tL
report the incident to the city administrator, the mayor or the city attorney.

Section l4.O5Supervisor's Response to Allegations of DisrespectfulWorkplace Behavior
Employees who have a complaint of disrespectful workplace behavior will be taken seriously.
In the case of sexual harassment or discriminatory behavior, a supervisor must report the
allegations promptly to the city administrator, who will determine whether an investigation is
warranted. A supervisor must act upon such a report even if requested otherwise by the victim. In
situations other than sexual harassment and discriminatory behavior, supervisors will use the
following guidelines when an allegation is reported:

Step 1(a). If the nature of the allegations and the wishes of the victim warrant a simple
intervention, the supervisor may choose to handle the matter informally. The supervisor may
conduct a coaching session with the offender, explaining the impact of his/her actions and
requiring the conduct not reoccur. This approach is particularly appropriate when there is some
ambiguity about whether the conduct was disrespectful.
Step 1(b). Supervisors, when talking with the reporting employee will be encouraged to ask him
or her what he or she wants to see happen next. When an employee comes forward with a
disrespectful workplace complaint, it is important to note the city cannot promise complete
confidentiality, due to the need to investigate the issue properly. However, any investigation
process will be handled as confidentially as practical and related information will only be shared
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on a need to know basis and in accordance with the Minnesota Government Data practices Act
and/or any other applicable laws.

Step 2. If a formal investigation is warranted, the individual alleging a violation of this policy
will be interviewed to discuss the nature of the allegations. Formal investigations will bL prompt,
impartial, and thorough. The person being interviewed may have ,o*"on. of his/her own
choosing present during the interview. Typically, the investigator will obtain the following
description of the incident, including date, time and place:

. Corroboratingevidence.
o A list of witnesses.
o Identification of the offender.

To facilitate fostering a respectful work environment, all employees are encouraged to respond to
questions or to otherwise participate in investigations regarding alleged harassment.

Step 3. The supervisor must notify the city administrator about the allegations (assuming the
allegations do not involve the city administrator). For more information about what to do when
allegations involve the city administrator, the mayor, or a councilmember, see "special
Reporting Requirements" below.

Step 4. In most cases, as soon as practical after receiving the written or verbal complaint, the
alleged policy violator will be informed of the allegations, and the alleged violator will have the
opportunity to answer questions and respond to the allegations. The city will follow any other
applicable policies or laws in the investigatory process.

Step 5' After adequate investigation and consultation with the appropriate personnel, a decision
will be made regarding whether or not disciplinary action will be taken.

Step 6. The alleged violator and complainant will be advised of the findings and conclusions as
soon as practicable and to the extent permitted by the Minnesota GovernmentDataPractices Act

Step 7. The city will take reasonable and timely action, depending on the circumstances of the
situation.

The city is not voluntarily engaging in a dispute resolution process within the meaning of Minn.
Stat. $ 363A.28, subd. 3(b) by adopting and enforcing this workplace policy. The filing of a
complaint under this policy and any subsequent investigation does not suspend the one-year
statute of limitations period under the Minnesota Human Rights Act for bringing a civil action or
for filing a charge with the Commissioner of the Department of Human Rights.

Section 14.6 Special Reporting Requirements
When the supervisor is perceived to be the cause of a disrespectful workplace behavior incident,
a report will be made to the city administrator who will determine how to proceed in addressing
the complaint as well as appropriate discipline.
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If the city administrator is perceived to be the cause of a disrespectful workplace behavior
incident, a report will be made to the city attorney who will confer with the mayor and city
council regarding appropriate investigation and action.

If a councilmember is perceived to be the cause of a disrespectful workplace behavior incident
involving city personnel, the report will be made to the city administrator and referred to the city
attorney. In cases such as these, it is common for the city council to authorize an investigation by
an independent investigator (consultant). The independent investigator will report his/her
findings to the city council. The city will take reasonable and timely action, depending on the
circumstances of the situation.

Pending completion of the investigation, the city administrator may athis/her discretion take
appropriate action to protect the alleged victim, other employees, or citizens.

If an elected or appointed city official (e.g., council member or commission member) is the
victim of disrespectful workplace behavior, the city attorney will be consulted as to the
appropriate course of action.

Section L4.O7 Confidentiatity
A person reporting or witnessing a violation of this policy cannot be guaranteed anonymity. The
person's name and statements may have to be provided to the alleged offender. All complaints
and investigative materials will be contained in a file separate from the involved employees'
personnel files. If disciplinary action does result from the investigation, the results of the
disciplinary action will then become apart of the employee(s) personnel file(s).

Section 14.08 Retaliation
Retaliation is strictly prohibited. Retaliation includes, but is not limited to, any form of
intimidation, reprisal, or harassment. Individuals who report harassing conduct, participate in
investigations, or take any other actions protected under federal or state employment
discrimination laws will not be subject to retaliation.

Retaliation is broader than discrimination and includes, but is not limited to, any form of
intimidation, reprisal or harassment. While each situation is very fact dependent, generally
speaking retaliation can include a denial of a promotion, job benefits, or refusal to hire,
discipline, negative performance evaluations or transfers to less prestigious or desirable work or
work locations because an employee has engaged or may engage in activity in furtherance of
EEO laws.

It can also include threats of reassignment, removal of supervisory responsibilities, filing civil
action, deportation or other action with immigration authorities, disparagement to others or the
media and making false report to government authorities because an employee has engaged or
may engage in protected activities. Any individual who retaliates against a person who testifies,
assists, or participates in an investigation may be subject to disciplinary action up to and
including termination.

If you feel retaliation is occurring within the workplace, please report your concern immediately
to any of the following:
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l. Immediate supervisor;
2. Your supervisor's manager
3. City administrator;
4. Mayor or city councilmember
5. In the event an employee feels retaliation has occurred by the city administrator or the city

council, then reporting may be made to the city attorney.

Supervisors who have been approached by employees with claims of retaliation will take the
complaint seriously and promptly report the allegations promptly to the city administrator, or if
the complaint is against the city administrator to the city attorney, who wili decide how to
proceed in addressing the complaint.

Consistent with the terms of applicable statutes and city personnel policies, the city may
discipline any individual who retaliates against any person who reports alleged violations of this
policy. The city may also discipline any individual who retaliates against any participant in an
investigation, proceeding or hearing relating to the report of alleged violationJ.
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Article XV. POSSESSION AND USE oF DANGEROUS WEAPONS
Possession or use of a dangerous weapon (see attached definitions) is prohibited on city property,
in city vehicles, or in any personal vehicle, which is being used for city business. This includes
employees with valid permits to carry firearms.

The following exceptions to the dangerous weapons prohibition are as follows:
o Employees legally in possession of a firearm for which the employee holds a valid

permit, if required, and said firearm is secured within an attended personal vehicle or
concealed from view within a locked unattended personal vehicle while that person is
working on city property.

o A person who is showing or transferring the weapon or firearm to a police officer as part
of an investigation.

o Police officers and employees who are in possession of a weapon or firearm in the scope
of their official duties.
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ArtiCIE )UI. SEPARATION FROM SERVICE
Section 16.01 Resignations
Employees wishing to leave the city service in good standing must provide a written resignation
notice to their supervisor, at least ten working days before leaving. bxempt employees must give
thirty calendar days' notice. The written resignation must state the effective daie of the
employee's resignation.

Unauthorized absences from work for a period of three consecutive workdays may be considered
as resignation without proper notice. Failure to comply with this procedure may be cause for
denying the employee's severance pay and any future employment with the city.

Section L0.O2Severance Pay
Employees who leave the employ of the city in good standing by retirement or resignation will
receive pay for 100 percent ofunused accrued vacation (annual leave).

August 2022
Page 46DRAFT - City of Canton Personnel Policy



Article )Ull. DISCIPLINE
Section L7 .OLGeneral Policy
Supervisors are responsible for maintaining compliance with city standards of employee conduct.
The objective of this policy is to establish a standard disciplinary process for empioyees of the
City of Canton. City employees will be subject to disciplinary action for failure to fulfill their
duties and responsibilities at the level required, including observance of work rules and standards
of conduct and applicable city policies.

Discipline will be administered in a non-discriminatory manner. An employee who believes that
discipline applied was either unjust or disproportionate to the offense committed may pursue a
remedy through the grievance procedures established in the city's personnel policies. The
supervisor and/or the city administrator will investigate any allegation on which disciplinary
action might be based before any disciplinary action is taken.

Section L7.O2 No Contract Language Established
This policy is not to be construed as contractual terms and is intended to serve only as a guide for
employment discipline.

Section L7.O3 Process
The city may elect to use progressive discipline, a system of escalating responses intended to
correct the negative behavior rather than to punish the employee. There may be circumstances
that warrant deviation from the suggested order or where progressive discipline is not
appropriate. Nothing in these personnel policies implies that any city employee has a contractual
right or guarantee (also known as a property right) to the job he/she performs.

Documentation of disciplinary action taken will be placed in the employee's personnel file with a
copy provided to the employee.

The following are descriptions of the types of disciplinary actions:

(a) Oral Reprimand
This measure will be used where informal discussions with the employee's supervisor have not
resolved the matter. All supervisors have the ability to issue oral reprimands without prior
approval.

Oral reprimands are normally given for first infractions on minor offenses to clarify expectations
and put the employee on notice that the performance or behavior needs to change, and what the
change must be. The supervisor will document the oral reprimand including aut.fO and a
summary of discussion and corrective action needed.

(b) Written Reprimand
A written reprimand is more serious and may follow an oral reprimand when the problem is not
corrected, or the behavior has not consistently improved in a reasonable period of time.

Serious infractions may require skipping either the oral or written reprimand, or both. Written
reprimands are issued by the supervisor with prior approval from the city administrator.
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A written reprimand will: (l) state what did what should have happened; (3)
identify the policy, directive or performance was not followed; (aj provide' 

-

history, if any, on the issue; (5) state goals, i les, and expectations for the future;
and (6) indicate consequences ofrecurrence.

Employees will be given a copy of the reprimand to sign acknowledging its receipt. Employees,
signatures do not mean the employee agrees with the reprimand. Written reprimands will be
placed in the employee's personnel file.

(c) Suspension With or Without pay
The city administrator may suspend an employee without pay for disciplinary reasons.
Suspension without pay may be followed with immediate dismissal ur-d""-.d appropriate by the
city council, except in the case of veterans. Qualified veterans, who have completed their initial
probationary period, will not be suspended without pay in conjunction with a iermination.

The employee will be notified in writing of the reason for the suspension either prior to the
suspension or shortly thereafter. A copy of the letter of suspension will be placed in the
employee's personnel fi le.

An employee may be suspended or placed on involuntary leave of absence pending an
investigation of an allegation involving that employee. The leave may be with or without pay
depending on a number of factors including the nature of the allegations. If the allegation is
proven false after the investigation, the relevant written documents will be removed from the
employee's personnel file and the employee will receive any compensation and benefits due had
the suspension not taken place.

(d) Demotion and/or Transfer
An employee may be demoted or transferred if attempts at resolving an issue have failed and the
city administrator determines a demotion or transfer to be the best solution to the problem.
The employee must be qualified for the position to which they are being demoted or transferred.
The city council must approve this action.

(e) Salary
An employee's salary increase may be withheld, or the salary may be decreased due to
performance deficiencies.

(0 Dismissal
The city administrator, with the approval of the city council, may dismiss an employee for
substandard work performance, serious misconduct, or behavior not in keeping with city
standards.

If the disciplinary action involves the removal of a qualified veteran, who has completed his/her
initial probationary period, the appropriate hearing notice will be provided, and all rights will be
afforded the veteran in accordance with Minnesota law.
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Article XVIII. GRIEVANCE PROCEDURE
Any dispute between an employee and the city relative to the application, meaning or
interpretation of these personnel policies will be settled in the foilowing manner:

Step 1: The employee must present the grievance in writing, stating the nature of the grievance,
the date at which the incident allegedly occurred, the facts on which it is based, the provision or
provisions of the personnel policies allegedly violated, and the remedy requested, to the proper
supervisor within twenty-one days after the alleged violation or dispute has occurred. The
supervisor will respond to the employee in writing within seven calendar days.

Step 2: If the grievance has not been settled in accordance with Step 1, it must be presented in
writing, stating the nature of the grievance, the date at which the incident allegedly occurred, the
facts on which it is based, the provision or provisions of the Personnel policiei aliegedly
violated, and the remedy requested, by the employee to the city administrator within seven days
after the supervisor's response is due. The city administrator or his/her designee will respond to
the employee in writing within seven calendar days. The decision of the city administrator is
final for all disputes with exception of those specific components in a performance evaluation
subject to a challenge through the Minnesota Department of Administiation.

Section 18.01Waiver
If a grievance is not presented within the time limits set forth above, it will be considered
"waived." If a grievance is not appealed to the next step in the specified time limit or any agreed
extension thereof, it will be considered settled on the basis of the city's last answer. If the city
does not answer a grievance or an appeal within the specified time limits, the employee may
elect to treat the grievance as denied atthat step and immediately appeal the grievance to the
next step. The time limit in each step may be extended by mutual agreement of the city and the
employee without prejudice to either party.

The following actions are not grievable:
o While certain components of a performance evaluation, such as disputed facts repofted to

be incomplete or inaccurate are challengeable, other performance evaluation data,
including subjective assessments, are not.

. Pay increases or lack thereof; and
o Merit pay awards.

The above list is not meant to be all inclusive or exhaustive.

August 2022
Page 49DRAFT - City of Canton Personnel Policy



Article XlX. EMPLOYEE EDUCATTON & TRAtNtNG
The city promotes staff development as an essential, ongoing function needed to maintain and
improve cost effective quality service to residents. The purposes for staff development are to
ensure that employees develop and maintain the knowledge and skills necessary for effective job
performance and to provide employees with an opportunity for job enrichment and mobility.

Section 19.01Policy
The city will pay for the costs of an employee's participation in training and attendance at
professional conferences, provided that attendance is approved in advance under the following
criteria and procedures:

Section 19.02 JobRelated Training & Conferences
The subject matter of the training session or conference is directly job-related and relevant to the
performance of the employee's work responsibilities. Responsibilities outlined in the job
description, annual work program requirements and training goals and objectives that have been
developed for the employee will be considered in determining if the request is job-related.

CLE or similar courses taken by an employee in order to maintain licensing or other professional
accreditation will not be eligible for payment under this policy unless the subject matter relates
directly to the employee's duties, even though the employee may be requiredto maintain such
licensing or accreditation as a condition of employment with the city.

The supervisor and the city administrator are responsible for determining job-relatedness and
approving or disapproving training and conference attendance.

Section 19.03 JobRelated Meetings
Attendance at professional meetings costing $ 100.00 or less and directly related to the
performance of the employee's work responsibilities do not require the approval of the city
administrator. Advance supervisor approval is required to ensure adequate department coverage.

section 19.04 Request for Participation in Training & conferences
The request for participation in a training session or conference must be submitted in writing to
the employee's supervisor on the appropriate form. All requests must include an estimate ofthe
total cost (training session, travel, meals, etc.) and a statement of how the education or training is
related to the performance of the employee's work responsibilities with the city.

Requests must be approved by the employee's supervisor and the city administrator.
Documentation approving conference or training attendance will be provided to the employee
with a copy placed in the employee's personnel file. Payment information such as invoices,
billing statements, etc., regarding the conference or training should be forwarded to accounting
for prompt payment.

Section 19.05 Out of State Travel
Attendance at training or conferences out of state is approved only if the training or conference is
not available locally. All requests for out of state travel are reviewed for approval/disapproval by
the city administrator.
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Section 19.06 Not to Exceed Figure
Payment of training and/or conference expenses must not exceed $500.00 per employee per
fiscal year, excluding travel and subsistence costs. Exceptions must receiv. upp.ouui by ihe city
council.

Section 19.07 Compensation for Travel & Training Time
Time spent traveling to and from, as well as time spent attending a training session or
conference, will be compensated in accordance with the federal Fair Labor Standards Act.

Travel and other related training expenses will be reimbursed subject to the employee providing
necessary receipts and appropriate documentation.

Section 19.08 Memberships and Dues
The purpose of memberships to various professional organizations must be directly related to the
betterment of the services of the city. Normally, one city membership per agency, as determined
by the city administrator is allowed, providing funds are available.

Upon separation of employment, individual memberships remain with the city and are
transferred to another employee by the supervisor.

Section 19.09 Travel & Meal Allowance
If employees are required to travel outside of the area in performance of their duties as a city
employee, they will receive reimbursement of expenses for meals, lodging and necessary
expenses incurred. In no case will city funds be used to pay for, or reimburse, for events
sponsored by or affiliated with political parties. The city will not reimburse employees for meals
connected with training or meetings within city limits, unless the training or meeting is held as a
breakfast, lunch or dinner meeting. The city will also not reimburc" 

"-pioy"es 
for the costs for

travel of family members.

Employees who find it necessary to use their private automobiles for city travel and who do not
receive a car allowance will be reimbursed at the prevailing mileage rate as established by the
City Council, not to exceed the allowable IRS rate.

Expenses for meals, including sales tax and gratuity, will be reimbursed according to this policy
No reimbursement will be made for alcoholic beverages. Meal expenses of $50 per day will be-
allowed.

A full reimbursement, over the maximum dehned, may be authorized if a lower cost meal is not
available when attending banquets, training sessions, or meetings of professional organizations.
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Article XX. OUTSIDE EMPLOYMENT
The potential for conflicts of interest is lessened when individuals employed by the City of
Canton regard the city as their primary employment responsibility. Ai outside-employment is to
be reported to the employee's immediate supervisor. If a potential conflict exists based on this
policy or any other consideration, the supervisor will consult with the city administrator.
Any city employee accepting employment in an outside position that is determined by the city
administrator to be in conflict with the employee's city job will be required to resign from the
outside employment or may be subject to discipline up to and including termination.

For the purpose of this policy, outside employment refers to any non-city employment or
consulting work for which an employee receives compensation, except for compensation
received in conjunction with military service or holding a political ofhce or an appointment to a
govemment board or commission that is compatible with city employment. ttre iotlowing is to
be considered when determining if outside employment is acceptable:

o Outside employment must not interfere with a full-time employee's availability during
the city's regular hours of operation or with a part-time employee's regular work
schedule.

o Outside employment must not interfere with the employee's ability to fulfill the essential
requirements of his/her position.

o The employee must not use city equipment, resources or staff in the course of the outside
employment.

o The employee must not violate any city personnel policies as a result of outside
employment.

o The employee must not receive compensation from another individual or employer for
services performed during hours for which he/she is also being compensated by the city.
Work performed for others while on approved vacation or compensatory time is not a
violation of policy unless that work creates the appearance of a conflict of interest.

o No employee will work for another employer, or for his/her own business, while using
paid sick leave from the city for those same hours.

o Departments may establish more specific policies as appropriate, subject to the approval
of the city administrator.

City employees are not permitted to accept outside employment that creates either the
appearance of or the potential for a conflict with the development, administration or
implementation of policies, programs, services or any other operational aspect of the city.
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Article )fiI. DRUG FREE WORKPIAOE
In accordance with federal law, the City of Canton has adopted the following policy on drugs in
the workplace:

A' Employees are expected and required to report to work on time and in appropriate mental
and physical condition. It is the city's intent and obligation to provide u Otug-f..., safe and
secure work environment.

B. The unlawful manufacture, distribution, possession, or use of a controlled substance on city
property or while conducting city business is absolutely prohibited. Violations of this
policy will result in disciplinary action, up to and including termination, and may have
legal consequences.

C. The city recognizes drug abuse as a potential health, safety, and security problem.
Employees needing help in dealing with such problems are encouraged to use their health
insurance plans, as appropriate.

D. Employees must, as a condition of employment, abide by the terms of this policy and must
report any conviction under a criminal drug statute for violations occurring on or off work
premises while conducting city business. A report of the conviction must be made within
five days after the conviction as required by the Drug-Free Workplace Act of 1988.
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Article XXll. CITY DRtVtNc pOLtCy
This policy applies to all employees who drive a vehicle on city business at least once per month,
whether driving a city-owned vehicle or their own personal vehicle. It also applies to ernployees
who drive less frequently but whose ability to drive is essential to their job OuL to the emirglncy
nature of the job. The city expects all employees who are required to drive as part of tnei..loU to
drive safely and legally while on city business and to maintain a good driving record.
The city will examine driving records once per year for all employees who aie covered by this
policy to determine compliance with this policy. Employees who lose their driver's license or
receive restrictions on their license are required to noti8r their immediate supervisor on the first
workday after any temporary, pending or permanent action is taken on theirlicense and to keep
their supervisor informed of any changes thereafter. The city will determine appropriate action
on a case-by-case basis.
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Article XXIII. CELLUIAR PHONE ALLowANcE
The City of Canton shall pay a cell phone allowance of $50 per month to any employee deemed
necessary by the city council of requiring a cell phone for work purposes. No celi phon"r will be
provided by the city.
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Article XXIV. SAFETY
The health and safety of each employee of the city and the prevention of occupational injuries
and illnesses are of primary importance to the city. To the greatest degree po.ribl., management
will maintain an environment free from unnecessary hazards and will establish safety policies
and procedures for each department. Adherence to these policies is the responsibility of each
employee. Overall administration of this policy is the responsibility of each supervisor.

Section 24.01, Reporting Accidents and lllnesses
Both Minnesota workers' compensation laws and the state and federal Occupational Safety and
Health Acts require that all on the job injuries and illnesses be reported as soon as possible by the
employee, or on behalf of the injured or ill employee, to his/her supervisor. The employee's
immediate supervisor is required to complete a First Report of Injury and any other forms that
may be necessary related to an injury or illness on the job.

Section 24.02 Safety Equipment/Gear
Where safety equipment is required by federal, state, or local rules and regulations, it is a
condition of employment that such equipment be worn by the employee.

Section 24.09 Unsafe Behavior
Supervisors are authorrzedto send an employee home immediately when the employee's
behavior violates the city's personnel policies, department policies, or creates a potential health
or safety issue for the employee or others.

section 24.o4Access to Gender-segregated Activities and Areas
With respect to all restrooms, locker rooms or changing facilities, employees will have access to
facilities that correspond to their affirmed gender identity, regardless of their sex at birth. The
city maintains separate restroom and/or changing facilities for male and female employees and
allows employees to access them based on their gender identity.

In any gender-segregated facility, any employee who is uncomfortable using a shared facility,
regardless of the reason, will, upon the employee's request, be provided with an appropriate
alternative. This may include, for example, addition of a privacy partition or curtain, provision to
use a nearby private resttoom or office, or a separate changing schedule. However, the city will
not require a transgender or gender diverse employee to use a separate, nonintegrated space,
unless requested by the transgender or gender diverse employee, because it may publicly identify
or marginalize the employee as transgender.

Under no circumstances may employees be required to use sex-segregated facilities that are
inconsistent with their gender identity.
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