CITY OF FREMONT

PERSONNEL POLICIES MANUAL

1.
INTRODUCTION TO THE MANUAL

1.1
Purpose of the Manual

The purpose of these policies is to establish formal procedures to be used as a guide to personnel matters and as a basis for consistent treatment of employees of the City of Fremont (the City).  The City reserves the right to modify or discontinue any of the policies or employee benefits described in this manual, or modify the compensation of employees, by motion of the City Council and based on the recommendation of the City Manager.

Employees are expected to use good judgment in their actions, especially regarding the impact of their actions upon co-workers and the public image of the City.  To accomplish this, it shall be the responsibility of each employee to:

· Treat other employees and the general public in a courteous manner.

· Act in accordance with the highest ethical standards in all dealings with public officials, employees, residents, consultants and contractors.

· Understand that discrimination based on race, color, creed, age, religion, national origin, gender, marital status, handicap, political affiliation, beliefs or sexual orientation is unacceptable.

· Perform job duties in a proper, efficient and safe manner and to the best of his/her ability.

· Observe at all times, all City of Fremont work rules, policies and procedures.

1.2
Application of Policies
These policies and procedures apply to all of the City's employees unless otherwise specifically provided.  In situations where collective bargaining agreements, employment agreements, or insurance plan documents specifically differ from these policies, then the applicable provision(s) of the subject agreement shall govern.  In all other areas, these policies should be referred to as guidance in personnel policy matters.

1.3
Distribution
A copy of this manual shall be provided to each employee of the City.  Each employee receiving a copy of this manual will sign and return a standard form certifying his/her receipt and review of the manual. 

The City reserves the right to change, modify, or discontinue any provision of this manual, or create new policies for inclusion.  Revisions or updates to the manual will be made in the official online version and notice of changes will be provided to employees.


Employees are expected to review all changes and updates and remain abreast of all current personnel policies. 

1.4
Severability

If one or more provisions of this policy manual are superseded by or become in conflict with state or federal laws, or if they are determined by a court of competent jurisdiction to be inappropriate and voided, then the balance of the manual shall remain in effect.

2.
WORKFORCE

2.1
Employee Types
The City's organization is comprised of different types of employees, depending upon employment arrangements.  Unless specified otherwise or addressed by a collective bargaining agreement, all employees are subject to the conditions outlined in this personnel policies manual, and are subordinate to the City Manager and his/her respective department head.  The various employee types are described below.

· Full-time Employees

Full-time employees are regularly scheduled to work forty (40) hours per week.  Regular full-time employees are eligible for the City's employee benefits program, as outlined in Sections 8 and 9.

· Part-time Employees
Part-time employees are regularly scheduled to work less than forty (40) hours per week, except in cases of filling in for absent co-workers or when operational needs dictate.  Regular part-time employees are eligible for some employee benefits on a prorated basis as specified in Sections 8 and 9.

· Probationary Employees in Orientation Period

Probationary employees are newly hired employees who are in the process of completing a six-month orientation period.  Certain benefits will accrue to probationary employees during this orientation period, but are not available for use until the orientation period is completed.

· Seasonal or Temporary Employees

Seasonal or temporary employees may be scheduled to work on a full- or part-time basis, as dictated by operational needs.  Seasonal or temporary employees are not considered regular employees, and are not eligible for employee benefits or salary/wage adjustments.

· Reserve Police Officers

All police officers that are not full-time employees are categorized as reserve police officers.  Reserve police officers are not eligible for employee benefits.

· Paid-Per-Call Fire Department Employees
All City firefighters are on a paid-per-call status.  Firefighters are not eligible for employee benefits.

2.2
At-Will Employment
The City of Fremont is an “at-will” employer.  This means that any employee may be terminated at any time for any reason or for no reason at all, with or without notice and with or without cause.

Similarly, any employee may resign his/her employment with the City at any time for any reason or for no reason at all, with or without notice and with or without cause.

This at-will employment relationship with the City may not be changed by any written document, oral representation or by conduct unless the City Council specifically acknowledges such change in writing.  Nothing in this manual should be interpreted as being inconsistent with “at will” employment.  The employee shall execute the “Declaration of At-will Employment Policy” as contained in Appendix D at the commencement of employment with the City.

Employees subject to collective bargaining agreements and/or employment contracts should consult those documents for alternative processes that may apply.

3.
EMPLOYEE SELECTION

3.1
Equal Employment Opportunity
It is the policy of the City to provide equal opportunity to all qualified individuals in its recruitment, hiring and employment practices and to ensure that there will be no discrimination against any person on the grounds of race, color, creed, age, religion, national origin, gender, handicap, political affiliation, beliefs or other protected classes established through state, federal or local law.
3.2
Accommodation of Disabilities

Michigan law requires employers to make reasonable accommodations to qualified disabled applicants and employees where the accommodation does not impose an undue hardship on the employer.  The City will comply with all requirements of the Americans with Disabilities Act (ADA), Michigan Persons with Disabilities Civil Rights Act, Worker’s Compensation and related laws and guidelines in addressing circumstances where an employee is found to be unfit to perform some or all of his/her essential job functions.  

3.3
Application for Position Opening

All applicants seeking employment with the City must complete a job application form (see Appendix F.)  Additionally, a resume may be required depending on the particular position.  The purpose of the application is to obtain pertinent information related to the applicants' education, training and qualifications.

In the case of a position opening, the job will first be posted internally when appropriate, and then publicly advertised if needed.  Some positions will require job-related testing.  All positions require pre-hire physical examination and drug screening.  Specifics will be provided on each posting, and all applications will be kept on file for six months; test results will be destroyed after the position is filled.

3.4
Rejection of Applications

The City considers the accuracy of the information the applicant provides during the employment process to be of utmost importance.  The City may reject employment applications or dismiss current employees if the City finds inaccuracies in the job application or submitted resume.  Further, applications may be rejected for reasons including, but not limited to, the following:

· The applicant is found to lack any of the established qualification requirements for the position to which he/she seeks appointment.

· The applicant has made a false statement on his/her application or resume with regard to any material facts.

· The applicant has practiced or attempted to practice deception or fraud in his/her application or resume, in his or her examination or interview, or in securing eligibility for appointment.

· Any other reason deemed valid by the City.

3.5
Selection

The City Council or City Manager shall make appointments as prescribed by the City Charter and according to the City’s determination of merit.  The City shall actively strive to hire the best qualified individual available for each position as determined by a review of qualifications and/or competitive exam.  Occasionally, outside experts or consultants may be used to assist the City in recruiting, testing and evaluating applicants.

Qualified disabled applicants who need accommodations to apply for positions or complete requisite examinations should notify the City Manager of their need for accommodation.

3.6
Physical Examination and Drug Screening

Employees must present satisfactory proof of physical fitness to perform job duties, including a drug screening.  Proof of physical fitness must be obtained from a qualified physician as designated by the City.  The cost of the physical exam and drug screening will be borne by the City.

Drug testing may also be required for reinstatements, post-accident circumstances, or upon reasonable suspicion.  Additionally, employees may be subject to random drug testing according to mandated regulations governing persons who use certain equipment or operate certain vehicles and machinery.  Consult applicable employment agreements or union contracts for details.

3.7
Driving Record 

Employees required to drive City vehicles shall have their driving 

records reviewed prior to hire.  Thereafter, driving records shall be reviewed at least annually.  An unsatisfactory driving record may result in termination or reassignment.  The City Treasurer shall be responsible for this process.

3.8
Nepotism
In accordance with the City Charter (Section 5.3), relatives of elected officials or appointed officers are ineligible for hire by the City during the term or tenure of such officers.  Relative is defined as spouse, child, parent, grandchild, grandparent, sibling, half-sibling, or the spouses of any of the aforementioned, including by adoption.

Individuals who are employees prior to the election or appointment of a relative shall not be affected or disqualified.

3.9
Orientation Period

The City requires an orientation period for all new employees.  This orientation period typically extends through the new employee's first six (6) months on the job. Under certain circumstances, the orientation period of an employee may be waived completely or extended at the discretion of the applicable department head, with approval of the City Manager.

During the orientation period, orientation is provided regarding City operations and specific job duties.  New employees will be provided instruction and guidance from their supervisors and co-workers during this period.  Employees should seek job and performance clarification and actively participate in orientation to the City and their jobs during this period.

During orientation, an employee will be observed and evaluated by his/her supervisor and department head in terms of performance and ability to perform the job satisfactorily.

Some benefits and leave time begin accruing from an employee's date of hire, throughout his/her orientation period.  However, these benefits are not available for use until the orientation period has been successfully completed, unless approved by his/her supervisor.  The date of satisfactory completion of the orientation period is used as the benchmark for performance evaluations and some benefit calculations.  Specifics are provided in Sections 8 and 9.

4.
GENERAL OPERATING PROCEDURES

4.1
Residency
All City employees are encouraged to live within the City of Fremont city limits.  However, per Charter (Section 7.2(b)), the residency of the City Manager is at the discretion of the City Council.

Additionally, prompt response to emergencies is an essential function of some positions within the City.  Consequently, the City may establish distance-from-work or response-time parameters for such positions.  

4.2
Workday and Workweek
The normal workday for all full-time City employees is eight (8) hours, excluding a lunch period not to exceed one (1) hour.  The workweek typically consists of five (5) concurrent workdays for a total of forty (40) hours worked.  Additionally, some employees may be required to attend board, commission, or City Council meetings outside of regular business hours.

The City Manager or designated department head shall determine an employee’s daily starting and ending times.  Some employees may be assigned to schedules that are inconsistent with normal business hours such as ten-hour shifts, weekend shifts, non-consecutive workdays or other arrangements, if operational needs should dictate.  An employee's hours of work may be rescheduled to satisfy workload demands.

To some degree, all City jobs involve providing services to the public.  Therefore, it is important that employees report to work on time, leave for and return from lunch and breaks according to established schedules, and depart at the end of the day according to policies and schedules.

4.3
Attendance

Prompt and regular attendance is an important job performance factor.  All employees shall attend each day of scheduled work unless they receive authorized leave.  Employees should notify the City of their absence with as much notice as possible to allow for adequate job coverage.  Unnecessary, habitual or frequent tardiness or absence may result in an appropriate pay reduction or disciplinary action up to and including discharge.  Policies and procedures regarding the use of leave time for illness, vacation, and other reasons are contained in Section 8.

4.4
Break Periods
Employees may take a rest period, not to exceed fifteen (15) minutes, near the midpoint of each four (4) consecutive hours worked.  As well, up to a one- (1) hour unpaid lunch period is provided near the middle of the work shift.

Rest periods may be combined with lunch periods, or used at the beginning or end of a day, following approval of an employee’s supervisor.  Employees are expected to limit all lunch breaks and rest periods to the specified time limits.  Timing and location of breaks are subject to operational needs and, in certain instances, an employee may be required to delay or forego a lunch break or rest period.

4.5
Courtesy

Citizen inquiries, questions and complaints should be addressed in a prompt and tactful manner.  Complaints should be resolved by the appropriate party as quickly and efficiently as possible.  In dealing with particularly irate citizens, employees are expected to remain calm and composed and, if possible, direct the individual to an appropriate person for assistance.

Courtesy and consideration are also expected of employees operating a City vehicle, talking on the phone, or otherwise representing the City.

4.6
Personal Appearance

The appearance and demeanor of our employees is important to demonstrating the professionalism of our organization and commitment to public service.  For this reason, each employee is expected to report for work each day with a positive attitude and an appropriate appearance for his or her position.  Attire should be consistent with job responsibilities and should not jeopardize the safety of the employee or distract others.

4.7
Personal Hygiene

Cleanliness is necessary for any position in the City.  Personal hygiene shall be tended to not only for the individual's comfort but also for the protection and safety of fellow employees.  Body odors, strong perfume, or smoke may all be particularly offensive to the public and co-workers.  Employees should take pride in their personal appearance and ensure cleanliness and neatness of hair, shoes, clothing and uniforms.

4.8
Drug-Free Workplace

The City of Fremont is dedicated to maintaining a safe and drug-free workplace.  To do so, employees must comply with the following rules:

· Controlled substances or alcohol are not permitted on the City's property.

· Employees may not use, distribute, manufacture, dispense, or possess controlled substances, or alcohol while on work time or in the workplace.

· Employees may not come to work under the influence of any controlled substances or alcohol.

· The City encourages any employee with a chemical dependence problem or concern about chemical dependence to seek professional treatment before the problem becomes a deterrent to job performance.

· Possession, use or being under the influence of alcohol or a controlled substance is grounds for disciplinary action up to and including immediate termination.

· The legal use of prescribed drugs is permitted on the job only if it does not impair an employee’s ability to perform the essential functions of the job effectively and in a safe manner that does not endanger other individuals in the workplace.

The City's Drug-Free Workplace policy, contained in Appendix A of this document, provides further detail related to procedural policies.

4.9
Use of the City's Resources

Vehicles, materials, facilities and equipment owned by the City shall be used for public purposes only.  Further, City employees shall only perform work related to City business while on work time.  Specific examples include the following:

· Mail - Employees may not use the City's postage, letterhead or envelopes for personal mail.  Additionally, employees should not routinely receive personal mail or package deliveries while at work.

· Phone - All phone lines are to be kept available for the City's business.  In an emergency, employees may receive personal calls at work.  Employees may make occasional local personal calls from phones while on break; however, these calls must be occasional and of reasonable duration.  Employees are required to reimburse the City for any costs incurred as a result of phone use.  Personal long distance calls at the City's expense are not permitted, and the voice mail system should be limited to business use.

· Cell Phone – Personal use of City cell phones is to be held at minimum and is allowed only where personal use does not result in an overage of the contracted use.  If the minutes/texts are exceeded, the employee is required to pay the additional charges or costs.

· Vehicles – City-owned vehicles are to be used for official City business only, unless otherwise approved by the City Council or City Manager, or specified in an employment contract.  Only the employee to whom the City vehicle is released shall operate the vehicle.  Seat belts must be worn when operating or riding in City vehicles equipped with these devices.

· Equipment, Facilities and Supplies - Equipment, facilities and supplies are the property of the City and are to be used for public service only and according to an established policy.  This includes computers, e-mail, the Internet, fax machines, and other technological items owned by the City.  Employees are not permitted to install personal software on computers without approval by the City Manager.  A designated officer of the City has the authority to check any computer file, including e-mail, at any time.

· Personnel – City personnel are only to perform work related to City business and/or projects while on work time.

4.10
Care of Equipment

The City of Fremont possesses and maintains a wide array of costly equipment and vehicles.  Employees are expected to follow prescribed procedures for equipment and vehicle usage, refrain from equipment abuse and guard against equipment loss.

Should an employee encounter equipment malfunction or be involved in an accident, the incident should be immediately reported to the appropriate supervisor or department head.  Intentional equipment abuse, careless use of equipment, or habitual loss of equipment may result in reimbursement and disciplinary action, up to and including discharge.

4.11
Expense Reimbursements

The City encourages pre-payment of expenses whenever possible and according to established procedures.  In all cases, the City will reimburse employees for authorized expenses incurred on behalf of the City.

Forms for expense reimbursements are available from the Finance Director, and must be properly completed to ensure timely processing.  These forms, along with other policies related to expense reimbursement, are contained in Appendix B.

4.12
Political Activity

The City does not discourage political participation or activity.  However, certain restrictions are imposed to ensure the integrity and impartiality of the City.  In this regard:

· Employees of the City shall not engage in political activities on behalf of a candidate for partisan or non-partisan election during those hours when the employee is being compensated for the performance of his/her duties as a City employee.  This includes distributing or circulating literature or paraphernalia for or against an issue or candidate, wearing political buttons, or displaying political bumper stickers or signage on City vehicles or property.

· Solicitation and/or distribution of literature is prohibited during working hours or in work areas.  Working hours include the actual working time (excluding designated breaks or meal periods) of both the individual performing the solicitation or distribution and the employee to whom it is directed.

· Employees of the City shall not solicit or receive or be in any manner concerned in soliciting or receiving, any assessment, subscription or contribution for any political party or any political purpose whatsoever, during those hours when the employee is being compensated for the performance of his/her duties as a City employee.

· Employees involved with political campaigns shall do so as private citizens.  Employment status with the City shall not be referenced when campaigning for or against any candidate or ballot issue, question or proposal.  Employees involved with political activity shall neither claim to represent the City nor claim their views or opinions reflect the views or opinions of the City.

· No appointive city officer or employee shall seek an elective office of the City unless he/she resigns his/her position with the City on or before the last date for filing petitions.

· Equipment, materials and supplies belonging to the City, including the City's letterhead, shall not be used in support of political activities.

4.13
Collections, Solicitations
Employees are not allowed to collect donations and sell merchandise to the public during working hours unless authorized by the City Manager.

4.14
Harassment

The City will not tolerate harassment by any of its employees.  Each employee has a right to work in an environment free from harassment.  This policy applies equally to all unlawful forms of harassment in the work place including sexual, ethnic, racial, religious, age, disability, or other protected classifications.

Please review the City's formal Sexual Harassment and Unwanted Conduct Policy, contained in Appendix C, for more details.

Any employee or applicant who believes that he or she has suffered harassment can report the incident(s) to any supervisor within the City, or directly to the City Manager.  The City will not tolerate retaliation against any employee reporting a violation of this policy.

In determining whether the alleged conduct constitutes harassment, the totality of the circumstances, the nature of the harassment, and the context in which the alleged incident(s) occurred will be investigated.

The City considers harassment to be a serious offense, which may result in disciplinary action up to and including dismissal, against the offender, regardless of the offender's position within the City.

4.15
Workplace Violence
The City is committed to reducing the potential for workplace violence.  In this regard, it is the policy of the City to prohibit acts or threats of violence by any party, directed toward employees, citizens, elected officials, visitors to the City’s facilities or others.

Related to this policy, the City is committed to the following:

· Providing a safe and healthful work environment, consistent with health and safety rules.

· Taking prompt remedial action, up to and including discharge against any employee who engages in threatening behavior or acts of violence.

· Taking appropriate action against any non-employee who engages in such behavior including former employees and visitors to City facilities, up to and including criminal prosecution.

· Prohibiting unauthorized firearms or other weapons on City premises.

Employees who display a tendency to engage in violent, abusive or threatening behavior may be referred to the City’s health plan for counseling or other appropriate treatment.  Such employees may also be subject to disciplinary action, up to and including discharge.

Additionally, it is the responsibility of City employees to assist in identifying problem employees.  Supervisory personnel should be immediately notified of situations or incidents involving threats, acts of violence, aggressive behavior, threatening or offensive comments and similar acts.  Employee reports made pursuant to this policy will be held in confidence to the maximum possible extent. The City will not tolerate retaliation against any employee reporting a violation of this policy.

4.16
Smoking and Other Tobacco Products

The City acknowledges the health and safety benefits of a smoke-free and tobacco-free workplace.  Therefore, smoking and smokeless tobacco are prohibited in all City buildings and City vehicles.  Failure on the part of employees to comply with these standards may result in disciplinary action.

Employees wishing to smoke or use smokeless tobacco on City-owned property must do so during their break periods, and in designated smoking areas to be located away from building entrances.  All employees are expected to properly extinguish and discard any litter which may result from smoking or using smokeless tobacco.

4.17
Safety

The City has established safety rules and regulations.  Safety rules may be citywide standards or may apply only to a specific department or activity.  Each employee must be familiar with applicable safety rules and follow prescribed courses of action.  No employee should perform any work tasks, or take any action which endangers the employee, another employee or the public.  If an employee is in doubt about the safeness of a situation, the employee should report his/her concerns to the immediate supervisor prior to engaging in the activity.

The Safety Committee consisting of seven members and be charged with the responsibility of monitoring all safety issues, including but not limited to employee complaints, new safety regulations, and making recommendations to the City Manager and City Council.  The committee shall consist of the Assessor, Superintendent of Public Works, Police Chief, office worker appointed by the City Manager, one member appointed by the police union, and one member appointed by the public works union.

4.18
Right-To-Know

The City complies with federal and state Right-To-Know laws.  In this regard, the City will make every effort to provide information to employees about any hazardous chemical to which they may be exposed.  Right-To-Know information is posted near the areas in which employees may be exposed to chemicals or other potentially hazardous materials.  Employees are required to read and be familiar with all posted materials.

4.19
Gifts and Gratuities

As public servants, it is imperative that services are rendered and business contracts awarded without favoritism or the suggestion that gifts and/or gratuities are expected in return.  To guard against the appearance of such favoritism, employees of the City must neither solicit nor accept any personal gift or gratuity valued over twenty dollars ($20.00) from any individual, business, firm or organization having business, or endeavoring to secure business, with the City, or for any service rendered by the employee while on duty.

If a gift, gratuity or tip, arising out of your work with the City is mailed or personally delivered to an employee at his/her home or at work, he/she is expected to promptly report the incident to the department head.  The City Manager or City Council may, at their discretion, approve the acceptance of general group gifts.

4.20
Outside Employment
An employee may hold a job with another organization as long as he/she satisfactorily performs his/her job responsibilities with the City.  Employees should consider the impact that outside employment may have on their health and physical endurance.  All employees will be judged by the same performance standards and will be subject to the City’s scheduling demands, regardless of any existing outside work requirements.

If the City determines that an employee’s outside work interferes with performance or the ability to meet the requirements of the City as they are modified from time to time, the employee may be asked to terminate the outside employment if he/she wishes to remain with the City.

Outside employment will present a conflict of interest if it has an actual or potential adverse impact on the City.

4.21
Conflicts of Interest

Employees have an obligation to conduct business within guidelines that prohibit actual or potential conflicts of interest.  This policy establishes only the framework within which the City wishes the business to operate.  The purpose of these guidelines is to provide general direction so employees can seek further clarification on issues related to the subject of acceptable standards of operation.

An actual or potential conflict of interest occurs when an employee is in a position to influence a decision that may result in a personal gain for that employee or for a relative because of the City’s business dealings.  For the purposes of this policy, a relative is any person who is related by blood or marriage, or whose relationship with the employee is similar to that of persons who are related by blood or marriage.

No “presumption of guilt” is created by the mere existence of a relationship with outside firms.  However, if an employee has any influence on transactions involving purchases, contracts, or leases, it is imperative that he/she disclose to the City Manager as soon as possible the existence of any actual or potential conflict of interest so that safeguards can be established to protect all parties.

Personal gain may result not only in cases where an employee or relative has a significant ownership in a firm with which the City does business but also when an employee or relative receives any kickback, bribe, substantial gift, or special consideration as a result of any transaction or business dealings involving the City.

The materials, products, designs, plans, ideas, methods, procedures, and data of the City are the property of the City and should never be given to an outside firm or individual except through normal channels and with appropriate authorization.  Any improper transfer of material or disclosure of information, even though it is not apparent that an employee has personally gained by such action, constitutes unacceptable conduct.  Any employee who participates in such a practice will be subject to disciplinary action, up to and including possible termination of employment.

4.22
Confidentiality

The protection of confidential business information is vital to the interests and the success of the City.  Confidential information includes, but is not limited to, the following examples:

· Labor relations strategies

· Pending projects and proposals

· Pending and active legal proceedings, strategies, proposed settlements.

Employees who are exposed to confidential information may be required to sign a non-disclosure agreement as a condition of employment.  Any employee who discloses confidential business information will be subject to disciplinary action, up to and including possible termination of employment and legal action, even if he or she does not actually benefit from the disclosed information.

5.
COMPENSATION AND CLASSIFICATION

5.1
Compensation Philosophy

It is the intent of the City to provide fair and equitable wages to its employees.  To accomplish this, the City utilizes a compensation plan comprised of pay grades, pay ranges and pay steps.  This pay plan is intended to ensure:

· Internal pay equity

· Parity with the external labor market

· A pay structure designed to reward progress, experience, and dedication

5.2
Overtime for Non-exempt Employees

Employees who are defined as non-exempt by the Fair Labor Standards Act (FLSA) will be compensated for overtime work at the rate of time and one-half (1.5) for all time actually worked over forty (40) hours in a week.

Employees subject to collective bargaining agreements may have alternative overtime arrangements.  Please consult the appropriate contract for details.

It is the City’s policy that non-exempt employees normally will not work more than 40 hours per week.  If such overtime is necessary, the employee must have prior authorization from the Department Head or City Manager.  Employees responding to emergency conditions do not need prior authorization.

5.3
Compensatory Time for Exempt Employees

Employees who are defined as exempt by the FLSA are not paid overtime.  FLSA exempt positions may be required to work more than forty (40) hours in a particular workweek to satisfy work demands.

5.4
Compensation for Emergency Call-in

Employees subject to collective bargaining agreements may have unique compensation arrangements for emergency call-in situations.  These employees should reference the applicable contract for particulars.

5.5
Compensation Adjustments and Merit Increases

Pay increases will be made according to the established step system based on meritorious performance.  The following guidelines govern pay increases:

· Pay ranges and associated steps may be updated by the City Council annually to reflect cost-of-living increases.

· New employees shall be hired at the range minimum, or step one, of the appropriate pay grade unless otherwise excepted by the City Manager as a result of labor market demands, recruiting needs, or other job-related reasons.

· New employees will earn a one step increase upon earning a satisfactory performance evaluation and completing their orientation period.

· Step increases are not automatic, but based on merit as measured by performance evaluations and the recommendation of supervisors.  Positive annual performance evaluations (conducted on the employee's anniversary date) will normally result in a one step pay increase.

In any case, merit pay increases are based on Supervisor and City Manager recommendations.  Cost of living increases are subject to City Council discretion and the City's ability to pay.

5.6
Longevity Pay

In recognition of devoted service, the City awards an annual longevity bonus to full-time employees.  After completing five (5) years of full-time service with the City, unless otherwise specified in an applicable Union Agreement, full-time employees will receive two percent (2%) of their base salary.  Longevity pay after 10 years of service will be 3.0% of base salary.  Longevity checks will be issued on a calendar year basis with the last paycheck in November.
In calculating years of service for longevity bonuses, the City uses the employee's date of hire as a full-time employee.
In cases of voluntary termination, employees who have served more than five years with the City will be awarded their longevity bonus if hire date anniversary has been reached since last longevity pay date.  Employees who are involuntarily terminated are not entitled to a longevity bonus.

5.7
Transfers
A transfer is an assignment to a class with comparable duties, responsibilities, authority, and compensation.  Transfers between departments require the agreement of both department heads and approval of the City Manager.

5.8
Promotions

A promotion is a change in work assignment that results in an expanded scope of job duties and responsibilities.  An employee can be promoted to fill an existing, vacant classification; or an employee’s position can be reclassified to a higher grade if duties and responsibilities have been expanded over time.  Promotions to a higher grade will usually result in an increase in pay.

5.9
Demotions
A demotion is a change in work assignment that results in a reduced scope of job duties and responsibilities.  An employee can be demoted to fill an existing, vacant classification; or an employee’s position can be reclassified to a lower grade if duties and responsibilities have been reduced over time.  Demotions to a lower grade will usually result in a decrease in pay.

5.10
Performance Evaluation

An evaluation system is used to conduct annual performance evaluations.  Upon successful completion of the orientation period, an employee will have his/her first performance evaluation.  The date of that first review becomes an employee's anniversary date for subsequent annual performance evaluations.

Supervisors will complete evaluation forms and conduct a formal review with each employee.  Employees will have the opportunity to read and discuss their evaluation and submit a statement covering points of disagreement to their personnel file.  Evaluation forms are filed in each employee's personnel file.  Except what may be available to the public through the Freedom of Information Act, they are confidential and shall not be open to inspection by persons other than the City Manager or a designated human resource professional.

A performance evaluation is one item that may provide the basis for pay increase, promotion, job reassignment, discipline, demotion or termination.  However, the City is an at-will employer and may dismiss any employee at any time, with or without reason and with or without notice.

5.11
Personnel Files

Personnel files containing job performance records, benefits data and related employment information are maintained on each employee.  The files are considered strictly confidential with access allowed for very limited reasons to select persons as specified by federal or state law.  Medical records will be kept in a separate employee file and are not subject to access by other than the City Manager or his/her designee.

Employees are entitled to review their file's contents upon reasonable notice.  The City Manager or that person's designee will, at all times, observe such a review of personnel files to protect against tampering.

5.12
Job Descriptions/Classification System

The City maintains job descriptions for each position within the City’s workforce.  Each job description contains a descriptive title, summary of the responsibilities, a list of typical duties, and required minimum qualifications.  The various job descriptions are evaluated based on certain criteria (i.e. like work/like pay) and the job is placed within a classification system.  The pay scale and ranges correspond to the classification system.  Both the job description and the classification system are periodically updated.

6.
TERMINATION OF EMPLOYMENT

6.1
Voluntary Termination

The City appreciates at least two weeks written advance notification of an employee’s resignation to ensure the smooth processing of paperwork and payments due the employee.  Department Heads should consider at least a 30-day written advance notice.  However, failure to give notice will in no way jeopardize payments due to the employee.  The City is an at-will employer, and employees may resign their employment at any time, with or without notice and with or without reason.

Upon resignation, employees will be paid for time actually worked and, in addition, will be paid for any earned vacation time, 50% of earned sick time (not to exceed 1200 hours) and longevity pay if hire date anniversary has passed since last longevity payment date.

In the case of retirement, it is recommended that an employee provide the City Manager, or his/her designee, with a minimum of thirty- (30) day's notice.  This advance notice will ensure that retirement issues are satisfactorily addressed before the actual date of separation.

In the event of the death of an employee, all compensation due in accordance with the policies of the City shall be paid to the legal representative of the employee's estate or other properly designated individual.

6.2
Involuntary Termination
Employees who are separated from employment involuntarily (dismissed or discharged) will be paid for actual time worked and any earned vacation time.  Employees who are involuntarily terminated are not entitled to a longevity bonus (if hire date anniversary has passed since longevity payment date) or payment for unused sick-time.

6.3
Layoffs/Reduction-in-Force

In the event a layoff or reduction-in-force is necessary because of a material change in duties or a shortage or stoppage in work or funds, employees will be laid off and recalled based on demonstrated merit and at the discretion of the City.

6.4
Exit Interview

In case of termination, the employee is expected to engage in an exit interview with his/her supervisor and the City Manager before the last day of actual work.  Supervisors should confirm an employee's participation in the exit interview process and make appropriate arrangements.

6.5
Return of Property

An employee separated from employment with the City must return any City-owned equipment, property or keys in his/her possession before receiving his/her last paycheck.

7.
EMPLOYEE DISCIPLINE

7.1
Rules of Conduct

The City has certain rules of conduct that must be followed if the organization is to operate in a safe, efficient and orderly manner.  Employee cooperation is essential; therefore, each employee is urged to familiarize himself/herself with the Rules of Conduct listed below.  Based on common sense and good judgment, these rules are designed to protect the integrity of the City.

An employee committing any of the following offenses may be subject to disciplinary action including immediate disciplinary suspension, demotion or discharge.  As well, as an at-will employer, the City may dismiss any employee at any time, with or without reason and with or without notice.  This list is not all-inclusive; it is provided as a guide to some instances that may result in immediate disciplinary action.

· Insubordination and/or being in disregard of, or inattentive to, working directions and instructions received from supervisor or refusal to comply with same.

· Rudeness to or mistreatment of others, offensive language or conduct.

· Possession of, dispensing, consuming or being under the influence of alcohol or narcotics, or any other violation of the City’s drug and alcohol policies.

· Dishonesty.

· Willful damage or defacing of property or facilities, carelessness or negligence with City money or City property.

· Sexual, racial, verbal, physical or visual forms of harassment directed at any person associated with the City.

· Use of City time, materials, facilities or equipment for non-City work related purposes, except with the permission of the City Manager.

· Knowingly falsifying, removing, destroying, or misusing confidential information related to employment, payroll, or work-related records or reports.

· Suspension of driver’s license where job duties require driving.

· Unsatisfactory performance ratings or other poor work performance, inefficiency or incompetence.

· Use or threaten to use personal or political influence to advance position.

· Failure to cooperate with other governmental agencies or the press according to City policies.

· Inducing or attempting to induce other employee(s) to commit unlawful acts or violate City rules or regulations.

· Accepting gifts, fees, valuables or any form of payment intended to gain favorable treatment, or otherwise displaying favoritism.

· Neglect of duty.

· Violation or neglect of safety rules, or contributing to hazardous conditions.

· Theft.

· Irregular attendance, excessive absenteeism, excessive tardiness, or absence without notification or permission.

· Posting or removing bulletin notices without proper authorization.

· Fighting, disorderly conduct, and other acts of violence.

· Gambling while on duty.

· Sleeping on duty.

· Violation of other conditions or procedures specified within this policy manual.

· Unauthorized possession of weapons.

Public Act No. 381, P.A.'s of 2000, effective July 1, 2001, of the State of Michigan (the Act), permits the carrying of certain concealed firearms after obtaining a Concealed Weapons Permit.

However, City employees, other than police officers, may not carry a weapon covered by this Act, during any and all times employees are on-duty, regardless of whether or not any employee has obtained a license or permit to carry a concealed weapon.

On-duty shall mean the hours between which an employee reports for work and the time the employee leaves work, including overtime work and call-outs for special situations, such as emergencies, special events or required attendance at meetings of or on behalf of the City of Fremont, regardless of whether or not such special situations occur during or after normal working hours.

7.2
Disciplinary Actions

The respective department head will administer disciplinary action.  It is the intention of the City to utilize disciplinary action in a constructive manner; ideally, to motivate the employee toward proper conduct in the future.  However, as an at-will employer, the City may dismiss any employee at any time, with or without reason and with or without notice.

The City reserves the discretion to react to a situation, as circumstances require; this may include immediate dismissal.  The type of formal action, the sequence, and the time elapsed between disciplinary actions may vary depending upon such factors as the nature of the problem, its degree of seriousness, and past performance.  Disciplinary actions may include any or all of the following:

· Oral Reprimand is a verbal notice to an employee that his/her behavior or performance must be improved or corrected.  A written notation of the oral reprimand will be recorded and placed in the employee's personnel file.

· Written Reprimand is a written notice to an employee that his/her behavior or performance must be improved or corrected.  A written reprimand shall be placed in the employee's personnel file.

· Demotion or Pay Reduction is the reallocation of an employee from a present job to one having lower responsibilities, skill requirements, performance standards or rate of pay upon recommendation of supervisory personnel and approval of the department head.  A copy of such written notice will be given to the affected employee and placed in the employee’s personnel file.

· Suspension is the temporary removal of an employee from duty.  Suspensions may vary in length, may be with or without pay, and are subject to confirmation by the City Manager. 

· Discharge (also may be referred to as Dismissal or Involuntary Termination) is the removal of an employee from the employ of the City.  Discharge may occur at any time, with or without reason or notice.  However, discharge is most typically used when other means of improving the employee's behavior or performance have failed or when the nature of the misconduct warrants this action.

7.3
Appeal of Discharge

An aggrieved employee may appeal their discharge to the City Manager within ten (10) days of the effective date of discharge for a final decision.

Employees appointed directly by City Council (City Manager, Clerk, Treasurer, Assessor, Attorney, Police Chief, and Fire Chief) may appeal their discharge to that body, which has the sole discretion to determine whether to hold a hearing.

7.4
Employee Grievance Procedure

The purpose of the City's grievance procedure is to establish a process for fair, consistent treatment of employee grievances arising from his/her employment with the City.  Employees subject to collective bargaining agreements should reference the applicable contract for alternative procedures.

Should an employee feel that he or she has a legitimate grievance; the matter should first be taken up with the employee's supervisor.  If the grievance is not resolved at that level, such grievance must be presented in writing to the City Manager for final decision.

Employees appointed directly by City Council should first present their grievance to the City Manager.  If the grievance is not resolved at that level, Council appointees may present their grievance to the City Council, which has the sole discretion to determine whether to hold a hearing.

8.
PAID AND UNPAID LEAVE TIME

The following leave schedules apply to full-time employees who are not subject to collective bargaining agreements.  Employees covered by a collective bargaining agreement should reference their contract for applicable leave schedules.

8.1
Holidays

The following dates shall be recognized as paid holidays for regular full-time employees:

New Year's Day
Day after Thanksgiving

Good Friday 
Christmas Eve Day

Memorial Day
Christmas Day

Independence Day
New Year's Eve Day

Labor Day
One Floating Holiday

Thanksgiving Day

When a holiday falls on a Saturday, the preceding Friday will be taken as the holiday.  When a holiday falls on a Sunday, the following Monday will be taken as the holiday.  When joint holidays fall on a Friday and Saturday, they shall be celebrated on Thursday and Friday and if they fall on a Sunday and Monday, they shall be celebrated on Monday and Tuesday.  If an employee must work on a holiday, he/she shall receive the equivalent amount of time off another day or shall receive an additional day’s pay at the discretion of the City Manager.

The City Council may also provide a holiday bonus around the Christmas holiday.  When awarded, it is a taxable gift included in the employee's paycheck, and determined by budgetary demands.

8.2
Vacation

Vacation days with pay shall accrue to all regular full-time employees and be awarded on the employee’s anniversary date according to the following schedule:

Length of Service
Vacation Days

6
months
5
days


1
year
5
additional days


2-4
years
10
days

5-9
years
15
days


10-14
years
18
days

15-19
years
20
days


20+
years
25
days

A vacation leave day shall equal eight (8) hours of pay at the employee’s straight time rate of pay.  Employees are expected to utilize vacation leave time during the year in which it is earned.  A maximum of 56 hours may carry over into the next year.  Any unused vacation days in excess of this maximum will be lost, unless prior approval is received from the City Manager.

A part-time employee working a minimum of 1,248 hours per year shall receive proportional vacation days.  (Example: after one year of full employment, an employee receives ten (10) days of vacation.  An employee who worked 1,248 hours for one year would receive 60% of that time, which equals six (6) days.)

Vacation days may be used in two (2) hour increments or greater and must be scheduled in advance with the Department Head or his/her designee.  Vacations will be approved so as to provide the least disturbance to the efficient City operations.  Vacation days shall not accrue while an employee is absent on disability or without pay for more than one month.

8.3
Personal Leave
As discussed under "holidays", all regular full-time employees are entitled to one floating holiday, which will be awarded the first pay period in January each year.  The first day of leave used each year (other than sick) will be credited as the employee's floating holiday.

8.4
Miscellaneous Leave Time
Employees will be excused from work for a reasonable period of time to vote on Election Day.  As well, employees may be excused to donate blood.  Time away from work is granted to encourage participation in these civic duties, and time-off should be used exclusively for these purposes.

8.5
Sick Leave (Short-term Disability)
All regular full-time employees earn one sick day of eight (8) hours per month, totaling twelve (12) sick days (96 hours) per year.  Sick days may be banked to a maximum of 1200 hrs.  New employees are eligible to use earned sick days upon satisfactory completion of their 6-month probation period.  Sick leave shall not accrue while an employee is absent on disability, leave without pay, military leave, etc. if absent for more than one month.

Sick days are to be used for illness of the employee, medical/dental appointments, or to care for a family member who is seriously ill.  Employees should notify their supervisor with as much notice as possible if they cannot report to work due to illness.  In cases of illness that lasts more than three (3) consecutive days, or when an employee is frequently absent due to illness of the employee or a family member, a doctor's certificate may be required.  The certificate must certify that the employee has been treated, and whether or not the employee is able to resume either normal or limited job duties.  The doctor’s certificate is to be submitted to the Department Head upon returning to work.

Sick time may be taken in two- (2) hour or greater increments.  Medical or dental appointments that result in absence from duty of less than two (2) hours will not be deducted from an employee's sick bank.  If more than two (2) hours is required to attend to medical/dental appointments, the appropriate deduction for the entire time away from work will be made from the employee's sick bank.

A retiring employee, or employees separated from employment by voluntary termination, will receive compensation for fifty percent (50%) of their unused sick leave, up to the maximum of 150 days (1200 hrs.)  Part-time employees accrue sick time on a prorated basis and are subject to the same usage policies discussed above.

8.6
Bereavement Leave

Regular full-time employees shall be allowed three (3) days paid bereavement leave for the death of immediate family members.  These days will not be deducted from earned sick or vacation leave days.  Immediate family members under this benefit are defined as spouse, child, sibling, parent, stepparent, stepsibling, stepchild or other member living in the household.  Employees are allowed one (1) day bereavement leave for grandparents, grandchildren or an immediate family member of his/her spouse as defined above.

Employees may be granted up to four (4) hours of funeral leave to attend services for non-relatives or those not listed above.  Prior approval of the Department Head is required, and the granting of up to 4 hours of funeral leave is subject to operational needs.  Employees that are granted up to 4 hours of funeral leave are expected to use the time exclusively for attending funeral services.  They are, therefore, expected to report to work before and following the service, provided services fall within normal working hours.  If it is discovered that funeral leave has been abused, all hours missed will be charged against the employee's sick leave bank.

An employee may use earned sick or vacation days, or their floating holiday, to extend a bereavement leave or to attend funeral services.  The City has discretion to grant such additional time and the excerise of such discretion will not create a precedent.

8.7
Jury Duty Leave

Any regular full-time employee who is called to and reports for jury duty shall be paid by the City for each day partially or wholly spent in performing jury duty, if the employee otherwise would have been scheduled to work for the City.

The employee will be paid their regular rate of pay for the time spent on jury duty, provided the employee turns in his/her jury pay to the City (less the payment for mileage and other out-of-pocket expenses) once jury duty is completed.  An employee must give the City prior notice that he/she has been summoned for jury duty and must furnish satisfactory evidence that jury duty was performed on the days for which payment is sought.

Employees required either by the City or any public agency to appear before a court or public agency on matters related to their work for the City, shall be granted a leave of absence with pay during the time they are required to be absent from work.

8.8
Extended or Administrative Leave

Full-time regular employees may request an extended leave of absence, without pay, not to exceed six (6) months.  Extended leave is subject to approval by the City Manager and review by the City Council.  The City makes no guarantee that an employee will be returned to the same position held prior to the leave, nor does the City guarantee employment after the extended leave.

Employees shall use vacation, sick, and other accrued leave time during an extended leave, and will not continue to accrue leave time.  Employees will be covered by the City’s health and welfare benefits until such time that all accrued leave days have been exhausted.  After that time, and in accordance with COBRA laws, employees may elect to pay the group premium rate to continue coverage in the City’s group life, health, and dental insurance plans.

Employees returning from an extended leave may be required to update paperwork and meet the requirements associated with processing newly hired employees, including a physical exam and drug screening.

8.9
Military Leave
Full-time regular employees inducted in the armed forces shall be granted leaves of absence without pay for the period of actual military service.  Upon discharge from military duty, the employee will be reinstated to his/her former position and suffer no loss of seniority or be demoted in any way.

8.10
Unapproved Leave

Unapproved absences of any length of time are subject to disciplinary action, including discharge, and will not be paid.  As an at-will employer, the City may terminate employment at any time, with or without reason and with or without notice.

9.
HEALTH AND WELFARE BENEFITS

9.1
Health Insurance Package

Each regular full-time employee will receive employer-paid health insurance coverage, including dental and prescription coverage, for himself/herself and his/her legal dependents.  For a complete description of the plan(s) offered, please refer to the Health Insurance book or books, available in the City Treasurer’s office.

The City currently offers employee’s an “opt-out” option from the family health insurance program.  If an employee has proof of health insurance coverage through their spouse, then they are offered a taxable monthly payment (family, double, single) while off the plan.  The program intent is that an employee could use their distribution to pay premium co-pays, prescription and office co-pays under their spouse’s program, thereby possibly eliminating any cost to them and the City reduces its overall health care costs also.



Retiring employees are eligible to receive City health insurance coverage for themselves and for their spouses if they pay 50% of the premium cost and until the employee reaches the age of Medicare eligibility.  If the employee reaches the age of Medicare eligibility before the spouse, COBRA regulations may permit an extended coverage period for the spouse at their cost.   
The City reserves the right to modify benefit offerings at any time.  In the case of health, dental, and life insurance, this may involve eliminating or expanding particular coverages, contracting with a different health insurance carrier, or self-insuring.  The employee also has the option of purchasing supplemental insurance (example: cancer, excess hospitalization, etc.) under the American Family Life Assurance Company (AFLAC) program.  The employee must enroll during the open period in June.  The premium is deducted from the first paycheck each month.

9.2
Fitness Facility
Employees, their spouses and legal dependents in 9th grade until they leave home have free access to a fitness facility at City Hall.  Before anyone uses the facility, each person shall sign the “Release & Indemnification Agreement” as contained in Appendix G.

Use of the fitness facility is encouraged, and employees may use it during breaks and other off-duty time.  However, employees are not to use the facility while on work time.  Allowance of unauthorized or misuse of equipment will result in loss of privilege to use the fitness facility.  The employee assumes all risks and liabilities in using the facility and its equipment and shall hold the City harmless for any claim or costs associated with any injury that occurs within the facility.

9.3
Life Insurance

Full-time regular employees will receive an employer-paid life insurance policy with a current benefit level of $50,000.  Additionally, Accidental Death and Dismemberment (AD & D) insurance is provided at the same benefit level.  A limited life insurance plan is currently available for dependents.  Details on life insurance plans are available in the City Treasurer's office.

9.4
Disability Insurance
Long-Term:  The City provides a long-term disability insurance package for regular full-time employees as part of Municipal Employees’ Retirement System of Michigan (MERS).  Depending on the nature and duration of the disability, and whether the disability resulted during duty or non-duty hours as per the MERS booklet, differing benefit levels and effective dates may apply.  For more detailed information, reference the disability insurance plan documents available in the City Treasurer’s office.

Short-Term:  The City’s permitted accumulation of sick-time is considered short-term disability.  Short-term disability insurance can also be purchased through the AFLAC program on a payroll deduction plan at the employee’s expense.

9.5
Pension Plan
For regular full-time employees, the City participates in the Michigan Municipal Employees Retirement System (MERS).  Currently, the plan does not require an employee contribution, and participants become fully vested after ten (10) years of employment with the City.  For further information regarding pension benefits and requirements, consult the City Treasurer.

A deferred compensation (IRS 457) plan is available to all regular full or part time employees of the City.  This plan allows for employee-funded, pre-tax investments in which the employee chooses from a variety of investment options.  Full- time employees shall determine their regular contribution levels for each pay period, which may be either a percentage of their salary or a fixed dollar amount.  Part- time employees shall only be permitted to establish a set percentage of their pay (between 50% and 100%) that would be contributed each pay period in which they received pay.  For additional information on the structure of this plan and the investment options available, consult the City Treasurer. (Amend 2/6/06)
9.6
Social Security

All employees of the City are covered by Social Security, a federally administered plan for supplemental old age pensions and survivor's insurance.  A percentage deduction is made from the employee's wages according to the Social Security schedule.  Questions concerning Social Security benefits and coverage should be directed to any Social Security office.

9.7
Continuation of Benefits
The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their qualified beneficiaries the opportunity to continue health insurance coverage under Fremont’s health plan when a “qualifying event” would normally result in the loss of eligibility.  Some common qualifying events are resignation, termination of employment or death of an employee; a reduction in an employee’s hours or a leave of absence; an employee’s divorce or legal separation; and a dependent child no longer meeting eligibility requirements.  Under COBRA, the employee or beneficiary pays the full cost of coverage at Fremont’s group rates plus an administration fee.  Additionally, special exceptions to benefit enrollment rules exist as a result of federal Health Insurance laws.  Please consult the City Treasurer’s office for additional details on the statutes governing benefit enrollment and continuation.

9.8
Uniforms and Safety Attire

The City on an as-needed basis will provide special safety equipment.  However, employees may be required to purchase some standard safety attire (e.g., steel-toe boots), at the employee’s expense.  Consult any collective bargaining agreement for particulars.

9.9
Worker's Compensation

Worker’s Compensation laws cover each employee, and ensure that employees are compensated a portion of their earnings while unable to work due to certain injuries.  Employees are responsible for immediately reporting any injury, no matter how slight, to their supervisor.

The City will pay employees on worker's compensation their regular pay during any applicable qualifying periods.  Once worker's compensation payments begin, the employee has the option of turning their worker’s compensation check over to the City.  Accrued leave time (sick, vacation) shall be used to make up the difference between worker's compensation and their regular base pay.

9.10
Unemployment Compensation

Unemployment compensation is available through the Michigan Unemployment Agency (MUA.)  Terminated employees are advised to refer questions of benefit eligibility to any office of the MUA.

9.11
Professional and Trade Associations

The City will pay reasonable expenses associated with joining professional and trade associations.  Employees desiring to join or participate in professional or trade associations at the City’s expense must submit a request to their Department Head or the City Manager specifying the associated costs.  Upon approval, membership fees will be budgeted annually.

9.12
Educational Assistance
Some job-related courses, seminars, workshops and other educational activities, along with related textbooks, will be fully reimbursed by the City for full-time employees under certain conditions.  Further, roundtrip mileage associated with attending the educational activity will be reimbursed at the current IRS rate when properly recorded and reported (see Finance Director for appropriate forms).

Employees wishing to use educational assistance must obtain prior approval from their Department Head or the City Manager to ensure proper budgeting.  College-level classes and course work toward a degree must be pre-approved by the City Manager.  Coursework must pertain to the area of specialization in which the employee is employed with the City.  Educational assistance is provided on a reimbursement basis, meaning the employee will be responsible for paying costs up-front.  If the educational activity is completed with a "C" grade or higher or a "pass" if graded on a pass/fail system, one-half (1/2) of the tuition costs and all textbook costs will then be reimbursed by the City.

The City views educational assistance as an investment in its employees.  For that reason, employees are expected to maintain employment with the City for at least one (1) full year after participating in or attending any course paid for in whole or in part by the City.  The City will deduct costs reimbursed for any college credit courses or professional certification programs incurred in the last year from an employee's final paycheck.  For further clarification, see Appendix E.
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