Support your local merchants.

AGENDA
REGULAR SESSION
MAYOR AND COUNCIL
473 S MAIN STREET, SUITE 106
WEDNESDAY, JULY 1, 2015 at 6:30 P.M.

Note: Council member(s) may attend Council Sessions either in person or by telephone, video, or intemet
conferencing.

1.
2
3.

Call to Order
Roll Call
Pledge of Aliegiance

Consent Agendla - Al those items listed below may be enacted upon by one motion and approved as consent agenda iterns.
Any item may be removed from the Consent Agenda and considered as a separate item if a member of Council requests.

a} Approval of the Minutes:
1) There are no minutes for approval
b) Set Next Meeting, Date and Time:
1) Wednesday, July 8, 2015 at 5:30 p.m. Work Session
2) Wednesday, July 15, 2015 at 6:00 p.m. Special Session — Public Hearing - Budget
3) Wednesday, July 15, 2015 at 6:30 p.m. Regular Session
4} Wednesday, July 22, 2015 at 6:30 p.m. Council Hears Planning & Zoning Matters

Special Announcements and presentations:
¢ There are no announcements or presentations

Call to the Public for Items not on the Agenda.

Discussion and possible approval of Town Managers Performance Review timeline for 2015-2016.

Discussion consideration and possible approval of amendment to the Town’s Salary Plan with the
addition of the CAD Technician job description. Staff Resource; Russ Martin

Discussion, consideration and possible approval of the Town of Camp Verde Personnel Manual.
Staff Resource: Russ Martin

Mayor German Requested the following item.

10.

Discussion, consideration and possible appointment of Mayor German to act as liaison to the Verde
Front Leadership Council.

Councilor Whatley requested the following Item.

Discussion and clarification to the public regarding the extension of the Mayor and Council Term
limits per ARS 16-204 as amended, followed by, but not limited to, possible direction to staff.
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12. Call to the Public for items not on the agenda.

13. Council informational Reports. These reports are relative to the committee meetings that Council members attend. The
Committees are Camp Verde Fire District, Camp Verde Schools Education Foundation; Chamber of Commerce, Intergovemnmental
Association, NACOG Regional Council, Verde Valley Transportation Planning Organization, Yavapai County Water Advisory
Committee, and shopping locally. In addition, individual members may provide brief summaries of current events. The Council will
have no discussion or take action on any of these items, except that they may request that the item be placed on a future agenda.

14, Manager/Staff Report individual members of the Staff may provide brief summaries of current events and activities. These
summaries are strictly for informing the Council and public of such events and activities. The Council will have no discussion,
consideration, or fake action on any such item, except that an individual Council member may request that the item be placed on a

future agenda.

15, Adjournment

%@’ Date/Time: 04/267/5/ /Z a' yj ﬁy,

ant to A.R.S. §38-831.03.A.2 and A.3, the Council may vole to go into Executive Session for purposes of consultation for fegal advice with the Town
n any matter listed on the Agenda, or discussion of records exempf by law from public inspeciion associated with an agenda ifem,

The Town of Camp Verde Council Chambers is accessible to the handicapped. Those with special accassibility or accommodation needs, such as large typeface
print, may request these at the Office of the Town Clerk.
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Manager’s Office

Memo

To: Mayor and Town Council

CC: Personnel File

From: Russ Mattin, Town Manager

Date: June 19,2015

Re: Response to my final performance review — 2013-2015

As we begin the process again I did want to share the memo written following my Feby/Mar
2015 review. Ihave been waiting to send this meme out because T wanted it to include my
report of successful completion of reviews of my staff a previous issue addressed in my
review. All have been updated as of today. Attached is a projected process for my next
review, Please let me know if the dates projected are not possible.

Below is my rebuttal/comments written at the end of March 2015 for inclusion in my final
review for the file:

Although I can appreciate the process for which this evaluation went through, I feel compelled
to respond in writing to a couple comments that were not apparently shared by all Town
Council but remain in my review. Itis important that I do a professional Jjob for all of Town. I
therefore believe I have adhered to the policies and procedures set forth by Council and have
gone beyond those to raise the professionalism of the entire organization to a point as high as
any in its history and I will continue to strive for even higher. Ido recognize and frankly
admire each and every elected official and appointed public bodies as I recognize the difficulty
in doing these jobs as well, including the policies they have to approve. I believe I have taken
every opportunity to place elected officials in high regard and have placed myself in a position
regularly to take responsibility for all actions of staff and council. This has not been easy but
is my role, I have done it well given a multitude of other options a Town Manager can take in
these circumstances. Iwill continue to do so as it is the Town Manager’s role and I

understand it.

Finally, I do believe the Town has a qualified Human Resources Director in myself and these
duties are occasionally difficult but have been handled professionally, only the need for
assistance, which I agree with, is truly necessary. 1am also very proud of the financial record
of my time here and have adhered to budgets, reduced cost, increased project completion rates
all where possible and am currently attempting to address difficult long-term funding deficits,
presenting options as a Town Manager as expected. I have balanced the budget from a




structural deficit of nearly $500,000 when I arrived to the past two years putting small
amounts of revenue above expenses into what remains an appropriately healthy reserve which
has been protected because of these actions taken by staff and Council. This is following a
conservative policy of the Town and its residents.

Again some statements made in this review reflect individual opinions of my performance,
however [ have attempted to respond to ensure that an appropriate response is also considered.
I recognize the nature of humans, including myself, and I will continue to strive to be 2 better
Town Manager as this Town deserves and expects such.



Town of Camp Verde
Town Manager’s Performance Evaluation Procedure

A) Definitions:

B)

D)

E)

Manager's Performance Evaluation: is a structured, formal interaction between the Manager and the
Elected Officials for the purpose of reviewing the Manager’s performance, strengths and wedknesses,
and for the development of future goals and objectives.

Seif-assessment evaluation: An evaluation completed by the employee that identifies thejr perceived
performance, strengths, weaknesses, goals achieved, and future goals,

360° Evaluation: A performance evaluation that allows subordinates to provide feedback about their
immediate supervisor.
Purpose:

These procedures are established because the Town Manager is a Council appointed position. Regular
employees’ performance evaluation procedures are explained in the Personnel Manual Chapter 3,
Section 34,

The Purpose of the evaluation is to;
1) Clarify the role and responsibilities of the Town Manager.
2) Strengthen the relationship between the Council and the Town Manager.

3} Give the Manager feedback on their performance and identify areas where improvements are
needed.

4) Establish performance objectives for the Manager, which likely are tied to goals set at annual
Strategic Planning Session.

5) Provide a basis for compensation decisions.
6) Recognize and reward good performance,

Krequency:

In keeping with the procedures established by the Council through the Personnel Manual, the Conncil
should evaluate the Manager at least annually within 30 days of the performance evaluation

anniversary date,
Who Is Involved:

All members of the Council and the Town Manager should participate in the evalvation process, The
Human Resource Specialist will provide assistance to ensure all paperwork and processes are
completed in a timely manner,

Evaluation Procedure: The evaluation procedure will include the following steps:

1) An initial meeting will be held annually including the H.R. Specialist, the Couneil and the Town
Manager, to review evaluation procedures, evaluation criteria and set timetables for completion of

the evaluation process.



2)

3)

4)

5)

6)

7

Following the initigl meeting:
a) The Manager shall complete a self-assessment.

b) The H.R. Specialist will distribute a 360° evaluation form to ail Department Heads, Scome
may receive blank forms to ensure anonymity. The Department Heads will be required to
complete and tum in the completed forms to the HR. Specialist before the preliminary
meeting.

Hand Out Form to DH - Monday June 22, 2015
Return to HR Spec. - Monday June 29, 2015

The H.R. Specialist will then provide the Council with a copy of the completed self-assessment
by the Town Manager, a copy of the 360° evaluations, and evaluation forms to be completed by

the Council.
Given to Council — Thursday, July 2, 2015

The Council shall complete the Town Manager Evaluation Form in advance of the scheduled
evalvation then all are disseminated 1o all Council.

Council Returns Evaluation — Monday, July 13%
Council capied &1l evaluations — by Wednesday, July 15

The Council will then meet to discuss and develop one evahation.
Council Meets - Wednesday, July 22~

The Manager is given his evaluation at Jeast two days prior to meeting with Town Council to
review the evaluation.

Council/Manager meet to conduct Evaluation/Goal Setting — Friday, August 7%

The evaluation session will be conducted, and will include all Counci] Mermbers and the Town
Manager. Based on the results of the evaluation, a report will be compiled that includes:

a) The Manager’s self-evaluation (completed by the Manager);

b) A synthesized version of the 360° evaluations (completed by the Department Heads and
compiled by the H.R. Specialist);

¢) Alist of goals for the upcoming year that the Council collectively agrees are the top priorities
for the Manager to focus on (completed by the Manager and affirmed by the Council as a
result of the evaluation process); and

d) The Council’s collective identification of improvements the Manager needs to make in the
upcoming year (completed by the Council as a result of the evaluation process). The
completed repotts will be included in the Manager’s personnel file,



Town of Camp Verde

Meeting Date: July 1, 2015

[ ] Consent Agenda X Decision Agenda [ Executive Session Requested
U] Presentation Only ~ [] Action/Presentation

Requesting Department: Human Resources

Staff Resource/Contact Person: Russ Martin

Agenda Title (he exact):

Discussion, consideration and possible approval amendments to the Town’s Salary Plan
with the addition of the CAD Draftsman job description.

List Attached Documents:
1. CAD Draftsman Job Description

Estimated Presentation Time: 2 minutes

Estimated Discussion Time: 2 minutes

Reviews Completed by:

= Department Head: All comments below reflect various departments
O Town Attorney Comments: N/A

O Finance Department: N/A

Background Information: This was not ready by press time for the last set of approvals, however, it is now a
budgeted position and we would like to move on this position as soon as possible to make progress on projects they
will work on. This position in the budget is currently split between Wastewater (80%) and general fund Stormwater

(20%).

Recommended Action (Motion): Move to approve an amendment to the Town’s Salary Plan with
the addition of CAD Draftsman.

Instructions to the Clerk: None
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Town of Camp Verde

Permznent Salary Range Table

14

Range | miN | mip | max
1 |$13712 §17.289 320,
12 $14,055 $17.721 $21,388
13 1314908 $18.164 $21.821
14 1$14.767 $18.618 $22 460
16 |$15138 $10,083 $23.031
16 |$15,614 $19,560 $23,607
17 |$15,002 $20,049 $24,197 61 [$47,131 360,423 $71.715
18 {$16.300 $20,551 $24.802 $48.300 $60,908 $73,608
19 |$16,707 $21,084 $26.422 63 |$40517 $62.431 $75345
20 |$17125 21,501 328,087 64 |$50,754 $63,902 $77.220
21 817,553 §22.131 $26,709 65 [$52023 $85.6501 $79,160
22 |s17.002 $22.684 $27 378 88 [$53324 $67,231 $81.130
23 |$16,441 $23.251 $28,061 67 |s64657 $88,912 $83.167
24 |$18.903 $23.832 $28762 68 | $56,023 $70,635 $85.246
25 |$19.375 $24.428 $29.481 $57,424 $72.401 $87,377
26 |910.850 $25.039 $30219 70 | 858880 $74211 $89562
27 |s20.356 325,886 $30,074 71 | 880331 $76.068 $01.801
28 |$20,885 $28.307 $31,748 72 | 381,830 $77,988 $94,008
20 |$21.388 $28.084 $32.542 73 | 863385 $79.917 $08.448
30 |$21,821 $27,638 $33.356 74 | 864,970 $81.915 $98,880
31 [$22.460 $26,320 $34,180 75 | 306,694 $83.963 $101,331
32 823031 $26,038 $35044 76 | $68.250 $86,062 $103,884
33 |$23,607 $20.783 $36,920 77 |s60988 $88.213 $106.461
34 ]824197 $30,508 $38,818| 78 | $71.716 $90.418 $109,122
35 |$24.802 $31.270 $37.739 79 | s73508 $82,670 $111,850)
38 [$26422 $32,052 $38,682 80 | $75,345 $04,908 $114,647
37 326,057 $32,863 $39,849 81 1877220 $87,371 $117513
38 [$26.700 $33,675 $40,841 82 |$79,160 $99.805 $120451
30 |327.376 $34,517 $41.657 83 | $81.130 $102,300 $123.462
40 |$28,081 $35,379 $42,608 84 | 883,167 $104,858 $126,540
41 |$28.762 336284 $43765 86 | $85.248 $107,479 $120.712
42 1320481 $37,170 $44,8650 88 | $87.377 $110,168 $132,965
43 [$30.216 $38,100 $45,081 a7 |$80,682 $112,820 $136,279
44 |$30,974 $30,062 $47,131 88 | $01,801 $115,743 $139,886
45 |$31,748 $40,029 $48,308 80 | 304,008 $118,637 $143,178
48 332542 $41,020 $49517 90 | $08.448 $121.603 $146,757

S47_|$33,368 $42,086_$50,764 o1 | 308,860 $124,643 $150,426

“38  |$34,180 $43,106 $52,023 92 {$101,331 $127,750 $154,167
49 |$35044 $44,184 $53,324 83 |$103,864 $130,953 $158,042
50 [$35.020 $45289 $54,857 84 |$108.461 $134,227 $161.993
51 |$36,818 348421 $56,029 85 |$109,122 $137,683 $166,043
52 |$37,738 547,561 $57.424 96 |$111.860 $141,022 $170,184
53 |$38,682 $48,771 $56.880 97 3114847 $144,548 $174,440
54 |$39,840 $49,800 $60,331 88 |$117.513 $148.181 $178,810

TOWN OF CAMP VERDE
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CAD Draftsman-Public Works Department
Job Description

DESCRIPTION: Under the direct supervision of the Public Works Director/Deputy Public Works Director; this
position will utilize computer aided design drafting software together with skills in planning, designing, and drafting
plans for wastewater utilities and infrastructure, roadway construction, grading and drainage projects, and various
utilities/infrastructure to draft plans for municipal construction. The CAD Draftsman will interact with other
employees and members of the public at all levels, including engineers, surveyors, supervisors, managers, and
skilled trade workers.

CLASSIFICATION: This is a temporary, non-exempt, full-time, classified position with full benefits.

ESSENTIAL FUNCTIONS: Essential functions, as defined under the Americans with Disabilities Act, may include
the following tasks, knowledge, skills and other characteristics. This list is ILLUSTRATIVE ONLY, and is not a
comprehensive listing of all functions and tasks performed by incumbents of this classification.

TASKS:

* Prepares civil engineering drawings using Autodesk and AutoCAD software for wastewater and sewer,
reclaimed water, roadway & paving, grading & drainage, and water treatment systems.

» Calculates dimensions, square footage, slopes, profile elevations, and quantities for use in project plans and
estimates. Prepares paperwork for quotes and bids. Meets with contractors in field with the project engineer
to monitor construction and discuss quotes or bids.

* Aids in performing topographic surveys as required that are related to civil engineering design and
construction.

* Develops topographic survey data into survey mapping to be utilized in plan design, compiles detailed
construction drawings utilizing engineer’s sketches and instructions, municipal specifications and design
criteria, and corrects the plans once red-lined by the engineers.

¢ Drafts as-buiit drawings utilizing original construction drawing files and survey data; prepares final drawings
for printing and records.

* Responsible for keeping record drawings properly organized and filed or archived.

KNOWLEDGE, SKILLS, AND ABILITIES:

* Knowledge of materials, specifications, and methods involved in the construction or repair of municipal
wastewater and sewer systems, water systems, highways, roads, and drainage projects.

» Knowledge of the practical application of engineering science and technology. This includes applying
principles, techniques, procedures, software and equipment to the design and production of civil engineering
project plans and specifications. Must have adequate technical skill to produce precise technicai plans,
blueprints, drawings, and models,

» Knowledge of math, aigebra, geometry, statistics, and their applications. Must have good oral and written
communication skills including proficiency with Microsoft Office.

s Knowledge in the use of up-to-date AutoCAD 3D software.

» Must also have skill in reading and understanding maps and plans relating to municipal wastewater and sewer
systems, highways, roads, and drainage projects.

e Skills must include rudimentary experience with surveying for performing topographic surveys with the project
engineer related to civil engineering design and the construction and drafting of maps and plans.

= Skillin drafting concise, clear, and understandable construction notes and plans.



=  Skill and knowledge in manual drafting principles.
o  Skill in completing required logs and reports.

¢ Knowledge of current Maricopa Area Government (MAG) standards.

PHYSICAL REQUIREMENTS: This classification is in an office environment requiring mostly sedentary activities
for the majority of the workday with an occasional requirement to work outdoors at construction or survey sites, or
indoors in offices and/or in testing labs. Working outdoors will expose candidate to varying types of weather. Some
work may be at or near wastewater treatment facilities, busy highways and/or construction sites. Designers/Drafters
can offset most hazards with safety precautions, safety education, and appropriate dress. This classification
involves work that requires the ability to traverse uneven terrain while performing tasks, climb ladders and stairs,
traverse elevated catwalks/surfaces, perform repairs on and or measure equipment, and lifting heavy objects up to
60 pounds,

MINIMUM REQUIREMENTS: The equivalent of a high school diploma or GED and an Arizona Driver's license.
Applicants must have a minimum of a two year experience in the use of Autodesk and AutoCAD software doing
civil engineering drafting (three years’ experience preferred). Applicants must have a minimum of two years’ work
experience in a field related to civil engineering including roadway, drainage, water and wastewater design and
drafting, similar project construction and/or operations. Applicants who possess an associate’s degree in civil
design/drafting are highly preferred.

Prepared by: Troy Odell 06/02/2015

Employee Signature Date




Town of Camp Verde

Meeting Date: July 1, 2015

[ 1 Consent Agenda X Decision Agenda [] Executive Session Requested

(] Presentation Only ~ [[] Action/Presentation  [_]Work Session Agenda

Requesting Department: Administration

Staff Resource/Contact Person: Russ Martin

Agenda Title (be exact): Discussion, consideration, and possible approval of the Town of Camp Verde Personne! Manual.
List Attached Documents:

1. Employee Manual with complefe proposed changes from staff committee and council work sessions.
2. Minutes from 3-19-2014.

Estimated Presentation Time: 5 minutes

Estimated Discussion Time: 15 minutes

Reviews Completed by:

= Department Head: Russ Martin

X Town Attorney Comments: Attorney has reviewed and is satisfied with agreed upon changes made.
[]  Finance Department: N/A

Background Information:

Staff has completely revamped the version o ensure the proper version is being considered along with the changes
as made throughout the process. This is prepared for adoption from the last work session where we went through
each section, minutes are attached for a reminder on the thoroughness of this review over a year ago. Changes
need to be made regularly to the manual to reflect new laws and better practices as they will require us most certainly
to do this again soon. The one change that has been made since those work sessions was to the definitions of fufl-
time employee, reflecting the Affordable Care Act requirements, 35 hours down to 30 hours.

Recommended Action (Motion):

Move to adopt the Town of Camp Verde Personnel Manual.



Memo

To: Mayor and Town Council
From; Russ Martin, Town Manager
Date: June 19, 2015

Re: Personnel Manual

I'am sending the final version that was corrected following a March 19, 2014 meeting.
After which we prepared for adoption a year ago. However, other circumstances made this
difficult and we are way past that time now and need to consider final adoption of the
updates to Personnel Manual. | believe we have made the changes directed by the March
2014 meeting and are ready to adopt.

We have included the meeting minutes and “redlined” version. If there are areas where we
made an error in correction please let me know as soon as possible so we can prepare it for
July 1% agenda.

Finally, why are we getting this now ahead of normal agenda schedule? | remember having
the request to review this ahead so to ensure all had a chance to review the final changes
more than one week normally provides.

Thank you for your time reviewing this and again if we made an error please let us know as
so00n as possible so we can correct it.
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Harold Herrington, representative from Yavapal Coliege addressed Councl, first bydaﬁfin
competition in this matter as both parties are working toward the same cause. Hemington sta the numbers
presented to Council did not accurately reflect the amount of funds that are distributed d toffie Verde Valley

\C@fus, as 2 years prior o the information presented, $20 million was spent on the Clarkdale campus, which
Now | too&ue because envoliment has dropped. Herrington stated that it is-tfie colleges purpose fo put students
in front of teathers and work fo have that done on a constant basis. He fiotad that over 1/3 of student enroliment
has tumed fo onlifee classes in the past 3 years; the college Mﬂdm enroliment levels. Sedona campus
was given as an examgr:;ch the coliege invested in af5cility located in an area that the City of Sedona
owned at the ime. That propérty since has sold to ma/nﬁv’ate individual and the college does not have legal access
o parking or even entry to the facility-at this currenf time. Herrington assured council that the college wanted 1o
hear from the Town of Camp Verde regaiing its needs and asked when Yavapai College ever denied a request
to provide a continuing education fo | mrnun‘lty-mgmslzrs.

Linda Buchanan, reside amp Verde and a 1992 graduate ol Yayapai College, descritad her personal
experiences and ips endured while traveling from Camp Verde to the Clarkdale campus. Buchanan
informed C%ud%at she graduated and has since become an instructor with ai College and had worked
out of the Camp Verde facility when the Coflegs had a site at the abandoned sc iding. The buikding was
not best condition but it served a purpose. She noted that the travel time to the P
nutes and about the same as travelling to the Clarkdale Campus. She recognized Yavapai
agresments with other universities that allowed her to pursue her education and begin her career,

Council called for a 10 minute recess at 7:37 p.m. The meeting was reconvened at 7:45 p.m. \

B. Discussion of and possibie direction to staff relative to the Town of Camp Verde Parsonnel Manual. Hote:
Council may make motions to accept, deny, or recommarid changes to any or all of following Chapters
and/or Chapter Sections in the Personnel Manual: Chapier 1 - General Employment Rights &
Responsiblitties; Chapter 2 - Employment Process: Chapter 3 - Compensation; Chapter 4 — Employment
Benefits Chapter 5 — Work: Rules; Chapter 6 - Employes Development; Chaptor 7 - Safety and Healih; and
Chapter § — Tormination of Employment. Staff Resource: Russ Martin

In answer to Council questions, Martin explained ihat Council was receiving the same document without previous
Council suggestions because he was not sure that he had a good understanding that there was a consensus on
many of the items. He suggested that we needed to come up with a better process during work sessions so that
gvaryone was on the same page, noting that the minutes indicated several areas in which there was no clear
agreement. In answer to Council questions about the cosi of some of the items that were supposed fo come back
to Council before a decision could be made, Martin advised that he could not remember the associated cost, but
would get back to Council before they approved the Manual. Members discussed and appeared to agree fo the
need to see a final draft with all the changes outlined in red bafore they would consider approval. Councilor
Gordon noted several grammatical and typographical errors throughout the document that should be corracted.

Mayor German advised that they would review the document chapter-by-chapter and that members should
address their concems in each section.

Chapter 1 - Mayor German and Councilors, Jones, Whatiey, George, and Gordon agreed to accept Chapter 1.
Vice Mayor Baker and Councilor Garman opposed.

There was a lengthy discussion regading the proposed changes in Section 1-2-8.3, Use of Public/Town-owned
Vehicles with the addtion of “or is an emergency services smployee with less than a 30-minute response time
back to the city limits". Councilor German and Vice Mayor Baker were vehemently opposed to the addition, nofing
that citizens had come before Council on several occasions opposing this.

Marshal Gardner gave several examples of the need for allowing take-home vehicles for those that live outside
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the Town limits. She explained that the Animal Control Officer (ACO) lives in Rimrock and takes calls after hours.
She has been using her personal vehicle. She said that we would not want to place an injured animal in the
CVMO vehicles or your personal vehicie. She said that staff does not make much money, but they care about the
community and they care about providing service. She said that the agony was unnecessarily prolonged for the
citizen and the animal. She noted that the ACO no longer answers her phone when off duty.

Gardner explained that recently, there was a fatal accident at I-17 and SR 260 and that an officer had to pass by
the accident to get to the Marshal's Office to get his vehicle. She safd that it was her goal fo protect and serve the
citizens and that without take-home vehicles, the public will suffer from the lack of 2 quick response to their
needs. She also explained that she does vehicle inspections and that when an officer has 24-hour control of their
vehicle, they can then be held accountable for the wrappers left inside and for the condition of the car. In answer
to questions, she advised that they have 20 officers on staff right now and that typically 2 o 3 officers are on duty
at one time. She also advised that they do not have sufficient storage room to house the vehicles. She advised
that an officer is considered on duty when he or she leaves in their patrol car from home.

Sgt. Steven Butler advised that he is a 20-year veieran who gives 150%, lives in Cottonwood, and was the officer
that had to pass by the fatal accident in his personal vehicle. He had an 18-minute drive to work and it ook him
10 minutes to get his unmarked patrol unit ready before he could to tend to the family members at the fatal
accident. He also responded to a ‘man down’ scene near the casino in his personaf vehicle. He was never told
when he took the job that he would be required to five In Camp Verde. He said that he had read the Town policy
before he came to work for the Town. He sald that he had worked for the City of Cottonwood and the Yavapai-
Apache Nation Police and that take-home vehicles never was an issue with two prior administrafions and that it
was never an issue. Council members corrected this statement, noting that it has always been an issue in Camp
Verde and the take-home vehicle policy is clearly stated. Butier disagreed and thanked Council for their time.

Council questions as to whether a peace officer is on duty 24 hours and permitted by law o stop and render aid in
their personal vehicles when necessary were unanswered.

Mayor German advised that this would come back to Council for a public hearing and that this is the way the
political process works.

Councilor Jones said that we had several meetings and asked if this matter could be delayed because we had
spent a ot of time on this one issue and everyone was upset. Jones suggested that they either say ‘yes’ or ‘no’ to
the entire document instead of going through sach chapter. Council members agreed that they were ready to
move forward.

Mayor German said that they would be presenied with a final document with all the changes and they could
address matters at that time. Baker said that we had done this several imes and Council should already have a
final document in front of them at this meeting that had all the changes that were previously discussed. She said
that this should be the final step in giving the Manager direction to come back with the final document. She asked
Martin if this was the process.

Martin responded that ironically, this is what he was spaaking to at the start, wherein, there was no clear direction
from a majority of Council. He said that it made it difficult fo manage with all these differing opinions. Baker
responded that this is exactly what we are doing.

Publlc Input

Cheri Wischmeyer said that CVMO has never been allowed take-home vehicles if they lived outside the Town
limits, noting & primary reason is the increased liability axposure ta the Town. She said that the officers who live in
Prescott and Prescott Valley would use a lot of gas, increase maintenance, and put many unnecessary miles on
the new vehicles resulting in the nesd for vehicle replacement at a much Quicker rate. She was very upset that
this matter was being discussed in the Personne! Manual after the public had made it very clear that this was



unacceptable. She said had it been clear on the agenda that this was being considered again, that more people
would have been at the meeting. Councilor Jones noted that people have access to the agendas at the Library
and on the Town website. Wischmeyer said that this was a very big deal to the public and that Council should not

approve it
There was no other public input.

Mayor German and Councilors, Jones, Whatley, George, and Gortdon agreed to accept the change. Vice Mayor
Baker and Councilor German oppesed.

Chapter 2 - was approved by all Council members with no objections.

Councilor German rerninded Council that they had agreed that the changes to Section 2-3-1.A would apply to
non-department head positions only. The change was “After all intemal recruitment options had been exhausted
through the job posting program,” added to the first paragraph. All Council agreed to add ‘non-depariment head

positions only'.
Chapter 3 - was approved by all Council members with no objections.

Councilor German noted that Section 3-1-2.8.2.d had Town MarshalHR Director. Al Councll members agreed
that the Human Resource Director should have its own line.

Mayor German noted that the Manager was supposed to bring back the associated costs with the changes to
Section 3-7-1.B Holiday Pay. Martin said that he would provide this information before the Manual is approved.

Public input
Debbie Hughes suggested that Section 3-6-1 include that the holiday hours were to be included in the overtime

calculations. Marfin explained that this was addressed in Section H.

Marie Moore explained that because an employee only eams 3.3 hours per pay period for holiday pay, there are
many times that vacation has to be used instead of holiday pay or not receive a full paycheck. She asked if
Coungil could consider starting the year with the 88 holiday hours as opposed to the way it is done now. Martin
recommended leaving it as is.

There was no other public input.
After discussion, Council members agreed to leave vacation hours as an accrugl process.

Councilor German noted that Council members had previously agreed that Secfion 3-7-3 should not be deleted.
All Council members agreed.

Chapter 4 - no consensus was faken. However, Councilor George was opposed to Section 4-10-3.E and Baker,
German, and Jones were opposed to Saction 4-12-4.D.

Council discussed Section 4-10-3.E, the addition of *Upon hire an employee may be given years of service credit
only for the purpose of accruing the proper level of leave commensurate with experience” at langth. Members
agreed that it should be for Exempt positions only; that it was at the discretion of the Manager; and that
experience brought could not exceed 12 years. Counclior George opposed, as he felt it shouid be applicable to ali

employees,

Public Input
Debbie Hughes advised Council that some people come in with 10 years of experience, but that it could be one or
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two different places. She suggested that Council consider continuous experience.

There was no other public input.

Council also discussed at length Section 4-12-4.D, the addition of "Employees that are retired through the Public
Safety Retirement System and therefore inefiglble to participate in the ASRS of PSRS, the Town will match up to
3% for aternate plans.” Discussion included the perception of ‘double dipping' since the Town was required to
pay 17% info PSRS even though the employee received no additional benefit. Vice Mayor Baker and Council
members, Jones and German opposed this addition.

Public Input
Commander Gimt said that Council should take info consideration that he came back to work because of his

divorce since his former wife gets half of his retirement. He said that he is committed to Camp Verde and he
wants to be assured that Camp Verde is commitied to him. He said that he puts his own funds away and he
wants to leave here with something that Camp Verde contributes. He said that he bought into the process and he
wants the Town to buy into the process as well.

Cheri Wischmeyer said that there were aliematives that employees could contribute pre-tax and that would not
require an additional contribution from the Town.

There was no other public input.

Martin said that the issue is the Town contribution, which is an additional 3% cost in order to attract qualified
employees.

Chapte: 5 - was approved by Council members with Baker and Councilor German opposing.

Council discussed Segtion 5-1-1 Normal Work Week Hours at length. Martin explained that it should be up to the
department heads to determine the schedule for their staff, noting that many departments already have differing
schedules. Baker and German felt that it was too broad and that it should be up to Council to set the work hours
as a matter of policy. They were disturbed that some departments are not adequately staffed during normal work
hours. Martin did not understand the problem and explained that many departments, such as the Sewer, CYMO,
Meaintenance, and Street Departments required differing schedules due to many different factors. German and
Baker agreed, but felt that other departments should work the same schedules to serve the public.

Public Input
Debbie Hughes felt that Section 5-8-7 dealing with the Hearing Officer process should not be struck. Af Councif
members agreed that iis Section should remain in the Personnel Manuel,

There was no other public input.

Chapter 6 — was approved by all Council members with no discussion or objections.

Chapter 7 - was approved by Council members with no change to Saction 7.3 Smoking, with Whatley, George,
and Councilor German opposed.

Gordon was opposed to changing Section 7-3 from Smoking to a Tobacco Free Work Place. Mayor German, Vice
Mayor Baker, and Councilors Jones and Gordon in agreement to leaving this section as it is,

Chapter 8 — was approved by all Council members with no discussion or chjections.



Town of Camp Verde, Arizona
Personnel Manual

77,

‘FIssy,
27
19774,

11474,
)

18y

[}
(Lo

gt

Draft Version 04-2014



FORWARD

The Town of Camp Verde, Arizona personnel policies have been designed, revised, approved,
and implemented to provide each Town employee with a clear and concise understanding of the
policies by which the Town strives to operate, as well as the conditions under which employment
with the Town is accepted, expected, and/or continued. Knowing your responsibilities to the
Town and understanding your rights and privileges will serve to optimize your working
conditions, while resulting in an enjoyable, professional, safe, and efficient workplace
environment.

The Town Council has the sole authority to authorize amendments or additions to this Personnel
Manual (Manual). Each employee shall be advised of amendment(s) or addition(s) and shall
immediately adhere to the new policy(ies). No employee, Department Head, or Council Member
is authorized to make any oral representations of promises that vary from the provisions of this
Manual or that vary from the departmental rules and regulations (if any) applicable to that
employee’s department. Any such oral representations or promises are hereby declared to be null
and void and should not be relied upon by any employee(s). Neither this Manual, nor the
personnel policies create an employment contract with employees.

Violations of these personnel policies will be considered a serious matter and may result in
disciplinary and/or other administrative action.

PERSONNEL POLICIES & PROCEDURES

SECTION 1 - PURPOSE
These policies were developed to provide:

1) A written set of guidelines on which Human Resources might base decision(s);

2) A means of communication with employees, supervisors, and directors;

3) A framework for consistency and fairness in recruitment, selection, placement,
promotion, retention, and separation of Town employees based upon employee
qualifications for a position;

4) A method in which to promote the Council’s philosophy;

5) A tool to assist Managers in the development of sound management practices and
procedures; and

6) A means of protecting the legal interests of the Town in compliance with Federal and
State laws.

SECTION 2 - SCOPE

A) These policies and procedures apply to all Town employees and volunteers, except
elected officials, Boards and Commission members, and other personnel as designated by
the Council.

B) In the event of conflict between this Manual and the Town Code, ordinances, resolutions,

and/or State or Federal law, the terms and conditions of the Town Code, ordinance,
resolution, State, or Federal law shall prevail.
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SECTION 3 - AMENDMENTS AND REVISIONS

A) Amendments and revisions to this Manual may be proposed to the Town Council through
the Town Manager. The Council may, at its sole discretion by ordinance and/or
resolution, change, amend, repeal, or modify this Manual at any time with or without
notice other than agenda postings as required by law. Amendments and revisions to these
policies become effective upon their adoption by the Town Council as provided by law.

B) Amendments to this Manual may be adopted by a majority vote of the Town Council at
any public meeting of the Council, after the proposed amendments have been submitted
to the Council for consideration. Amendments and revisions may be proposed and
adopted on the Consent Agenda.

SECTION 4 — PERSONNEL POLICY ADMINISTRATION

Administration of the personnel policies is the responsibility of the Human Resources Director
and/or the Town Manager.

SECTION 5 - DISCLAIMER
None of these provisions shall be deemed to create a vested contractual right for any employee or

to limit the power of the Council to repeal or modify these rules. The policies are not to be
interpreted as promises of specific treatment.
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The Town of Camp Verde provides equal employment opportunities to all employees and applicants
without regard to age, race, religion, national origin, gender, sexual orientation, veteran status, disability, or
political affiliation in accordance with applicable Federal laws.

The Town complies with applicable State and Federal laws governing non-discrimination in employment.
This policy applies to all terms and conditions of employment, including but not limited to, hiring, placement,
promotion, termination, layoff, recall, transfers, and leaves of absence, compensation and training.

The Town also provides equal treatment for disabled employees who are able to perform, with reasonable
accommodation, the essential tasks of the position. The town is not required to make such accommodation
if it would impose an “undue hardship” on the business of the town. Undue hardship is an action, which
would require significant difficulty or expense in light of the town’s size, financial resources, and nature of
the operation involved.

Violations of this policy may be cause for the full range of disciplinary action, up to and including
termination.

The Equal Employment Officer (Human Resources Director) shall undertake the following actions to ensure

equal employment opportunities in the Town:

A) Periodically review all position qualifications and descriptions to ensure requirements are relevant
to the tasks to be performed and make recommendations as needed to delete requirements not
reasonably related to the tasks to be performed.

B) Ensure that pay and benefits depend upon position responsibility and, along with overtime work,
are administered on a non-discriminatory basis.

C) Inform and provide guidance to staff and management personnel who make hiring decisions so
that all applications for selections, promotion and termination, including those of minorities and
women, are considered without discrimination and all applicants be given equal opportunity
regardless of race, color, national origin, sex, age, disability or status as a veteran in accordance
with applicable federal laws.

D) Create a pool of qualified candidates to encourage diversity and ensure equal employment
opportunity in hiring. The following practices for listing jobs will be followed under the Equal
Employment Opportunity Officer’s direction:

1) Regular full time jobs must be open for a minimum of 10 working days.

2) Jobs must be advertised to the broadest audience available and appropriate for the position.
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E) Provide orientation for new employees that specifically emphasize how the Town assures equal
opportunity and encourages all employees to avail themselves of equal employment services.

F) Distributes the Equal Opportunity Policy to employees, contractors, and suppliers.

Q) Include an equal employment opportunity phrase on applications and job announcements.

The Human Resources Director shall serve as the Equal Opportunity Officer to carry out the Equal

Employment Policy and Program.

A) The Equal Employment Opportunity Officer shall be the focal point for the Town’s equal opportunity
efforts and shall advise staff and management personnel in all matters regarding implementation of
and compliance with the Equal Employment Opportunity Policy and be responsible for the
successful execution of the program, utilizing the assistance of appropriate state and community
agencies.

B) The Equal Employment Opportunity Officer will have the responsibility to examine existing internal
policies and procedures that may serve as barriers to implementing the Equal Employment
Opportunity Program.

The Town of Camp Verde strictly prohibits any form of unlawful employee harassment based on race,
color, religion, sex, national origin, age, disability, status as a veteran or status in any group protected by
federal, state, or local law. Harassment is unwelcome conduct that is based on race, color, national origin,
disability, or age. Such harassment is unlawful if:

a) The offensive conduct is a condition of continued employment, or

b) The conduct is severe or pervasive causing a work environment that a reasonable person
would find intimidating, hostile or abusive.

State and Federal discrimination laws also protect employees against retaliation by other employees for
complaining about discrimination, participating in an investigation relating to the dis crimination laws, or
proceeding under such discrimination laws including the filing of a discrimination charge or lawsuit.
Improper interference with the ability of the Town’s employees to perform their expected job duties will not
be tolerated. Each member of management is responsible for creating an atmosphere free of discrimination
and harassment, sexual or otherwise. Further, employees are responsible for respecting the rights of their
co-workers.

With respect to sexual harassment, the Town prohibits the following:
A) Unwelcome sexual advances, requests for sexual favors and all other verbal or physical conduct of
a sexual or otherwise offensive nature, especially where:
1) Submission to such conduct is made either explicitly or implicitly a term or condition of
employment:

2) Submission to or rejection of such conduct is used as the basis for decisions affecting an
individual's employment; or
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3) Such conduct has the purpose or effect of creating an intimidating, hostile, or offensive work
environment.

Offensive comments, jokes, innuendoes, and other sexually oriented statements. Example of the
types of conduct expressly prohibited by this policy include, but are not limited to, the following:

1) Touching, such as rubbing or massaging someone’s neck or shoulders, stroking someone’s
hair or brushing against another’s body;

2) Sexually suggestive touching;

3) Grabbing, groping, kissing, fondling;

4) Violating someone’s “personal space’;

5) Lewd, off-color, sexually oriented comments or jokes;

6) Foul or obscene language;

7) Leering, staring, or stalking;

8) Suggestive or sexually explicit posters, calendars, photographs, graffiti, cartoons;
9) Sexually oriented or explicit remarks;

10) Questions about one’s sex life or experience;

11) Repeated requests for dates.

Education

The Human Resources Department shall be responsible for formally notifying all employees,
Department Heads, elected or appointed officials, volunteers, and contractors/vendors of the
existence of this policy. The Human Resources Director shall periodically conduct training on the
topic of offensive behavior/harassment, and attendance will be mandatory for all employees and
will be offered to elected or appointed officials and others.

Implementation

The Town Manager and the Department Heads are responsible for creating a productive work
environment in which offensive conduct or harassment is completely out of place; taking immediate
and appropriate corrective action in response to any confirmed violation of this policy; and assuring
that no reprisals are taken against those who complain or against corroborating witnesses.

Enforcement
The Town is committed to promptly and thoroughly investigate each complaint and take immediate
and appropriate corrective action on all confirmed violations of this policy. The Human Resources
Director is responsible for auditing the operation of this policy, providing the Town Manager, or
appropriate Department Head is responsible for thoroughly investigating and resolving any
complaints.
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A) If an Employee experiences any job-related harassment based on sex, race, national origin,
disability, or other protected factor, or believes that he or she has been treated in an unlawful,
discriminatory manner, the incident should be reported promptly to a Department Head, the Human
Resources Director, or the Town Manager, who will immediately investigate, as necessary, to
determine the cause of the complaint and work with the employee to affect an equitable solution.
Every effort shall be made to resolve the difficulty at the lowest level practicable. The complaint will
be kept confidential to the maximum extent practicable.

B) All other employees, including supervisors, managers, or directors, who become aware of possible
harassment of an employee, either as a result of having received a complaint directly from the
employee, from any other reliable source of information, or from his or her personal observations,
shall report the situation to a Department Head, the Human Resources Director, or the Town

Manager.

A) The goal will be to investigate any such complaint promptly and thoroughly.

B) If the Town determines that an employee has harassed another individual, appropriate disciplinary
action will be taken against the offending employee, up to and including termination of
employment.

No reprisals of any kind by any employee or manager shall be taken against an employee because that
employee has asserted a complaint or because that individual has reported, witnessed, or has assisted in
any way in the investigation of a harassment complaint.

At the option of the employee, the State of Arizona Attorney General Civil Rights Division, 1275 West
Washington, Phoenix Arizona 85007 or the Federal Equal Employment Opportunity Commission, 3300 N.
Central Avenue, Suite 690, Phoenix Arizona 85012 may be contacted for assistance.

The Following actions shall be undertaken to achieve employee job satisfaction and fair treatment:

A) Assure that there shall be no discrimination with regard to training and educational opportunities,
upgrading, promotions, layoffs, and termination of any employee. Any action that might adversely
affect employees in accordance with State and Federal laws shall be brought to the attention of the
Equal Opportunity Officer.

B) Actively encourage employees to increase their skills and job potential through training and
educational opportunities. Offer guidance and counseling in developing programs tailored to
individual aptitudes and desires, taking full advantage of programs offered by State and Federal
agencies and other appropriate programs.
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The Town recognizes its responsibilities to comply with and ensure that equal opportunity and non-
discrimination policies of State and Federal agencies with which it conducts business are carried out in
compliance with Executive Order No.11246, as amended.

A) Equal Employment Opportunity Policy: The commitment to ensure equal employment opportunity
for all employees and appointed officials to the full extent of State and Federal law.

B) Equal Employment Opportunity Program: The written results-oriented program specifically set forth
in this policy detailing the steps to be taken to ensure equal employment opportunity.

C) Equal Employment Opportunity Officer: That person designated by the Town Manager who is
responsible for meeting the obligations and requirements of the Equal Employment Opportunity
Policy and Program.

As employees of the Town of Camp Verde, we must manage our personal and business affairs so as to
avoid situations that might lead to conflict, or the appearance of conflict, between self-interest and our duty
to the Town, to the persons served by the Town and to the general public.

Common sense and good judgment will dictate the proper course of action in most situations. However, if
there is a question of even a slight conflict with our Code of Conduct, others will tend to exaggerate it. The
best policy is to resolve such questions by addressing them at the outset so they will not become
embarrassing problems later. Such matters can easily be addre ssed by discussing them with the
Department Head or Human Resources Director. Handling these matters in this manner should avoid any
occasion for disciplinary action. However, any violation of this Code of Conduct may result in disciplinary
action. Depending upon the severity of the violation, such disciplinary action could include any one or a
combination of the following: oral warning, written reprimand, probation, and/or suspension or discharge.
Situations may arise that have not been directly addressed in this Code of Conduct. The final resolution of
such situations rests with the Town Manager.

A) Employees should perform official duties diligently, conscientiously and to the best of their ability,
remembering that they are public servants.

B) Employees should always perform their duties with courtesy and respect for the public and for co-
workers and without bias or prejudice, manifested by words or conduct, based upon age, race,
religion, national origin, gender, sexual orientation, veteran status, disability or political affiliation.

C) With support from the Town, employees should seek to maintain and improve their personal and
professional growth and development and that of their co-workers through cooperation and
participation in training and educational programs relevant to their duties and through any licensing
or certification required for their position.

D) Employees should perform their duties impartially in @ manner consistent with law and the public
interest, unswayed by kinship, position, partisan interests, public pressure or fear of criticism or
reprisal.
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Employees should bring to the attention of their supervisor any information that, by its nature or
inference, could disclose or cause to be addressed any condition or situation that is detrimental to
the image of the Town of Camp Verde or that they regard as a threat of liability, a threat to safety,
or a breach of law. The Town will not retaliate against any employee who makes such a disclosure
in good faith. Resolution shall be pursued in accordance with the provisions of applicable local, and
State and Federal law.

No employee should use or attempt to use his or her official position to secure unwarranted
privileges or exemptions.

No employee or a member of the employee’s immediate family should accept, solicit, or agree to
accept any gift, favor, or anything of value with the understanding that the official actions,
decisions, or judgments of any employee will be influenced.

No employee should request or accept any fee or compensation beyond that received by the
employee in his or her official capacity for advice or assistance given in the course of his or her
public employment.

Each employee should use the public resources, property, and funds under the employee’s control
responsibly and for the public purpose intended by law and not for any private purpose.

Every employee has an obligation to diligently identify, disclose, avoid, and/or manage conflicts of interest.
Potential conflicts of interest exists when an employee or an employee’s immediate family may be directly
financially impacted, whether favorably or detrimentally, by a decision made by the Town of Camp Verde in
which the employee participates. Even if no abuse of position actually occurs, a conflict of interest or its
appearance can seriously undermine the public’s confidence and trust in the Town'’s governmental system.

A)

Outside Contracts: Employees and their immediate family members should not enter into any
contract with any component of the Town government for financial gain apart from an employment
appointment without full disclosure and satisfactory management of any potential conflict of interest
in accordance with policies established by the Town of Camp Verde.

Nepotism: Employees should not be involved in the decision to hire or in the supervision of any

member of their immediate family.

1) Immediate family or employees who reside in the same household, will be allowed to work in
the same department, and neither will be required to transfer or terminate employment, as long
as neither is in a position that requires supervising the other.

2) Ifa supervisory responsibility is involved, then the affected employees will determine which of
them will transfer or resign in order to ensure compliance with this policy. The Town will assist
in exploring transfer opportunities to like or similar positions for either employee.

3) Ifno transfer opportunity exists after 90 days, one of the e mployees will be required to resign
employment with the Town.
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4) For purposes of this policy, immediate family members and relatives is defined as spouse,
daughter (in-law), son (in-law), parent (in-law), brother (in-law), sister (in-law), niece, nephew,
uncle, aunt, stepchildren, stepparents (in-law), grandparents or grandchild of an employee or
other legal dependent of an employee or the employee’s relatives.

Business with Private Party or Vendor: Employees should not participate in decisions regarding
conduct of Town business with any private party or vendor by whom the employee or an immediate
family member is employed or is actively seeking employment.

Acceptance of Gifts, Gratuities, and Hospitality: Employees should not accept gifts, loans,
gratuities, discounts, favors, hospitality, services, or other compensation under circumstances from
which it could reasonably be inferred that a major purpose of the donor is to influence the
employee in the performance of duties. Examples of acceptable courtesies include a meal for
speaking at a meeting or event; floral offerings or gifts of food to commemorate events such as
iliness, death, birth, holidays, and promotions; or a sample or promotional gift of nominal value
($25 or less).

While the Town of Camp Verde does not oppose employees engaging in outside employment,
each full-time employee should consider his or her position with the Town of Camp Verde to be
his/her primary place of employment. The outside employment of part-time employees may also
reflect on the Town. Therefore, the Town of Camp Verde will oppose outside employment when it
interferes with any employee’s duties with the Town of Camp Verde, involves a potential conflict of
interest, or compromises the integrity or credibility of the Town. Consequently, in addition to conflict
of interest situations addressed above, employees should avoid:
1) Outside employment with an entity that conducts business with the Town or requires the
employee to have frequent contact with entities that regularly do business with the Town
without full disclosure and satisfactory management of any potential conflict of interest.

2) Outside employment that cannot be accomplished outside of the employee’s normal working
hours or is otherwise incompatible with the performance of the employee’s duties by placing
the employee in a position of conflict between the employee’s role at the Town of Camp Verde
and the employee’s role in the outside employment.

3) Performance of work for any governmental entity within the State of Arizona without written
consent of both employers.

4) Outside employment that exploits official position or confidential information acquired in the
performance of official duties for personal gain.

5) Outside employment that the public may view as work on behalf of the Town of Camp Verde.

An exception to restrictions on outside employment pertains to the police. Outside employment of
police must conform to the Marshal’s Office Policies and Procedures.
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C) Due to the importance of the public’s perception of the governmental system, the Town of Camp
Verde requires that all employees who engage in outside employment disclose such work to the
Department Head, who will notify the Human Resource Director. Outside employment is subject to
review for conformance to the Code of Conduct. Employees engaged in outside employment
determined not to be in conformance may be required to cease such employment.

Employees are encouraged to engage in volunteer activities. However, employees should evaluate their
volunteer activities in the same manner as outside employment to identify any potential conflict with the
employee’s position with the Town of Camp Verde. Employees should discuss these potential conflicts with
their Department Head.

A) An employee should declare volunteer activities only if the employee believes there is some reason
of concern consistent with the spirit of this Code of Conduct.

B) All reported volunteer activities will be reviewed for appropriateness under the guidelines in this
policy by the Department Head and the Human Resources Director.

C) Should an employee disagree with the decision of the Department Head and Human Resources
Director, he/she may request an additional review by the Town Manager, whose decision is final.

Employees of the Town of Camp Verde should carry out their duties in a manner, which would withstand
public scrutiny. Some employees handle confidential court-related, law enforcement-related, or employee-
related documents, while others handle sensitive matters concerning the operation of the government.
Employees should maintain the confidentiality of these matters, ensuring information about these activities
is made public only upon appropriate authorization by the Department Head, Human Resources Director or
Town Manager.

The Town seeks to maintain neutrality concerning political matters to the extent humanly possible.
Employees of the Town of Camp Verde have a right to entertain and express personal opinions about
political candidates and issues, but when performing their duties on behalf of the Town during working
hours, employees of the Town of Camp Verde should endeavor to maintain neutrality in action and
appearance, except where an employee’s position entails political advocacy on the part of the Town.
A) Political Campaigns
1) Each employee retains the right to vote as the employee chooses and is free to participate
actively in political campaigns during non-working hours. Such activity includes, but is not
limited to, membership and holding office in a political party, campaigning for a candidate in a
partisan election by making speeches, and making contributions of time and money to
individual candidates, political parties, or other groups engaged in political activity.

2) An employee who chooses to participate in political activity during off-duty hours should not
use his or her position or title within the Town in connection with such political activities.

B) Candidate for Office
1) An employee who declares an intention to run for partisan elective office must take an unpaid
leave of absence upon filing of nomination papers, unless more than 50% of the employee’s
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salary is paid by Federal funds, in which case the employee must resign. If elected, he or she
must resign.

An employee may be a candidate for an unpaid non-partisan elective office or may be
appointed to an unpaid non-partisan office in another jurisdiction, without separating from
employment, provided that the employee otherwise complies with this Code of Conduct.

Political Activism

Employees should not engage in political activity during scheduled work hours, or when using
government vehicles or equipment, or on Town property except in the performance of their duties
on behalf of the Town. Political activity includes, but is not limited to:

1)

3)

4)

Displaying literature, badges, stickers, signs, or other items of political advertising on behalf of
any party, committee, agency, candidate for political office, or political issues sought to be
placed on the ballot.

Using official authority or position, directly or indirectly, to influence or attempt to influence any
other employee in Town employment to become a member of any political organization or take
partin any political activity.

Soliciting signatures for political candidacy or for the purpose of placing an issue on the ballot.

Soliciting or receiving funds for political purposes.

Political Discrimination: Employees should not discriminate in favor of or against any employee or
applicant for employment on account of political contributions or permitted political activities .

[TOWN-OWNED VEHICLES-PROPERTY

Vehicles owned by the Town of Camp Verde will be used for official business only.

1)

2)

Employees may, with approval of their supervisor, use their personal vehicle to conduct Town
business and will be reimbursed at the current approved mileage rate.

All employees who drive Town vehicles or drive their own vehicle on Town business must have
in their possession the appropriate Arizona driver’s license when driving on Town business.

Town vehicles shall not be used for transportation to an employee’s place of residence as a
take-home vehicle unless the employee lives within the town limits or is an emergency services
employee with less than a thirty-minute response time back to the Town limits, and is required
by the Town to commute in the vehicle for the following reasons:

a) The department assignment of the vehicle shall be to a position that is responsible for
responding to an emergency situation related to public health or safety and the protection
of property on a 24-hour basis.

b) Use of a Town vehicle to commute between home and work, under U.S. Internal Revenue
Service (IRS) regulations, is required to be reported as auto fringe benefit compensation
unless the vehicle is a qualified non-personal use vehicle. Examples of qualified non-
personal use vehicles include clearly marked police vehicles and unmarked police vehicles
used by law enforcement officers if the officer is authorized to carry a firearm, execute
search warrants, and make arrests.
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No employee of the Town shall request, use or permit the use of Town-owned clothing, equipment,
materials, or other property for the unauthorized personal convenience, for profit, for private use, or
as part of secondary employment. Use of such Town property is to be restricted to such services
as are available to the Town generally and for the conduct of official Town business.

Authorized personnel uses include taking a Town vehicle to lunch when going to and from
meetings on workdays as needed, use of a Town copy machine at cost, stopping to run personal
errands when in a Town vehicle when the destination point is in conjunction with official or
authorized business, and other nominal personal uses as permitted by the Town Manager on a
case-by-case basis.

The Town reserves the right to authorize the Human Resources Director to verify annually the
driver's license status of employees who use Town vehicles in performing their job duties.

Any Town employee who drives Town vehicles as part of their job duties and has their license

suspended or revoked must report this fact to their Department Head.

1. The employee will be automatically suspended from driving a Town vehicle followed by a
notice to the employee to explain the revocation or suspension of his/her license.

2. Aninadequate explanation could be grounds for dismissal.
If a Town employee drives Town vehicles as part of their job duties, has their license suspended or
revoked and they do not report this fact to their Department Head, this could be considered

grounds for dismissal.

Department Heads will advise the Human Resources Director and the Town Manager of such
revocation or suspension.

Complaints or allegations against employees that may be criminal in nature may be referred to an
appropriate outside agency for investigation.

So long as a professional ambiance is maintained and the productivity and safety of the employee,

nearby co-workers, the visitor or the public is not compromised, a child or non-employee of the

Town is permitted to accompany or visit an employee in the workplace in the following

circumstances:

1) Friend or family member visits are reasonable in length and frequency to the extent that it does
not compromise work productivity or customer service. It will be the Department Head’s
responsibility to monitor this activity.

2) An unexpected emergency when a minor child or legal ward of an employee has no other
available reasonably safe alternative than to stay with the employee, provided that the child
shall in no event remain in the workplace for more than four hours. If a child is contagious with
an iliness, the child will not be allowed in the workplace.

3) Occasional Town-sanctioned activities, such as bring your child to work day.
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B)

An employee should not permit children and non-employees to use Town computers and other
equipment.
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Vacancies may be filled by transfer, promotion, demotion, re-employment, or from an employment list or
other selection process established for filling that particular vacancy. , a current employee must have
completed the initial evaluation period in order to be eligible for a vacancy. After each recruitment or
promotion and subsequent appointment, the employment list established for that purpose may be
destroyed after six (6) months.

When job openings arise, qualified internal candidates will be given full consideration in filling those
openings where possible. To encourage employees to express their interest, the Town has established a
job-posting program. The program will notify employees of openings below the senior management level
and provide a method for employees to apply.

To be eligible, an employee must be in good standing, meaning that the employee’s overall work record is
acceptable, and have completed the initial evaluation period. The Town Manager may approve a promotion
or transfer for an employee who has not completed the initial evaluation period in his or her current position
upon the recommendation of the Department Head.

Employees are responsible for monitoring job vacancy notices and submitting their application forms for
jobs posted to the Human Resources staff. They are also responsible for demonstrating that they are
qualified for the open position(s).

The hiring supervisor will contact employees who may apply to discuss the job opportunity and the
employee’s qualifications. If the employee is not selected, the hiring supervisor will generally explain why.

Employees are not required to notify their supervisors when applying for a posted position in a differe nt
department. However, if an employee is a finalist for a position, the hiring supervisor will then contact the
current supervisor for, among other purposes, a recommendation.

Atter all internal recruitment options have been exhausted through the job posting program for non -

department head positions only, all Al-positions, other than temporary positions, shall be publicized to the

general public by advertisement in a newspaper of appropriate circulation; by posting announcements in

the Town building; through electronic means such as the Internet; or other methods determined by the

Human Resources Director.

A) The announcements may specify the title of the position, the nature of the work to be performed,
minimum requirements for the position, the manner of making application, salary range, and other
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pertinent information. The announcement shall indicate that the Town is an equal opportunity
employer.

B) The announcement will -be open for 10 working days and contain a closing date for receipt of
applications as determined by the Human Resources Director in conjunction with the Department
Head or Town Manager. The Human Resources Director may extend the application deadline.

C) If a position vacancy occurs within 60 calendar days of the closing date of a previously advertised
position in the same classification, the position will not require re-advertisement. If there are not a
sufficient number of qualified applications received for position openings, the position may be re-
advertised.

The Town Manager may make part-time appointments where positions require someone less than full-time.
Part-time employees hired after September 2009 are not eligible for employee benefit programs offered by
the Town.

The Town Manager may authorize temporary appointments, provided budgeted funds are available.
Temporary positions shall generally be limited to a maximum of 3 full calendar months. Temporary
positions may be extended for up to an additional 3 months. Temporary employees may apply for part-time
or full-time positions through the normal application for the general public.

An applicant is an individual who applies to the Town by completing an official Town employment
application or delivering a resume. An applicant can deliver an application or resume by mail (electronically
or U.S. mail) or in person.

A) Application forms shall be accepted for positions that are open.

B) An Applicant may apply for more than one position, provided that each position is open for
applications.

C) Application forms -require information regarding training, work experience, other pertinent personal
and employment information and employment references. Each applicant, including senior
management, must submit a completed application.

D) Each application must be signed by the person submitting the application and filed with the Human
Resources Department. All applications, together with accompanying materials, become the
property of the Town.

E) The employment process may require that applicants submit to a physical examination in

compliance with the American with Disabilities Act and/or to fingerprint background investigations
as defined in the Fingerprinting Policy.
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F) When recruiting for key leadership positions, the employment process shall require the Human
Resources Director to form a hiring committee that will be responsible for objectively evaluating
and rating the qualifications of all applicants and making recommendations of which applicants
shall move forward in the process.

The Town may reject any application that indicates that the applicant does not possess the minimum
qualifications required for the position, has made a misstatement of any material fact, or has practiced any
deception or fraud in his/her application.

Applications shall be kept active for six months and may be destroyed pursuant to ARS Retention
Schedule.

Selection techniques used by the Town are impartial, practical, and job-related, and are designed to
determine the candidate’s knowledge, skills, and abilities for the position. The examinations used may
include, but are not limited to oral, written, performance, assessment center, physical/mental fitness, and
training/experience evaluations. In addition, evaluation of past work performance, work samples, personal
interviews, and background investigations may be used in the selection process.

A) All applicants for Town employment shall be of sufficient mental and physical fitness to be able to
perform the essential functions of the positions for which they have applied. The physical and
mental fitness of individuals entering Town employment may be evaluated by physicians or
employee assistance professionals approved by the Town. Current employees may be subject to
medical examinations or inquiries when they are job-related and consistent with business
necessity.

B) Reasonable accommodations for a qualified individual with a disability shall be provided unless
provision of such an accommodation would impose an undue hardship upon the Town. The
physical and mental qualifications of entering or current employees with disabilities may be
evaluated by physicians approved by the Town.

C) Sworn police employees who belong to the Arizona Public Safety Retirement Plan must continue to
meet the physical, mental, psychological and emotional requirements for their job classifications .

Applicants selected for employment to certain positions will submit to a pre-employment drug test for illegal
drugs. These positions include police employees, positions that require a commercial drivers’ license
(CDL), and any position considered a safety-sensitive position. Potential hires who test positive for illegal
drug use will be ineligible for employment with the Town.

The hiring department develops the examination contents with assistance provided by the Human
Resources Department. Examination contents are confidential, and unauthorized disclosure to any
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candidate is grounds for discipline. In certain situations, outside consultants may be contracted to assist
with test development.

The Human Resources Department will administer the testing process unless otherwise designated to the
hiring department.

The Human Resources Department shall ensure that reasonable accommodations are made in test
procedures so that persons with disabilities can be tested in an appropriate manner.

Any person certified as a qualified individual with a disability who meets the requirements set forth in the
selection process may be given additional consideration. Proof of eligibility for the disability preference (i.e.
signed physician’s statement) must be presented to the Human Resources Department at the time of
application or examination.

Interviews may be conducted to gather information specific to the candidate’s ability to meet job
requirements. Interviewers will prepare an appropriate process that relates to the applicant’s ability to meet
educational, technical, and other requirements of the position to be filled. The focus of the interview will be
the applicant's work and pertinent non-work experience.

A) The Human Resources Director shall coordinate the interview process unless otherwise
designated to the hiring department.

B) An interview panel will be selected and confirmed by the Human Resources Director with input by
the hiring department. The panel shall generally consist of personnel who have expertise with the
technical elements of the position and other persons who can professionally contribute to the
process. A Human Resource representative will also be present. Relatives or personal friends of
the applicant will be excluded from serving on the panel. Reasonable accommodations shall be
made for disabled applicants to allow participation in the interview process.

C) The Department Head or designee and the Human Resources Director shall be responsible for the
development of interview questions and standards for measurement of candidate responses.

1) Consistency will be maintained in the questions asked of all candidates.

2) The questions must be job related.

3) Questions that pertain to race, religion, sex, marital status, or other protected classes or other
inquiries that directly or indirectly disclose such information are prohibited.

4) Inquiries about an applicant's ability to read, write, or speak a foreign language are permitted
when such inquiries are based on job requirements.

5) The Human Resources staff will provide the interview panel with copies of the applications of
final candidates prior to the interview, along with proposed interview questions and a schedule
of interviews. The Human Resources staff will also meet on an as-needed basis with panel
members prior to the interview for an orientation on appropriate interview and assessment
techniques needed to evaluate each candidate objectively.

6) Each panel member will score the candidates independently.
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7) Following the interview, the interview panel shall reach consensus and report the interview
results and recommendations to the Human Resources Director.

It is the policy of the Town to carefully investigate the backgrounds of all prospective applicants selected for
employment to ensure that the relevant facts about an applicant’s employment history and personal
background have not been misstated, either on the employment application or resume or during the job
interview.

A) After an applicant has been selected for employment, the Human Resources staff will conduct
employment verification and reference checks on the applicant. Parts of the reference check may
be delegated to the hiring department. No offer of employment shall made to the applicant selected
until the reference and/or background checks are completed and meet Town standards.
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C)B)  Certain safety-sensitive positions may-be-designated by the Human Resources Department te-will | Formatted: Normal
undergo a thorough background check -by-the-Marshats-Office- The background process will
include: 1) the completion of a background questionnaire and interview; 2) psychological
examination; 3) polygraph examination; 4) drug screening; and 5) medical examination.

BjC)  Applicants are required to sign a release authorizing the respective employer or educational
institution to release the appropriate information to the Town.

E)D)  Results of the reference check and/or background check will help determine the applicant’s fitness
for the position.

A) Any veteran who served on active duty for 6 months or longer in any branch of the United States
military, has an honorable discharge, and meets the requirements set forth in the selection process
may be given additional consideration.

B) Veterans entitled to compensation for a service-connected disability will receive consideration in
addition to the duty-served consideration.

C) Proof of eligibility for veteran or special disability preference must be submitted at the time of
application or examination.

A) Veterans’ spouses are given additional consideration if the veteran, during active duty as a
member of any branch of the United States armed forces, is either missing in action, captured or
forcibly detained by a foreign power, or has a total, permanent service-connected disability; or died
while having such disability.

B) Proof of eligibility must be submitted at the time of application or examination.
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A recommendation to hire will be forwarded to the Town Manager for final approval to extend an offer of
employment.

A) The Human-Reseurces-Departmentor-the-appropriate Department Head shall notify both the
successful and unsuccessful candidate(s) unless otherwise delegated to the appropriate
supervisor.

B) The applicant shall be notified by telephone within 24 hours of the Town Manager’s approval of the
applicant’s hiring. A completed Personnel Action Form (PAF) signed by the Town Manager
constitutes approval. The candidate will be asked to accept or reject the offer within a set number
of days.

C) If the first offer is rejected, the Human Resources Director will decide, with input from the
department, whether to hire another candidate or to re-open the position.
A) For all positions, the Human Resources Department in cooperation with the hiring department will

contact the final accepting candidate to outline, in writing, the terms of employment.

B) Personnel Action Forms will be prepared for the new employee by the hiring department.

A) The Town does not reimburse any applicant for travel costs in conjunction with the hiring process.
B) If selected, the employee pays relocation costs in full.
C) For Key Leadership positions, the Town Council may consider travel and relocation costs.

Once a candidate accepts the employment offer, all other candidates are notified that they were not
selected for the position.

The Town appreciates and values potential employees, current employees, and volunteers who assist the
Town in serving the citizens of our community. The Town believes that employees and volunteers have an
obligation to the public to demonstrate a high level of integrity and ethical standards in both personal and
official conduct. It is, therefore, the Town of Camp Verde’s policy that when hiring and appointing
employees and volunteers, steps are taken to ensure a safe working environment for our children,
employees, citizens, and visitors.

A) All potential employees, current employees, and volunteers will need to be background checked
and fingerprinted if they:

1. Are being appointed to a position that involves the supervision or working with children,
(i.e. managing, coaching, refereeing, teaching,) and/or
2. Appointed to a position that involves public safety/ security sensitive positions, and/or
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3. Appointed to a position that involves the handling of town funds, and/or
4. Discloses on their application that they have a prior criminal conviction.

The hiring department has the responsibility for insuring that fingerprints are taken and a
background investigation is completed before an employee or volunteer is appointed.
Any potential employee who is subject to the requirements of this policy and who fails to agree to

be fingerprinted shall not be offered employment with the Town.

Any volunteer who is subject to the requirements of this policy and who fails to agree to be
fingerprinted will not be allowed to volunteer for the Town.

Any current employee who is or becomes subject to the requirements of this policy and fails to
agree to be fingerprinted shall be subject to immediate termination.

All new full-time and part-time employees will be scheduled to meet with Human Resources staff on their
first day of work for general orientation. Each employee will be provided with information on employee
benefits and Town policies. Human Resources staff will distribute and explain the benefits enroliment forms
and their completion deadlines.

All newly hired employees must present evidence of United States citizenship or registration as a legally
documented worker in accordance with the Immigration Reform and Control Act of 1986. All newly hired
employees shall complete a Form I-9, Employment Eligibility Verification. All applicants for sworn police
officer positions must be United States citizens.

All Town employees-except temporary-employees; shall take the oath or affirmation as prescribed by state|
law at the time of orientation.

The hiring department provides additional information, including:

A)

B)
)
)
)

moo

o

=

Work standards and regulations

Hours of work, time sheets, leave requests;

Description and duties of the position;

Safety rules and procedures, location of safety or protective equipment;

Tour of the work area, including location of equipment, supplies, etc., and the procedures for use of
the work area materials;

Introduction to co-workers;

Schedules for lunch and breaks;

When and to whom to report absence from work;

Who is responsible for performance planning and review.
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Date of hire shall mean the effective starting date of the individual’'s employment with the Town to
determine length of service.

All new classified employees placed in full-time and part-time positions must serve a period of initial
evaluation. The evaluation period is designed to give the employee time to learn the position and to give
the supervisor time to evaluate the employee’s potential and performance.

A) All newly hired full-time employees shall be subject to an initial evaluation period of not less than 6
full calendar months of actual service during which the supervisor and employee are to evaluate
the employee’s ability to learn and do the job.

B) Part-time employees shall be subject to an initial evaluation period of 9 full calendar months.

C) The initial evaluation period for certified peace officers shall be for a period of not less than 12 full
calendar months.

D) All promotional appointments, voluntary transfers, and voluntary demotions shall be subject to an
initial evaluation period of 6 full calendar months.

E) Informal evaluations should be conducted during the course of the evaluation period to assess
performance and to advise the employee of expectations regarding performance.

At the end of the evaluation period, the employee is formally evaluated and provided written documen tation
of progress. This formal evaluation will accompany a Personnel Action Form and becomes official
acknowledgement of successful completion of the initial evaluation period. The evaluation and Personnel
Action Form will be placed in the employee’s personnel file.

A) Under unusual circumstances, the initial evaluation period may be extended. This extension is only
after a review of the situation and the employee’s abilities and demonstrated potential on a case-
by-case basis. An initial evaluation period extension is made only upon the recommendation of the
supervisor and the Department Head and approval of the Town Manager and may only be
extended one time.

B) If an emergency arises during an employee’s initial evaluation period that requires a leave of
absence, such time off, if granted, will not be considered as time worked. Granting of such time off
is solely the responsibility of the Department Head.

When the employee successfully completes the initial evaluation period, he/she will become a regular
employee. Once the employee becomes a regular employee, he or she becomes eligible to use vacation
leave accumulated from the person’s date of hire.
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During the initial evaluation period, a newly hired employee may be dismissed at any time by the
Department Head with the approval of the Town Manager, with or without cause and without any
recourse through the Disciplinary Appeals Procedure.

Written notification of the termination shall be given to the employee and a copy filed in his/her
personnel file.

Town identification cards may be issued to Town employees who may require Town identification while
working or representing the Town. The Human Resources Department is responsible for the issuance of
identification cards.

A

The card shall be carried when an employee is acting in an official capacity. The card shall be used
as identification if requested by a member of the public or another employee.

Unauthorized or inappropriate use of the employee identification card is prohibited and will result in
disciplinary action.

Each employee is responsible for possession of the identification card and to take care to protect it
from loss, theft, or misuse. If a card is lost, damaged, or destroyed, it is the responsibility of the
employee to report to the Human Resources Department so that it can be replaced.

All cards remain the property of the Town and shall be returned to the Human Resources

Department upon termination of employment or upon special request by the employee’s
Department Head or the Human Resources Department.
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The Town of Camp Verde employment service is divided into unclassified and classified service.

All employees of the Town not specifically listed, as unclassified employees, shall be part of the classified
service.

A) Unclassified employees are part of a management team designed to carry out the goals and
policies of the Town.

B) The following are unclassified employees:
1) All Town Officers appointed by the Town Council:
a) Town Manager
b) Town Attorney
c) Town Magistrate

2) All Town Officers appointed by the Town Manager:
a) Town Clerk
b) Community Development Director
c) Library Director
d) Town Marshalf
d)e)Human Resources Director
eyf) Finance Director
f)g) Parks and Recreation Director
gyh)Public Works Director/Town Engineer
i) Special Projects Administrator
RY)) Economic Development Director

C) The Camp Verde Town Code states:

1) The Town Manager and Town Attorney (if serving as an employee) may be removed from their
positions for cause or removed by the Council other than for cause, by offering severance pay
of six (6) menthsmonths’ salary. All other department heads and classified employees report to
the Town Manager and may be removed for cause.

2) The Town Magistrate shall serve for a term or either two or four years. During such term, a

magistrate may be removed only for cause.

The Town Manager will ensure the preparation and maintenance of a classification plan consisting of
descriptions of positions defined by essential tasks, qualifications, and knowledge, skills, and abilities
characteristic of the position.
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The classification plan shall be developed and maintained so that all positions substantially similar with
respect to duties, responsibilities, authority, and character of work are similarly classified and compensated,
and positions substantially different in scope complexity are appropriately classified and compensated.

A)

=

)

The classification plan may be amended from time to time by ordinance, resolution, motion, or
adoption of the Town'’s budget.

When a new position is created, the classification plan shall be amended. The Town Council must
approve any additions to the Town’s Classification Plan.

Position descriptions shall be maintained by the Human Resources Department for all regular full -
time and regular part-time positions.
Position descriptions are descriptive only and are not restrictive in nature. Examples of essential
task listed in the position description are intended only as illustrations of the various types of work
performed. The omission of specific statements of tasks does not exclude them from the po sition
if the work is similarly related or a logical assignment to the position. Supervisors may assign
different tasks to a position when the duties are similar in type and responsibility to those
described in the classification description.
The position description does not constitute an employment agreement between the Town and
employee and is subject to change as the needs of the Town and the requirements of the job
change.
When the duties or responsibilities of positions have changed significantly, the Town Manager will
ensure that the position is reclassified accordingly.
Each employee’s position description is maintained as part of his/her Personnel File.
Abolished Positions
1. The Town Council may abolish any position not established by Title 9, Arizona Revised
Statutes.
2. Employees transferred, demoted, or laid-off because a position is abolished do not have the
right to appeal.

Work Schedule Classifications

1. Full-time — An employee hired for an indefinite period in a position for which the normal work
schedule is 35-30 to 40 hours per week.

2. Part-time — An employee hired for an indefinite period in a position for which the normal work
schedule is less than 35-30 hours per week.

3. Initial Evaluation — An employee hired for an indefinite period in a position for which the normal
work schedule is up to 40 hours per week whose performance is being evaluated to determine
if further employment in a specific position or with the Town is appropriate.

4. Promotion Evaluation — An employee who has been promoted and is being evaluated to
determine if the promotion is appropriate.

5. Regular - An employee who has successfully completed his or her initial evaluation period.

6—Temporary — An employee hired for a position for which the scheduled work week can range
from any number of hours up to 40 hours, but the position is required for only a specific, known
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duration, usually less than 3 months. Employment beyond any initially stated period does not in
any way imply a change in employment status.

B) Nonexempt employees are entitled to overtime pay under the specific provisions of federal and
state laws. A nonexempt employee devotes most of his or her hours to activities that are not
managerial, administrative, or professional.

C) Exempt employees are excluded from specific provisions of federal and state overtime wage and
hour laws and are not entitled to overtime pay. An exempt employee devotes most of his or her
hours to activities that are managerial, administrative, or professional.

Itis the policy of the Town to establish a compensation system that will allow the Town to effectively
compete for qualified personnel and to ensure that salaries are equitable and commensurate with the
duties performed by each employee. All employees are paid a salary or wage established for a job
classification under the Classification and Salary Plan adopted by the Town Council. In arriving at rates or
ranges, consideration is given, but not limited to prevailing rates of pay for similar work in other public and
private employment arenas of similar size and environment, as well as the Town'’s financial condition and
other relevant factors. The Town Manager shall direct such further studies of the salary plan as may be
requested or approved by the Town Council. Compensation is stated in terms of monthly salary or hourly
wage.

New employees will ordinarily be paid the minimum rate to mid-point rate in the appropriate salary range.
When circumstances warrant, the Town Manager may authorize new employment or re-employment at
other than the minimum rate dependent upon the experience and qualifications of the individual being
hired.

General salary increases, adjustments, or modifications may be granted at the sole discretion of the Town
Council.

A) The salary schedule shall be adopted by the Town Council in conjunction with the budgetary
process. Copies are available for-viewing in the Human Resources Department_ and on a Town
Staff shared drive.

B) Pay is an administrative decision and is not subject to appeal.
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Date of Hire/Length of Service Anniversary means the effective starting date of the individual's
employment with the Town. This date is used to determine how long an employee has worked for
the Town.

Performance Evaluation Anniversary means the date the employee began his or her employment
in the most recent position.

An employee who is promoted, demoted, or transferred will have his/her performance evaluation
anniversary date changed to the effective date of the promotion, demotion, or re-employment.

An employee returning from a leave of absence without pay will have his or her performance
evaluation anniversary date extended by the same length of time the employee was on leave
without pay.

There will be no change in an employee’s performance evaluation anniversary date where there
has been a reallocation of an employee’s position to a new classification title when there have
been no recent, abrupt, and/or significant changes in tasks and responsibilities.

An employee reinstated to the same position or a position in the same class following layoff from
the Town will have his/her performance evaluation anniversary period extended by the same length
of time as the duration of the layoff.

Performance pay adjustments are effective on the performance evaluation anniversary date.

A)

Employees may qualify for a pay increase after 12 consecutive calendar months of service in the
current classification. If service is interrupted or if the employee is promoted, a new performance
evaluation date and 12 consecutive calendar month period will begin on the date of rehire or
promotion.

Pay increases are not automatic, but must be earned by maintaining or exceeding expected
standards of performance. Pay increases depend upon increased service value of an employee to
the Town as exemplified by written recommendation of the supervisor, length of service,
performance evaluation, special training undertaken, licensing relevant to the position, or other
pertinent evidence in compliance with the adopted salary plan.

No pay increase shall exceed the maximum rate established in the pay plan for the position to
which an employee has been appointed.

If the performance evaluation reflects below average performance, action may be taken to demote,
reassign, or terminate employment for performance reasons. At a minimum, an employee whose
evaluation reflects an overall below average performance shall not receive a performance pay
increase.

A position may be reclassified to a higher-level classification, or the classification may be assigned
to a higher salary maximum. An affected employee may or may not receive a salary increase.
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F) A position may be reclassified to a lower level classification, or the classification may be assigned
to a lower salary range. An employee’s salary will be frozen if the new maximum is lower than the
incumbent’s salary. The employee will receive no salary increase until the new maximum salary is
higher than the employee’s salary.

G) The grant, or lack of grant, of a pay adjustment is not subject to review or appeal.

A) The salary plan may be amended from time to time by action of the Town Council. Amendments
and revisions shall be submitted to the Town Council through the Town Manager.

B) In the event that a salary of any position is re-evaluated by the Town Manager, and the Town
Council authorizes implementation, and results in an increased salary range for the position, the
employee shall retain his/her current salary within the range or assume the entry level step of the
new range, whichever is greater.

The purpose of the performance evaluation is to provide employees with timely reports of their progress
and allow for correction of deficiencies; to provide employees with positive recognition of strengths and
special abilities; to provide an ongoing performance record that may become part of documentation used in
making personnel decisions; to provide employees with an opportunity to discuss ways and means for
improvement; to provide a means to focus on expectations; and to provide direction for future performance.

A) Employees on initial evaluation status shall be evaluated two weeks prior to the end of the initial
evaluation period, at which time the employee shall be advised of his or her status. Department
Heads may choose to evaluate each employee more often during the evaluation period. The initial
evaluation period is not tied to the pay plan.

B) All regular full-time and regular part-time employees shall be evaluated at least once a year within
30 days of the performance evaluation anniversary date. Department heads may choose to
evaluate employees more often. The annual performance evaluation period is tied to the pay plan.

C) It is the responsibility of each Department Head to maintain a list of employee performance
anniversary dates and to evaluate employees within the appropriate time frame.

A) The supervisor is responsible for completing the performance evaluation and discussing it with the
employee. The evaluation shall be forwarded to the Department Head. The Department Head may
return it for reconsideration due to evidence of rating error, bias, or other relevant factors.

B) Completed evaluations are subject to review and approval by the Department Head, whose
determination shall be final.

C) The completed evaluation shall be forwarded to the Human Resources Department for processing.
1) If the evaluation meets the criteria for a pay adjustment, a completed Personnel Action Form
and evaluation will be forwarded to the Town Manager for his/her approval of the pay
adjustment.
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2) If the evaluation does not meet the criteria for a pay increase and is not an initial evaluation,
the evaluation will be filed with no Personnel Action Form completed.

The original employee performance evaluation and employee comments, if any, are placed in the
Personnel File and will remain filed for the length of time required by law.

Exceeds Expectations: A clear and obvious strength. The employee’s performance is definitely and
clearly superior, extraordinarily motivated and well above the expected general performance of
essential tasks set for the position.

Meets Expectations: Totally competent performance. Good solid contributor. The employee
performs consistently at the trained and qualified level of efficiency and effectiveness.

Needs Improvement: Needs development. Performance is inconsistent and fluctuates. Some
improvement required. More skill, experience, and time in the job are required to attain successful
performance.

Unsuccessful: Fails to meet minimum levels of acceptable performance. Employee does not
perform or make consistent, visible effort to achieve established performance standards.

If, after discussion of the evaluation between the employee and the supervisor, there is
disagreement about the evaluation, the supervisor's comments shall take priority. The employee
may submit a separate page that explains the employee’s disagreement and includes
documentation, if available, to support the employee’s comments.

Evaluations may be appealed within 3 working days of the completion date of the evaluation to the
next higher supervisor, with final appeal to the Town Manager or the Town Manager’s appointee.

A pay week begins every Sunday at 12:01 AM and ends the following Saturday at 12:00 midnight. There
are 26 pay periods in the year.

A

Time sheets are to be completed by all employees. Falsification of time sheets is reason for
disciplinary action.

Changes in rate, position, and status shall be supported by a Personnel Action Form (PAF)
approved by the Town Manager submitted through the Human Resources Department. The PAF |
shall be made a part of the employment history record of the employee. No salary change shall be
implemented unless accompanied by an approved PAF.

Payroll records shall be maintained by the Town for a minimum of seven years.

The Finance Department is responsible for answering inquiries concerning payroll matters.
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Town employees are paid biweekly. If a pay date falls on a holiday, the day of pay shall be the last working
day preceding the normal pay date.

A)

Checks or vouchers are distributed by the Finance Department to each department by noon on the
Wednesday following the close of the pay period.

With each paycheck or voucher, employees receive a statement of earnings, deductions, leave
balances, and compensatory time balances for the period covered by the payment.

In the absence of specific instructions or direct deposit, the Finance Department or employee’s
Department Head or supervisor will hold checks for those who are away on the regular pay date
until the employee returns to work. Other arrangements must be made in writing.

An employee’s paycheck may be released to the employee’s spouse, designated family member or
to another person only if authorized in writing by the employee.

For safety, loss prevention, and overall efficiency, employees are encouraged to use Direct
Deposit. Employees are expected to cash their paychecks on their personal time.

The Town of Camp Verde does not grant requests for pay in advance of regular paychecks.

It is the Town’s policy to avoid the necessity of overtime whenever possible, but overtime work may
sometimes be necessary to meet emergency situations, seasonal or peak workload requirements of a
critical nature. Department Heads are responsible for the planning required to minimize the need for
overtime. If, in the judgment of a Department Head, work beyond the normal workday or workweek is
required, the Department Head may authorize such work. This policy shall not contravene the provisions of
the Federal Fair Labor Standards Act (FLSA) pertaining to the minimum rate of compensation for
employment in excess of an established work period, excluding exempted positions.

A)

Whenever any nonexempt employee is required to work overtime in excess of 40 hours per week,

that person shall be compensated for such excess time at the rate of either:

1. Pay for Service — One and one-half (1 ¥2) times the regular rate of pay at which such person is
employed; or

2. Compensatory Time Off — One and one-half (1 %2) hours of compensatory time off for each
hour worked in lieu of cash payment.

The determination of whether an employee receives Pay for Service or Compensatory Time Off
for overtime worked will depend on the current budget capacity. In all cases, the Department
Head's decision is final. Department Heads may adjust the weekly work schedule to avoid
overtime at the end of the workweek.

“Hours worked” for purposes of calculation of overtime pay shall be defined as time on the job
performing a responsible work assignment.
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Time shall begin once the employee is at the workstation or at the call origination for
emergencies.

Employees who participate in required training are paid only for actual time in training sessions
and, if the training is off-site, for travel time to and from the training. Overtime will be compensated
for travel time only if travel time is compensable under the FLSA. Employees who are on out-of-
town business for the Town will be compensated only for actual hours worked during the trip.

Vacation, sick, and other leave shall not be considered time worked and shall be deducted from
“hours worked” during overtime calculation for each workweek.

The Department Head must specifically authorize the rendering of overtime services. Employees
shall obtain such authorization prior to working any overtime if possible.

Employees who are required by their supervisors to work on a day observed by the Town as a
holiday shall be compensated at an overtime rate of one and one-half times the rate of pay for
actual hours during that pay period that exceed 40 hours that they are required to work in additio
to the heliday-pay-one and one-half times the rate of pay associated with the holiday rate
addressed in Section 3-7-2. This is in addition to paid leave for the holiday addressed in Section
3-74 i i ith-thi

The Town Manager will ensure that all overtime is recorded and that work schedule s that will
allow all employees full opportunity to use accumulated compensatory time off within reasonable
periods of time are developed as delineated under the Town’s Compensatory Leave Policy.

1. An employee may accumulate no more than 120 hours of compensatory time.

2. Accumulated compensatory time in excess of that permitted must be used within 60 calendar
days from the date the compensatory time is recorded.

3. The Town Manager may make an exception in the accumulated compensatory time as
recommended by the Department Head.

3:4.  Upon termination of employment or change in status (classification) resulting in a change
of pay rate, compensatory time shall be paid out at the employee’s current rate of pay.

The overtime provisions shall not apply to employees whose positions have been determined to be
exempt from the provisions of the Fair Labor Standards Act. The Town Council shall be
responsible for these designations, and the Human Resources Department shall maintain a list of
exempt employees.
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SCCTINON 2 7 1 ElicIiDll 1T

A) Holidays observed by the Town are:

New Year's Day Independence Day Day after Thanksgiving
Civil Rights Day Labor Day Christmas Eave
President's Day Veteran's Day Christmas Day
Memorial Day Thanksgiving Day

SECTION 3-7-1 - ELIGIBILITY

AB)  Employees eligible for holiday pay are:

1. Full-time employees
2. Employees in their initial evaluation period
3. Other classifications of employees approved by the Town Manager
Al emplovees-on Ve n atus{n an-unoai encel-occupvina-eligible

C)B)  Paid holiday leave is accrued each pay period at the rate of 3.39 hours per pay period, equivalent
to 88 hours per year.

BjC)  The Town will grant paid holiday leave to all eligible employees immediately upon assignment to an
eligible classification.

E)D)  Paid holiday leave shall be used to supplement employees’ regular work hours when the Town
offices are closed due to an observed holiday.

FJE)  Paid holiday leave that is not utilized to supplement employees’ regular work hours when the Town
offices are closed may be used at a later date in place of vacation leave.

G)F)  An employee who is absent without authorized leave on the day immediately preceding or following
a holiday shall not be eligible to use paid holiday leave for the holiday and shall lose pay for the
day absent.

H)G)  Offices will only be closed for observed holidays that occur on regularly scheduled work days
(Monday through Thursday). Observed holidays that occur on days that offices are normally closed
shall not result in additional office closures.

hH)  Ifarecognized holiday falls during an eligible employee’s paid absence (i.e. vacation, sick leave)
paid holiday leave may utilized for the holiday instead of the paid time off benefit that would
otherwise have been applied.
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) Paid holiday leave is cumulative with a maximum year-end accumulation of 40 hours. Hours in
excess of 40 hours at December 31 of each year shall be forfeited.

A) Public Safety and other essential service employees may be required to work on holidays.

B) Employees who are required to work on an observed holiday shall receive overtime pay (time and
one-half) for the time actually worked. The employee may request to have the additional and half-
time hours converted to compensatory time in lieu of additional pay.

C) If the actual holiday is different than the observed holiday, employees will receive holiday pay for
working the actual holiday and not the observed holiday.

Upon termination, employees will be paid for unused paid holiday leave time that has been earned through
the last day of work at their prevailing rate.

Deductions required by law are withheld from the employee paycheck each pay period. These include
federal income tax, state income tax, Social Security, Medicare (FICA), retirement, and any legal wage
garnishment.

Other deductions require an employee’s written authorization. Examples include but are not limited to direct
deposit, deferred compensation, United Way, dependent health insurance coverage, and supplemental
health or life insurance.

The Town attempts to fill vacant positions with qualified Town employees before advertising to the general
public, following a policy of upward mobility whenever possible. A promotion is a change to a position in a
salary range higher than the one an employee currently occupies. Employees are encouraged to apply for
any vacancy for which they may qualify.

A) Regular employees who have completed the designated initial evaluation period in the current
position at a satisfactory level of performance may apply for promotion outside the employee’s
current department. An exception to this policy may be granted with prior approval of the Town
Manager.

B) Selection of an employee for a promotion is based on past work record and performance appraisal,
education and special training undertaken, knowledge of the job duties, licensing relevant to the
position, length of service, or other pertinent evidence of increased service value of an employee to
the Town.

C) Only employees who meet requirements set forth in promotion examination announcements may
compete in promotion examinations.
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Procedures for requesting consideration vary among departments, and supervisors can advise an
employee on how to proceed within the department. Promotion examinations shall be conducted whenever
necessary in the opinion of the Department Head and with the approval of the Town Manager.

A) A job posting application should be submitted to Human Resources.

B) When considering the promotion of Town employees having the same or similar qualifications, the
position will be filled after considering the factors listed above.

C) In cases where only one employee applies for a position and the hiring department knows the
person’s abilities and qualifications, the formal selection process may be dispensed with upon
concurrence with the Human Resources Director.

D) The Department Head may make temporary assignments for a specified time or assignment as
necessary. Such appointments are made on an “acting” basis, and the employee returns to his or
her regular position upon completion of the assignment. The salary for “acting” appointments is set
by the Department Head in consultation with the Human Resources Director.

A) Upon promotion to another class, the employee shall be placed at a rate within the new pay range
corresponding to the qualifications for the class. Generally, this rate would be the minimum of the
range, but not less than a 5% increase from their former base rate of pay.

B) Upon promotion to a supervisory position, employees shall receive a salary at least 10% higher
than their former base rate of pay.
A) The promotion evaluation period shall be used by both the supervisor and the employee for closely

observing and assessing work performance suitable for the new position.

B) Promoted employees shall be subject to an evaluation period of not less than 6 full calendar
months of service in the promotion position.

C) A formal evaluation will be conducted 2 weeks prior to the end of the promotion evaluation period.

D) Promoted employees who successfully complete their promotion evaluation period will be notified
by their Department Head. The performance evaluation will be submitted to Human Resources,
who will complete a Personnel Action Form for processing.

E) Successful completion of the promotion evaluation period does not create any contractual rights for

promoted employees.

A) Promotions do not change the person’s date of hire/length of service anniversary. However, the
performance evaluation anniversary date for future performance evaluations and pay adjustments
will be revised to coincide with the promotion date.
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B) Promoted employees who fail to meet the standards for the promoted positions will be reinstated
to a position in the classification in which he or she most recently completed an evaluation period,
within the department in which that evaluation period was completed, and at the same salary that
he or she received prior to promotion. The employee’s performance evaluation date prior to his or
her promotion will be reinstated if requested.

C) Promoted employees who fail to complete the promotion evaluation period because of a lay-off are

entitled to return to their former position and salary held before promotion if the position is
available. Their performance evaluation anniversary date will return to the date prior to promotion.

A lateral transfer is a change in position at the same or lower salary range than the one curren tly occupied.

A) A regular full-time or part-time employee is eligible to seek a lateral transfer to another position
within the same department any time a position is vacant.

B) A full-time or part-time employee is eligible to seek a lateral transfer to another department after

successfully completing the current department’s initial evaluation period.

A) Any current eligible employee interested in applying for a transfer must file a completed Town
application form with the Human Resources Department according to instructions listed on the job
posting.

B) If the employee meets the stated requirements for the position, and is in good standing, she/he will

proceed through the regular hiring process with all other general public applicants.

BjC)  The Personnel File of the transfer applicant will be made available to the Department Head
responsible for filling the open position.

E)D)  Ifthe current employee is selected, his/her Department Head will be advised prior to the offer being
made to the employee.

FJE)  Ifthe employee accepts the position, it will be the responsibility of the two Department Heads,

along with the employee, to reach agreement on a transfer date. Every effort should be made to
accomplish the transfer within two weeks of the offer’s acceptance.

The salary offered to the employee must be consistent with the salary and requirements of the new
position.

A) An employee who meets only the minimum requirements for the position will be started at the
minimum of the salary range regardless of the employee’s current salary.
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An Employee who exceeds the minimum requirements for the position may be offered a salary in
the new range that reflects the same percentage to the mid-point of the previous salary range.

Transferred employees are subject to an evaluation period of not less than 6 full calendar months
in the transfer position.

The evaluation period is used by both the supervisor and the employee for closely observing and
assessing work performance suitability for the new position.

Formal evaluation will be conducted 2 weeks prior to the end of the evaluation period.

Transferred employees who successfully complete their evaluation period will be notified by the
Department Head. The performance evaluation will be submitted to Human Resources, who will
complete a Personnel Action Form for processing.

Successful completion of the evaluation period does not create any contractual rights for
transferred employees.

Transfers do not change the employee’s performance evaluation anniversary.

If an employee is not able to perform the new duties satisfactorily, the employee may have the
opportunity to return to his/her previous position if it has not been filled or may be referred to other
job openings upon the approval of the Town Manager. If another position is not secured, the
employee may be placed on administrative leave without pay.

An employee reassigned to a position in a lower classification regardless of the reason (disciplinary,
voluntary, in lieu of layoff, for reasons of disability or incapacity, department reorga nization, response to
market data, etc.) will receive a cut in pay commensurate with the nature of the demotion as determined by
the Department Head (unless it involves the Department Head) in consultation with the Human Resources
Department and approved by the Town Manager.

A)

Demotions do not change the person’s date of hire. However, the performance evaluation
anniversary date for future salary adjustments changes to the effective date of the demotion.

Employee in position classifications that are down-graded or upgraded in salary to reflect changes

in market conditions will retain their existing anniversary date for future performance -based
adjustments.

No employee shall be demoted to a position for which he or she does not possess the minimum
qualifications.

An employee being demoted shall be notified two weeks prior to the effective date of demotion
except in emergency situations.
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Any demotion to prevent layoffs may be revised when the employee’s previous position is
reopened.

Persons demoted to new positions will be subject to the standard evaluation period for the new
position, unless specifically waived by the Town Manager.

Revision of position descriptions and reallocations within the classification plan shall be made as often as is
necessary to provide current information on positions and classes. It is the duty of the Human Resources
Director to examine the nature of all positions and to allocate them to existing or newly created classes; to
make changes in the classification plan as are made necessary by changes in the duties and
responsibilities of existing positions; and to periodically review the entire classification plan and recommend
appropriate changes in the allocations of positions in the classification plan.

A)

When a new position is requested by a Department Head or the duties of an old position are
substantially changed, the Department Head shall submit a written recommendation to the Human
Resources Director including justification for the reclassification and emphasizing changes in the
position responsibilities or requirements for qualifications, such as experience, education,
certifications, etc.

The request will be reviewed by the Human Resources Director. A job audit, which is an analysis of
the critical elements of a position and placement in the Town’s classification/salary schedule, will
be undertaken.

If the request is justified, the budget impact will be determined and a report prepared for review by
the Town Manager and Town Council.

Any reclassification involving an upgrade of salary that is not requested and approved as part of
the budget process must have specific Council approval.

If approved, the Human Resources Department will take the necessary steps to implement the
reclassification.

If the requested action is for downgrading of a position, and the Town Manager agrees, the Human
Resources Director shall coordinate implementation steps.

If the Town Manager does not concur with the request for the downgrade, the Department Head
will be provided with reasons. The decision of the Town Manager is final.

As a result of reclassification, the salary range shall be increased or decreased.
Any employee who considers his or her position improperly classified shall first submit a request in
writing for reclassification to his/her Department Head, who shall review the request and transmit

with written recommendation to the Human Resources Director, who will follow the justification
procedures above.
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Increased compensation for working out of classification is provided as monetary recognition to an
employee for the assumption and performance of duties normally performed by an employee of a higher or
professional classification.

A)

The assumption and performance of the duties of the higher or professional classification must
encompass the full range of responsibilities of the classification. It does not pertain to a temporary
assignment made for the purpose of providing a training opportunity to the employee.

The performance of duties must be for an extended period of time to fill the needs of the vacant
position. An extended period of time is generally considered as an assumption of duties and
responsibilities that will last in excess of 30 working days.

Compensation for working out of classification shall be allowed only after written recommendation
of the Department Head and Human Resources Director and approval of the Town Manager.
Recommendation and approval shall be accomplished prior to the assumption of the higher or
professional classification responsibilities.

The employee’s compensation will increase to the starting salary of the higher or professional
classification in which the employee is substituting, or 5% whichever is greater.

When the temporary assignment is completed, the employee’s salary will be readjusted to its
previous level or the level it would have attained, including general salary increases and
performance-related adjustments, if the out-of-classification pay had not been made.

The employee’s date of hire anniversary and performance evaluation anniversary will remain
unchanged throughout the temporary assignment.
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The federal Consolidation Omnibus Budget Reconciliation Act (COBRA) of 1985, amended by the Health
Insurance Portability and Accountability Act (HIPAA) of 1996, gives covered employees and their qualified
beneficiaries the opportunity to continue health insurance coverage under the Town of Camp Verde's
health plan when a “qualifying event” would result in a loss of eligibility. Some common qualifying events
are resignation, voluntary or involuntary termination of employment, death of an employee; a reduction in
an employee’s hours or a leave of absence, transition between jobs, an employee’s divorce or legal
separation; or a dependent child no longer meeting eligibility requirement.

Under COBRA, the employee or beneficiary pays the full cost of coverage at the Town’s group rates plus
an administration fee as prescribed by federal law. Qualified individuals may be required to pay the entire
premium for coverage up to 102 percent of the cost of the plan.

The Town of Camp Verde, through its health insurance supplier, provides each eligible employee with a
written notice describing rights and responsibilities under COBRA when the employee becomes eligible for
coverage under the Town’s health insurance plan; when the employee experiences a qualifying event; and
at various federally required dates depending upon the employee’s election of COBRA.

Compensatory time is credit for hours worked in excess of a person’s normal workweek in accordance with
the Fair Labor Standards Act (FLSA). Use of compensatory time as compensatory leave must be pre -
approved by the immediate supervisor or department head.

A) Nonexempt employees shall be paid overtime or given compensatory leave at the rate of time and
one-half for all hours worked in excess of the normal 40 hour work week if the employee actually
worked in excess of 40 hours in one week.

B) Upon termination of employment, a nonexempt employee will be paid at the employee’s prevailing
salary rate for unused compensatory time that has been earned through the last day of work.

Executive, administrative, and professional employees are considered exempt employees and are not
covered by the overtime pay provisions of the FLSA.
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In accordance with the Family and Medical Leave Act (FMLA) of 1993, the Town of Camp Verde provides
family and medical leaves of absences without pay, for up to 12 weeks, to eligible employees who are
temporarily unable to work due to a serious health condition or disability as defined by the act; who wish to
take time off from work duties to fulfill family obligations relating directly to childbirth, adoption, or placement
of a foster child; or who must care for a child, spouse, or parent with a serious health condition. The Town
of Camp Verde will maintain group health insurance coverage during the FMLA term.

A serious health condition means an illness, injury, impairment, or physical or mental condition that involves
inpatient care in a hospital, hospice, or residential medical care facility or continuing treatment by a licensed
health care provider.

A) Employees in the following employment classifications are eligible to request FMLA leave as
described in this policy:
1. Regular full-time employees who have worked for the Town at least 52 weeks (12 months).
2. Regular part-time employees who have worked for the Town at least 1,250 hours in the
previous 12 months.

B) Eligible employees should make written requests for FMLA leave to their supervisor at least thirty
(30) days in advance of foreseeable events and as soon as possible for unforeseeable events or
within no more than two working days after learning of the unforeseen need for leave. An employee
requesting unforeseen FMLA leave has the obligation to comply with the Town'’s regular reporting
requirements.

C) It is the responsibility of the employee to notify the Human Resources Department of the need to
take leave for a serious health condition. The notice must make clear that the serious health
condition makes the employee unable to perform his job functions.

D) Department Heads must notify the Human Resources Department of all absences for medical
leave reasons that exceed three working days, regardless of whether sick leave, vacation leave, or
unpaid leave is used. The Human Resources Director will determine if the absence is under the
FMLA.

Employees requesting family leave related to the serious health condition of a child, spouse, or parent shall
be required to submit a health care provider’s statement verifying the need for family leave to provide care,
its beginning and expected ending dates, and the estimated time required. FMLA leave may be used to
maintain a reduced workweek for intermittent leave for preplanned and pre-scheduled medical treatment.
Certification by a licensed health care provider shall be required. Certification forms are available from the
US Department of Labor or at www.dol.gov.

A) Eligible employees may request up to a maximum of twelve (12) weeks of FMLA leave within any
12-month period. Any combination of family leave and medical leave may not exceed this
maximum limit. An eligible employee who is a spouse, son, daughter, parent, or next of kin of a
current member of the Armed Forces, including a member of the Nation Guard or Reserves, with a
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serious injury or illness may be granted up to a total of 26 workweeks of unpaid leave during a
single 12 month period to care for the service member.

Married employee couples shall be restricted to a combined total of twelve (12) weeks leave within
any 12-month period for childbirth, adoption, or placement of a foster child, or to care for a parent
with a serious health condition.

If this period of absence proves insufficient, consideration may be given to a written request for an
extended (administrative) leave without pay, which shall not exceed one year.

The Town uses a rolling 12-month period measured backward from the date an employee uses any FMLA
leave. Each time an employee uses FMLA leave, the remaining leave entitlement is the balance of the 12
weeks that has not been used during the immediately preceding 12 months.

Employees are required to first use any accumulated paid leave time before taking unpaid FMLA leave.

A)

Subject to the terms, conditions, and limitations of the applicable plans, the Town of Camp Verde
will continue to provide benefits for health insurance for the full period of the approved family or
medical leave in accordance with COBRA coverage mandates.

The employee will continue to be responsible for the cost of supplemental benefits and dependent
care coverage if continued coverage is desired. Payments must be made by the 10th day of each
month. If payment is more than 30 days overdue, coverage will be dropped.

Employees on FMLA who are receiving vacation or sick leave pay will continue to be paid for
holidays while on leave and accrue vacation and sick leave.

Employees who are on unpaid FMLA leave will have vacation and sick leave accrual and holiday
benefits suspended during the unpaid leave and will resume upon return to active employment.

Use of FMLA leave is not considered a break in service when determining eligibility for vesting or
for participation in a benefit.

So that an employee’s return to work can be properly scheduled, an employee on FMLA leave is
required to provide the Town with at least two days’ advance notice of the date the employee
intends to return to work.

If the employee was on FMLA leave due to a serious health condition, before returning to work, the
employee must provide a work release from the health care provider attesting that they are able to
resume work. The work release must be accepted by the Human Resources Department prior to
the employee returning to work.
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C) When a FMLA leave ends, the employee will be reinstated to the same position, if it is available, or
to an equivalent position for which the employee is qualified.

D) The only exception may be for a highly compensated position. The employee in this position will be
notified when he/she requests leave that the Town may choose to fill the position because it is key
to the Town'’s operations. If the Town chooses to fill the position, it will first offer the employee the
opportunity to return to work immediately.

A In certain cases, intermittent use of the 12 weeks of FMLA leave or a part of a reduced workweek
may be allowed by the Town. Employees wishing to use leave intermittently or to utilize a reduced
work week schedule for FMLA birth, adoption, or foster care purposes will need to discuss and gain
approval of such use from the employee’s Department Head and the Human Resources
Department.

B. If the need is for preplanned and prescheduled medical treatment of the employee, the employee is
responsible for scheduling the treatment in a manner that does not unduly disrupt the Town’s
operations. Intermittent or reduced workweek use of FMLA is subject to medical certification by a
license health care provider.

C. In some cases, the Town may temporarily transfer an employee using FMLA leave intermittently or
on a reduced workweek schedule to a different job with equivalent pay and benefits if another
position would better accommodate the intermittent or reduced workweek schedule.

A) If an employee resigns voluntarily before returning from FMLA, health insurance benefits are
subject to COBRA law.

B) If an employee fails to report to work promptly at the end of the approved leave period, the Town
will assume that the employee has resigned.

Worker's Compensation is a program of insurance administered by the State Industrial Commission to
protect workers, their families and dependents from loss due to a work-related or “industrial” accident or
illness without assessing fault or blame for the accident or iliness. The program provides for payment of
medical bills, physical and vocational rehabilitation and financial compensation while the worker is disabled
— either temporarily or permanently — and is unable to work while on industrial leave. It also provides for
lump sum payments for particularly serious injuries such as the loss of a finger, eye, foot, etc., and assures
death benefits and compensation to the worker’s family or dependents in the event the injury is fatal.
Industrial leave is defined as leave to obtain treatment and/or recuperation necessitated by an injury or
condition sustained in the course and scope of employment with the Town of Camp Verde as determined
by an authorized health care provider. Industrial leave is not accumulated but is available through the State
Industrial Commission in conjunction with state law.

A) Any employee involved in an industrial injury or an occupational iliness as defined by the State
Worker's Compensation laws must report the incident to his or her immediate supervisor or
Department Head within 24 hours or as soon thereafter as possible.
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Hours lost due to the injury or ilinesses are reported on the employee time sheet as “industrial
disability.”

Worker’s Compensation does not pay for the first seven days off unless the total number of days
off exceeds 14 days. If the claim is approved for payment, paid leave used for the injury or illness
may be reinstated to the employee’s leave balance record upon reimbursement to the Town of the
amount paid.

Worker's Compensation pays a State-mandated percentage of the employee’s daily wage.

An employee receiving disability payments under the Worker's Compensation laws may use
accumulated paid leave in order to continue to maintain regular income. Arrangements to maintain
regular income may be made through the Human Resources Department.

Sick leave or vacation leave may be used to supplement any payments that an employee is eligible
to receive from State disability insurance. The combination of any such disability payments and
Town paid sick or vacation leave benefits shall not exceed the employee’s normal weekly earning.
The purpose of this policy is to ensure that an employee does not suffer an economic hardship as
a result of a work-related injury or illness; however, the employee should not realize a financial gain
as a result of injury or iliness.

Lost time for worker's compensation in excess of three days will run concurrent with Family
Medical Leave (FMLA).

No employee shall receive sick leave or use vacation time as a result of a job injury, illness, or
disease incurred while employed by another employer.

An employee returning from Worker's Compensation leave must notify their supervisor of their intent to
return to work, and must provide a work release from the health care provider attesting that they are able to
resume their normal work duties or modified duties. The work release must be accepted by the Human
Resources Director prior to the employee’s return to work.

A military leave of absence will be granted to any employee, except those occupying temporary positions,
to attend scheduled drills or training or if called to active duty with the U.S. armed services. Military | eave
shall be granted in accordance with the provisions of applicable State and Federal law. (i.e. A.R.S. § 26-

168, 26-171, 38-610)

Active military service of an employee who is restored to employment with the Town of Camp Verde is not
a break in service and shall be counted as credited service.
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Paid time off, in accordance with the law shall be limited to an equivalent of thirty (30) workdays in a 24 -
month period. The period of time spent in training or scheduled drills under orders shall not be deducted
from the paid vacation leave balance to which the employee is otherwise entitled unless it exceeds the
thirty workdays.

Employees may be granted a special leave of absence as approved by the Town Manager. An employee
shall not use a special leave of absence to work for another employer or to pursue self-employment.
Leaves are designed to accommodate employees who have critical personal situations only. An employee
who fails to return to work on the date specified in the leave request without receiving an extension in
advance is considered to have resigned.

A) In some cases, an employee may be granted a special leave with pay in the event the Town
Manager or Mayor grants a temporary emergency leave for a natural disaster or other situation that
may jeopardize the safety and/or health of employees, such as weather, fire, flood, or pandemic, or
in a declared state of emergency, disaster, or grief.

B) In some instances, it may be necessary to remove an employee from the workplace to allow for an
investigation by the Town into matters concerning possible discipline of the employee and/or other
Town employee(s). This type of leave is not disciplinary action, and in general, should not exceed
fifteen (15) working days without written approval from the Town Manager or the Town Manager’'s
designee.

C) The Town Manager, with Council approval, may also approve a special leave with pay for an
employee for a fixed period of time when such leave is considered by the Town Manager to be
beneficial to the Town or in the best interest of the Town.

A) A special leave of absence without pay for a period not to exceed 90 calendar days may be
granted by the Town Manager to any full-time employee who has completed one year of
employment. The granting of such an extended leave without pay must be for the benefit of the
Town and must be approved by the Town Manager after recommendation from the respective
Department Head. Such leave may be granted only after accrued vacation leave and
compensatory leave has been exhausted.

B) Under extenuating circumstances, the Town Manager may grant an extension of a leave period
upon written request by the employee. Such extension may not exceed 3 months and will be based
on departmental, as well as employee consideration.

C) Any employee who has been granted a leave without pay shall retain his/her original date of hire,
but shall not accumulate any vacation or paid leave time during the unpaid leave of absence, nor
be entitled to holiday pay.

D) Any employee who is on a leave without pay at the time of his/her performance evaluation
anniversary may not be eligible for a regular annual review of job performance nor for an

Draft Version 04-2014 62



adjustment in pay until the performance evaluation anniversary immediately following the return to
active employment.

E) Employees on leave without pay may elect to continue group insurance coverage. However, the
employee must bear the entire cost of both employee coverage and dependent coverage. Payment
must be submitted to the Finance Department by the 10th of each month to ensure continued
coverage.

F) The Town is not obligated to hold the employee’s position open while the employee is on leave
without pay. The position may be filled on a temporary or regular basis. The employee’s right to
return to the Town from leave without pay shall depend on the availability of an appropriate
position.

If an employee wishes to take time off due to the death of an immediate family member, the employee
should notify his or her supervisor immediately.

A) Approval of bereavement leave for up to 3 days shall occur in the absence of unusual operating
requirements. A supervisor shall extend the leave up to two additional days if travel outside the
state is required.

B) Any employee may, with the supervisor’s approval, use any available paid leave balances for
additional time off as necessary.

The Town of Camp Verde defines “immediate family” as the employee’s spouse, parent, child, brother or
sister, grandparent or grandchild; the employee’s spouse’s parent, child, brother or sister, grandparent or
grandchild; and the child’s spouse. Special consideration will also be given to any other person whose
association with the employee was similar to any of the above relationships.

The Town of Camp Verde provides sick leave with pay to eligible employees. Sick leave credit is
cumulative with a maximum accumulation of 480 hours.

Employees in the following employment classifications are eligible for sick leave as described in this policy:
A) Regular full-time employees
B) Employees who are in an initial evaluation period.

Regular full-time employees and employees who are in an initial evaluation period shall accumulate sick
leave at a rate of 3.69 hours per pay period, equivalent to 12 days per year.

A) Sick leave benefits are intended solely to provide income protection in the event of illness or injury.
Sick leave shall be allowed for:
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1. Personal iliness, disease, or injury, which renders the employee unable to perform the duties of
the position and travel time to and from a physician’s office;

2. Surgical, medical, dental, or optical treatments, examinations, or fittings that must be made
during working hours; or

3. lliness, injury, examination or treatment by a health care provider of a member of the
employee’s immediate family.

The immediate family shall consist of the spouse, children, parents, grandparents, brothers, sisters
or other individuals whose relationship to the employee is that of a dependent.

An employee may be granted use of sick leave to care for an ill or injured immediate family
member in compliance with the Family Medical Leave Act.

Sick leave cannot be used to care for well family members.

Employees who are unable to report to work due to illness or injury shall notify their direct
supervisor before the start of their workday or within two hours after the time set for b eginning their
daily duties.

The direct supervisor must also be contacted on each additional day of absence unless the sick
leave is part of the FMLA leave program.

Employees who are unable to report to work to perform assigned duties due to illiness are expected
to be at home, or in transport to or from a physician’s office or medical facility. Employees who fail
to comply with this stipulation are subject to disciplinary action.

If an employee is absent for three or more consecutive days due to iliness or injury, a physician’s
statement shall be requested verifying the disability and its beginning and expected ending dates.
Verification may be requested for other sick leave absences as well and may be required as a
condition to receiving sick leave benefits and/or to authorize that the employee may safely return to

work.

If the evidence of illness provided is determined by the Department Head to be inadequate, the
absence may be charged to another category of leave or considered leave without pay.

Physician’s or other qualified medical practitioner’s verification statements are to be forwarded to
the Human Resources Department.

Sick leave shall not be used in lieu of vacation, nor shall it be used in addition to vacation.

An employee who is absent more than three workdays shall be subject to the Family Medical

Leave Act. Department Heads are responsible for ensuring the Human Resources Department is
immediately notified of absences of more than three days.
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An employee who has a non-work related illness or injury and has exhausted accumulated sick leave may

apply for special leave without pay. & ' Commented [RM2]: If you are ot eligible for sick bank

this is another alternative.

Sick leave accumulated in excess of 480 hours must be converted on the 15th of December each year to

either vacation time or cash value.

A) If converted to vacation time, the conversion shall be one hour of vacation for every two (2) hours
of accumulated sick leave in excess of 480 hours.

B) If converted to cash value the conversion rate shall be made at 50% of the employee’s current

hourly wage multiplied by the number of hours in excess of 480 hours.

A) At the time of resignation or retirement, an employee in good standing shall receive the cash value
of their accumulated sick leave balance as calculated below:

Years of Continuous Service Payout Percentage
One to less than ten (10) years 10%
Ten (10) to less than fifteen (15) years 25%
Fifteen (15) plus years 50%

B) Years will be calculated on the employee’s Date of Hire/Length of Service Anniversary.

C) Employees, in good standing, who leave Town employment and become re-employed with the | Formatted: Not Highlight

Town within 120 days, will use their original Date of Hire anniversary for calculating years of
continuous service.

The Sick Leave Bank provides a short-term option to alleviate undue hardship to eligible member
employees who become unable to work due to a serious personal illness or injury and has exhausted all
available paid leave (vacation, sick leave, and compensatory time). This policy is based on compassion
and generosity and is meant to promote a spirit of mutual support among employees. Membership in the
Sick Leave Bank is voluntary.

A) Serious Personal lliness or Injury: Is an illness or injury as defined by the Family and Medical
Leave Act of 1993 that requires an employee to be absent from work for more than (3) three
consecutive days.

B) Eligible member employee: means all regular employees eligible to accrue sick leave who have
enrolled in the Sick Leave Bank after six months of continuous employment.
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E)C)  Sick Leave Bank is a common pool of hours to which employees contribute hours on an annual
basis to become members.

A) A recipient of donated hours must currently be on an approved medical leave of absence without
pay and possess a physician’s certification specifying that the recipient is not yet able to return to
work.

B) The recipient:

1. Must have exhausted all paid vacation leave, sick leave, and compensatory time from his/her
accounts; and

2. Isnoteligible to receive benefits through an insurance program paid by the Town; and

3. Is not eligible to receive payments from the retirement system, which he/she is a member; and

4. Is not eligible to receive payments from Social Security; and

5. Has elected membership in the Sick Leave Bank.

B)A)  The maximum award a Sick Leave Bank member may receive is 480 hours per year as measured
forward from the date of the last request.

GiB)  The Sick Leave Bank is funded by the annual contribution of sick leave hours from each
participating member. The amount of the contribution required is:
1. Full-time (35-30 - 40 hours a week) employees donating eight (8) hours of sick leave annually.

4.2. Sick Leave Bank donations are dedur;ted and credited to the Bank following each open
enrollment period.

BjC)  Requests for Sick Leave Bank hours shall be made through the Department Head with the Human
Resource Department, administration of these provisions shall be done by the Town Manager.;
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Vacation leave with pay after six months of employment is available to eligible employees to provide
opportunities for rest, relaxation, and personal pursuits.

Employees in the following employment classification are eligible to earn vacation leave as described in this

policy:
A) Regular full-time employees
B) Employees who are in an initial evaluation period.

A) The length of eligible service is calculated on the basis of a “benefit year.” This is the 12-month
period that begins when an employee starts to earn vacation leave.

B) The benefit year for all eligible employees begins on the employee’s effective date of hire.

C) An employee benefit year may be extended for any significant leave of absence except military
leave of absence.

D) Once employees enter an eligible employment classification, they begin to earn paid vacation time
according to the schedule.

E) After completion of six months of the first benefit year, employees can request use of vacation
leave after it is earned.
A) The amount of paid vacation time employees receive each year increases with the length of their

employment as shown on the following charts:

1. Eligible nonexempt employees:

Years of Service Annual Vacation Accrual Per Pay Period
Less than 1 to less than 5 80 hours 3.08 hours
5to less than 10 104 hours 4.00 hours
10 or more fo less than 15 120 hours 4.62 hours
15 or more 160 hours 6.15 hours

2. Eligible exempt employees:

Years of Service Annual Vacation Accrual Per Pay Period
Less than 1 to less than 5 120 hours 4.62 hours
5to less than 10 144 hours 5.54 hours
10 or more 160 hours 6.15 hours
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C)B)  The maximum allowed accrued vacation time will be equal to double (x2) the employee’s annual
accrual based on years of service. Accrual will not continue if the employee is over maximum
allowed on December 31 of every year.

BjC)  Vacation leave will not accumulate while an employee is on leave of absence without pay.
D) Employees in good standing who leave Town employment and become re-employed with the

Town within 120 days, will use their original Date of Hire anniversary for calculating years of
service.

E) A Town-Manageror Department-HeadExempt positions, at the discretion of the Town Manager,

may be given years of service credit, not to exceed twelve (12) years, only for the purpose of
accruing the proper level of leave commensurate with experience upon hire.

A) Paid vacation time can be used in minimum increments. Employees are encouraged to use five
consecutive workdays (40 consecutive hours) of paid vacation time each year for rest, relaxation,
and personal pursuits.

B) To take vacation, employees should request advance approval from their supervisors. Requests
will be reviewed based on a number of factors, including Town needs and staffing requirements.

Upon termination, employees will be paid for unused vacation time that has been earned through the last
day of work at their prevailing rate.

The Town of Camp Verde encourages employees to fulfill their civic responsibilities as citizens. In
accordance with Arizona Revised Statutes, the Fhe-periods of civic duty absence will be with pay and
related benefits while serving on a jury, responding to a subpoena to appear as a witness or voting,
according to the provisions below.

A) The Town of Camp Verde encourages employees to fulfill their civic responsibilities by serving jury
duty when required. Employees in an eligible classification may request up to 10 days of paid jury
leave over a one-year period. Employee classifications that qualify for paid jury duty leave are:

1. Regular full-time employees
2. Employees who are in an initial evaluation period
B) Jury duty pay will be calculated on the employee’s base pay rate times the number of hours the

employee would otherwise have worked on the day of absence.

C) Employees summoned to jury duty shall be paid their regular salary, provided they submit their jury
duty fee amounts to the Finance Department.
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Mileage and per diem amounts may be kept by the employee.

If employees are required to serve beyond the period of paid jury duty leave, they may use any
available paid leave balances (i.e. vacation, comp time) or may request an unpaid jury duty special
leave of absence.

Employees must show the jury duty summons to their supervisor as soon as possible so that the
supervisor may make arrangements to accommodate their absence.

Employees are expected to report to work whenever the court schedule permits.

Either the Town of Camp Verde or the employee may request an excuse or postponement from
jury duty if, in the Town’s judgment, the employee’s absence would create serious operational
difficulties.

The Town of Camp Verde encourages employees to appear in court for witness duty when subpoenaed to

do so.

A

B)

E)

If employees have been subpoenaed or otherwise requested to testify as witnesses, they will be
granted a maximum of 40 hours of paid time off per instance to appear in court.

Employees will be paid at their base rate and are free to use any remaining paid leave benefits (i.e.
vacation, comp time) to receive compensation for any period of witness duty absence that would
otherwise be unpaid.

The subpoena should be shown to the employee’s supervisor immediately after it is received so
that operating requirements can be adjusted, where necessary, to accommodate the employee’s
absence.

The employee is expected to report for work whenever the court schedule permits.

Time spent in court on personal matters will not be paid.

Every employee is encouraged to exercise the right to vote in all public elections. Any employee eligible
and registered to vote in any public election held within this state may request time off for voting.

A)

The employee may be absent for three hours with pay on the day of the ele ction for the purpose of
voting after notifying his/her supervisor or Department Head.
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B) The Department Head may specify the hours during which the employee may be absent for the
purpose of voting. Before leaving their assigned duties or workplace, the employee shall notify
his/her supervisor or department Head that they are leaving for the purpose of voting.

C) An employee may be required to provide evidence of eligibility to vote prior to approval for time off.

The Town of Camp Verde provides group benefits coverage, which may change from time to time for
eligible employees. The Town contributes toward all mandated programs such as Social Security, Worker's
Compensation, Unemployment Insurance, etc. The Human Resources Department is responsible for
implementation and administration of all group insurance plans.

A) Regular employees of the Town are generally eligible for coverage under all of the Town’s benefit
programs, depending upon the restrictions and limitations of a particular benefit plan.

B) Where applicable, the employee may elect to cover dependents under these programs in
accordance with current contract requirements and rate schedules. Normal eligibility rules must be
met.

C) Other employment classifications are not eligible for benefit coverage except as specifically
provided for in a particular benefit plan.

The Town contributes to the cost of providing group insurance coverage for full-time employees who
participates in the group insurance programs offered by the Town, depending upon the restrictions and
limitations of the particular benefit plan.

Voluntary benefits such as benefits for dependents, supplemental health benefits and additional employee -
related benefits are offered by the Town through the Human Resources Department, depending upon the
limitations and restrictions of the particular plan. Voluntary benefits are offered at the discretion of the Town
Manager. Voluntary benefits are fully paid by the employee.

A) Employees whose normal workweek is 20 hours or more and who have met the eligibility
requirement of the retirement plan are required to participate in a retirement plan offered by the
Town.
1. Certified police personnel participate in the Public Safety Retirement System.
2. All other eligible employees participate in the Arizona State Retirement System.

B) Retirement benefits accumulate from both employee and employer contributions. Contributions to
the retirement system are mandatory for eligible positions and are deducted from the employee’s
salary each payroll period.

C) Employees are vested in accordance with the retirement plan in which they are enrolled.
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D) If an employee terminates service without retiring, accumulated vested contributions, with earned

BjE)

interest, are refundable upon request. J

Employees that are retired through the Public Safety Retirement System and therefore, ineligible t

participate in the ASRS or PSRS, the Town will match up to 3% of gross wages for alternate
retirement plans.

The Town provides an employee assistance program (EAP) to all full-time employees.

When an employee voluntarily seeks assistance from the EAP, confidentiality is maintained. The
Town will not be informed that help has been sought unless the employee requests that the
information be released.

When stress or personal problems interfere with job performance, the Town will encourage and
may require participation in the EAP to deal with job-related performance issues. When
participation is required, confidentiality is maintained. The EAP will only verify that the employee
has participated as required.

Use of the employee assistance program may be a condition of continued employment if the
Town’s drug and alcohol abuse policy is violated or at the discretion of the supervisor.

No employee will have his or her employment or promotional opportunities jeopardized solely by

participating in the EAP, nor will participation in the EAP protect the employee from disciplinary
action for substandard performance.
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An employee is expected to work the days and hours necessary to perform all assigned responsibilities and
tasks in order to provide continuity in access by and service to the citizenry and facilitation of teamwork and
supervisory assistance. Attendance shall be a consideration in determining promotions, transfers,
satisfactory completion of evaluation periods and continued employment with the Town.

A) The basic workweek is generally 40 hours of work_pursuant to the Town Code. This begins for
most employees at 12:01 AM Sunday and ends at 12:00 midnight on Saturday.

€)B)  Modifications to the workweek and work schedule may be made by the Department Head to

provide essential Town services, subject to any federal and State statutory or constitutional
limitations relating to hours of work.

A) Advanced notice of absence is expected; notice of unavoidable absences is expected within one -
half hour of the beginning of duty or as soon as possible if the employee is physically unable to
notify his or her supervisor or Department.

B) Advanced notice of anticipated tardiness is expected; notice of unavoidable tardiness is expected
as soon as possible. Tardiness must be made up during the pay period in which it occurs.

C) Notification of an absence or tardiness by another employee, friend, or relative is not considered
proper except in an emergency situation where the employee is physically unable to make the
notification.

D) Poor attendance and frequent tardiness are disruptive. Either may lead to disciplinary action, up to

and including termination of employment.
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The Town maintains a personnel file on each employee. The personnel file contains documentation
regarding all aspects of the employee’s tenure with the Town, such as performance appraisals, beneficiary
designation forms, disciplinary action notices and employment history. Employees may review their
personnel files at reasonable intervals during normal business hours in the presence of Human Resources
staff.

Access to information in an employee’s personnel file is confidential to the extent permitted by federal and
state law. During the normal course of employment, the following individuals are authorized to review an
employee’s personnel file: The Town Manager, Department Head, immediate supervisor, the employee,
Town Attorney (or his/her designee) or a state or federal enforcement employee conducting an official
investigation.

A) Department Heads are responsible for forwarding documents for inclusion in the personnel files of
those employees assigned to their department.

B) To ensure that personnel files are up-to-date at all times, employees should notify their supervisor
or Human Resources staff of any changes in name, telephone number, home address, marital
status, number of dependents, beneficiary designation, scholastic achievements, the individuals to
notify in case of an emergency and so forth.

C) Each employee may inspect audit or copy, his or her personnel file to ensure accuracy and
completeness of the file. A Human Resources representative must be present when a file is
reviewed or copied.

D) The following portions of the employee’s personnel file are matters of public record: Name of the
employee, date of employment, current and previous duties and dates received, name, location,
and dates of previous assignments, current and previous salaries, and dates of each change, and
the name of the employee’s current or last known supervisor.

A) The Human Resources Director is responsible for maintaining personnel files and must approve
materials for inclusion in a file.

B) An employee may submit a written statement for inclusion in his/her personnel file if he or she
believes that any of the included materials requires correction and/or clarification.

C) Items not included in the official personnel file may not be used for either promotional or
disciplinary proceedings, unless the employee falsified a time sheet or other information.

A) An employee’s personnel file will be retained during the tenure of the employee and for a minimum
of 3 years after the employee’s employment with the Town has terminated, unless a longer period
is required by law. During this retention period, nothing will be removed from the personnel file.

B) Name, position, the date of hire, and the date of termination will be retained indefinitely.
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A) Human Resources treats as confidential all employee information except when requested to verify
information relating to job title, department, base salary, and dates of employment.

B) Other information contained in the personnel file will be released with express written permission of
the employee or to the extent allowed by law.

Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and affect
the organizational image the Town of Camp Verde presents to the general public. During business hours,
employees are expected to present a clean and neat appearance and to dress according to the
requirements of their positions. Department Heads are responsible for determining and enforcing the dress
code for their respective areas of responsibility.

Because of the changing nature of fashion, regulations pertaining to acceptable employee attire and
grooming are flexible. There are, however, certain expected norms of professional appearance, of personal
neatness, cleanliness, and good grooming that are applicable to all employees.

A) Extravagance and extremes of style and attire are not in good taste in a public service
environment. The Town of Camp Verde reserves the right to advise any employee at any time that
his or her grooming, attire, or appearance is unacceptable.

B) After having been so advised, the employee will be expected to comply with the suggested change.
Failure to do so will result in the employee’s suspension without pay until corrective action by the
employee is taken.

C) Repeated lack of compliance may result in further disciplinary action, up to and including
discharge.

A) Employees who are required to wear a uniform of any type in the performance of their duties will

either be provided such uniforms by the Town or provided a uniform allowance.

B) Uniforms that are provided by the Town become the property of the employee during the
employment service to the Town.

C) Laundering, cleaning, and general upkeep of uniforms is the responsibility of each employee.

D) Employees should be aware that furnishing of uniforms and maintenance or re placement
allowance, if any, might under certain circumstances, be considered a taxable benefit.
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As a condition of employment and continued employment, employees agree as follows:

A) All electronic storage and communication systems (including without limitation facsimiles, copiers,
computers, software, and telephone) and all information transmitted by, received from or stored in
these systems are the property of the Town;

B) These systems are to be used solely for job related purposes and not for personal purposes .,

C) Employees have no expectation of privacy in connection with the use of this equipment or with the
transmission, receipt, or storage of information in the equipment;

D) The Town may monitor an employee’s use of this equipment at any time at its discretion, which
may include printing and reading all e-mails entering, leaving, or stored in these systems, as well
as listening to any voice mail messages;

E) No employee will use a pass code or voice mail access code that is unknown to the Town or that is
not expressly authorized; and

F) To obtain approval for, and have virus-scanned, all outside files prior to loading such files in the
Town’s computer system.

A

E}—Mail received or distributed at the Town is the property of the Town. -The Town may monitor, open | Formatted: No bullets or numbering

and review all mail at any time at its discretion.
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The Town purchases and licenses various computer software for business purposes and does not own the
copyright to this software or its related documentation. Employees may not reproduce such software or use
it on more than one computer unless authorized to do so by the software license agreement. Employees
with questions or concerns regarding the use of software or its related documentation should contact their
Department Head.

Improper use of the Town’s electronic storage and communications equipment is strictly prohibited. This
includes, without limitation, transmission or reception of any material in violation of federal, state, or local
law or regulation (including copyright material, threatening or obscene material or material that is trade
secret or confidential); using the Town’s equipment or resources for commercial activities, religious, or
political causes, outside organizations, games, multimedia, or other non-employment related matters; and |
transmitting offensive jokes, sexually explicit messages, chain letters, or material that is otherwise
disruptive to the orderly operation of the Town.

Employees should remember that log-on and other passwords should not be shared with anyone else,

unless an authorized town official requests such information. Failure to cooperate with an authorized Town
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official in any investigation involving the Town’s electronic communications system is a violation of the
policy and shall result in discipline, up to and including termination of employment.

Any violation of this policy shall result in disciplinary action, up to and including termination of employment.

Effective discipline is a positive process when its purpose is to train or develop by instruction. Whenever
appropriate, training is encouraged as a means of improving employee productivity and effectiveness
through positive and constructive methods. However, improper employee conduct shall be considered good
cause for disciplinary action.

Each supervisor shall have the responsibility and authority, with approval of the Department Head, to
administer appropriate discipline to his/her subordinates using a positive progressive discipline process as
a corrective measure.

A) In general, the concept of progressive discipline means that a series of increasingly severe
disciplinary actions will be administered to correct employee behavior or performance.

B) This shall only be a guideline for supervisors, however. Not all discipline will begin with counseling
or reprimands.

C) The totality of the circumstances will dictate the appropriate level of discipline for each incident.
Review of the particular facts and circumstances, such as the severity of the offense or an
employee’s disciplinary history, regardless of whether for the same offense, may indicate that more
severe disciplinary measures, up to and including immediate termination, are appropriate.

D) Whether or not the procedures are followed, all employees are subject to discharge when, in the
sole opinion of management, an employee’s job performance or conduct threatens the wellbeing of
the Town, its employees or its citizens.

A) Employee: Includes all Town employees of any status or classification, except elected officials.
B) Initial evaluation employee: New employee whose continued regular employment depends upon
the successful completion of an initial evaluation period. An employee may be terminated at any

time with or without cause during the initial evaluation period.

C) Notice of proposed disciplinary action: A written five (5) day advanced notice given to an employee
documenting the proposed disciplinary action and the proposed effective date.

D) Pre-action meeting: A meeting with the employee, the employee’s representative, if desired, and

the Department Head where the employee may present reasons in writing or orally as to why the
proposed disciplinary action should not be taken.
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Progressive Discipline: A series of increasingly severe disciplinary actions, ranging from oral
counseling to discharge.

Termination: Used interchangeably with the word “discharge,” meaning dismissal from
employment. This does not include a layoff.

Discharge may occur as the result of a single serious infraction that warrants immediate dismissal,
including but not limited to:

1.

6.

7.

Dishonesty, including intentionally giving false information, intentionally falsifying records or
making false statements when applying for employment, lying to supervisors in connection with
the employee’s job; falsifying time sheets for payroll.

Discrimination or failure to abide by Equal Employment Opportunity regulations, including
sexual or other harassment of a protected class.

Reporting to work under the influence of intoxicants or nonprescription/illegal drugs or using
such substances while on Town property.

Theft or removal of Town money, merchandise, or property, including property in custody of
the Town without permission.

Possession of firearms, other weapons or explosives not authorized by the Town in Town
facilities or while on Town business.

Conviction of a felony or gross misdemeanor.

Other reasons deemed valid by Town officials.

Other grounds for disciplinary actions, up to and including discharge, include but are not
necessarily limited to the following:

1.

Being absent from work without permission or failure to report to the supervisor or Department
when one is absent;

Being habitually absent or tardy for any reason;
Failure to follow the orders of one’s supervisor(s);

Inability or unwillingness to perform the assigned job; failure to perform assigned work in an
efficient or effective manner;

Participation in prohibited political activities;

Acceptance of fees, gifts, or other valuable items in the performance of the employee’s official
duties for the Town;

Any action, on or off the job, bringing discredit to the Town;

Violations of any of the Town policies, Town ordinances, State or federal law;
Draft Version 04-2014 77



9. Violating safety rules and regulations; being wasteful of material, property or working time;
failure to observe security or safety procedures;

10. Two written reprimands or other disciplinary actions in 24 consecutive months;

11. Inability to get along with fellow employees so that the work being done is hindered and not
up to required levels; speaking critically or making derogatory or false accusations so as to
discredit other employees or supervisors;

12. The use of profanity or abusive language towards a fellow employee or member of the
general public while performing official duties as a Town employee;

13. Abuse of sick leave privileges by reporting sick when not sick or obtaining sick leave pay
falsely or under false pretenses;

14. Divulging or misusing confidential information, including removal from Town premises without
proper authorization any employee lists, records, designs, drawings, or confidential
information of any type;

15. Improper use of the Town'’s electronic storage and communications equipment, including
without limitation the transmission or reception of any material in violation of federal, state, or
local law or regulation or use for non-employment related matters;

16.  Such other act, error or omission detrimental to the mission of the Town;

17.  Other reasons deemed valid by Town officials.

Oral Warning or Counseling: A verbal notice to the employee discussing a problem of relatively
minor degree of the employee’s performance. The oral warning or counseling shall be given in
private. The supervisor shall inform the employee that the supervisor is issuing an oral warning,
that the employee is being given an opportunity to correct the condition, and if the condition is not
corrected, the person will be subject to more severe disciplinary action. A written notation of the
warning is to be included in the employee’s personnel file after acknowledgement by the employee
(See 5-5-4.B.3).

Written Reprimand:
1. A written reprimand is issued if the initial measure of oral warning is not sufficient or if the
infraction is severe enough to warrant a written reprimand in the employee’s personnel file.

2. Written reprimand notices must be issued within ten days after the occurrence of the violation
claimed by the supervisor or ten days after completion of an administrative investigation. The
contents of this notice will be explained to the employee in an interview.

3. The original will be signed by the employee and placed in the employee’s personnel file. If the
employee refuses to sign the acknowledgement, then the supervisor and one other witness
shall note on the reprimand that the employee received a copy and refused to sign it.

Draft Version 04-2014 78



4. A copy will be given to the employee and included in the employee’s department file.

Suspension with Pay: A suspension with pay is involuntary time off without loss of pay as a result
of a severe infraction of policies or for repeated violation. For minor infractions, a suspension may
often be given after the employee has received a written warning.

1. Employee Decision-Making Suspension: The employee shall be instructed to decide during
this “decision-making” suspension if he or she will commit to the correction of each
performance deficiency and meet the Town’s expected standards. Upon return to work, the
employee will be required to submit, in writing, to the Department Head if and how he/she
intends to meet the expected standards or has decided to leave the Town’s employment. This
type of suspension will not exceed one working day.

2. Town Investigative Suspension: This action may be used to remove an employee from the
work site in order to allow for an investigation by the Town of behavior that is suspected of
being illegal, that is not in the best interests of the Town, or that places other employees or
citizens in jeopardy.

a) If charges are substantiated, disciplinary action will be taken in accordance with the nature
of the offense and may include recovery of salary and benefits paid during the suspension.

b) If charges are unfounded, the employee will be restored to duty and a letter of exoneration
will be placed in the employee’s official personnel file.

c) This type of suspension is normally paid and shall ordinarily not exceed 21 calendar days.
The Town Manager, however, may authorize an extension when a comprehensive
investigation will require more time to reach a conclusion.

Suspension without Pay: Suspension without pay is involuntary time off with loss of pay. This type
of action may be taken when the offense is of a serious enough nature to warrant discharge but
when circumstances related to an employee’s overall performance would not warrant immediate
discharge. The length of suspensions should not exceed 15 working days. The number of days of
suspension, whether a specific number of days or indefinitely, will depend on the severity of the
infraction.

Involuntary Demotion: An involuntary demotion consists of a reassignment to a lower position
classification. This type of action may be taken for serious improper conduct and/or consistent
inability to meet job performance expectations. Generally, it will occur in a situation in which it is
determined the employee is either unwilling or unable to perform his or her responsibilities of that
position. Demotion is not a substitute for dismissal when dismissal is warranted. Employees who
are returned to their previous assignments before completing a promotion evaluation period are not
considered to have been involuntarily demoted.

Reduction in Pay: A reduction in pay occurs with a reassignment to lower pay within the same
position classification. This type of action may be taken as the result of consistent poor employee
performance. No change in classification occurs. Reduction in pay is imposed for either repeated
poor performance or flagrant violations of rules and regulations and is considered to be a final
behavior correction opportunity. Employees who do not successfully complete their promotion
evaluation period and are returned to their previous assignment are not considered to have been
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disciplined with a reduction in pay. A disciplinary reduction in pay does not include assignments,
transfers or reassignments, including those to or from lead positions or special positions.

Discharge:

1.

Discharge is the involuntary, permanent removal or termination of an employee from
employment. Inmediate removal of an employee from the job site pending review for
discharge may be warranted in instances involving serious insubordination; theft; serious,
illegal, or destructive acts while on the job; or other substantial reasons deemed appropriate by
the Town Manager. An employee may also be discharged after repeated offenses of a less
serious nature if the supervisor has documented the offenses and appropriate performance -
related changes have not resulted from previous progressive disciplinary action. This does not
include a layoff.

During the initial evaluation period, employees may be terminated at any time with or without
cause and without the right of appeal. Written notification of dismissal shall be signed by the
employee who has not completed the initial evaluation period and placed in the employee’s
personnel file, with a copy given to the employee. Dismissal of such employees requires the
concurrence of the Department Head, the Human Resources Director, and the Town Manager.

An employee who has completed the initial evaluation period shall receive a 5-day written notice of intent
whenever the Town intends to take a disciplinary action resulting in termination, reduction in pay, demotion,
or suspension without pay. Notice under this section is not required for layoffs, assignments, transfers, or
reassignments, including those to or from lead positions. The notice will generally provide the following

information:
A)
B)
C)
1.
2.
D)

Notice of the intended disciplinary action and the proposed date of implementation.

The reasons for the action.

The date and time, not more than 3-days after the notice is given to the employee, of a pre-action
meeting with the Department Head (or his or her designee), for the employee to present reasons in
writing or orally as to why the proposed disciplinary action should not be taken.

The affected employee may have a non-attorney co-worker of the employee’s choosing
present during the pre-action meeting. The co-worker may not speak on behalf of the
employee, but may advise the employee during the meeting.

Any relevant information presented by the employee regarding the proposed disciplinary action
shall be considered.

Failure by the employee either to attend the pre-action meeting or to timely submit reasons in
writing why the proposed disciplinary action should not be taken will be deemed a waiver of the
employee’s right to do so and the proposed disciplinary action will be implemented as written.

The Town of Camp Verde provides personnel action review procedures as a means to:
Ensure all employees fair and equitable treatment;

A)
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B) Promote harmonious relations among employees, supervisors, and managers;
C) Encourage the settlement of disagreements informally at the employee-supervisor level;

D) Provide an orderly procedure to handle disagreements through the various supervisory levels when
necessary;

E) Resolve grievances as quickly as possible.

Policy 5-6 is the sole and exclusive internal remedy available to employees for resolving disputes arising
from Town employment.

A) An employee who has a problem or complaint, which does not qualify as a reviewable issue as
defined below, should promptly inform and discuss it with his or her inmediate supervisor,
endeavoring to resolve the matter expeditiously and informally at the employee-supervisor level.

B) If informal discussion does not resolve the problem or complaint to the employee’s satisfaction, the
employee should discuss it with his or her supervisor's immediate supervisor, if any, the
Department Head, the Human Resources Director, or the Town Manager or designee.

C) Every effort should be made to find an acceptable solution by informal means at the lowest level of
supervision.

Except where formal review of the employment matter is not authorized by these procedures, any regular
employee, not appointed by the Town Council, may file a request for formal review of an employment
action involving termination, reduction in pay, involuntary demotion, or suspension without pay in
accordance with the Formal Personnel Review Procedures set forth in Section 5-6-7._The employee may
also file a request for formal review of an employment action involving Verbal Reprimand/Counseling or
Written Reprimand up to and including steps through Section 5-6-7 (c).

The following employment matters are not subject to formal review:
A) Placement of an employee in, or the content or structure of, the Town’s Classification Plan;

B) Placement of an employee in, or the content or structure of, the Town’s Salary Plan;
C) The content or structure of the Town’s benefits programs;

D) An employee’s performance evaluation;

E) Extension of an evaluation period;
F) Assignments, transfers, or reassignments, including those to or from lead positions or special
positions.
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Municipal finance or budgetary issues; and

Layoffs

Employees who have not completed an initial evaluation period with the Town are not permitted to
use the formal personnel action review procedures.

After an issue has been initially presented for review, an employee may not add new allegations at
a subsequent step.

Time limits provided in these procedures may be extended to a date assured by mutual written
agreement of the Town and the appealing employee.

An employee’s failure to file a timely appeal in writing to the next step in the process will consti tute
a waiver, and the decision shall be final, binding and not subject to further review.

Meetings held under these procedures shall be conducted at a mutually agreed upon time and
place that affords a fair and reasonable opportunity for all persons entitled to be present to attend.

No discipline, retaliation, or threats of retaliation shall be taken against any employee,
representative, witness or other participant, whether testifying or not, in these personnel action
review procedures by reason of such participation.

All information obtained during the processing of a request for personnel action review will be
maintained confidentially to the extent permitted by state law.

Employees may have an observer present at any interview in the process. The observer may not
participate in the interview; rather, the observer may merely attend and watch the interview.

If the observer is a Town employee, the time spent attending the interview shall be counted as time
worked for pay and benefit purposes.

During any interview in the process, the employee seeking review shall be permitted to take
reasonable breaks of limited duration to consult with any other person.

For pay and benefit purposes, time spent by employees in discussions with management or in
testifying before a “Hearing Officer” is considered time worked.

Employment matters subject to review may be resolved or settled at any step in the process. Such
matters will be processed until: (a) the employee is satisfied; (b) the employee does not file a timely
appeal (as defined by the formal steps); or (c) a decision has been made in the final step.

All employment decisions (and resulting wage and/or benefit losses flowing from them) are
effective when made by the Department Head. Upon reversal of the decision at any step in the
review process, the successful employee may recover any such wage and/or benefit losses
previously incurred.
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Step One: Appeal to Department Head

1.

Within five business days of the time the employee receives written notification of an
employment matter that is subject to review, the employee must file a request for formal
personnel action review with the Town’s Human Resources Department on a form provided by
the Town.

The Department Head (or in the Department Head's absence, the person designated to act on
the Department Head’s behalf) shall investigate the issue, attempt to resolve it, and give a
written decision to the employee within ten business days of having received the employee’s
request for formal personnel action review from the Town’s Human Resources Department.

If the issue involves the employee’s Department Head, the Human Resources Department
shall give the request for formal personnel action review to the Human Resources Director who
shall proceed as stated in Step Two.

Step Two: Appeal to Human Resources Director

1.

If the employee is not satisfied with the Department Head'’s decision or if no decision has been
rendered within ten business days after submission to the Department Head, the employee
may appeal the decision to the Human Resources Director.

The appeal must be submitted in writing to the Human Resources Department within ten
business days after delivery to the employee of the decision (Step One) being appealed.

The Human Resources Director will review the appeal and communicate a decision in writing
to all concerned parties within ten business days of the Human Resources Department having
received the employee’s written notice of appeal.

If the issue involves the Human Resources Director, the Human Resources Department shall
give the request for formal personnel action review to the Town Manager who shall proceed as
stated in Step Three.

Step Three: Appeal to Town Manager

1.

If the employee is not satisfied with the Human Resources Director’s decision or if no decision
has been rendered within ten business days after submission to the Human Resources
Director, the employee may appeal the decision to the Town Manager.

The appeal must be submitted in writing to the Human Resources Department within ten
business days after delivery to the employee of the decision (Step Two) being appealed.

The Town Manager will review the appeal and communicate a decision in writing to all
concerned parties within ten business days of having received the employee’s written notice of
appeal from the Human Resources Department.

4. The Town Manager may delegate the duties under Step Three.
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Step Four: Appeal to a Hearing Officer
If the employee is not satisfied with the Town Manager’s decision or if no decision has been
rendered within ten business days after submission to the Town Manager, and provided the
employment matter is subject to a Step Four appeal, the employee may appeal the decision to
a qualified, independent Hearing Officer appointed by the Town. The Town shall maintain a list
of qualified, independent, Hearing Officers.

2. Provided they are not otherwise excluded under Section 5-6-5, only disciplinary actions taken
by the Town that involves termination, reduction in pay, involuntary demotion, or suspension
without pay are subject to a Step Four appeal to a Hearing Officer.

3. An appeal must be submitted in writing to the Human Resources Department within ten
business days after delivery to the employee of the Town Manager’s decision. If the employee
fails to submit a written appeal within ten business days, the lower action will be automatically
affirmed.

The appeal will be a written statement, addressed to the Hearing Officer through the Human
Resources Department, explaining the employment matter appealed, the action desired, and the
reasons for it. The appeal shall also include all previous correspondence concerning the matter.

Upon receipt of a notice of appeal, the Human Resources Department shall set a date and place
for the hearing on the appeal within three (3) months from the effective date of the disciplinary
action. The Human Resources Department shall notify all interested parties of the date, time, and
place of the hearing.

If an appeal is made the Human Resources Director in consultation with the Town Manager and
Town Attorney, if necessary, shall determine whether the appeal complies with these procedures
and is subject to review. If so, a qualified Hearing Officer, shall be appointed by the Town.

Both the appellant and the Department Head shall submit to the Human Resources Department a
list of witnesses, including names, addresses, and nature of the expected testimony from each,
and a list of exhibits to be introduced at the hearing no later than seven (7) calendar days prior to
the commencement of the hearing. No other witnesses or exhibits may be introduced at the
hearing unless approved by the Hearing Officer. The Hearing Officer may grant a time extension
beyond the required limits if requested by either party in writing and good cause is shown for
granting the extension.

The Town Attorney shall represent the Town and present the case to the Hearing Officer. The
employee has the right to be represented by counsel at the employee’s expense, to written notice
of the specific grounds for termination, to disclosure of the evidence supporting the termination, the
opportunity to confront and cross examine available adverse witnesses, the opportunity to be
heard, in person, and present evidence, and to subpoena witnesses.

Both the Town and the appellant will have the opportunity to present withesses and evidence, to
cross-examine witnesses, and to be heard in person.
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The findings and recommendation of the Hearing Officer shall be made to the Town Manager and
shall include a written statement as to the evidence relied upon by the Hearing Officer and the
reasons for his or her decision. The Town Manager has final decision on all personnel appeals,
and can modify, accept, or reject the recommendations of the Hearing Officer. If the Town Manager
rejects the Hearing Officer's recommendation he or she must state the reasons therefore in writing.
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The Town of Camp Verde recognizes that the skills and knowledge of its employees are critical to the
success of the organization. The education assistance program encourages personal development through
formal education so that employees can maintain and improve job-related skills or enhance their ability to
compete for reasonably attainable jobs within the Town.

A

All regular full-time employees with satisfactory work and attendance standards who have
successfully completed the initial evaluation period are eligible to participate.

Employees who are receiving grants, scholarships, or veteran’s benefits are eligible to participate,
but only to the extent that employee’s course tuition costs are not covered by these external funds.

Only those courses beginning after the new employee’s initial evaluation period ends will be
considered for reimbursement.

Employees participating in the program are required to achieve grade C or higher in order to

remain eligible.

1. An original grade report or transcript must be provided to Human Resources within 45 days of
the completion of each course. Failure to submit the grade report or transcript within the time
limit will result in disqualification for tuition assistance.

2. Courses taken on a pass/fail basis must be “passed.” Non-graded courses (graded
satisfactory/unsatisfactory) must be completed with a “satisfactory” grade. No courses may be
audited.

Generally, only those courses requiring attendance during off-work hours will be considered for
tuition assistance. With approval from their Department Head, an employee may flex their work
schedule to attend an approved tuition assisted course.

All applications for educational assistance are expected to have the prior approval of their
Department Head. The initial step to qualify for the educational assistance program is to apply for
the assistance with the Human Resources Department. Human Resources will budget for and
administer the educational assistance program.

The program provides tuition assistance for courses that are:
1. Directly related either to the employee’s present job or to a position within the Town to which
the employee could logically progress in the future; or

2. Anpartof a planned program leading to an undergraduate or graduate degree in a field that has
applicability to Town business (e.g. accounting, engineering, criminal justice, management).
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C) The course must be:

1. Taken on the employee’s own time and

2. Approved by the applicable Department Head, and the Town Manager.

D) Courses may be taken at Town-approved:

1. Accredited colleges, universities, community colleges;

2. State or public school systems, adult education systems, vocational and trade schools.

A) The Town will reimburse 100% of the actual tuition as identified by the school, college, or university
and agreed upon by the Human Resources Director and available funding.
1) To ensure fund availability, employees are required to submit a Tuition Reimbursement

requests during the fiscal budget planning process.

2) During limited funding periods, reimbursements are granted on a first-come-first-served basis.

B) The employee must bear all other expenses, which include but are not limited to books, supplies,
parking, transportation, transcripts, application and administrative fees, lab fees, and other non-

tuition expenses.

A) Each employee will be required to sign an agreement stating that if he or she separates from Town
employment for any reason within two years of receiving reimbursement, an amount will be
withheld from the final paycheck according to the following schedule:

Percentage of Reimbursement Withheld from

Date of Separation Final Paycheck
p te 12 menths aﬂEF Feee', 'Hg Fe'mb Fsement 10004

Under 6 months after receiving reimbursement 100%
6 to 12 months after receiving reimbursement 75%
12 to 18 months after receiving reimbursement 50%
18 to 24 months after receiving reimbursement 25%
24+ months after receiving reimbursement 0%
B) If the amount of the employee’s final paycheck is not sufficient to cover costs, the individual will be

required to reimburse the Town for the amount due at the time of termination.

Itis the policy of the Town to encourage and coordinate training opportunities for employees and
supervisors in order that services performed by the Town will be more efficient and effective. Training is
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defined as any work-related seminar, conference, convention, or workshop attended by an employee
whose registration and expenses are funded in whole or in part by the Town.

A) Attendance at training programs within the state will be approved at the Department Head level.

B) Attendance at training programs out-of-state require approval by the Town Manager prior to
registration.

C) After returning from a training program, employees will normally summarize for the Department
Head what new expertise they have gained that may be shared with other employees. The
Department Head will disseminate the information as appropriate.

D) Town-sponsored and required training shall generally be arranged during regularly scheduled work
hours. A Department Head may change the standard work hours to accommodate or require
attendance at such training activities. Required training shall be recorded as time worked within the
meaning of this policy.

E) Employees who acquire training on their own time and expense are encouraged to notify the
Human Resources Department so the information can be noted in the employee’s personnel file. A
copy of any certificates awarded should be forwarded for inclusion in the employee’s personnel file.

F) The Human Resources Department shall maintain an employee training history and shall
periodically audit training attendance and policy compliance.
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The Town is committed to providing a safe and healthy working environment. In this connection, the Town
makes every effort to comply with relevant federal and state occupational health and safety laws and to
develop the best feasible operations, procedures, technologies, and programs conducive to such an
environment. The Town’s policy is aimed at minimizing the exposure of its employees and visitors to its
facilities to health and safety risks.

A) All employees are expected to work diligently to maintain safe and healthy working conditions and
to adhere to proper operating practices and procedures designed to prevent injuries and illnesses.

B) The responsibilities of all employees in this regard include:
1. Exercising maximum care and good judgment at all times to prevent accidents and injuries;

2. Reporting to supervisors and seeking first aid for all injuries, regardless of how minor;

3. Reporting unsafe conditions, equipment, or practices to supervisors;

4. Using safety equipment provided by the Town at all times;

5. Observing conscientiously all safety rules and regulations at all times;

6. Notifying their supervisor, before the beginning of the work day, of any medications they are
taking that may cause drowsiness or other side effects that could lead to injury to them and
their co-workers; and

7. Participating in appropriate safety training.

The Town designates a full-time employee as its Safety Coordinator. The Safety Coordinator, along with

the Town Manager, Department Heads, Supervisors, and Human Resources staff, will monitor and
encourage compliance with safety and loss prevention programs, including education and training.

Employees are rated on appropriate safety performance as part of their performance evaluation.

The improper, careless, negligent, destructive, or unsafe use or operation of equipment or vehicles, as well
as excessive or avoidable traffic and parking violations, shall result in disciplinary action up to and including
termination of employment.
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Employees of the Town who are, or could be, on leave of absence from their duties as a result of work -
related illness or injury may be eligible for the Return-to-Work Program upon written certification of a
medical care provider. The medical care provider must certify that the employee may return to work with
restrictions on physical requirements of the job in question, and that those restrictions are not expected to
last more than 180 days.

A restriction identifies a physical condition that prevents an employee from performing the full scope of his
or her job duties as outlined in the job description. There are two types of restrictions.

A)

D)

Temporary restrictions are defined as those limitations placed on an injured employee by a
physician that are of a relatively short duration (less than 180 days) and the employee is expected
to fully recover and to return to normal working conditions.

Permanent restrictions are defined as those limitations placed on an employee by a physician that
are expected to be long term (more than 180 days) or from which recovery is not expected.
Employees who fall into this category are not eligible for participation in the Return-to-Work
Program. They may elect to seek alternative employment or file for a “reasonable accommodation”
under the Americans with Disabilities Act.

When an employee is approved for participation in the Return-to-Work Program, primary
consideration will be given to job placement within the employee’s department and normal job
duties.

A secondary consideration will be alternative placement into another department or another
assignment. That may mean an assignment that is a lower classification than the normal job
assignment and commensurate wages for the duration of the temporary assignment.

A critical consideration is to place the employee in a position to perform productive work that is
both useful to the Town and achievable within the restrictions placed on the employee. Under no
circumstances will a position be created solely for the purpose of providing work for an employee
who is eligible to return to work under a temporary restriction. If there is no work available within
the employee’s department or in another department or assignment, the employee may remain on
industrial leave.

An employee shall not be returned to work to any job that is punitive in nature.

Alternative placement will not be used to avoid the filling of vacancies within the department in question.

An employee participating in the Return-to-Work Program is subject to all rules, regulations, standards,
policies, and procedures of the Town and the specific department.
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A) An employee must submit a written request and a written certification signed by a physician, noting
the employee’s restrictions and length of those restrictions. The Department Head and the Human
Resources Director will evaluate the request in order to determine whether or not an employee is
able to return to the assigned position.

B) If authorized to participate in the Return-to-Work Program, the employee will be notified by the
Department Head of the date he or she is expected to return to work.

C) In no case will an employee authorized to participate in the Return-to-Work Program be placed in
an area that will pose a health or safety risk to the Town, other staff, or the injured employee.

Smoking is prohibited throughout the Town’s buildings and immediate workplace and in Town vehicles.
This policy applies equally to all employees and visitors.

Employees who smoke may do so outside of the Town buildings in the properly designated areas. State
law prohibits smoking in places of employment as well as within 20 feet of entrances/exits, windows, and
ventilation intakes.

Smoking breaks shall be limited to the same number of breaks that other Town employees receive.

Employees who smoke, but who want to quit should contact Human Resources staff for information on
possible medical insurance carrier and community resources, literature, or smoking cessation programs
that may be available.

Any threats or acts of violence made by an employee against another person’s life, health, well-being,
family, or property are entirely unacceptable and are cause for immediate dismissal, even for a first offense.
This policy holds for any threats made on Town property, at Town events or under other circumstances that
may negatively impact the Town’s ability to conduct its business.

A) Acts or threats of violence, whether made directly or indirectly, explicitly or implied, by words,
gestures, or symbols, infringe upon the Town’s right or obligation to provide a safe workplace for its
employees and are prohibited.

B) Possession of firearms, explosives, or weapons not authorized by the Town is considered threats

of violence and is prohibited. The consequences of such prohibited possession is disciplinary
action, up to and including immediate discharge.
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Any employee who believes that he or she has been, is or may be the target of threats or acts of violence
or has witnessed or otherwise learned of violent conduct by another employee or by a third party, should
contact a supervisor, Department Head, Human Resources Director, or the Marshal’s Office immediately.

Itis the policy of the Town of Camp Verde that its employees be free of substance and alcohol abuse.
Consequently, the use of illegal drugs by employees is prohibited. Further, employees shall not use alcohol
during work hours or engage in “prohibited conduct” as defined in this policy. The overall goals of this policy
are to ensure a drug-free and alcohol-free work environment and to reduce accidents, injuries, and
fatalities.

lllegal drug use, alcohol abuse, and failure to participate? are grounds for discipline up to and including
discharge, even for a first offense.

A) lllegal Drug Use includes possessing, using, purchasing, distributing, or selling illegal drugs, or
reporting to work impaired by illegal drugs. Under this policy, “illegal drugs” include any drug or
drug-like substance that:

1. s not legally obtainable;

2. May be legally obtainable but has not been legally obtained; or
3. Is being used in a manner or for a purpose other than prescribed.

B) Alcohol Abuse includes possessing, using, purchasing, distributing, or selling alcoholic beverages
at any time during the hours between the beginning and ending of the employee’s work day, or

reporting to work or working impaired by alcohol in any way.

C) Failure to participate in the Town’s drug and alcohol testing policy includes:
1. Failure to submit to drug or alcohol testing;

2. Failure to report immediately for drug or alcohol testing when requested to do so;
3. Refusal to sign all appropriate consent forms; or

4. Any other failure to cooperate to the Town’s complete satisfaction.

A) While this policy does not prohibit the use of legal drugs, employees are required to notify their
supervisors if the use of any legal drug may endanger their safety or the safety of others. For
example, an employee should tell their supervisor if they are using any legal drug that warns about
drowsiness or cautions against operating heavy machinery after use.

B) “Legal Drugs” as used in this policy include prescribed and over-the-counter drugs or medications
that have been legally obtained and are being used only for the purpose for which they were
prescribed or manufactured.
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C) Anyone who fails to notify his or her supervisor about the use of legal drugs will be subject to
disciplinary action up to and including discharge, even for a first offense.

The Town has implemented four circumstances for drug and alcohol testing.
A) Pre-employment Testing
1. Candidates selected for “safety-sensitive” positions must submit to a drug test. Any potential
hire who tests positive for drug use will be ineligible for employment with the Town.

2. “Safety-sensitive” positions include those positions involving work that may pose a great
danger to the public. (i.e. peace officers, work involving the operation of dangerous
instrumentalities, any position that requires an employee to be behind the wheel of a car for a
substantial part of their job, jobs requiring a CDL).

B) Post-Accident Testing for all employees
1. Any employee, while on-duty and driving a Town vehicle, is subject to drug and alcohol testing
any time he or she is involved in an accident where:
a) A fatality is involved;
b) The driver receives a citation for a moving violation arising from an accident where anyone
involved requires immediate treatment for an injury away from the accident scene; or
c) Any vehicle involved incurs “disabling damage” (for example, must be towed away).

2. Following any accident, the employee must notify the Town as soon as possible.

3. Any time a post-accident drug or alcohol test is required, it must be performed as soon as
possible following the accident. If no alcohol test can be made within 8 hours, attempts to
perform an alcohol test shall cease. If no urine collection can be obtained for purp oses of post-
accident drug testing within 32 hours, attempts to make such collection shall cease.

4. In the event that federal, state, or local officials conduct tests for the use of alcohol or
controlled substances following an accident, these tests may meet the requirements of this
policy, provided the tests conform to applicable federal, state, or local requirements. The Town
may request or require testing documentation from such agencies and may ask or require the
employee to sign a release allowing the Town to obtain such test results.

5. In the event a driver is so seriously injured that he or she cannot provide a sample of urine,
blood, breath, or saliva at the time of the accident, the driver must provide necessary
authorization for the Town to obtain hospital records or other documents that would indicate
the presence of controlled substances or alcohol in the driver’s system at the time of the
accident.
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C) Random Testing for certain Safety-Sensitive employees
1. Any employee who holds a CDL or assigned to a Narcotics Enforcement Unit shall be subject
to random drug and alcohol testing. The Town or its agents will submit all the required names
to a random selection system. The random selection system provides an equal chance for
each employee to be selected each time random selection occurs. Random selections will be
reasonably spread throughout the year.

2. Tomeet DOT requirements, the Town will test the average number of employee positions
requiring a CDL in each calendar year at a rate established by the De partment of
Transportation (DOT) for the given year.

3. Random selection, by its very nature, may result in employees being selected in successive
selection or more than once a calendar year. Alternatively, some employees may not be
selected in a calendar year.

4. If an employee is selected at random for either drug or alcohol testing, a Town supervisor will
notify the employee. Once notified, every action the employee takes must lead to a collection.
If the employee engages in conduct that does not lead to a collection as soon as possible after
notification, such conduct may be considered a refusal to test.

D) Reasonable Suspicion Testing
1. The Town will require an employee to submit to alcohol and/or drug testing when there is
reasonable suspicion to believe that the employee is engaged in illegal drug use or alcohol
abuse.

2. For purposes of this policy, “reasonable suspicion” will be based on specific observations
concerning the appearance, behavior, speech, or body odors of an employee, including,
without limitation, slurred speech, red eyes, dilated pupils, incoherence, unsteadiness,
unexplained carelessness or accidents, erratic behavior, inability to perform the job and other
unexplained behavior changes.

3. These observations will be made by a supervisor, a peace officer, or other Town official who
has been trained to recognize signs of alcohol and/or drug use.

As a condition of employment, any employee who is required to hold a commercial driver’s license (CDL)
for the position shall sign a release authorizing the Town to obtain drug and alcohol testing records from the
employee’s previous employers for the previous two years. The Town will verify that no prior employer of
the employee has records indicating a violation of any DOT rule pertaining to controlled substance or
alcohol use within the previous two years.

Drug and alcohol testing will be performed through means of breath, urinalysis or blood testing. Urinalysis
or blood testing will test for the presence of drugs and/or metabolites of the following controlled substances:
marijuana, cocaine, opiates, amphetamines, phencyclidine (PCP) and all other controlled substances.
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A) The collection of samples shall be performed under reasonable and sanitary conditions.

1. Sample testing shall comply with scientifically accepted analytical methods and
procedures. Drug testing shall be conducted at a laboratory approved or certified
by the United States Department of Health and Human Services. Breath tests will
be administered on an instrument approved by the Arizona Department of Health
Services or the United States Department of Transportation.

2. Sample collections shall be documented and these documentation procedures
shall include the following:

a. Samples shall be labeled in order to reasonably preclude the possibility of
misidentification of the person tested in relation to the test provided.

b. Samples shall be split at the time they are collected and both splits shall be
sent to the lab together.

c.__The person being tested shall present reliable individual identification to the
person collecting samples.

d. Sample collection, storage, and transportation shall be performed in a manne
reasonably designed to preclude the possibility of sample contamination,
alteration or misidentification.

e. Drug use testing shall include confirmation of any positive drug test results for
employees. Confirmation of positive drug test results for employees shall be
by use of a different chemical process than was used in the initial drug use
test. The second or confirmatory drug use test shall be a chromatographic
technique such as a gas chromatography-mass spectrometry or another
comparable reliable analytical method.

f. A drug use test shall be considered positive after the test is reviewed by a
medical review officer and the MRO makes a determination. Information
regarding the screening cutoff levels for various drugs will be made available
upon request. An alcohol impairment test shall be considered positive when
an employee’s breath alcohol amount tests at .02% or greater.

B) Laboratory Results: All laboratory results will be reported to the Human Resources Director for the

Town. At the Human Resources Director’s sole discretion, a determination will be made as to
whether a result is positive or negative.

1.

2.

Negative test results will be reported to the Department Head.

Before reporting a positive test result, the Human Resource Director will contact the employee
to discuss the test results. After being contacted, the employee shall report to the Human
Resources Director immediately. If the employee fails to report to the Human Resources
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Director within five days after notification, the Human Resources Director may verify the test is
positive.

3. After any positive verification, the employee may petition the Human Resources Director to
reopen the case for reconsideration.

Confidentiality: Individual test results for employees will be released to the Town and will be kept
strictly confidential unless consent for the release of the test results has been obtained from the
employee.

Request for Results: Any individual who has submitted to drug testing in compliance with this policy
is entitled to receive the results of the drug testing upon a timely written request.

The Town will perform alcohol testing using a device that is on the National Highway Traffic Safety

Administration’s (NHTSA) conforming products list (CPL) and meets the DOT's testing

requirements. This may be a breath-testing device, a saliva-testing device or any other approved

device and may be provided through a trained supervisor or the Camp Verde Marshal's Office.

1. The device will be operated by a technician who is certified and trained on the specific device
he or she will be operating.

2. The employee shall report to the alcohol-testing site as notified by the Town. The employee
shall follow all instructions given by the alcohol technician.

Any initial test indicating a Blood Alcohol Concentration (BAC) of .02 or greater will be confirmed
on a breath testing device. The confirmation test will be performed no sooner than 15 minutes and
no later than 30 minutes following the completion of the initial test.

1. In the event the confirmation test indicates a BAC of .02 to .0399, the employee shall be
removed from duty for 24 hours or until his/her next scheduled on-duty time, whichever is
longer.

2. Employees with tests indicating a BAC of .04 or greater are considered to have engaged in
prohibited conduct, which shall result in disciplinary action up to and including termination,
even for a first offense.

All alcohol tests shall be performed just prior to, during, or just after duty.

Any employee who engages in prohibited conduct shall be provided with the names, addresses,
and telephone numbers of qualified Substance Abuse Professionals (SAPs). If the employee
desires to become requalified for employment with the Town, the employee must be evaluated by
a SAP and submit to any treatment the SAP prescribes.

Following evaluation and treatment, if any, in order to become requalified for employment with the
Town, an employee must submit to and successfully complete a return-to-duty drug and/or alcohol
test.
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C) The employee is also subject to follow-up testing. Follow-up testing is separate from and in
addition to the Town’s reasonable suspicion, post-accident and random testing procedures. The
schedule for follow-up testing shall be unannounced and in accordance with the instructions of the
SAP. Follow-up testing may continue for a period of up to 60 months following the e mployee’s
return to duty. No fewer than 6 tests shall be performed in the first 12 months of follow -up testing.

D) The costs of any SAP evaluation or prescribed treatment shall be borne by the employee. The
Town does not guarantee or promise a position to the employee should he/she regain qualified
status.

A) The disciplinary procedures included in this policy are subject to the notice provisions of the

Discipline System Policy and appeal provisions included in the Problem Resolution Policy.

B) The disciplinary guidelines contained in this policy supersede the progressive discipline policies
of the Discipline System Policy.

Contractors and their employees or representatives and visitors will be notified that the Town of Camp
Verde prohibits the use, possession, sale or distribution of drugs or alcohol on its property or at its work
sites. Any person who is reasonably suspected to have drugs in his or her system or to be impaired by
alcohol while on Town of Camp Verde property or work site is in violation of this policy. Contractors and
their employees or representatives and visitors violating this policy will be refused entry onto Town property
or Town work sites. In addition, appropriate legal entities may be contacted as required and appropriate.

This policy is not intended, nor should it be construed as a contract between the Town and the employee.
This policy may be changed at any time at the sole discretion of the Town Council.

Employment with the Town of Camp Verde may be ended voluntarily or involuntarily.

Service retirement is voluntary termination after having satisfied the employment requirements of applicable
retirement system procedures.

Disability retirement is voluntary termination necessitated by an injury or illness that renders the employee
incapable of performing the essential tasks of his or her usual job. The termination is preceded by a letter
from the employee to his or her supervisor advising of the disability ruling, date of termination, supporting
documentation, and a ruling by the appropriate agency verifying the disability and approving the retirement.
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An employee-initiated resignation is voluntary termination for any reason other than formal retirement. An
employee wanting to leave the Town in good standing should provide a written resignation to his or her
immediate supervisor at least 14 calendar days prior to the effective date of resignation. During the two
weeks before the effective date, the employee will be available for work to aid in the training of a
replacement. Exceptions to the time limit requirement may be granted by the Town Manager.

During the initial evaluation period, an employee may be terminated at any time, with or without caus e, by
the Department Head after consultation with the Human Resources Director and the Town Manager.

Discharge is involuntary termination or dismissal of an employee by the Town.

A) Layoff means the reduction of employees due to budgetary constraints, shortage of work, a
material change in duties or organization, or other reasons determined by the Town Manager.
Layoff shall not be used in lieu of discipline.

B) A Department Head may lay off an employee with the approval of the Town Manager because of
material change in duties or organization or because of shortage of work or funds. Affected
employees shall be given written notice as soon as possible, but not later than a minimum of 14
calendar days prior to the effective date of a proposed layoff.

C) Layoff decisions, recall and filling of regular job vacancies may be made based on documented
ability and performance of the duties required in the job and consideration of an employee’s
length of continuous service with the Town in the classification. Where documented performance,
experience, and qualifications are equal, decisions to lay off, recall, and fill vacancies will be
normally be made on seniority within the affected classification within the department.

D) Layoff decisions shall be coordinated among the various Town departments to provide possible
transfer of employees to positions for which the employees qualify.

E) An employee who has been laid off by the Town may be recalled within one year of the lay off if
the employee’s previously held job is reopened or if a similar job for which the laid off employee
is qualified becomes available. The Town is not required to follow the competitive hiring process
to recall a laid off employee.

The Department Head is responsible for coordinating the exit process with the Human Resources
Department.

Included in the final clearance is a verification that all Town equipment, materials, and supplies, such as
keys, identification card, Town credit cards, and uniforms, depending upon the department, etc., have been
returned.

Draft Version 04-2014 98



Regular full-time and regular part-time employees can participate in an exit interview. The interview will be
scheduled prior to the last day of employment. The Exit Interview shall be maintained separately from the
employee’s personnel file. Temporary employees do not ordinarily participate in an Exit Interview unless
they volunteer to complete the interview.

A)

The Finance Department shall be notified of the employee’s separation date through the

Personnel Action Form. Employees shall receive pay for work performed through the last hour

worked and for unused benefits as stipulated by Town policy and laws governing such payments.

1. Involuntarily terminated employees must be issued their final paycheck within 3 working days
of the termination. It is the responsibility of the Department Head to forward to Human
Resources all completed paperwork to meet this federal requirement.

2. All other employees who leave the employment of the Town will be paid at the next regular
pay period.

3. Costs of unreturned Town property will be deducted from the final paycheck.

Before the final paycheck is issued to the employeeg, it is the responsibility of the Department
Head to ensure that the employee has completed final clearance. Verification of clearance must
accompany the Personnel Action Form.

Benefits continue through the time actually worked by the employee. If the employee works any
part of the month, Town-provided insurance benefits will continue through the last day of the
month.

Employees eligible to continue health benefits through C.0.B.R.A. and H.I.P.A.A. will be notified
by the Town’s Health Insurance Administrator within the time limit determined by law.

For those employees who are not retiring, monies accumulated in the employee’s retirement
account are refundable. Forms required to request this refund are available through the
retirement plan.

Itis the policy of the Town of Camp Verde that employee personnel records are confidential.

A)

Dates of employment, job classification, current or last rate of pay, department in which
employee works or worked and eligibility for rehire will be verified in response to outside
requests. Additional information may be shared in conformance with state law.

All requests or phone calls for verification of employment or wages of current or former

employees, written or verbal, should be forwarded to the Human Resources Department for
processing.
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Regular employees who resign from Town service in good standing after completing their initial
evaluation period may be re-employed, upon approval of the Department Head, to an equivalent
or lower position class occupied at the time of resignation. Employees re-employed within 120
days are considered to have continuous service for purposes of benefits.

Promoted employees who resign during their promotion evaluation period are not eligible for re-
employment in that position class but may be re-employed in the position occupied before
promotion.

Persons interested in re-employment should file a completed Town application form with the
Human Resources Department. The individual will then proceed through the regular hiring
procedures with other applicants as described in the Hiring Process Policy.

The individual's previous personnel file will be re-activated once re-employed by the Town,
provided re-employment is within seven years after the original resignation.

The date of hire will take the person’s previous service with the Town into account; however,
future performance pay increases will coincide with the re-employment date.

Re-employed individuals must serve the required initial evaluation period.
An individual re-employed in his or her former position may be paid at the same pay at the time
he or she left the Town, provided that the re-employment is within 120 days of the previous

resignation.

Compensation of an employee re-employed to a position other than the former position will be
subject to provisions for new hires.

Re-employment after 30 days requires employees to serve the required waiting period for
insurance benefits.

Vacation leave eligibility will be based on previous Town service if re-employment occurs within
120 days of the previous resignation.
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Town of Camp Verde

[Agenda Item Submission Form - Section I

Meeting Date: July 1, 2015, Regular Session

[] Consent Agenda [ Decision Agenda ~ [[] Executive Session Requested
(] Presentation Only  [X] Action/Presentation [ Pre-Session Agenda
Requesting Department:

Staff Resource/Contact Person: Councilor Robin Whatley

Agenda Title (be exact): Discussion and clarification to the public regarding the extension of the Mayor and
Council Term limits per ARS 16-204 as amended, followed by, but not limited to, possible direction to staff.

List Attached Documents:
Resolution 2014-932 extending terms

Copy of 2012 New Laws Report regarding HB 2826 (Consolidated Election dates: Political subdivisions)
Copy of House Bill 2826

Copy of 2013 New Laws Report regarding SB 1454 as it pertains to length of terms.
Copy of ARS 16-204

Estimated Presentation Time: 10

Estimated Discussion Time: 5

Reviews Completed by:

[_] Department Head: [1 Town Attorney Comments: N/A

] Finance Department N/A

Fiscal Impact: None

Budget Code: _ N/A Amount Remaining:

Comments:
Background Information: In 2012 the State Legislature introduced and passed HB 2826 requiring that beginning
in 2014, cities and town must hold all candidate elections (except recall elections and special elections to fill a
vacancy) in the fall election cycle of even-numbered years. To the Town of Camp Verde, that meant that starting in
2014 we would no longer be able to hold our regular candidate elections in odd numbered years. This law however
did not change our regular 2013 candidate election which was held as scheduled.

The League of Arizona Cities and Towns along with the Town Attomey recommended not to extend or shorten any
Council members terms until the legislature could meet in 2013, so they could correct the issue.

When the Legislature met in 2013, they approved SB 1454 that included the verbiage that term limits could only be
lengthened, not shortened.



In 2014 the Town of Camp Verde approved Resolution 2014-932 extending the terms of the sitting Mayor and
Councilmembers to comply with ARS 16-204.

Recommended Action (Motion): Possible direction to staff to publish an open letter to the community explaining
why the terms were extended and authorization to pay for publication costs.

Insiructions to the Clerk: None



& o
RESOLUTION 2014.932

A RESOLUTION OF THE MAYOR AND COMMON COUNCIL
OF THE TOWN OF CAMP VERDE, YAVAPAI COUNTY, ARIZONA,
EXTENDING THE TERMS OF THE SITTING MAYOR AND COUNCILMEMBERS
TO COMPLY WITH ARS §16-204, AS AMENDED, RELATED TO CON SOLIDATED
ELECTIONS.

WHEREAS, The Arizona State Legislature in 2012 amended ARS§16-204 to consolidated all
regular candidate elections including those of the Town of Camp Verde, Arizona to the fall of

even numbered years; and
WHEREAS, the amendments to §16-204consolidate elections beginning in 2014; and

WHEREAS, Governor Jan Brewer signed SB1454 allowing municipalities to only extend terms
of elected officials; and

WHEREAS, because of the consolidated elections, the Town of Camp Verde cannot hold
elections at the end of the terms of the current Mayor and Council members; and

WHEREAS, in order to comply with the consolidation of elections, the Town must adjust the
length of terms of the Mayor and members of the Town Council currently so that their terms will
expire following the General Election in November of even numbered years;

NOW THEREFORE, BE IT RESOLVED by the Mayor and Common Council of the Town of
Camp Verde, Arizona, that;

1. The term of Mayor Charles German will expire when his successor assumes office

following the 2016 General Election.
2. The terms of those Council Members (Jessie Jones, Carol German, & Bruce George)
whose terms expire in the spring of 2015 will be extended to when their successors

assume office following the 2016 General Election.

3. The terms of those Council Members (Jackie Baker, Robin Whatley, and Bradford
Gordon) whose terms expire in the spring of 2017 will be extended to when their
successors assume office following the 2018 General Election.

PASSED AND ADOPTED by the Mayor and Common Council of the Town of Camp Verde,
Arizona this 5® day of November 2014,

Charles German, Mayor

Attest;

~Breborah-Barber . Town Clerk
/4&?/()»‘39 Joves - Dupity Clerk
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SB 1137 (candidate; eligibility; fines; penalties)
Chapter 289

This new law prohibits a filing officer (such as a city or town clerk) from accepting nomination papers from some-
one who is liable for $1000 or more in fines, penalties, late fees or administrative or civil judgments resulting from
aviolation of campaign finance laws. There is an exception for cases in which the fines, penalties or fees are being
appealed. The law also requires that the candidate affidavit of qualification include a statement that the candidate
has satisfied in full any monetary penalties, fines or judgments arising from a violation of campaign finance laws.

Effective Date: May 7, 2012

SB 1138 (clean elections; trigger reports; repeal)
Chapter 290

This new law makes several changes to the state statute concerning “clean elections” ctampaign reporting.
Among other things, the law modifies the timeframe within which a pre-election report must be filed and com-
pleted. Such a report must be filed not less than four days before any election {as opposed to twelve previously)
and must be complete through the twelfth day (as opposed to the twentieth) before the election.

Effective Date: May 7, 2012

HB 2826 (consolidated election dates; political subdivisions)
Chapter 353

This measure requires that, beginning in 2014, cities and towns must hold all candidate elections {except recall
elections and special elections to fill a vacancy) in the fall election cycle of even-numbered years. A county elec-
tion officer is permitted to use a unified ballot format in all-mail ballot elections. [Note: Because alternative
expenditure limitation elections, also known as home rule elections, must be held at the same time as candidate
elections, all home rule elections will be on the ballot in the fall of even-numbered years beginning in 2014.]

Effective Date; Provisjons are applicable beginning with the 2014 elections.

HB 2033 (public electronic posting; government bodies)
Chapter 361

This measure makes numerous changes to state elections statutes. Of particular interest to cities and towns are
the following provisions:

* Nomination petitions must now be 8.5” X 11" and have ten lines spaced %" apart.

= Early voters must now be notified of candidate withdrawal by providing, in early ballot instructions, a
website address at which prompt updates to information regarding write-in and withdrawn candidates
is available. Withdrawals must also be posted at early voting locations.



Senate Engrossed House Bill

State of Arizona

House of Representatives
Fiftieth Legislature
Second Regular Session
2012

CHAPTER 353

HOUSE BILL 2826

AN ACT

AMENDING SECTION 16-204, ARIZONA REVISED STATUTES; RELATING TO ELECTION
DATES.

(TEXT OF BILL BEGINS ON NEXT PAGE)
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H.B. 2826

Be it enacted by the Legislature of the State of Arizona:
Section 1. Section 16-204, Arizona Revised Statutes, is amended to

16-204. Declaration of statewide concern: consolidated election

A.

read:

etHectierns—by—pe o ey

fray—beofatter—oftocat—eencern; The legislature finds and determines that
for the purposes of increasing voter participation and for decreasing the
costs to the taxpayers it is a matter of statewide concern that all elections
in this state be conducted on a limited number of days and, therefore, the
legislature finds and declares that the holding of all elections on certain
specific consolidated days is a matter of statewide concern. THIS SECTION
PREEMPTS ALL LOCAL LAWS, ORDINANCES AND CHARTER PROVISIONS TO THE CONTRARY.

B. FOR ELECTIONS HELD BEFORE 2014 AND notwithstanding any other Taw or
any charter or ordinance of any county, city or town to the contrary, an
election held for or on behalf of a county, city or town, a school district,
a community college district or special districts organized pursuant to title
48, chapters 5, 6, 8, 10, 13 through 16 and 33 may only be held on the
following dates:

1. Except for regular elections for candidates in a city or town with
a population of one hundred seventy-five thousand or more persons, all
elections, including recall elections and special elections to Fi17
vacancies, shall be held on:

(a) The second Tuesday in March.

(b) The third Tuesday in May.

(c) The tenth Tuesday before the first Tuesday after the first Monday
in November.

(d) The first Tuesday after the first Monday 1in November.
Notwithstanding any other law, an election must be held on this date for the
approval of an obligation or other authorization requiring or authorizing the
assessment of secondary property taxes by a county, city, town, school
district, community college district or special taxing district, except as
provided by title 48.

2. For regular elections that are only for candidates in a city or
town with a population of one hundred seventy-five thousand or more persons
and not including recall elections and special elections to fil1l vacancies in
those cities or towns, elections shall be held on:

(a) The tenth Tuesday before the first Tuesday after the first Monday
in November.

(b The first Tuesday after the first Monday in November.

C. FOR ELECTIONS HELD BEFORE 2014, for any city or town, including a
charter city, that holds its regularly scheduled candidate elections in
even-numbered years pursuant to subsection B, paragraph 2, the term of office
for a member of the city council or for the office of mayor begins on or
after the second Tuesday in January in the year following the election.
_1_
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H.B. 2826

D. This—seetion—dees SUBSECTIONS B AND € OF THIS SECTION DO not apply
to an election regarding a county or city charter committee or county or city
charter proposal that is conducted pursuant to article XIII, section 2 or 3
or article XII, section 5, Constitution of Arizona.

E. BEGINNING WITH ELECTIONS HELD IN 2014 AND LATER AND NOTWITHSTANDING
ANY OTHER LAW OR ANY CHARTER OR ORDINANCE TO THE CONTRARY, A CANDIDATE
ELECTION HELD FOR OR ON BEHALF OF ANY POLITICAL SUBDIVISION OF THIS STATE
OTHER THAN A SPECIAL ELECTION TO FILL A VACANCY OR A RECALL ELECTION MAY ONLY
BE HELD ON THE FOLLOWING DATES AND ONLY IN EVEN-NUMBERED YEARS:

1. THE TENTH TUESDAY BEFQRE THE FIRST TUESDAY AFTER THE FIRST MONDAY
IN NOVEMBER. IF THE POLITICAL SUBDIVISION HOLDS A PRIMARY OR FIRST ELECTION
AND A GENERAL OR RUNOFF ELECTION IS EITHER REQUIRED OR OPTIONAL FOR THAT
POLITICAL SUBDIVISION, THE FIRST ELECTION SHALL BE HELD ON THIS DATE, WITHOUT
REGARD TO WHETHER THE POLITICAL SUBDIVISION DESIGNATES THE ELECTION A PRIMARY
ELECTION, A FIRST ELECTION, A PRELIMINARY ELECTION OR ANY OTHER DESCRIPTIVE
TERM.

2. THE FIRST TUESDAY AFTER THE FIRST MONDAY IN NOVEMBER. IF THE
POLITICAL SUBDIVISION HOLDS A GENERAL ELECTION OR A RUNOFF ELECTION, THE
SECOND ELECTION HELD SHALL BE HELD ON THIS DATE. IF THE POLITICAL
SUBDIVISION HOLDS ONLY A SINGLE ELECTION AND NO PRELIMINARY OR PRIMARY OR
OTHER ELECTION IS EVER HELD FOR THE PURPOSE OF REDUCING THE NUMBER OF
CANDIDATES, OR RECEIVING A PARTISAN NOMINATION OR DESIGNATION OR FOR ANY
OTHER PURPOSE FOR THAT POLITICAL SUBDIVISION, THE SINGLE ELECTION SHALL BE
HELD ON THIS DATE.

F. BEGINNING WITH ELECTIONS HELD IN 2014 AND LATER THAT ARE NOT
CANDIDATE ELECTIONS, AN ELECTION HELD FOR OR ON BEMALF OF ANY POLITICAL
SUBDIVISION OF THIS STATE, AND INCLUDING A SPECIAL ELECTION TO FILL A VACANCY
OR A RECALL ELECTION, MAY ONLY BE HELD ON THE FOLLOWING DATES:

1. THE SECOND TUESDAY IN MARCH.

2. THE THIRD TUESDAY IN MAY.

3. THE TENTH TUESDAY BEFORE THE FIRST TUESDAY AFTER THE FIRST MONDAY
IN NOVEMBER.

4. THE FIRST TUESDAY AFTER THE FIRST MONDAY 1IN NOVEMBER.
NOTWITHSTANDING ANY OTHER LAW, AN ELECTION MUST BE HELD ON THIS DATE FOR THE
APPROVAL OF AN OBLIGATION OR OTHER AUTHORIZATION REQUIRING OR AUTHORIZING THE
ASSESSMENT OF SECONDARY PROPERTY TAXES BY A COUNTY, CITY, TOWN, SCHOOL
DISTRICT, COMMUNITY COLLEGE DISTRICT OR SPECIAL TAXING DISTRICT, EXCEPT AS
PROVIDED BY TITLE 48.

G. NOTWITHSTANDING ANY OTHER LAW, FOR AN ELECTION ADMINISTERED BY A
COUNTY RECORDER OR OTHER OFFICER IN CHARGE OF ELECTIONS ON BEHALF OF A CITY,
TOWN OR SCHOOL DISTRICT AND THAT IS AN ALL MAIL BALLOT ELECTION FOR THAT
CITY, TOWN OR SCHOOL DISTRICT, THE COUNTY RECORDER OR OTHER OFFICER IN CHARGE
OF ELECTIONS MAY USE A UNIFIED BALLOT FORMAT THAT COMBINES ALL OF THE ISSUES
APPLICABLE TO THE VOTERS IN THE CITY, TOWN OR SCHOOL DISTRICT REQUESTING THE
ALL MAIL BALLOT ELECTION.
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H. FOR THE PURPOSES OF THIS SECTION, "POLITICAL SUBDIVISION"™ MEANS ANY
GOVERNMENTAL ENTITY OPERATING UNDER THE AUTHORITY OF THIS STATE AND GOVERNED
BY AN ELECTED BODY, INCLUDING A CITY, TOWN, COUNTY, SCHOOL DISTRICT,
COMMUNITY COLLEGE DISTRICT OR ANY OTHER DISTRICT ORGANIZED UNDER STATE LAW
BUT NOT INCLUDING A SPECIAL TAXING DISTRICT.

Sec. 2. CLonforming legislation

The Tegislative council staff shall prepare proposed JTegislation
conforming the Arizona Revised Statutes to the provisions of this act for
consideration in the fifty-first legislature, first regular session.

Sec. 3. Severability

If a provision of this act or its application to any person or
circumstance is held invalid, the invalidity does not affect other provisions
or applications of the act that can be given effect without the invalid
provision or application, and to this end the provisions of this act are
severable,

APPROVED BY THE GOYERNOR MAY 14, 2012.

FILED IN THE OFFICE OF THE SECRETARY OF STATE MAY 14, 2012,
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information” is expanded to include emergency response plans and certain information related to a computer-
based or natural disaster.

Effective Date: September 13, 2013

SB 1370 (municipal franchise elections; rates; estimate)
Chapter 80

This bill requires the ballot of a proposed franchise election to include an estimate of any proposed fees or
taxes that are not related to franchise work or franchise fees.

Effective Date: September 13, 2013

SB 1454 (campaign finance; in-kind contributions; disclosure)
Chapter 254

SB 1454 contains provisions to address incorporation elections, length of terms and alternative expenditure
limitation. The section on term lengths only allows lengthening terms, not shortening. The ability of
municipalities to require planned communities now only pertains to the maintenance of private, common or
community owned improvements. There are also sections dealing with campaign signs and in-kind
contributions, and the establishment of a study committee on approval voting for municipal primary elections.

Effective Date: September 13, 2013
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16-204. Declaration of statewide concern; consolidated election dates: definition

A. The legislature finds and determines that for the purposes of Increasing voter participation and for
decreasing the costs to the taxpayers it is a matter of statewide concern that ail elections in this state
be conducted on a limited number of days and, therefore, the legislature finds and declares that the
holding of all elections on certain specific consclidated days is a matter of statewide concern. This
section preempts all local laws, ordinances and charter provisions to the contrary.

B. For elections held before 2014 and notwithstanding any other law or any charter or ordinance of any
county, city or town to the contrary, an election held for or on behalf of a county, city or town, a school
district, a community college district or special districts organized pursuant to title 48, chapters 5, 6, 8,
10, 13 through 16 and 33 may only be held on the following dates:

1. Except for regular elections for candidates in a city or town with a population of one hundred
seventy-five thousand or more persons, all elections, including recall elections and special elections to
fill vacancies, shall be held on:

(a) The second Tuesday in March.

{b) The third Tuesday in May.

(c) The tenth Tuesday before the first Tuesday after the first Monday in November.

{d) The first Tuesday after the first Monday in November. Notwithstanding any other law, an election
must be held on this date for the approval of an obligation or other authorization requiring or
authorizing the assessment of secondary property taxes by a county, city, town, school district,
community college district or special taxing district, except as provided by title 48.

2. For regular elections that are only for candidates in a city or town with a population of one hundred
seventy-five thousand or more persons and not including recall elections and special elections to fill
vacancies in those cities or towns, elections shall be held on:

(2} The tenth Tuesday before the first Tuesday after the first Monday in November.

(b} The first Tuesday after the first Monday in November.

C. For elections held before 2014, for any city or town, including a charter city, that holds its regularly
scheduled candidate elections in even-numbered years pursuant to subsection B, paragraph 2, the
term of office for 8 member of the city council or for the office of mayor begins on or after the second
Tuesday in January in the year following the election.

D. Subsections B and C of this section do not apply to an election regarding a county or city charter
committee or county or city charter proposal that is conducted pursuant to article XIII, section 2 or 3
or article XII, section 5, Constitution of Arizona.

E. Beginning with elections held in 2014 and later and notwithstanding any other law or any charter or
ordinance to the contrary, a candidate election held for or on behalf of any political subdivision of this
state other than a special election to fill a vacancy or a recall election may only be held on the following
dates and only in even-numbered years:

1. The tenth Tuesday before the first Tuesday after the first Monday in November. If the political
subdivision hoids a primary or first election and a general or runoff election s either required or
optional for that political subdivision, the first election shall be held on this date, without regard to
whether the political subdivision designates the election a primary election, a first election, a
preliminary election or any other descriptive term,

2, The first Tuesday after the first Monday in November. If the political subdivision holds a general
election or a runoff election, the second election held shall be heid on this date. If the political
subdivisien holds only a single election and no preliminary or primary or other election is ever heid for
the purpose of reducing the number of candidates, or receiving a partisan nomination or designation or
for any other purpose for that political subdivision, the single election shall be held on this date.

F. Beginning with elections held in 2014 and later that are not candidate elections, an election held for
or on behalf of any political subdivision of this state, and including a special election to fill a vacancy or
a recall election, may only be held on the following dates:

1. The second Tuesday in March.

2. The third Tuesday in May.

3. The tenth Tuesday before the first Tuesday after the first Monday in November.

4., The first Tuesday after the first Monday in November. Notwithstanding any other law, an election
must be held on this date for the approval of an obligation or other authorization requiring or
authorizing the assessment of secondary property taxes by a county, city, town, school district,
community college district or special taxing district, except as provided by title 48.

G. Notwithstanding any other law, for an election administered by a county recorder or other officer in
charge of elections on behalf of a city, town or school district and that is an all mail ballot election for
that city, town or school district, the county recorder or other officer in charge of elections may use a

http:/'www.azleg.state.az.us/FormatDocument.asp?inDoc=/ars. 16/00204.htm& Title=16& DocType=ARS 06/04/2015
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unified ballot format that cormnbines all of the issues applicable to the voters in the city, town or school

district requesting the all mail ballot election.

H. For the purposes of this section, "pelitical subdivision” means any governmental entity operating
under the authority of this state and governed by an elected body, including a city, town, county,
school district, community college district or any other district organized under state law but not

including a special taxing district.

T2007 ~nizona State Legislature.
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