MINUTES
July 11, 2011

CITY COUNCIL CHAMBERS, CITY HALL
29592 ELLENSBURG AVE

GOLD BEACH OR 97444

Call to order: Time: 6:30PM

1. The pledge of allegiance
2. Roll Call:

Present Absent

Mayor James Wernicke

Council Position #1 Jeff Crook

Council Position #2 Larry Brennan

Council Position #3 Brice Gregory

Council Position #4 Doug Brand

Council Position #5 Tamie Kaufman

e B P P e e

Acting City Administrator Ellen Barnes

Student Liaison

3. Special Orders of Business:
No special orders of business

There were no special orders of business

4, Consent Calendar
None scheduled

There were no consent calendar items scheduled.

5. Citizens Comments
As presented to the Mayor at the beginning of the meeting

There were no citizen comments presented to the Mayor.

6. Public Hearing
None scheduled

There was no public hearing scheduled.

7. Citizen Requested Agenda Items
None submitted

There were no citizen requested agenda items.

8. Public Contracts and Purchasing
None Scheduled

There were no Public Contracting or Purchasing items.
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9. Ordinances & Resolutions
a. Resolution R1112-02 Adopting measures to correct legal deficiencies disclosed in the
city audit report ending fiscal year June 30, 2010
b. Resolution R1112-03 Accepting the City of Gold Beach Sewer Utility Capacity Analysis
Report and rate study revised addendum

CA Barnes explained that R1112-02 is required by state law from the Department of
Revenue. She indicated that she had mentioned in the budget committee meetings
that there were some deficiencies that were found in the audit and asked how the
committee and Council wanted to proceed with it. She presented the formal
documentation that the City will submit to the Department of Revenue indicating
exactly how it is that the deficiencies will be corrected, if they need to be corrected,
and also how the deficiencies can be corrected in the future.

CA Barnes presented a plan for correcting the deficiencies. She explained the
example of the City holding onto investments longer than 18 months, that’s been
corrected. The CD’s are going to be either rolled into the checking account or money
market for the City, and if the City rolls them over into another CD, then the City
needs to come into compliance and assure that the CD’s don’t go beyond 18 months
as required by law.

CA Barnes mentioned that a lot of the other issues were going to be corrected with
the new financial accounting system where there will be timelier and accurate
financial statements provided where issues can be caught more quickly. She
indicated that in the budget development process one of the concerns was the
transfers didn’t balance. She said that it was corrected in the budget and explained
that it wouldn’t occur in the future because there’s a budgeting module associated
with the new accounting software that should prevent or at least flag irregularities
that occur and they can be corrected during the budget process.

MOTION: Councilor Larry Brennan made a motion to approve
Resolution R1112-02, adopting measures to correct legal deficiencies
disclosed in the city audit report ending fiscal year June 30, 2010.
Councilor Tamie Kaufman seconded.

Mayor Wernicke called for discussion or debate.

Councilor Tamie Kaufman mentioned that she was impressed with the audit. She
said there were a few things to correct, but she expected more. She said that thisis a
big step in the right direction, and she thanked CA Barnes for facilitating that.

Mayor Wernicke said that based on the previous audits that he’s seen, this audit
seems to be far more complete and certainly more timely. He indicated that making
the decision to change audit companies was really paying off.

CA Barnes told the Council to not be too disturbed with the comments from the
Department of Revenue. The majority of those comments, two pages of them, were
directed at the auditors and what they needed to include in their findings. She said
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she asked the auditors how they were proceeding to correct errors, and they said they
don’t need to correct them, they just need to make sure that information is either
included or it’s corrected with the next audit.

Mayor Wernicke called for discussion or debate. Hearing none, he
called for the vote.

Record of Vote Ayes Nays Abstain

Council Position #1 Jeff Crook

Council Position #2 Larry Brennan

Council Position #3 Brice Gregory

Council Position #4 Doug Brand

pd| b P pd| 4

Council Position #5 Tamie Kaufman

MOTION CARRIES UNANIMOUSLY

CA Barnes explained that R1112-03 is the sewer rate study that the City had RCAC
conduct, and they developed a final report. There were changes requested, and they
made a revised final report in April 2012. She said that additional corrections needed
to be made. She explained there were some loans that the City currently is servicing
that were not reflected. She indicated that the report in front of the Council is the
revised April report, which is RCAC’s final complete draft to the City with an
addendum showing what changes have occurred since then and what their
recommendations are, including the changes in the addendum. She indicated that
there really aren’t any substantial changes and recommendations at this time.

Councilor Larry Brennan asked if the Council was going to address other issues as
the project gets going to see where reserves fall. CA Barnes indicated that’s what the
recommendation of the study is, to go ahead and complete the construction project.
There are enough reserves to complete the construction. Once the construction
project is complete and the City begins servicing the debt, the Council will need to
come back and take a look at the financials and consider rate adjustments at that
time.

MOTION: Councilor Larry Brennan made a motion to approve
Resolution R112-03, accepting the City of Gold Beach Sewer Utility
Financial Capacity analysis report and rate study revised addendum.
Councilor Jeff Crock seconded.

Mayor Wernicke called for discussion or debate. Hearing none, he
called for the vote.

Record of Vote Ayes Nays Abstain
Council Position #1 Jeff Crook X
Council Position #2 Larry Brennan X
Council Position #3 Brice Gregory X
Council Position #4 Doug Brand X
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Council Position #5 Tamie Kaufman

P

MOTION CARRIES UNANIMOUSLY

10. Miscellaneous Items (including policy discussions and determinations)
a. Social Gaming License application — Diane Kellog
b. Administrative policies and personnel policies

Social Gaming License application: Jodi Fritts explained the City’s code requires that
if someone wants a Social Gaming License, which in this case is a card table, that it
has to be approved by the Council. She said the Council had three options: grant the
license, take the application under advisement to be reconsidered at a specific date
and time, or deny the application and refuse the license. She explained that the
application process is pretty straightforward. There is a background check on the
applicant to make sure they’re not wanted for anything. She said that it was a license
granted by Council and not by staff.

Councilor Larry Brennan informed the Council that he knows Diane Kellog, that
she’s a wife of a friend. He stated there’s no conflict of interest, but he wanted to
disclose that information. CA Barnes asked Councilor Brennan if he felt he could be
objective in rendering a decision. He indicated that he could. CA Barnes asked the
Council if they felt that Councilor Brennan could be objective in rendering a decision.
The Council unanimously agreed they felt he could be objective.

Councilor Doug Brand asked Chief Andrews if there was a log of calls to the Hunter
Creek Tavern in the last year. The Chief replied that he couldn’t answer that, but he
would be happy to get that information. Jodi Fritts explained that she had Gail check
that morning to see if there have been calls related to the card table and there were
none. She explained that Diane Kellog was previously a dealer at the table and not

the owner. The owner of the table no longer owns the table, and she would like to be
the owner.

MOTION: Councilor Tamie Kaufman made a motion for approval to
grant the Social Gaming License to Diane Kellog. Councilor Doug Brand
seconded.

Mayor Wernicke called for discussion or debate. Hearing none, he
called for the vote.

Record of Vote Ayes Nays Abstain

Council Position #1 Jeff Crook

Council Position #2 Larry Brennan

Council Position #3 Brice Gregory

Council Position #4 Doug Brand

D] D[ DA Pt e

Council Position #5 Tamie Kaufman

IMOTION CARRIES UNANIMOUSLY

Administrative policies and personnel policies: CA Barnes explained that the
Council members received the revised policy manual, which is the administrative
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and personnel policies. She indicated that they have been reviewed by the City
attorney. She said the reason she didn’t put this item in as a resolution item is
because she wanted to give the Council one last opportunity to go through them. She
said this version includes the recommendations she received from the Council earlier
on, as well as recommendations from staff, and that she hoped these are the final or
the absolute closest to final that can be brought back to the Council at the next
meeting in August.

CA Barnes also indicated that the changes in the procurement policies were not put
in as a resolution at this meeting because the statutory requirements for adopting
them are more complicated that just the standard policies. They require that you
provide notice for a public hearing. She explained that the publication requirements
for the City are to publish the hearing notice not only in the local papers but also
with the CDJ because it deals with contracting. She indicated that she has a question
for the attorney with regard to the timeframes. She said she has conflicting
information as to if it has to be a minimum of 15 days’ advanced notice of the
meeting or a maximum of 15 day’s advanced notice of the meeting. She indicated
that with weekly papers and where City Council meetings fit in with that, they’re not
lining up too well.

11. City Administrator’s Report
To be presented at meeting

CA Barnes gave a report which is attached to these minutes.

12. Mayor and Council Member Comments
a. Mayor James Wernicke
b. Councilors

1) Jeff Crook

2) Larry Brennan

3) Brice Gregory

4)  Doug Brand

5) Tamie Kaufman
c. Student Liaison, Vacant

The Mayor commented that the League of Oregon Cities has a training program for
city administrators, city managers, and people in city government that’s specialized
with the State of Oregon, and to get a certificate you have to put in 140 hours of
study time and there’s 10 subject areas. He informed the Council that CA Barnes
received a certificate for having completed that program. He said that she deserves a
round of applause. He also told Joel that he did a great job with the Visitor’s Guide.
He also mentioned that the 4t of July fireworks were the best he could recall seeing
here at the Port. He wanted to acknowledge the fire department for not only the
work with the fireworks but also going out on two calls after the fireworks were over.

Councilor Jeff Crook acknowledged the fire department in volunteering their time
for the fireworks and then going out on two calls. He said that they are a great
department and they’re doing a great job. He also congratulated Joel on what a great
job he’s done with the Visitor’s Guide. He said he thought the city is moving in the
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right direction and he’s very happy with all of the staff. He told Chief Andrews that
he loved having him.

Councilor Larry Brennan commented that he loved the weekend review
memorandum. He said it was a great tool and he really appreciated it.

Councilor Doug Brand thanked all of the volunteers and said they did a lot of work.
Councilor Tamie Kaufman commented that she volunteers for different things, but
it’s not the same as the fire department. She said that they’re a great group of
volunteers.

13. Citizens Comments

There were no citizen comments.

14. Executive Session

The session will discuss labor negotiations involving a new police union contract
with the Teamsters Union. The session is held pursuant to ORS 192.660(2)(D).

The executive session was held from 7:00PM to 8:18PM. There were three topics
discussed pursuant to the negotiations: vacation time, holiday pay, and longevity
pay. There was discussion among the Council members and direction to CA Barnes
on negotiating points.

The next regularly scheduled meeting of the Gold Beach City Council is Monday, August 8, 2011, at
6:30PM in the Council Chambers of City Hall, 29592 Ellensburg Avenue, Gold Beach, Oregon

MOTION: Councilor Doug Brand made a motion to adjourn. Councilor
Brice Gregory seconded the motion.

Mayor Wernicke called for discussion or debate. Hearing none, he
called for the vote.

Record of Vote ' Ayes Nays Abstain

Council Position #1 Jeff Crook

Council Position #2 Larry Brennan

Council Position #3 Brice Gregory

Council Position #4 Doug Brand

Pl b | P P P

Council Position #5 Tamie Kaufman

OTION CARRIES UNANIMOUSLY

1s. Adjourn Time: 6:53PM

Candy“Cronberger, City Recorder
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AGENDA

REGULAR MEETING
MONDAY, JULY 11, 2011: 6:30 P.M.
CITY COUNCIL CHAMBERS, CITY HALL
29592 ELL ENSBURG AVE
GOLD BEACH OR 87444

CALL TO ORDER: TIME:

1. THE PLEDGE OF ALLEGIANCE:

2. ROLL CALL: PRESENT
Mayor James Wernicke
Council Position #1 Jeff Crook
Council Position #2 Larry Brennan

- Council Position #3 Brice Gregory
Council Position #4 Doug Brand
Council Position #5 Tamie Kaufman
City Administrator Ellen Barnes
Student Liaison Vacant

>
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*NOTE: If anyone wishes to address this Governing Body, please present a completed “Business
from the Audience” request to the Mayor at this time. Your request will be added under the CITIZEN

COMMENTS section of our agenda. Comments and participation from the audience shall be limited to
5 minutes without redundancy.

3. SPECIAL ORDERS OF BUSINESS:
NONE

4. CONSENT CALENDAR:
NONE

5. CITIZEN COMMENTS:

8. PUBLIC HEARING:
NONE

7. CITIZEN-REQUESTED AGIENDA ITEMS:
NONE

8. PUBLIC CONTRACTS AND PURCHASING:
NONE
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8. ORDINANCES AND RESOLUTIONS:
A. RESOLUTION#R1112-01
A RESOLUTION ADOPTING MEASURES TO CORRECT LEGAL DEFICIENCIES
DISCLOSED IN THE CITY AUDIT REPORT ENDING FISCAL YEAR JUNE 30, 2010

E. RESOLUTION #1112-02
A RESOLUTION ADOPTING THE SEWER UTILITY FINANCIAL CAPACITY
ANALYSIS REPORT AND RATE STUDY FOR THE CITY OF GOLD BEACH

10. VISCELLANEQUS ITEMS (including policy discussions and determinations):
A. ADMINISTRATIVE AND PERSONNEL POLICIES FOR THE CITY OF GOLD BEACH

11. CITY ADMINISTRATOR’S REPORT:

12. MAYOR AND COUNCIL COMMENTS:

A MAYOR — JAMES WERNICKE:
B. COUNCILORS:

1. Jeff Crook

2. Larry Brennan

3. Brice Gregory

4. Doug Brand

5. Tamie Kaufman
C. STUDENT LIAISON - VACANT

13. CITIZEN COMMENTS:

14. EXECUTIVE SESSION:
A. The session will discuss labor negotiations involving a new Police union contract with
the Teamsters Union. The session is held pursuant to ORS 192.660(2)(d)

The next reqular meeting for the Gold Beach City Council is scheduled for Monday evening, Avugust' 8
2011, in the Council Chambers of City Hall, 29592 Ellensburg Ave., at 6:30 P.M.

15. ADJOURN: TIME:

The location of the hearing/meeting is accessible to the disabled. Advance notice is requested
if special accommodations are needed. Call (541) 247-7028 so that appropriate assistance can
be provided. The City of Gold Beach is an affirmative action EEOE and complies with section
504 of the renab act of 1873. Complaints of Discrimination should be sent to: USDA, Director,
Office of Civil Rights, Washington, D.C. 20250-9418

POST: CITY HALL: PQOST OFFICE: www.goldbeachoregon.gov
FAXED: MEDIA
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 EXHIBIT9-A

RESOLUTION R1112-01

RESOLUTION ADOPTING MEASURES TO CORRECT LEGAL DEFICIENCIES
DISCLOSED IN THE CITY AUDIT REPORT ENDING FISCAL YEAR JUNE 30, 2010

WHEREAS:

WHEREAS:

WHEREAS:

WHERFEAS:

WHEREAS:

In accordance with Oregon Revised Statutes, the City of Gold Beach prepares
annual year-end financial statements that reflect the financial position of
governmental and business-type activities each year; and

In accordance with Oregon Revised Statutes, the City of Gold Beach contracts
with an independent firm to have these financial statements audited each year; and

The City of Gold Beach has contracted with Boldt, Carlisle & Smith, LLC to
audit the City’s annual year-end financial statements; and

In the City of Gold Beach Annual Financial Report for the Year Ended June 30,
2010, the auditors identified four items in the City’s financial statements they
believe are not in substantial compliance with certain provisions of Oregon
Revised Statutes and Oregon Administrative Rules; and

ORS 297.466 requires that the city council adopt planned corrective measures
with regard to the violations noted in the auditor comments.

NOW, THEREFORE, BE IT RESOLVED that the City Council of the City of Gold Beach,
Oregon does hereby adopt the plan attached as Exhibit A for correcting legal deficiencies
disclosed in the city audit report ending Fiscal Year June 30, 2010.

PASSED BY THE CITY COUNCIL OF THE CITY OF GOLD BEACH, COUNTY OF
CURRY, STATE OF OREGON, and EFFECTIVE THIS 11™ DAY OF JULY, 2011.

ATTEST:

James H. Wernicke, Mayor

Jodi Frits, City Recorder

Resolution R1112-01



EXHIBIT A

CITY OF GOLD BEACH PLAN TO CORRECT LEGAL DEFICIENCIES IDENTIFIED IN THE
CITY OF GOLD BEACH ANNUAL FINANCIAL STATEMENTS YEAR ENDED JUNE 30, 2010

Deficiency

Corrective Action

Estimated Time of Completion i

Investment maturity dates
in violation of ORS
294,135

All Certificates of Deposit (CDs) with
maturity dates greater than 18 months
have either been cashed out with proceeds
moved to the City’s checking or money
market accounts or reinvested in CDs
with maturity dates less than 18 months.

Complete as of July 1, 2011

Not providing the Oregon
State Treasurer with bank
depository information as
required by OAR 170-040-
0050

Bank depository information has been
provided to the Oregon State Treasurer in
accordance with OAR 170-40-0050

Current bank depository information
has been provided to the Oregon State
Treasurer.

City financial policy is being drafted
directing staff to notify the Oregon
State Treasurer whenever changes are
made with bank depository information.
This policy is expected to be adopted by
City Council by December 31, 2011,

2010-11 budgeted
transfers not in balance in
violation of OAR 162-
010-260

At the direction of the Oregon
Department of Revenue, a

supplemental budget was passed
(Resolution R1011-40) to correct the
transfer imbalance noted in the FY 2010-
2011 Gold Beach City budget. New fund
accounting software (Caselle) recently
implemented by the City includes
budgeting modules to facilitate the budget
development process and identify when
transfer imbalances are present while the
budget is being created.

Resolution R1011-40 was passed by the
City Council of the City of Gold Beach
on lune 13, 2011.

The budgeting modules in the new fund !
accounting software are aciive as of
July 1,201 1 and will be used for
developing the FY 2011-2012 budget
and subsequent budgets.

Over expended
appropriations in violation
of Local Budget Law
(ORS 294.435)

New fund accounting software (Caselle)
is being implemented by the City that
provides more timely and accurate
monthly financial activity reports to aid
wilh ongoing expense monitoring

Conversion to the new fund accounting
software is complete as of Julv 1, 2011.

City financial policy is being drafted |
requiring monthly monitoring of fund
expense activity by the City
Administrator and department direclors
with monthly expense reports provided
1 City Council {or review

Resolution R1112-01



Office of the Secretary of State Audits Division

Kate Brown Gary Blackmer
Secretary of State Director
Barry Pack 255 Capitol St. NE, Suite 500
Deputy Secretary of State Salem, OR 97310
(503) 986-2255
sg”’@ fax (503) 378-6767
o C%’;“&, .
June 1, 2011 e RS
a '?_E,[\kl
. N e .
Mayor and City Council ez i D E‘}a@ﬂ
City of Gold Beach - oy O e
Wil
29592 Ellensburg Avenue

Gold Beach, Oregon 97444

We have reviewed the audit report of the City of Gold Beach for the period July 1, 2009 through
June 30, 2010, in accordance with the provisions of ORS 297.465(3). It disclosed the following:

1. The following statements were incorrect in the Management’s Discussion and Analysis (pp.
1-vi): ‘
. The overview of financial statements (p. 1), states that “fund financial statements are
prepared using the modified accrual method of accounting and consist of a balance sheet,
and statement of revenues, expenditures and changes in fluid balances”. This statement

is true of governmental funds, but not of proprietary funds (GASB Codification
(June 30, 2006) §1300.102b).

b. The last paragraph on page ii states budgetary comparison schedules for all funds are
presented as required supplementary information. This may be confusing to the reader of
the financial statements, as the required budgetary comparisons are located within the
basic financial statements and no required supplemental information section is included
in the report. Also, the budgetary comparison schedules for the remaining funds are in a
section titled “Combining and individual fund financial statements and schedules” (pp.
36-44, 48-51).

2. The following elements were missing in the Management’s Discussion and Analysis (pp. i-
vi):
a. The comparative financial statement on page iv presents expenses by governmental

activities and business-type activities. Program expenses need to be presented at a
minimum by function (GASB Codification (June 30, 2006) §2200.109b (7).

b. The analysis of the city’s overall financial position and results of operations (p. iv-v),
should include reasons for significant changes from the prior year (GASB Codification
(June 30, 2006) §2200.109¢). For example, the reasons for the following: business-type
liabilities increased 41%, government-type revenues increased 28 % and expenses by
45%.



Mayor and City Council
City of Gold Beach

Page 2

3. The govemmental funds balance sheet (p. 3) should present fund balances as reserved and
unreserved (GASB Codification (June 30, 2006) §2200.157).

4. According to the budget policies and budgetary control section of Note 1 — Summary of
significant accounting policies (p. 16), “hudget amounts shown in the financial statements
have been revised since the original budget amounts were adopted”. Therefore, it appears the
budgetary comparison schedules on pages 6-8 should have separate columns for original and
final budget (GASB Codification (June 30, 2006) §2200.182).

5. The proprietary statement of net assets (p. 9) incorrectly uses the term “unreserved” net
assets instead of “unrestricted” net assets (GASB Statement 34 998).

6. The concentration of credit risk paragraph on page 19 states that <100 percent of the City’s
investments are in certificates of deposit”. Certificates of deposit (CDs) should only be
included as an investment if they represent 2 negotiable instrument. Negotiable CDs are
securities that normally are sold in $1 million units and can be traded in a secondary market.
Nonnegotiable CDs are time deposits placed directly with financial institutions and should be
disclosed as deposits. It appears from Note 2A (p. 20) that the CDs are not negotiable
instruments, so the City has no investments.

7. The pension note (p. 27-28) states the required contribution was determined as part of the
December 31, 2004 actuarial valuation. However, according to information available from
PERS, valuation reports were sent out in October 2008. The correct actuarial valuation date

{
! would be December 31, 2007
' (http://www.oreg,on.Qov/PERS/section/ ceneral information/employer rate summary.shtml).

8. When segment information for enterprise funds is presented (p. 29), the following disclosures
|_ are required:
a. Restricted net assets separately reporting expendable and nonexpendable components
i (GASB Codification (June 30, 2006) §2500.101a (3)).

} b. Operating revenue by major source (GASB Codification (June 30, 2006) §2500.101b
; (1))

9. The Schedule of Property Tax Transactions (p. 21) contained in the notes is not sufficient to
meet the Minimum Standards (OAR 162-010-0150). A schedule, in t:he notes or as
supplementary information, is required that presents each of the previous five years,

separately, and remaining prior years in the aggregate.
| 10. Auditor comments and disclosures (p. 53) report the following violations of Oregon Revised
[ Siatutes and Oregon Administratve Rules:

| a. lnvestment [aturity dates in violation of ORS 294 135 .

b. Not providing the Oregon State

| O AR, 170-040-0050 o
PO ; alance in violation of OAR 162-010 260
¢. 2010-11 bu

Treasurer With bank depository informanon as

doeted trans fers not N d
o
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d. Over expended appropriations in violation of Local Budget Law (ORS 294.435)
Cities are required by law to develop a plan to correct the legal deficiencies disclosed in the audit
report. Please provide us with a copy of the resolution required by ORS 297.466 setting forth
your planned corrective measures with regard to the violations noted in the auditor comments

and the estimated time needed to complete them.

We appreciate your efforts in fulfilling the reporting requirements of Municipal Audit Law. If
you have any questions or CONCerns, please call me at (503) 986-2255.

Sincerely,
OREGON AUDITS DIVISION

Pvipph riepke
Philip L. Hopkins, CPA
Audit Manager
PLH:nmj

cc: Boldt, Carlisle & Smith, LLC
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RESOLUTION R1112-02

RESOLUTION ACCEPTING THE CITY OF GOLD BEACH OREGON SEWER
UTILITY FINANCIAL CAPACITY ANALYSIS REPORT AND RATE STUDY
REVISED WITH ADDENDUM

WHEREAS: The City of Gold Beach is eligible to receive grant and loan funding from the
USDA Rural Development Program to help fund improvements to the City’s
wastewater treatment facility; and

WHEREAS: As a condition of receiving these funds, the City was required to complete a sewer
rate study; and

WHEREAS: The City of Gold Beach contracted with RCAC to review current sewer rates and
rate structures and make recommendations for adjustments that will meet the
revenue requirements for servicing project debt requirements; and

WHEREAS: RCAC completed their sewer rate study with the submission of the attached City

of Gold Beach Oregon Sewer Utility Financial Capacity Analysis Report and Rate
Study Revised and Addendum I.

[ NOW, THEREFORE, BE [T RESOLVED that the City Council of the City of Gold Beach,
i Oregon does hereby accept the City of Gold Beach Oregon Sewer Utility Finaucial Capacity
: Analysis Report and Rate Study Revised and Addendum | attached as Exhibit A.

PASSED BY THE CITY COUNCIL OF THE CITY OF GOLD BEACH, COUNTY OF
CURRY, STATE OF OREGON, and EFFECTIVE THIS 11™ DAY OF JULY, 2011

James H. Wernicke, Mayor

ATTEST:

Jodi I'rits, City Recorder

Resolution R1112-02



L RCAC
o e City of Gold Beach Oregon

Sewer Utility

Financial Capacity Analysis Report and Rate Study Revised

*This report was updated in April 2011 to reflect information for the DEQ State Revolving Fund Planning
Loan and the Oregon Economic and Community Development Department Loan not included in the
original report. The revised version also adjusts Table 3 projected revenues based on the 55.00/EDU rate
increase effective July 2011 which was approved after the original report was presented. *

STUDY PURPQSE

In an effort to create a financially sustainable sewer utility system, the City of Gold Beach is reviewing
the sewer utility budget and rates. The City would like to adequately fund sewer utility operations,
capital costs, and debt obligations while minimizing rates to the greatest degree possible. The sewer
utility is undergoing significant facility improvements made possible by major funding from the Oregon
Department of Environmental Quality (DEQ) State Revolving Fund (SRF), the USDA Rural Utilities
Services {RUS) funding program and the Oregon Economic and Community Development Department
(OECDD). The City wants to ensure rates will be sufficient to maintain the utility and meet the
requirements of the funders. At the same time, the City is sensitive to the potential financial impacts to
ratepayers and strives to provide the best possible service with minimal impacts to customers. The City
also seeks ways to improve customer communication regarding utility system costs and rates.

The City of Gold Beach requested the Rural Community Assistance Corporation (RCAC) assess and
evaluate the existing sewer rates and provide recommendations. RCAC is a non-profit that provides
technical assistance, training and financing to rural communities in 2.1 western staies. RCAC would like
to thank Ellen Barnes, City Administrator, and Jodi Fritts, Administrative Services Director, for their
efforts and assistance during the study.
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SEWER UTILITY BACKGROUND

Gold Beach is located in Curry County, Oregon where the Rogue River meets the Pacific Ocean. Sewer
services are provided by the City. The existing wastewater treatment plant (WWTP) is a donut-style,
activated sludge plant adjacent to the beach. The WWTP was installed in 1974 with a life expectancy of
20 years. The plant has been operational for over 30 years. There is no alternative or back-up sewer
treatment. Therefore, the WWTP cannot be and has not been taken offline for maintenance or repairs.
The plant shows serious, visible signs of deterioration. The plant effluent is sent to the drain field which
was instatled in 1993.

The WWTP has a sewage treatment capacity of 1.25 million gallons per day (mgd). However, the drain
field capacity is limited to 0.75 mgd. Inflow and infiltration (1&!) of stormwater into the sewer pipes has
caused the WWTP to exceed its National Pollutant Discharge Elimination System (NPDES) permit limits
of 0.75 mgd on multiple occasions. The additional stormwater creates sewage flows to the plant that
exceed the 0.75 mgd. The drain field cannot accommodate the additional flow which is instead
discharged to Riley Creek after secondary treatment. In 2002 the City of Gold Beach signed a Mutual
Agreement and Order (MAO) with the DEQ. In the MAQ, the City agreed to make improvements to the
sawer lines and the WWTP in an effort to reduce I1&!, prevent overflows to Riley Creek and bring the
system back into compliance with the NPDES permit. The City has replaced the main sewer line along
Highway 101 and is currently in the pre-construction phase of replacing the WWTP.

EXISTING SEWER CLASSES AND RATE STRUCTURE

Gold Beach sewer utility has 848 active accounts and [ Table 1 Sewer Classes |

charges for 1586 Equivalent Dwelling Units (EDU, also

Classes Accounts | EDUs
known as Equivalent Residential Units, ERU). Gold Beach | Residential 614 614
considers 7,000 gallons to be one equivalent dwelling Commercial 149 358
unit. Residential accounts are charged one EDU. Sewer Mobile Home Park 3 145
customers are currently broken up into 9 user classes: Motel 10 176
Residential, Commercial, Mobile Home Park, Motel, Apartments ) 34 210—
Apartments, RV Park, Sewer Only, Hunter Creek RV Park 3 42
Residential and Hunter Creek Commercial. The Hunter Sewer Only 4 5
Creek Residential and Commercial sewer classes exist HC Residential 23 23 |
because of the Local Improvement District (LID) created HC Commercial g 13 |
for improvements to the water utility. Table 1 showsthe | y5¢a9 848 1586 '

accounts and EDUs by user class.

An DU is often used as a reference point to calculate water and sewer bills of non-residential

customers. One method to determine the EDU is to calculate the average monthly water use of your

system’s residential accounts. In order to exclude water used outdoors that does not 2nd up in the

sewer system, sewer EDU’s can be calculated using the winter months only. Initial calculations suggest

City of Gold Beach Sewer Utility
Financia! Capacity Analysis Report and Rate Study
january 2011 Revised Aprit 2011
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the EDU of 7,000 gallons may be higher than the actual EDU for Gold Beach. Based on a sample of water
use data (102 residential accounts), the EDU was 4,411 gallons for the year and only 3,488 gallons for
November to April. If one EDU is lowered from 7,000 gallons to 4,500 or 3,500 galions, the total number
of EDUs could increase.

Due to limitations of the existing software used by the City and the time involved in hand entering and
calculating water usage, not all of the residential accounts were usad in estimating the actual EDU for
Gold Beach. These same limitations aiso make comparing water use and thus contribution to the sewer
system by user class not feasible for this'study. However this information could be helpful for adjusting
EDUs as well as determining equity among sewer classes, by comparing water use by class to revenue by
class. {See below.) The City has already invested in an improved accounting software program and is
currently working to transition to the new program.

The current rates are based on a flat fee rate structure. Four sewer charges currently appear on a
customer’s bill. The sewer charge ($19), sewer line highway 101 payment ($6), and the sewer treatment
plant reserve fund charge {$20, Motel and RV Park classes $12) are charged per EDU. The sewer reserve
fund ($3) is charged per account. The average residential customer currently pays $48 per month for
sewer service. The total estimated sewer revenue based on the current rate structure, classes and fees
is 866,040 annually. The percentage of estimated sewer revenue generated from each class is shown
in Figure 1.

Figure 1

Sewer Revenue by Class

® Residential

E Commercial

& viobite Home Park
® hiotel

& Apartments

# RV Park

E Sewer only

7 HC Residential

T HC Commercial

City of Gold Beach Sewer Utility
Financial Capacity Analysis Report and Rate Study
January 2011 Revised April 2011
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The City of Gold Beach Fiscal Year 2010-2011 Budget lists four funds related to the sewer utility: Sewer
Utility Fund, | & | Correction Fund, Hwy 101 Debt Service Fund, and Sewer Reserve Fund. During the last
three years, operating revenues have exceeded operating expenses. This trend is cha nging. Itis
budgeted during FY 2010-2011 that expenses will exceed revenues and existing reserves
{unappropriated fund balances) will be used to cover the difference. The current reserves are healthy
and are fully able to cover this cost. However this practice is not sustainable and reserve levels are
expected to decline in the next 3 to 5 years as the new WWTP project progresses. The City has one
existing loan with DEQ for the Hwy 101 project. Financing for the new WWTP planning and
development phase included a planning loan through DEQ State Revolving Loan Fund and a loan from
OECDD. Gold Beach is also acquiring two new loans {DEQ SRF and USDA RUS) to fund the WWTP
project. Table 3 shows budget projections based on all funds associated with the sewer utility.

Table 3 .
Goid Beach Sewer Utility Budget Projections (ALL FUNDS)
Budget Projected | Projected | Projected Projected Projected
2010-2011 2011-2012 | 2012-2013 | 2013-2014 2014-2015 2015-2016
Total Revenue® $866,040 $961,200 $961,200 $961,200 $961,200 $961,200
O&M Expenses 2 S445,879 $450,886 $463,768 $477,036 $490,703 $504,778
1& Improvements® $17,137 $17,651 $18,181 $18,726 $19,288 $19,866
Hwy 101 Debt Service $118,099 $118,099 $118,099 $118,099 $118,099 $118,099
WWTP City Contribution’ $500,000 $166,667 $166,667 $166,667
SRF Planning Loan $50,000 $50,000 $50,000 $50,000
OECDD Loan" $185,629 | $108,683 | $108,683 |  $108,683 |  $108,682 |
New DEQ Debt Service $250,000 $250,000 $250,000 $250,000 $250,000 $250,000
DEQ SRF {nterim Finance $8,500
New USDA Debt Service® $162,204 $162,204 |  $162,204
Transfer to Reserve $50,000 $50,000 $50,000 $50,000 $50,000 $50,000
Total Expenses $1,431,115 $1,288,932 | $1,233,898 | $1,401,415 $1,198,977 | $1,213,630
Annual Surplus/(Deficit) ($565,075) | ($327,732) | ($272,698) | ($440,215) | ($237,777) | ($252,430)
Reserves/Fund Balances $2,035,401 | $1,757,668 | $1,534,972 | $1,144,757 $956,980 $754,550

Revenue increase based on §5.00 per EDU rate increase effective july 1, 2011,

Projections estimated based on 3% annual inflation.

Lstimated out of pocket cost to city during WWTP construction. DEQ and USDA loans will cover the

majority of the construction costs.

4. $500,000 of the $1.53 million OECOD loan may convert to grant upon completion of the WWTP project

funding.

City of Gold Beach Sewer Utility
Financial Capacity Analysis Report and Rate Study
January 2011 Revised Aprii 2011

5. First payment for USDA Loan is typically due six months afler loan closing at the end of the project.
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Sewer Utility Fund .

The sewer utility fund is an enterprise fund that covers the operations and maintenance expenses.
During the last three years, revenues have been declining while expenses are on the rise. The $19
monthly sewer charge generates a projected $360,000 which combined with miscellaneous revenues,
$12,700, yields $372,700 in revenues for FY 2010-2011. Operations and maintenance expenses are
projected at $418,379. This amount does not include capital outlay or transfer to sewer reserve fund.
These costs would increase expenses by $77,500 bringing the total expenses to $495,879. The
difference between revenues and expenses will be covered by the unappropriated fund balance. The
contingency line item of $200,000, which functions as an emergency reserve rather than a specific
expense, is not included in the discussion above. Figure 2 shows the operations and maintenance
expenses compared to the current sewer charge (S19/EDU) revenue. The increase in revenue in 2011 is
based on the $5.00 per EDU rate increase effective July 2011.

' -Figure 2
Gold Beach Sewer Utility Fund
Operations and Maintenance Expenses vs. Revenue
600,000
500,000
400,000 -
bl
= 300,000 -
= e EXDENSES
200,000 , ' i - Revente
100,000
0
2007 2008 2009 2010 2011 2012 2013 2014 2015
Fiscal Year
City of Gold Beach Sewer Utility

Financial Capacity Analysis Report and Rate Study RCACL
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Infiltration and inflow (I&I) Correction Fund

The 1&I correction fund is used for reducing stormwater contributions to the sewer lines. This fund
functions similar to an equipment or capital improvements reserve. Other than a minimal amount of
interest, there is no current revenue stream for this fund. For FY2010-2011 total resources are
budgeted at $165,575. Expenses are budgeted at $17,187 with another $20,000 set aside as
contingency leaving an unappropriated ending fund balance of $128,388.

Hwy 101 Debt Service Fund

Improvements to the sewer main line along Highway 101 were funded in 2005 with a 20 year loan from
DEQ State Revolving Loan Fund, The Hwy 101 Debt Service Fund exists to manage the repayment of the
loan and holds the debt service reserve required by DEQ ($55,111). The $6 per EDU sewer fine highway
101 charge generates a projected $114,152 in annual revenues for this fund. Revenues exceeded
expenses in 2008. However, during 2007, 2009 and the current fiscal year expenses exceeded or are
projected to exceed revenues. FY 2010-2011 budget shows revenues at $116,800 while expenses are
$§118,099. With an unappropriated fund balance of approximately $255,000, there are sufficient funds
to cover the shortfall and maintain the required debt service reserve.

Sewer Reserve Fund

The sewer reserve fund acts as a general reserve account to pay for the new WWTP project and also
holds the system development charge (SDC) funds. Use of the SDC funds are restricted by state law to
certain activities, however the remaining funds are not restricted. Révenue in this fund comes from
several sources: $50,000 is transferred from the sewer utility fund each year, loans or grants are
deposited into this fund, customers pay a sewer reserve fund charge of $3 per account and a sewer
treatment plant reserve fund charge of $20 per EDU (512 for motel and RV park classes). The sewer
reserve fund charge generates projected revenue of $30,528, while the sewer treatment plant reserve
fund charge generates $359,712.

City of Goid Beach Sewer Utility
Financial Capacity Analysis Report and Rate Study
Jariuary 2011 Revised April 2011
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Reserve Fund Targets

The City of Gold Beach has significant reserve funds at the present as shown in Table 3. This is duein
part to the previous planning efforts to establish reserve funds for the improvements required by the
MAO with DEQ. All four of the previously discussed funds contain reserve monies of one'kind or
another. The current draft of the City of Gold Beach Policy Manual designates a reserve goal of at least
25% of the operating budget. While there are no reserves required by the State of Oregon, funders
often require specific reserves to protect their financial interests. For the existing DEQ SRF loan from
the Highway 101 project, the debt service reserve required is $55,111.

There are generic industry recommendations for additional reserves, however these do vary. Operating
reserves are commonly set at 12.5% (45 days) of the annual operating budget. For FY 2010-2011, 12.5%
of the sewer operating budget is $52,297. Under the current budget system, the unappropriated
balances in the sewer utility fund or the sewer reserve fund both easily meet the 12.5% target. However
neither fund clearly designates an operating reserve through a line item entry or other explanation.

Emergency or contingency reserves ideally cover the cost of responding to the most costly major failure
in the utility. This could be the cost of a pump at the plant, z lift/pump station emergency, a break in 2
crucial conveyance line or other emergency. Due to the deteriorated state of the existing sewer
treatment plant, $200,000 is currently set aside for contingency in the budget.

Equipment replacement or capital improvements reserve is generally determined by the utility’s Capital
Improvements Plan {CIP). This reserve covers projects that are small enough to not require outside
financing but are larger than what would be considered regular maintenance. The truck CDs in the
sewer utility fund as well as the I&! correction fund could be considered a part of the sewer utility’s
equipment replacement reserve. Ideally the equipment reserve amount corresponds directly to the
projects outlined in the CIP.

Table 3 Sewer Reserves and Fund Balances*
Inflow and infiltration Correction Fund $148,388
HWY 101 Debt Service Fund $264,696
Sewer Reserve Fund , $1,512,861
Sewer Utllity Fund — Truck CDs (2) $90,000
Sewer Utility Fund - CD $105,394
Sewer Utility Fund — Cash Ending Balance $576,989
*Numbers from Balance Sheets dated 6/30/10
Except |&I Fund —from 10-11 Budget

City of Gold Beach Sewer Utility <\
Financial Capacity Analysis Report and Rate Study RCAC
P WWw.rcac.or
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impact of Infiation
The impact of inflation on a utility budget, while often overlooked, can significantly affect expenses.
Commonly, 3% is considered a reasonable annual inflation rate, although the economic recession has
slowed inflation. For the purposes of this study, 3% was still chosen to represent the impact inflation
could have on the sewer utility budget. Figure 3 shows the cost of inflation based on the FY 2010-2011
sewer budget. Over the next five years, annual inflation of 3% will cost the City $195,274. Revenues
must keep up with the cost of inflation to remain financially viable.

Figure 3

impact of Inflation Over Next 5 Years
Total Inflation Cost: $195.274
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NEW WASTEWATER TREATMENT PLANT DEBT

Funding the design and construction of the new WWTP resulted in the City securing four new loans.

DEQ SRF Planning Loan:

The city is currently paying $50,000 & year for a planning loan through the Oregon Dept. of
Environmental Quality Clean Water State Revolving Loan Fund. The last payment is expected to be in
the 2013-2014 budget. If this loan payment was to be covered directly from the customers, the monthly
cost per EDU would be $2.63. Alternatively, since this payment is relatively short term, there are
adequate funds to cover these payments using existing reserves and unappropriated fund balances.

OECDD Loan:

The Oregon Economic and Community Development Department made a $1.53 rnillion loan to Gold
Beach. There is a possibility that $500,000 of the loan will convert to grant upon completion of the
funding for the rest of the WWTP project. The first payment of $185,629 will be made in 2011-2012.
After that the annual payment will be $108,683. The monthly cost per EDU would be $5.71.

DEQ SRF Loan:

A S5 million 30-year loan was secured through the DEQ Clean Water State Revolving Loan Fund. The
estimated annual payment is $250,000, which equates to $13.14 per month per EDU. A debt service
reserve estimated at $125,000 must be established for this loan. Repayment for the DEQ loan and the
required reserve are included in the current Sewer Reserve Fund budget.

. USDA RUS Loan:

The USDA Rural Utility Service loan is for $4.158 million resulting in an estimated annual payment of
$162,204 or $8.52 per EDU per month. The required reserve for the USDA loan is equal to one annual
payment and, at a minimum, 10% of the required reserve must be saved each year for the first ten years

of the loan. Repayment for the USDA loan is expected to begin after the completion of the project
(2013-2014).

Annually combined debt service on the new WWTP loans is projected at $570,887 for the 2013-2014
budget. To cover the cost of all four loans a total of $30.00 per EDU per month wiil be needed. This is

not to say rates must be raised by this amount, but this would be the cost of repaying the loans if split
equally per EDU.

As the debt service payments begin in the next one to three years, revenue must be generated to cover
these expenses for the long-term life of the loans (30-40 vears). One option would be to redirect the
sewer treatment plant reserve fund (STP) charge (currently $20 or $12 per EDU depending on class,
generating an estimated $359,712 annually) from the reserve account to cover the new debt service.
Unfortunately, excluding the short term debt service for the SRF Planning loan, annual debt service
payments (estimated at $520,887 starting with the 2014-2015 budget) exceed the revenue from the STP
charge by $161,175. If split equally per EDU, the charge would need to be increased by $8.47 per EDU
(528.47 and $20.47) to make-up the difference. If this option was chosen, this could be implemented
over the course of several years with a $2-$3 increase each year until the required revenues were met.
City of Gold Beach Sewer Utility N

Financial Capacity Analysis Report and Rate Study | RCAC
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BILL PAY ASSISTANCE PROGRAM

While assistance programs for electricity and food costs exist, there is not a clear means of assistance
for Curry County residents to pay water and sewer bills. According to the 2000 US Census 12.4% of Gold
Beach residents were low income. A 2008 Oregon Housing and Community Services Poverty Report for
Curry County listed 36% of households as low income and 27% of residents were 65 or older. Assistance
programs across the board have seen an increase in need as a result of the economic recession. There
are many examples of bill pay assistance programs being implemented in Oregon. There are many
options and policy considerations for these programs. Where will the funds come from? Donations,
rates, other? Will the assistance be a monthly discount or one-time credit? Who will qualify? Low-
income, seniors, others?

If Gold Beach decides to create a bill pay assistance program, the impact on the budget must be
evaluated. For example if 20% of residential classes (128 out of 641 accounts) were given a discount of
25% (bill reduced from $48 to $36 per month), rate revenue would decrease by $18,432 per year. Any
decrease in revenue would need to be recovered (through donations, rate adjustments, etc.) in order to
maintain a solvent sewer utility. Many communities and water/sewer districts in Oregon have
assistance programs. Examples of these policies can be found on the League of Oregon Cities website or
by visiting the individual city/district websites. Some of the utilities with programs include: Albany,
Ashland, Prineville, Bend, Central Point, Milwaukie, Junction City and Hood River.

City of Gold Beach Sewer Utility <%
Financial Capacity Analysis Report and Rate Study
January 2011 Revised Aprii 2011

RCAC



Page 11

OPTIONS FOR REVENUE ADJUSTMENTS

individual fund revenues are not meeting the associated expenses. The City is relying on fund balances
and reserves to cover the differences. Due to planning for the WWTP construction, large amounts are
being placed into reserve accounts. Based on the FY 2010-2011 budget, $88,178 will be needed from
fund balances or reserves to cover operations and maintenance, debt service and capital outlay costs. In
consideration of the number of changes that the sewer utility is currently undergoing, it was requested
that alternative rate structures, such as water use based sewer rates, not be included at this time.
Therefore, the following options assume that the city will remain with the existing rate structure.

Option 1: Raise rates by $4.63 per EDU.

Estimated annual revenue increase of $88,178. This action wouid bring revenues more closely
in line with expenses. This would also limit the amount of fund balances or reserves used to
cover budgeted expenses. Option 1 would impact all customers.

Option 2: Lower 1 EDU from 7,000 gallons to 4,500 gallons.

There are currently 945 non-residential EDUs. If the total number of EDUs were increased by
250 (26.5%), estimated annual revenue for the sewer charge and Hwy 101 charge would
increase by $75,000. (Reserve revenue would also increase.) This option increases revenues
without raising rates. Residential customers would see no change in their bills. Non-residential
bills would vary in the amount of change. Heavy water users would see the greatest change.
Option 2 would require time to calculate the new EDU numbers. Exact impact on revenue
would be unknown until caiculations are complete.

Option 3: Redirect revenues from reserve charges into other funds,

$358,264 is the projected annual revenue generated by the sewer treatment plant reserve fund
charge. Part of this revenue could be redirected to cover expenses in other funds. This option
results in no change to customers. However a rate change in the near future would likely be
needed to account for inflation and additional debt service payments. (See discussion on pages
8 and 9 and recommendation 3.)

City of Gold Beach Sewer Utility N ,
Financial Capacity Analysis Report and Rate Study
January 2011 Revised April 2011 )
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RECOMMENDATIONS

1.

City of Gold Beach Sewer Urtility
Financial Capacity Analysis Report and Rate Study
January 2011 Revised April 2011

Clearly identify reserve targets and uses. While reserves and fund balances are significant at
the present, the expactation is those reserves will decline during the construction of the new
WWTP. Identify targets now and monitor expenses to ensure adequate reserves exist at the
end of the project. Don’t forget to include the debt reserves required for the new loans. Create
written descriptions identifying the reserve’s purpose and a funding plan far any reserve that
falls below targeted amount. (See discussion above for suggested reserve targets.)

Create a Capital Improvements Plan. |dentify projects and purchases (other than those
identified in the new WWTP project) that are anticipated in the next S to 7 years. Ensure
funding for projects will be available. (RCAC offers assistance in developing asset management
plans.}

Keep up with infiation. Adopt a resolution that adjusts rates annually or biannually to keep
pace with inflation. Small regularly planned increases are often better received and understood
by rate payers than larger increases 5 or 10 years apart.

Simplify customer bifling. Restructure the billing format to show only one sewer charge. The
current bill can be confusing and misleading for customers. (i.e. Why am | charged only once for
water but four times for sewer service?} Revenue can be distributed as necessary to the various
funds. Customers that are interested in how the rate is divided up will have access to the city
budget. Announce this change with plenty of notice especially if rates are increased.

Simplify user classes. Can the 4 Sewer Only accounts be absorbed into the residential class?
The Mobile Home Park class seems to be the same as the Apartments class; they could he
combined to create a multi-residential class. With the new accounting software program, now
is a great time to restructure and simplify billing and accounting processes. Once the Local
Improvement District water project is paid for, combine Residential and Hunter Creek
Residential classes and combine Commercial and Hunter Creek Commercial classes.

Simplify budget funds. Uniess the money in the I&1 Corrections Fund is limited to (&l
irﬁprovements, combine this fund with the sewer reserve fund and create a line item
designating funds for equipment replacement/capital improvements. (The amount needed
would be determined by your CIP.)

Adjust $3 reserve fund charge. The $3 reserve fund charge is the only charge based per
account not per EDU. For consistency and case in billing change to a per EDU charge. Current
revenue is $30,528 annually. A $1.61/EDU charpe would create 530,642 in annual revenue.

s RCAC
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ADDENDUM 1

Supplemental Observations and Recommendations to the City of Gold Beach
Oregon Sewer Utility Financial Capacity Analysis Report and Rate Study

Table 3: Gold Beach Sewer Utility Budget Projections (ALL FUNDS) REVISED

Budget Adjustments Projected Projected Projected Projected Projected

2010-2011 | 2010-2011 | 2011-2012 | 2012-2013 | 2013-2014 | 2014-2015 2015-2016
Total Revenue® $866,040 $961,200 $961,200 | $961,200 |  $961,200 | $961,200
O&M Expensas? $445,879 $450,836 $463,768 | $477,036 |  $490,703 | $504,778
1&! tmprovements{3%
inflation) $17,137 $17,651 $18,181 $18,726 $19,288 $19,866
New WWTP® $500,000 | {$500,000)
Hwy 101 Debt Service $118,099 $116,700 $116,700 |  $116,700 $116,700 | $116,700
SRF Planning Debt Service $50,000 $50,000 $50,000 $50,000
OECDD Debt Service ($1.53
mil)* $185,629 |  $108,683 | $108,683
DEQ Debt Service {$5 mil) $250,000 |  {$250,000) $274,375 |  $271,875 $270,625 | $269,375
DEQ SRF Interim Finance $8,500
USDA Debt Service {$4.158
mil)® $162,204 |  $162,204 | $162,204
Transfer to Reserve $50,000 $50,000 $50,000 $50,000 $50,000 $50,000
Total Expenses $1,381,115 | ($700,000) $685,237 $981,524 | $1,332,170 | $1,218,203 | $1,231,606
Annual Surplus/(Deficit) ($515,075) $700,000 $275,963 (520,324) | ($370,970) | ($257,003) | ($270,406)
Reservesand Fund .
Balances $2,085401 | $2,785401 | $3,111,364 | $3,141,040 $2,820,070 | $2,613,067 | $2,392,661

1. Revenue increase based on $5.00 per EDU rate increase effective July 1, 2011.
2. Projections based on 0-3% annual inflation increase depending on expense

category

3. Estimated out of pocket cost to city during WWTP construction. DE

costs.

4. $500,000 of the $1.53 million OECDD loan ma

funding.

y convert to grant upon completion of

5. First payment for USDA Loans is typically required 6 months after Joan closing at end of

project.

Q and USDA loans will cover most of construction

The revisions to Table 3 do not change the final recommendations in the City of Gold Beach Oregon

Sewer Utility Financial Capacity Analysis Report and Rate Study (REVISED). However, additional
observations and recommendations are as follows:

Once the wastewater treatment plant project is complete and the City is making all of the annual debt
payments for the project, total expenses will exceed total revenues. Given the City’s commitment to
saving for the new plant several years back, the City has sufficient reserves to cover the shortfall for
some time into the near future. It is almost always recommended that current revenues meet or exceed
current expenses. Any excess revenuss or reserves can then be applied to establishing target reserves,
lowering debt obligations, and/or completing capital outlay/equipment replacement projects.

.1[Page



ADDENDUM L

The required and recommended reserve targets known at the time of this study include the following:

s 0O &M: $55,000 (approximately 12.5% or 45 days of the operating budget
e Emergency/Contingency: $200,000
e Equipment: Target reserve levels need to be identified through an asset management plan or
capital improvements plan
s Debt Service:
o HWY 101: 855,111
DEQ SRF: 5125,000
USDA RD $162,204
SRF Planning: 525,000
IFA: $118,551

O ©0 0O O

Total target:  $741,866. Since the City’s current reserves more than cover this amount, it is
recommended that the City clearly identify the target reserve amounts and have a written statement
that explains the purpose and/or designated sues for the reserve. That way future decision makers
understand the reasoning behind these savings.

The City should monitor the budget closely during construction and revisit the utility rates and finances
in depth 12-18 months after completion of the new plant. This timeframe will allow the project costs
and financing to be finalized and give a more accurate accounting of the O & M costs of the new plant.

2iPag
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EXHIBIT 10-A

City of Gold Beach
. Policy Manual

Employee Acknowledgement Form

This city policy handbook describes important information about the city and its
employment and operational policies. | understand that | should consult my supervisor,
the administrative services director, or city administrator regarding any questions not
answered in the handbook.

Because the information, policies, and benefits described in this handbook are necessarily
subject to change, | acknowledge that revisions to the handbook may occur and that | am
subject fo whatever policy is in effect at the time an event occurs. All changes to the
handbook will be communicated through official nofices, and | am aware that revised
information may supersede, modify, or eliminate existing policies. Only the Gold Beach

City Council of the City of Gold Beach has the authority fo adopt any revisions fo the
policies in this handbook.

| acknowledge that this handbook is neither a confract of empfoyment nor a legal
document. | understand that this handbook is not fo be construed by myself, or any
employes, as binding terms and conditions of employment.

Some employees of the City of Gold Beach are covered by collective bargaining
agreements. If there is a difference between the policies in this handbook and a collective

bargaining agreement clause, the collective bargaining agreement provisions govern for
union represented employees.

| acknowledge that | have received a copy of this handbook, and | understand that it is my
responsibility to read and comply with the policies contained in it and any revisions made

to it. | further understand that this handbook supersedes any previous handbook or written
policies or oral communications. -

I acknowledge that | have read and understood the above paragraphs.

EMPLOYEE’S NAME (printed):

EMPLOYEE’S SIGNATURE:

DATE: HANDBOOK DATE:

Please sign and date this acknowledgement and return it to your
supervisor for placement in your personnel file.




City of Golid Beach
Policy Manual

The policies included in this City of Gold Beach Policy
Manual are applicable to all city employees, volunteers
and elected officials unless it is clear that a specific policy

applies only to city employees.
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100 Risk Management

100.1 Workplace Safety

Employees are expected to give their full-time skill and attention to the performance of
their job responsibilities and to utilize the highest standard of care and good judgment.
Employees also are expected to follow all safety rules and regulations at all times,
including the use of protective clothing and equipment, attendance at all training sessions
related to their job, following the directions of waming signs or signals and following
directions of supervisory personnel. Safety rules and regulations will be issued or modified
from time to time and notice of these changes will be communicated in writing.

100.2 Workplace Violence

In addition to providing a safe place to work, the city is committed to providing a violence-
free place to work. To this end, employees, visitors, and anyone else on city premises or
engaging in city-related activities are prohibited from behaving in a violent manner or
threatening to behave in a violent manner. In order to prevent any workplace violence
before it begins, the city reserves the right io address any behavior suggesting a
propensity towards violence, even prior to the occurrence of any violent behavior.

a) Workplace violence includes the following:
b) Threatening words or behavior of any kind;

¢) Behavior that is threatening, physically aggressive, or violent, such as intimidation
or attempts to instill fear in others

d) Belligerent speech, excessive arguing, swearing, threats of sabotage, or any other
verbally violent behavior

e) Causing physical damage to property;

f) Unwanted physical contact and

g) Bringing any form of weapons or firearms onto city premises, including in vehicles
on city parking lots, or while conducting city-related activity in any location (this
does not apply to employees authorized to carry weapons as part of their job

responsibilities, such as police officers).

Any employee who believes that workplace violence has occurred should report the
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circumstances immediately fto their supervisor, their department director, the city
administrator, or any other person in a supervisory position with whom the employee feels
comfortable. No employee will suffer any adverse consequences as a result of acting in
good faith to bring workplace violence to the city’s attention or parficipating in an
investigation.

Any report of workplace violence will be promptly investigated and prompt corrective action
will be taken to address any workplace violence found to have taken place, including
action against the party engaging in workplace violence. If an employee is found fo have
committed workplace violence, the employee will be subject fo discipline, up to and
including termination.

100.3 Accident/incident Reporting
Employees should always report accidents as promptly as possible because prompt
reporting will help mitigate damage and processing delays after an incident. Each
employee is expected to cooperate fully and assist in repon‘ing and gathering accident
information. This policy applies equally whether the emp/oyee is at the employee’s usual
work site or on business or other C/z‘y -related travel.

A city accident report should be completed whenever:

a) An employee is involved in an accident that results in injury or damage fo any
person or property:

b) An employee is involved in an accident that may result in injury or damage tc any
person or property;

c) City p/‘opén‘y is lost, damaged or sfolen; or
d) An employee is injured on-the-job.

Medical Assistance. Employees should render first aid consistent with their first aid/CPR
training or seek medical attention as soon as possible for any injured person.

Accident Reports. Employees should report accidents to a supervisor immediately. As
soon as possible after the accident, the employee and supervisor must complete a city
accident report. The accident report is submitted to the administralive services director
with the supervisor retaining a copy for the department's records.

Accidents or Incidents Involving Private Parties. Accidents involving private parties can
and do occur. In these situations, never discuss who was al fault or who should pay for
any costs. Doing so may prejudice the city’s rights in any subsequent dispute and may
hinder the City’s ability to recover from insurance companies. Always complete an
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accident report with as much information as possible and, i possible, take pictures fo
ensure complete documentation of the incident.

100.4 Motor Vehicle Driver Requirements

Driving is among the most hazardous tasks performed by employees and volunteers of the
City of Gold Beach. Therefore, it is the policy of the City of Gold Beach that employees
and volunteers will follow safe driving practices. Safe driving practices include steps fo
ensure the driver’s total concentration and safe operation of vehicles, such as determining
clear directions before departing, refraining from operating equipment such as cell phones
and radios while the vehicle is moving, and not operating a vehicle when the driver’s ability
fo react is impaired. Drivers are expected fo follow defensive driving principles and

Oregon laws and regulations in order to prevent accidents in spite of unsafe driving by
others and/or adverse driving conditions.

Department Directors are responsible for enforcing this policy, and shall ensure all

employees and volunteers who drive are notified of this policy and the potential
consequences of policy violations.

The City of Gold Beach will allow only drivers that meet the following eligibility criteria to
drive while conducting city business.

a) Job Applicants. When any position is being filled for which driving is an essential

function, the applicant’s driving record for the previous five (5) years will be
evaluated according to the following procedure:

1. Any cerlification of eligible applicants sent to department directors for selection
processes will contain a reminder to conduct a driving record check through
DMV prior to finalizing an employment offer.

2. Hiring managers may offer employment contingent upon receiving a successful
driving record check. However, it is suggested that the applicant’s driving
record is checked prior to a contingent hiring offer whenever possible.

b) Employees/Volunteers. Any City of Gold Beach employee or volunteer must meet
the following criteria in order to be allowed fo drive while on city business:

1. Must possess a valid Oregon driver's license or provide an alternate means of
transportation that is approved by the department director or city administrator.

2. Be atleast 18 years old.

3. Possess a valid Commercial Driver’s License (1 CDL) if driving a vehicle requiring
such.
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. If involved in an at-fault accident on City of Gold Beach business, an
employee/volunteer is required to complete a defensive driving course within six
(6) months of the accident.

. Ifin possession of an Oregon/Washington (or other state) driver’s license, sign a
release form allowing the City of Gold Beach access fo his or her motor vehicle
records.

. If driving their personally owned vehicle, provide the city proof of insurance
evidencing liability limits no less than the state required minimum of $25,000
single occurrence/$50,000 annual aggregate.

. In addition to the above requirements, any City of Gold Beach
employee//olunteer holding a position that requires driving as part of their job
duties will maintain an acceptable driving record. Requirements for an
acceptable driving record are as follows:

i.  No class “A” infraction convictions dun'ngv the past thirty-six (36) months
and no more than one (1) class "A” infraction conviction between the past
thirty-six (36) and sixty (60) months.

ii. ~ No more than one (1) class "B” infraction conviction during the past
twelve (12) months and no more than two (2) class “B” infraction
convictions during the past thirty-six (36) months.

fii. ~ No more than ftwo (2) class “C" infraction convictions during the past
twelve (12) months and no more than three (3) class “C” infraction
convictions during the pas thirty-six (36) months.

iv.  Demonstrated ability to maintain a drivers license without suspension for
the past sixty (60) months.

v.  No felony or misdemeanor driving convictions within the past sixty (60)
months.
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EXAMPLES OF VIOLATIONS BY CLASSIFICATION

INFRACTIONS
Class A Class B Class C Class D
x [Failure fo obey a * Passing in a no pass Failure to use Impeding the flow
traffic flagger zone fraction devices of traffic
= Driving while * fajlure fo drive on Defective Failure to signal
suspended right side of the road headlights lane change
= Careless driving » No operafors Illegal U-turn = Failure to display
(w/ accident) license Failure to yield to license plates
» Speed racing v Careless driving (no pedestrian in Speeding (1-10
Speeding (30+ accident) ' crosswalk MPH over limit)
MPH over limit) = Failure to obey a Speeding (11-20 Failure to use
® Failure to stop for traffic control device MPH over limif) safety belts
school bus = Driving uninsured "= Failure fo change
§ information on
| driver’s license
‘ MISDEMEANOR
1 = DULI- = Providing false = Failure to display a
o = Reckless endangerment of information regarding drivers license
§ a highway worker liability insurance = Fajlure to retum
: =  Providing false information »  Providing false suspended license
to a police officer information on
x  Hijt and run (no injury) accident report
= Reckless driving
»  Driving while suspended
FELONY
*  Hit and run (injury)
= Aftempting to elude a peace officer
= Driving while suspended/revoked

Employees/volunteers who are found to have violated this policy may be subject to
disciplinary actions as provided in the City of Gold Beach Personnel Policy and applicable
union contracts, up to and including termination. It is the intent of this policy that unsafe
behavior be identified and corrected.

In addition to City of Gold Beach employees/volunteers, the following people can be
allowed to drive vehicles on city business:

a) An officer or agent representing the City of Gold Beach
b) Another person designated to act on behalf of the City of Gold Beach

Drivers who are not City of Gold Beach employees/volunteers must rmeet the following
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criteria in order to be allowed to drive on city business:

a)
b)
c)
d)

e)

Possess a driver’s license valid in the state of Oregon; and

Be at least 18 years old; and |

Possess a commercial driver’s license If driving a vehicle requiring such; and

If driving their personally owned vehicle, provide the city with proof of insurance
evidencing liability limits no less than the slate required minimurm of $25,000 smgle

occurrence/$50,000 annual aggregate; and

Obtain permission from the city administrator or designee.

The following responsibilities apply to anyone who drives any vehicle on City of Gold
Beach business:

a)

b)

c)

d)

Drivers and passengers are required to wear seatbelts at all times when the vehicle
is in motion.

The vehicle’s lights must be tumed on when dniving. Exceptions will be allowed for
police vehicles involved in law enforcement operations.

Drivers will inspect vehicles at the beginning of each shift or prior to each trip to
ensure that the vehicles are in safe operating condition prior to their use. This
should include tires properly inflated, clean windows, mirrors properly positioned
and all lights in working order.

Drivers will comply with all applicable state and local driving laws, parking
regulations, and all City of Gold Beach and departmental safety policies and rules.

Drivers will drive in @ manner appropriate for the road conditions, and will take extra
precautions during inclement weather. Drivers will be prepared for bad weather
and adverse road conditions to the extent possible, for example, by carrying chains
and a vehicle maintenance kit in the vehicle.

Drivers will be held personally responsible and liable for any tickets received while
driving a vehicle on City of Gold Beach business. All tickets for moving violations
and/or parking fines received while driving city vehicles will be paid or otherwise
resolved promptly by the driver. Drivers will nofify their supervisor within 48 hours
of receiving any citation involving a City of Gold Beach vehicle under their control or
responsibility.
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g) For photo radar or other citations issued against the vehicle’s registration, the

h)

)

k)

)

employee/volunteer's department will complete the "Affidavit of Non-Liability” or
similar document issued with the citation fo identify the driver. The driver will be

personally responsible and liable for promptly paying the fine or otherwise resolving
the citation.

In the event an accident occurs while the driver is on city business, the driver will
immediately contact their supervisor and follow all City of Gold Beach
instructions/procedures for reporting accidents.

A driver whose license has been suspended or revoked will immediately notify his
or her supervisor.

For employees who are required to drive or maintain a valid driver's license as part
of their official duties, felony or misdemeanor driving convictions may be considered
as grounds for disciplinary action up fo and including termination, whether the
offense and infractions occurred during or outside work hours. Volunteers with
driving record convictions on or off the job may be subject to reassignment or
removal from volunteer placement.

Drivers will ensure that any passengers who ride with them in a city vehicle or in
any vehicle while on cify business, other than those authorized passengers defined
in Section 100.7, are authorized by their supervisor. Drivers will not transport
passengers unless the passengers are wearing safety belts or other appropnate
restraint devices in accordance with Oregon Revised Statutes.

In the event of a citizen emergency that requires the use of a city vehicle, managers
can grant prior authorization for specific uses of city vehicles under specific
circumstances they establish. Such grants of authonty should be made in writing
and kept in an area accessible to department employees. If an employee/volunteer
on city business encounters a stranded motorist, please be aware: a) there is no
obligation to stop and render assistance, b) consider all objective circumstances
regarding personal safety before choosing to stop; and c) unless other actions were
previously authorized in writing by the employee/volunteer's manager the employee

or volunteer is only authorized fo help connect the motorist with appropriate
roadside assistance.

m) Drivers will not drive city vehicles or private vehicles for city business when they are

required to take medication that may impair their ability to safely operate a moving
vehicle. If in doubt, the employee/volunteer should first obtain written approval from
his or her physician that it is safe to drive while taking the medication. If the
employee/volunteer comes to work but due to the medication cannot drive, and is
required to drive as a condition of the job, the employee/volunteer shall immediately
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inform his or her supervisor and ask for an alternate work assignment. If there is no
work available, the employee/volunteer may be assigned to another department or
sent home.

n) Employees/volunteers are expected to use good judgment at all times while driving
on behalf of the city. In circumstances where the employee/volunteer is uncertain if
he or she should be operating or continue fto operate a vehicle, the
employee/volunteer is expected to contact their supervisor to assist in making the
safest determination of whether to continue to drive or not.

100.5 Cell Phone Use While Driving

Employees/volunteers must use common sense and adhere to all federal, state, and iocal
rules and regulations regarding the use of cell phones, texting devices, pagers, palm pilots
and similar electronic communication devices while driving.  Whenever possible,
employees/volunteers should not make or respond to calls, fexts or messages while
driving. Except for 9-1-1 communications and for law enforcement and fire response
purposes, employees/volunteers are prohibited from using hand held communication
devices for any purposes while driving. Should an employee/volunteer need to make or
respond fto a business call while driving, he or she should locate a lawfully designated area
to park and make the call or use a hands-free communications device such as
speakerphone or Bluetooth.

The city will provide or reimburse for approved hands-free devices for
employees/volunteers whose job duties require driving. The city will provide or reimburse
(not fo exceed $50) employees/volunteers no more than one device every three years.
Employees/volunteers will be personally responsible for replacement of damaged or lost
devices within the three-year cycle.

volum‘eers Whose zob%_‘dlzl(/es reau‘érﬂd ving,.,.
e s L s
hands-free  devices. The city will p/owde or /e/mburse (not to exceed $1 OO)
employees/volunteers no more than one phone every three years. Employees/volunteers

will be personally responsible for replacement of damaged or lost devices within the three-
year cycle.

Employees in violation of this policy are subject fo disciplinary action up fo and including
termination.

100.6 Vehicle Use

City-owned/supplied vehicles. The city provides vehicles for use by qualified drivers to
conduct official city business in the course and scope of their job and/or to maintain the
abilily to respond to city business outside the employee/volunteer's normal work hours
when special equipment or fools are available in or on the vehicle. City vehicles will not be
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used for personal business. Use of city vehicles to commute to and from work, except as

according to union confract, is prohibited, unless approved in advance by the department
direcfor or city administrator.

Privately owned motor vehicles. The city allows use of privately owned motor vehicles to
conduct official city business. A privately owned motor vehicle used for city business must
be a conventional, at least four-wheel vehicle, and must be in safe mechanical condition
that is adequate fo provide safe transport for the applicable road and weather conditions.
Vehicle equipment must conform to state of Oregon requirements. A city vehicle or rental
vehicle will be used when a personally owned vehicle does not meet these standards.
Vehicle registration and insurance must be current.

Insurance requirements

a) The driver of a privately owned motor vehicle used to conduct official city business
is responsible for and must maintain liability insurance against injury to persons or
property in an amount not less than the minimum requirements of the state of
Oregon. Mileage reimbursement for the use of a privately owned motor vehicle is
considered full payment (including deductibles, depreciation, insurance,
maintenance, fuel and operating costs) for its use.

b) The vehicle owner is responsible for any comprehensive and collision coverage the
owner may elect fo carry.

Rental cars

a) Drivers will purchase the offered insurance through the rental company. Excess
liability coverage, collision coverage deductibles, and other charges not covered by
the car rental company insurance will not be paid by the city if an accident occurs
when the vehicle is used outside the scope of city business.

b) Travelers on city business are required to know the driving laws for any state they
drive in, apply common sense, and may only use the vehicle for city business.

Passengers. Only authorized passengers are allowed to ride in city vehicles and other
vehicles while in use for city business. Authorized passengers are:

a) City employees conducting city business;
b) Officers and agents representing the city;

¢) Volunteers acting on behalf of the city;
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d) Vendors and conftractors working on behalf of the city;
e) Participants in official city business, training, tours and programs;
f) Representatives of other governmental agencies working with the city;

g) Anyone with prior authorization by the department director, city administrator, or the
Gold Beach City Council.

100.7 Security Inspections

The c:/ty provides desks, drawers, vehicles, appliances, and other spaces for employees to
use in the performance of a job or for personal use. These items remain the property of
the city at all times and are subject fo search, seizure, transfer, or removal by the city with
or without notice at any time. Consequently, employees should have no expectation of
privacy when using any property or equipment owned by the city.

100.8 Emergency Closing

Emergencies, such as severe weather, fires, etc., can disrupt city operations. In extreme
circumstances this may require the closing of a city work facility. If the event occurs during
nonworking hours, local radio stations will be asked fo broadcast notification of the closing.
The city administrator, or his or her designee, will contact each department director, who is
responsible for contacting affected employees to notify them of the closure.

When the decision to close is made after the workday has begun, employees released
from work will be paid for the full workday. When the decision to close is made before the
workday has begun, employees released from work will be authorized fo use any paid
leave available, or unpaid leave if no paid leave is available. Public safety employees will
follow procedures established by their departments.

In cases where extreme weather conditions make coming to work dangerous, employees
may choose not to report to work. Employees who choose not to report to work must
contact their supervisor as soon as possible. Nonexempt employees may either make up
missed work fime within the same workweek or use compensatory time, paid leave, or
unpaid leave if no accrued paid leave time is available. The option to make up missed
worl time is available only with the supervisor's approval.

Employees in essential operations may be asked lo work on days when some or all city
facilities are closed. In these circumstances, employees who work will receive pay in
accordance with federal and slale wage and hour laws and applicable union contract.

100.9 Sensitive and Non-Public information
Recognizing that the City of Gold Beach may need fo collect and mainlain sensifive
mformation in conducting city business, this policy has been adopted (o help protect
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employees, customers, contractors, and the city from damages related fo loss or misuses
of sensitive information.

This policy applies to all employees, conftractors, consultants, temporary employees,
interns, volunteers, or anyone working for or under the auspices of the City of Gold Beach.

All information gathered and maintained by employees for the purpose of conducting
business is considered institutional information and each individual who uses, stores,
processes, transfers, administers and maintains this information is responsible for and will
be held accountable for its appropriate use.

Sensitive information includes the following items, whether stored in efectronic or printed
format, including but not limited to:

a)

b)

c)
d)

Credit card information including credit card number (in part or whole), expiration
date, cardholder name and cardholder address.

Tax identification numbers including social security number, social insurance
number, business identification number, employer identification number.

Payroll information including paychecks, pay stubs and pay rates.

Medical information for any employees, customers or contractors including doctor

names and claims, insurance claims, prescriptions, and any related personal
medical information.

Other personal information belonging fo employees, customers, or confractors,
such as a name in combination with a social security number, Oregon (or other
state issued) driver's license or Oregon (or other state issued) identification card,
passport number, or financial credit or debit card numbers along with a security or
access code or password. ‘

Corporate information including confidential, proprietary information or frade
secrets. Proprietary and/or confidential information, among other things includes
business methods, customer utilization information, retention information, sales
information, marketing and other company strategy, computer codes, screens,
forms, information about or received from the City of Gold Beach’s current, former,

and prospective customers, sales associates, or suppliers, or any other non-public
information.

g) Any document marked “Confidential”, “Sensitive”, “Proprietary”, or similarly labeled.
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Collection and use of any of the above pieces of information should be limited to situations
where there is legitimate business need and no reasonable altemative. Directors must
ensure their employees understand the need fo safequard this information, and that
adequate procedures are in place to minimize risks. Access to such information only may
be granted to authorized individuals on a need fo know basis.

All non-public information gathered and maintained by ém,o/oyees, for the purpose of
conducting city business, that personally identifies any living or deceased individual names
is considered “confidential” unless otherwise specified.

Some pieces of personally identifiable information are considered public information and
may be shared such as: directory information, including name, office address and phone
number and e-mail address. If an employee is uncertain of the sensitivity of a particular
piece of information, he or she should contact his or her department director or the city
administrator for guidance.

Employees are reminded that the full range of information collected on any living or
deceased individual in hard copy or electronic form may be subpoenaed and entered into
the public records of a court case, or requested to be disclosed pursuant fo the Oregon
Public Records Law. Appropriate discretion should be exercised in the drafting of any
document that will be stored in any City of Gold Beach file.

100.10 identity Theft Protection Program

100.10.1 Definitions
a) “Account” means a continuing relationship established by a person with the City

fo obtain a product or service for personal, family, household, or business
purposes. Account includes:

1. An extension of credit, such as the purchase of property or services involving
a deferred payment; and

2. A deposil account.
b) “Covered account” means:
1. An account that the City offers or maintains, primarily for personal, family, or
household purposes, that involves or is designed to permit mulliple payments

or fransactions, such as a utility account; and

2. Any other account that the City offers or maintains for which there is a
reasonably foreseeable risk to customers or {o the safety and soundness of
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the City from identity theft, including financial, operational, compliance,
reputation, or litigation risks.

c) “Customer” means an individual that has a covered account with the City.

d) “Identity theft’” means a fraud committed or attempted using the identifying
information of another person without authority.

e) “Notice of address discrepancy” means a notice sent fo the City by a consumer
reporting agency that informs the City of a substantial difference between the
address for the consumer that the City provided to request the consumer report
and address(es) in the consumer reporting agency’s file for the consumer.

f) “Personal information” means an individual's name in combination with the
following information: a Social Security 'Number; Oregon driver’s license or
Oregon identification card number; passport number; or financial, credit, or debit
card numbers along with a security or access code or password; when the

information is not rendered unusable through encryption, redaction or other
meéthods. :

g) “Program” means the policies and practices adopted by the City for protection of
personal information and detection prevention, and mitigation of identity theft.

h) “Red Flag” means a pattern, practice, or specific activity that indicates the
possible existence of identity theft.

i) “Service provider” means a person that provides a service directly to the City.

100.10.2 Periodic Identification of Covered Accounts

"Each City department must conduct an annual risk assessment to determine whether it
offers or maintains covered accounts. The department shall take into consideration: .

a) The methods it provides to open its accounts;
b) The methods it provides to access its accounts; and
c) Its previous experiences with identity theft.

100.10.3 Identification of Relevant Red Flags

After considering the types of covered accounts the City offers and maintains, the
methods the City provides to open its covered accounts, the methods the City provides
to access its covered accounts and the City’s previous experience with identity theft, the
City Administrator has identified the following categories and types of Red Flags:
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a) Alerts. Notifications or Warnings from a Consumer Reporting Agency.

1.

A fraud or active duty alert included with a consumer report provided to the
City,

A notice of credit freeze provided by a consumer reporting agency in
response fo a request for a consumer report by the City;

A notice of address discrepancy provided to the City by a consumer reporting
agency;

The City receives a consumer report indicafing a pattern of activity that is
inconsistent with the history and usual pattern of activity of an applicant or
customer, such as:

(i) A recent and significant increase in the volume of inquiries;

(i) An unusual number of recently established credit relationships;

(iii) A material change in the use of credit, especially with respect to recently
established credit relationship; or

(iv) An account that was closed for cause or identified for abuse of account
privileges by a financial institution or creditor.

b) Suspicious Documents.

1.

2.

An identification document that appears altered, forged or inauthentic;

The photograph or physical description on the identification is inconsistent
with the appearance of the applicant or customer presenting the identification,

An identification document that includes information which is inconsistent with
information provided by the person opening a new covered account or by the
customer presenting the identification;

An identification document that includes information that is inconsisten! with
readily accessible information on file with the City, such as a signalure card or
a recent check (for example, person’s signature on a check appears to be
forged);
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5. An application that appears to have been altered or forged, or appears to

have been destroyed and reassembled.

c) Suspicious Identification Information.

1.

Identification information that is inconsistent with external information sources
used by the City. For example:

()  The address provided to the City does not match any address in the
consumer report; or

(i) The Social Security Number (SSN) provided fo the City has not been
issued, or is listed on the Social Security Administration’s Death Master
File.

Identification information provided by the customer is inconsistent with other
identification information provided by the customer. For example, there is a
fack of correlation between the SSN range and date of birth.

Identification information provided by the customer is associated with known

fraudulent activity as indicated by internal or third-parfy sources used by the
City. For example:

(i)  The address on an application is the same as the address provided on a
fraudulent application; or

(i)  The phone number on an application is the same as the number
provided on a fraudulent application.

Identification information provided is of a type cohvmonly associated with

fraudulent activity as indicated by internal or third-party sources used by the
City. For example:

(i) ' The address on an application is fictitious, a mail drop, or a prison; or

(i)  The phone number is invalid, or is associated with a pager or answering
service.

The SSN provided is the same as that submitted by other persons opening an
account or by other customers.
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6. The address or telephone number provided is the same as or similar fo the

address or telephone number submitted by an unusually large number of

-other persons opening accounts or by other customers.

The person opening the covered account or the customer fails to provide all
required identification information on an application or in response to
notification that the application is incomplete.

. Identification information provided is not consistent with identification

information that is on file with the City.

d) Unusual Use of, or Suspicious Activity Related to, the Covered Account.

1. Shortly following the notice of a change of address for a covered account, the

City receives a request for the addition of authorized users on the account.

. A new revolving credit account is used in a manner commonly associated

with known patterns of fraud. For example:

(i) ~ The majority of available credit is used for cash advances or
merchandise that is easily convertible to cash (e.g., electronics
equipment or jewelry); or

(i)  The customer fails to make the first payment or makes an initial payment
but no subsequent payments.

. A covered account is used in a manner that is not consistent with established

patterns of activity on the account. There is, for example:
(i) Nonpayment when there is no history of late or missed payments;
(i) A material increase in the use of available credit; or

(i) A material change in purchasing or spending patterns.

. A covered account that has been inactive for a reasonably lengthy period of

time is used (taking into consideralion the type of account, the expected
pattern of usage and other relevant factors).

. Mail sent to the customer is returned repeatedly as undeliverable although

transactions continue to be conducted in connection with the customer’s
covered account.
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6. The City is notified that the customer is not receiving paper account
statements.

7. The City is notified of unauthorized charges or transactions in connection with
a customer’s covered account.

e) Notice from Customers. Victims of Identity Theft, Law Enforcement Authorities. or
Other Persons Regarding Possible Identity Theft in Connection with Covered
Accounts Held by the City. The City is notified by a customer, a victim of identity
theft, a law enforcement authority, or any other person that the City has opened a
fraudulent account for a person engaged in identity theft.

100.10.4 Detection of Red Flags
a) New Covered Account. To facilitate detection of Red Flags, city staff will take the
following steps to attempt to verify the identity of the person opening a new
covered account: '

1. Request certain identifying information such as:

() Name, date of birth, Social Security Number, driver’'s license number,
residential or business address (current and/or previous), documentation
showing the existence of a business entity and address of principal place
of business, or other similar identification;

(i) Review the documentation provided for Red Flags.

ﬁ ' b) Existing Covered Account. To facilitate the detection of Red Flags in connection
i ‘ with an existing account, city staff will take the following steps:

(i) Attempt to verify the identity of customers if they request information
related to the covered account; :

(i) Attempt to verify the validity of requests for address changes or other

information related fo the covered account;
(i} Attempt fo verify changes in information for payment purposes.
100.10.5 Prevention and Mitigation of Identity Theft

a) The City Administrator or designee may take the following steps fo protect
personal information:
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b)

c)

d)

1. Require that any website or computer program used for storing or processing
personal information is secure, or provide clear and obvious notice that the
website or program is not secure;

2. Require that office computers are password protected;

3. Require that when not needed for work purposes, documents containing
personal information be stored in a secure location not accessible to the
public;

4. Require that computer virus protection software is up to date;
5. Provide training for employees on identity theft protection issues; and

Printing SSNs or other tax identification numbers on any mailed materials not
requested by the employee or customer unless the SSN or tax identificatior
number is redacted;, or on cards used to access products, services, or city
buildings; or publically posting or displaying SSNs or other tax identification
numbers is prohibited. Exemptions include requirements by the state of Oregon;
documents required by federal law, including tax documents, such as W2s, W4s,
1098s, etc; records that are required by law to be made available to the public;
records used for internal verification or administrative processes; and records used
for enforcing a judgment or court order.

File cabinets, desk drawers, cabinets and other storage space containing
documents with sensitive information will be locked when not in use.

City Hall and all other facilities used for records storage must be locked at the end
of each workday and when not in use.

Documents containing sensitive information- must be stored in secure/locked
locations when not in use. Employees must not leave documents containing

sensitive information on desks, workstations, work areas, printers and FAX
machines.

Physical documents containing sensitive information must be destroyed (i.e.
shredded, acid dipped, etc.) prior to being discarded in accordance with city public
records relention schedules. Any computer hard drive or removable magnetic
medium, such as a diskette, USB, magnetic tape, zip disk, etc., that has been used
fo hold any kind of sensifive information must be electronically “scrubbed” prior fo
being discarded or being reused. On such media, the mere deletion of confidential
data is not sufficient, as deleted information is still accessible lo individuals
possessing any of a number of available soflware {ools. Any non-erasable
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h)

medium, such as a CD or DVD that has been used to hold any kind of sensitive
information must be physically destroyed before being discarded.

Notary journals that contain personal information must be kept in a secured area or
a locked file cabinet or drawer.

Internally, sensitive information may be transmitted using approved city e-mail. Any
sensitive information sent externally must be encrypted and password protected
and may only be sent to recipients approved by the city administrator or designee.
All city e-mail containing sensitive information must include the following disclaimer.

“This electronic communication, including any atfached documents, may contain

. confidential and/or legally privileged information that is intended only for use by the

)

k)

recipient(s) named above. [f you have received this communication in error, please
notify the sender immediately and delete the communication and any attachments.”

Any elected official or city employee or volunteer who comes across any evidence
of sensitive information being compromised or who detects any suspicious activity
that could potentially expose, corrupt, or destroy information must report such
information immediately to his or her department director, the administrative
services director, or the city administrator.

In the event City staff detect one or more Red Flags, staff may take one or more

of the following actions, depending on the degree of risk that the identified Red
Flag indicates identity theft;

1. Continue to monitor a covered account for evidence of identity theft;

2. Contact the customer;

3. Change any passwords, security codes, or other security devices that permit
access to a covered account

4. Reopen a covered account with a new account number;
5. Decline fo open a new covered account;
6. Close an existing covered account;

7. Not attempt to collect on a covered account or not refer a covered account to
a debt collector;
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8. Notify law enforcement; or
9. Determine that no response is warranted under the particular circumstances.

The city will provide notification of a the unauthorized acquisition of computerized
data that materially compromises the security, confidentiality or integrity of personal
information maintained by the City fo each individual whose perscnal information
has been compromised, as soon as possible in writing, or electronically if it is the
primary manner of communication between the City and the individual, or by
felephone.  The exception is if the noltification would impede a criminal
investigation.

The head of each department, or the department head's designee, shall be
responsible for implementation of the Program for his or her department. The
City Administrator will periodically update the Program (including the Red Flags
determined to be relevant) to reflect changes in risks to customers or to the City
from identity theft, based on factors such as:

1. The experiences of the City with identity theft;

2. Changes in methods of identity theft;

3. Changes in methods fto detect, prevent, and mitigate identity theft:

4. Changes in the types of accounts that the City offers or maintains; and

5. Changes in the business arrangements of the City, including service provider
arrangements.

Each department head shall report to the City Administrator by December 31% of

each year beginning in 2011, on his or her department's compliance with the
Program. The report should address:

1. The covered accounts overseen or maintained by the department;
2. The effectiveness of the Program in addressing the risk of identity theft in

connection with the opening of covered accounls and with respect to exisling
covered accounts,

-

Service provider arrangements;

R

Significant incidents involving identity theft and the department's response;
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" 5. Steps taken by the department to protect personal information; and

6. Recommendations for changes to the Program.

o) If a department does not oversee any covered accounts, the annual report to the

City Administrator may be limited to addressing steps taken by the department to
protect personal information.

100.11 Oversight of Service Provider Arrangements

Whenever the City engages a service provider to perform an activity in connection with
one or more covered accounts, the City will take steps fo ensure that the activity of the
service provider is conducted in accordance with reasonable policies and procedures
designed to detect, prevent, and mitigate the risk of identity theft.

100.12 Verifying Information in Consumer Reports
a) If the City receives a notice of address discrepancy from a consumer reporting
agency, City staff will take reasonable steps to verify that the consumer report

relates to the consumer about whom the City has requested the report. Those
steps may include:

1. Comparing the information in the consumer report with information the City:
() Obtains and uses to verify the consumer’s identity;

(i) Maintains in its own records, such as applications, change of address
notifications, other customer account records; or

(iii) Obtains from third-party sources.

2. Verifying the information in the consumer report provided by the consumer
reporting agency with the consumer.

b) After taking reasonable steps to verify the consumer's address, the City shall
furnish an address for the consumer that the City has reasoriably confirmed is
accurate to the consumer reporting agency if City staff:

1. Can form a reasonable belief that the consumer report relates to the
consumer about whom the City requested the report;

2. Have established a continuing relationship with the consumer; and
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3. Regularly and in the ordinary course of business furnish information to the
consumer reporting agency from which the notice of address discrepancy
relating to the consumer was obtained.

c) The City will furnish the consumer’s address that City staff have reasonably
| confirmed is accurate fo the consumer reporting agency as part of the
: information it regularly furnishes for the reporting period in which it
| establishes a relationship with the consumer.
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102 Information and Communication Systems

102.1 General Purpose and Scope

It is the city’s goal to enhance both external and internal communication through the use of
electronic communication tools and information systems including, but not limited fo,
telephones, voice mail, fax fransmissions, personal computers, laptops, notebooks,
cellular phones, smart phones, tablets, PDAs, e-mail, instant messaging, Intemet, intra-
net, social media, and video/multimedia applications.

All electronic equipment, devices, files and software purchased, licensed to or developed
by the city are the property of the City of Gold Beach.

All data, electronic files, applications, and programs created or stored by an employee on

any city owned computer, network or other electronic device are the property of the City of
Gold Beach.

All data, electronic files, applications, and programs created by an employee for city
business on his or her personally owned computer, personal network, or other personal
electronic device are the property of the City of Gold Beach.

Employees should have no expectations of privacy in connection with the fransmission,
receipt, or storage of information on any city owned computer, network, or other device.
The city reserves the right to trace, review, audit, access, intercept, encrypt, store, block,
restrict, screen, delete, recover, restore, publish, or disclose any information on its
computers, networks, or other devices without notice.

This policy applies to any personally owned computer, network, or other electronic device
an employee uses for city business.

This policy applies regardless of the location of the equipment, software or stored
information if used to conduct city business.

Any employee found in violation of the city’s information and communication systems
policies may have e-mail access and Intemet privileges suspended and be subject fo

progressive discipline up to and including termination depending on the severity and
frequency of infractions.

102.2 Telephone and Voice Mail

The city’s telephones and voice mail system are intended to be used only for official
business.
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Limited personal telephone calls (such as those involving family emergencies, child/family
care needs, medical/dental appointments, service appointments and similar matters that
can only be accomplished during regular work hours) from city telephones may be made
during working hours so long as the use does not impact overall work performance.
Personal calls should be brief and infrequent. Personal long distance calls, even if the
employee intends fo reimburse the city for the cost, may not be made on city telephones.

102.3 FAX Equipment

Personal use of FAX equipment by employees, elected officials and the general public, for
other than city business, is discouraged. FAX transmission capacity is generally available
through commercial sources and all employees are encouraged to use local business
enterprise for FAX fransmissions. Employees with FAX capacity on their computer
systems are discouraged from any personal use of the equipment and are financially
responsible for any such use in accordance with this policy.

This policy applies to all city staff members, elected officials, and committee and
commission members who use the city’'s FAX machines fo transmit private or personal
business.

The fee for personal use of city FAX machines is $.25 per page. Fees will be paid to the
City of Gold Beach Business Office.

102.4 Cellular/Smart Phones and Personal Digital Assistants

Upon the recommendation of the deparfment director and approval of the city
administrator, an employee may be required to carry a cellular (cell) phone, smart phone,
or personal digital assistant (PDA) as part of the employee’s job duties.

City _Provided Devices. City provided cellular phones, smart phones, and PDAs are

intended for official city business only. Only limited personal use that is in accordance with
Oregon statutes and the administrative rules adopted by Oregon Government Ethics
Commission and that does not impact overall work performance will be permitted.
Examples of such use include contacting a spouse or childcare provider to advise that the
employee is going to be late getting home or picking up children for a reason dirsctly
related to official duties such as a meeting running later than expected or a schedule
change; or receiving an incoming call regarding a family emergency. Employees will nol
be required to reimburse the city when use follows these guidelines.

Use of Personal Devices for City Business. In lieu of using a city issued cellular phone.
smart phone, or PDA, with permission from his or her supervisor or the city administrator,
an cmployee may elect to use a personally owned device and obtain a monthly
reimbursement from the City for the employee’s data plan, which the employee uses for
city business. Monthly reimbursement will be defermined hased on the individual data
plan and employee usage for city business purposes bul will not exceed $40 per month.
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The city may restrict the make and model of any device or software that connects fo city
equipment.

Posting and synchronizing of data between a city computer and a personal PDA or smart
phone is permitted.

Information stored on a cell phone, smart phone or PDA used for city business may be a
matter of public record and subject to refention and disclosure laws and regulations as set
by federal and/or state law or local ordinance.

In the event of a lost or broken cell phone, smart phone or PDA purchased with city funds,
the department director will determine if the loss occurred as a result of employee
negligence when deciding whether the city will fund a replacement device.

102.5 Pagers

Any employee designated for pager use by a department director or city administrator is

authorized to use the pager for personal use as long as such use does not impact their
overall work performance.

102.6 information/Data Access and Sharing
Use of city owned computers, networks and electronic devices is restricted to city

employees, elected officials, city volunteers and professionals contracted to help support
city computers and information systems.

Access rights fo data and information stored on city-owned equipment and networks will
be given to employees on an as-needed basis. Only those rights needed to accomplish
tasks related to job functions will be granted to an employee. Departrment directors will
determine what access rights are permitted to employees in their department.

Sharing of login names, access codes and/or passwords with other employees is
prohibited. :

102.7 information and System Security

Employees may not engage in any activity that is intended to circumvent computer
security controls.

Employees are prohibited from attempting to crack passwords, to discover unprotected
files, and/or to decode encrypted files. This also includes creating, modifying, or executing
programs that are designed to surreptitiously penetrate computer systems

Employees are prohibited from accessing the accounts of others with the intent fo read,
browse, modify, copy, and/or delete data, files, or directories unless they have been given
specific written authorization to do so by their supervisor or the city administrator.
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Employees may not use an account for a purpose not authorized when the account was
established, including personal and/or commercial use.

Employees are prohibited from using software that is designed to destroy data, provide
unauthorized access to information systems, or disrupt computing processed in any other
way. Using viruses, worms, Trojan horses, and other invasive soffware on city computers,
networks and devices is expressly forbidden.

Employees are prohibited from aftempting fo degrade the performance of the city’s
computer systems or subvert the systems in any other way. Deliberately causing harm fo
the cify’s computers, network, servers, and/or networked resources is expressly forbidden.

Employees are required to use anti-virus soffware installed on city computers. Employees
are prohibited from tampering with this software in any way or turning it off.

All employees have a responsibility fo take reasonable precautions against theft or
damage to the city’s information systems. Employees should immediately report theft or

damage of city systems to their supervisor, administrative services director or the city
administrator.

Employees should not leave their computer(s) unattended without Iocking them or logging
out first.

Data of a confidential nature must be protected and musl not be disclosed without
authorization. Unauthorized access, manipulation, disclosure, or secondary release of
such data/information constitutes a secunty breach. Failure on the part of an employee fo
take reasonable care to prevent such access may be grounds for disciplinary action up fo
and including termination of employment.

Except with the prior written approval of an employeg’s depan‘ment director, employees
are prohibited from downloading or otherwise removing city files, programs, or anything
else stored on cify computers or inforrmation systems out of the workplace.

Only software owned by the city and approved by the department director, administrative
services director, or city administrator is permitted to be installed on city computers.
Installation of personal software on any cily-owned equipment is expressly prohibiled.

Employees are prohibited from using city computers to make illegal copies of licensed or
copyrighted software. Copyrighted software must only be uscd in accordance with its
license or purchase agreement. Employees do nol have the right fo use unauthorized
copies of software or make unauthorized copies of software for themselves or anyone
else.
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City equipment, information or data that is confidential and/or proprietary cannot be shared
with unauthorized and/or non-city personnel without prior clearance from a depan.‘ment
director or the city administrator.

An employee who leaves employment with the city is prohibited from taking or copying any

city property or information unless specifically authorlzed in writing by their department
director or the city administrator.

102.8 Internet Use/Use of City Computer Systems

Use of the Internet is intended for official city business. Personal use of the Internet i only
allowed as follows:

With the department director's approval.
To access city sponséred benefits or promotional events.

To schedule appointments for the employee or immediate family members or for other
personal matters as permifted under Oregon Govemment Ethics Commission rules.

Permitted personal use must be done during personal time (meals and breaks). No
personal use of city computers is allowed during scheduled work hours.

Personal use of the Internet may not interfere with your work, another employees’ work or
have an undue impact on the network.

Oregon ethics rules prohibit employees from using city computer systems for personal or
private financial gain. Employees are not permifted to use city computer systems fo
access any investment, deferred compensation or retirement benefit sites or accounts.

The Internet may not be used fo access inappropriate sites or to transmit, view or receive
inappropriate information. Pornography, hate groups, .and gambling are examples of
inappropriate sites and access these sites is a misuse of city property.

Using the Internet to play or download games is prohibited.

Posting of threatening, slanderous, sexist, obscene, racially and/or sexually harassing
messages is strictly prohibited.

Employees are prohibited from using city resources, including the city’s computer systems

for political campaigning or fundraising or in any other way that violates state laws and
rules conceming political activities of public employees
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The representation of yourself as someone else, real or fictional, or a message posted or
sent anonymously while using city computers or networks is prohibited.

Downloading a file from the Internel can bring viruses with it. All files must be scanned
with city standard virus prevention software before being installed on any city computer or
device.

Posting or providing access to any confidential city data, information, or matenals is
prohibited.

Employees must verify the integrity of information used for city business decisions that is
acquired from an Internet site. Employees are responsible for verifying that information
acquired from an Internet site is not out of date, and that the source is a valid/qualified
provider of the information.

102.9 Electronic Mail (E-Mail) and Instant Messaging Use

The city’s electronic mail system is fo be used only for city business and is not to be used
for personal e-mail.

The city provides all employees with an e-mail account for conducting city business. City

employees are required fo use this account and the city’s e-mail system when using
electronic mail for city business.

The city will use a standard format for all network IDs and e-mail accounts. The format will
be the initial of the city personnel’s first name followed by last name. Example: Robert

Smith = rsmith. As needed to prevent confusion, an employee’s middle initial may also be
used.

Employees are prohibited from using city computers or networks to transmit fraudulent,

harassing, degrading, racist, sexist, suggestive, or obscene electronic mail or instant
messages.

Employees are prohibited from using the city’s electronic mail or instant messaging
systems for political campaigning or fundraising or in any other way that violates state laws
and rules concerning political activities of public employees.

Chain letters are illegal and may nol be transmitted through the city’s electronic mail
system.

Employees are not permitted to send any electronic mail, message or other form of
electronic communication by using another person’s identily or attempting to conceal the
origin of the communication in any manner.

Information ancd Commurnicaiion Systems - 54



City of Gold Beach
Policy Manual

Information and Communication Systems

The city reserves the right to access and review all e-mail files and instant messages
created, received, or stored on city information systems. The city can access these files
and messages without prior notification.

102.10 Public Records Requirements

The Public Records Law (PRL), Oregon Revised Statutes Section 192.410, et segq,
requires the city to make all non-exempt public records available for inspection and fo
provide copies upon request Under Oregon’s public records law, most electronic
communication and files are considered public records. The definition of public records in
ORS 192.005(5) “includes, but is not limited fo, a document, book, paper, photograph, file,
sound recording, or machine readable electronic record, regardless of physical form or
characteristics, made, received, filed or recorded in pursuance of law or in connection with
the transaction of public business, whether or not confidential or restricted in use.”

Data, information, and electronic files created or stored on any city owned computer,
network, or other electronic device may be a matter of public record and subject to

retention and disclosure laws and regulations as set by federal and/or state law or local
ordinance. '

City work completed on personal computers, networks or other electronic devices,
regardless of physical location, may be a matter of public record and subject fo retention
and disclosure laws and regulations as set by federal and/or state law or local ordinance.

Although some messages may not fall under the definjtion of public record, it is safest to
assume all messages created and received could be considered public record. E-mails

and messages are not to be deleted until a hard copy version is produced and
appropriately filed.

The city’s e-mail system should not be used for document storage. Generally, if an e-mail
has value, it should be printed and put in an appropriate file.

102.41 Off-Site Information Technology Equipment Use and Data
Access

Employees are required to obtain permission from their supervisor prior to taking computer
equipment off site. Department directors are responsible for knowing who within their

respective departments has possession of and the location of all information technology
equipment taken off site.

City equipment taken off site is to be used for city business only. Personal use of the
equipment is prohibited.
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Employees are responsible for faking reasonable precautions against theft or damage to
computer equipment taken off sife. Employees may be held personally responsible for
repair or replacement of damaged or stolen equipment or devices.

Data of a confidential nature must be profected and must not be disclosed without
authorization. Unauthorized access, manipulation, disclosure, or secondary release of
such data/information constitutes a security breach. Failure on the part of an employee to
take reasonable care to prevent such access may be grounds for disciplinary action up to
and including termination of employment.

Equipment must be refurned to the Gold Beach Business Office for examination and virus
scanning before being reconnected fo the city’s networks.

102.12 City Website Guidelines
The City of Gold Beach’s World Wide Web site address is www.qoldbeachoregon.gov.

The Gold Beach Promotion and Visifor Center World Wide Web site address is
www.goldbeach.org

To preserve the public nature of the city’s websites and to avoid any perception that the
city endorses or provides favorable freatment to any private person or business enterprise
(collectively referred to as “vendor”), no corporate or commercial logos or links to vendor
sites are allowed on city websites. When a service has been donated by a vendor that
enables the development or maintenance of a city website, the name may appear once at
the site and must include the following statement “Acknowledgment of (xxxxx) at this site
does not constitute the city’s support or endorsement of it or its products or services.”

The city’s website is for “official use” only. All information disseminated through the city’s
website must be related fo the official dufies and responsibilities of employees and city
departments.

The Oregon Public Records Law’s (“PRL") disclosure and retention requirements apply to
information processed, sent and stored on the Intemet. Confidential information should
not be posted on the city’s websites. Each department director must approve all posted
informatlion pertaining fo their department.

Each department director is responsible for content related to their respective department
that is posted on cily websites.

No city website may be used for campaign-related purposes. No city employee or official
may use any city website for campaign-related purposes. Campaign-related purposes
include, but are not limited fto, the following. statements in support or opposilion to any
candidate or ballot measure; requests for campaign funds oi references to any solicitations
of campaign funds; and references to the campaign schedule or activities of any
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candidate. No city website may link to any private website related to a candidate’s
campaign for elective office or a ballot initiative, but it may link directly to city recorder or
state or county elections division generated and maintained election-related pages where
general election and candidate information can be found.

102.13 Social Media Use _
Social media refers fo communication created by individuals, using accessible,

expandable, and upgradable publishing technologies, through and on the lntemez‘ The
following types of technology are considered social medla

a) Blogs
b) RSS/Nixle

c) Social networking sites (i.e. Facebook, Twitter, Myspace, Linkedin)
d) Social bookmarking sites (i.e. Twitter, Digg, Delicious)

e) Event Sites

f) Internet Radio

g) Internet Video (i.e. YouTube, Flickr)

City employees, elected and appointed officials, and volunz‘eérs are permitted fo use social
media to conduct city business. Use of social media for city business is limited to

disseminating information about the city and city operations, city promotions, and
emergency communication.

Employees are not permitted to access or use social media during working hours while at
work unless conducting official city business. Personal use of social media while at work

during working hours is prohibited. Personal use of social media using city-owned
equipment or networks is prohibited.

Except as expressly provided in this policy, a city employee accessing any social media
site shall comply with all applicable city policies pertaining to communications and the use
of the Internet by employees, including e-mail content.

City social media sites will be managed consistent with Oregon open meetings laws.
Members of the city council and city boards, commissions or committees are not permitted
to respond to any published posting, or use any social media site or any form of electronic
communication to respond, blog, engage in serial meetings, or otherwise discuss,
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deliberate, or express opinions on any issue within the subject matter jurisdiction of the
body in violation of the Oregon Public Meetings Law.

Use of social media for city business must first be approved by the city administrator. Any
social media used for city business will clearly state that the site is maintained by the city
and that the site complies with the city’s social media policy.

All city social media sites will use authorized city contact information for account set-up,
monitoring and access. Employees are not permitled to use personal e-mail accounts,
phone numbers or other personal contact information for setting up, monitoring, or
accessing a social media site for city business.

Employees using social media fo conduct city business must conduct themselves at all
times as professional representatives of the city and in accordance with all city policies.

Employees, elected and appointed officials and volunteers may not publish content on any
blogs or other social media sites that is disparaging, threatening, offensive, demeaning,
defamatory, obscene, proprietary or libelous to the City of Gold Beach or any other person
or entity. Such postings are not sanclioned by the city and employees, elected and
appointed officials, and volunteers may be personally liable for such postings.

Employees are not permitted fo follow (e.g. “click onto”) the profiles of friends, fans,
followers or other persons or entities accessing or posting at city social media sites.

Employees while conducting city business are not permitted fo express personal views or
concems through postings on any of the city’s social media sites. Postings on any social
media site by an employee while conducting city business must only reflect the views
policies and positions of the city.

Content posted fo city social media sites is limited fo city-sponsored or city-endorsed
information, programs, services, and events. Content includes, but is not limited to, written
information, photographs, videos, and hyperlinks.

Employees may not post or publish content that would violate copyright laws. To avoid
copyright infringement, employees should only post or upload content developed or owned
by the city. If copyrighted materials are used, employees must maintain physical records
of copyright licenses and honor any branding or labeling requirements specified in the
copyright license.

Use of social media for city business is subject to the Oregon Public Records Law. Any
content that is relafed fo city business that is posted fo a social media site, including, but
nol limited to, subscriber lists, posted communication, communication submitted for
posling, video, images, and recordings may be considered a public record and subject fo
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retention and disclosure provisions in the Oregon Public Records Law. Because of this,
the following provisions apply to the use of social media for city business:

a)

b)

Social media should be used for information distribution only. Employees are not
permitted to engage in dialogue or online discussions with visitors to city social
media sites. Employees should direct visitors with questions and/or requests for
addijtional information to make such requests via e-mail, mail, in person, or by
telephone. City social media sites will refer users fo the city’s official website or e-
mail system for forms, documents, online services and other information necessary
fo conduct business with the city.

Employees may not create new material (data, documents, information) on any

social media site. Employees may only post content that is retained elsewhere by
the city. '

Hard copies of all information posted on social media websites by employees in the
course of conducting city business must be maintained by the city in accordance
with Oregon Public Records Law retention schedules. Hard copy versions of
information must be kept in appropriately marked files maintained in the department
director’s office or Gold Beach City Hall Business Office.

The city reserves the right to monitor and/or moderate use of any social media site used to

conduct city business. Postings to city social media sites may not contain any of the
following:

a)
b)
)
d)

g)

Comments that are not specifically related to the fopic being presented;

Profane language or content

Harassing language or content

Content or links fo content that promotes, fosters, or perpetuates discrimination on
the basis of race, creed, color, age, religion, gender, marital status, or status with
regard to public assistance, national origin, physical or mental disability or sexual
orientation, or any other category protected by federal, state, or local laws

Sexual content or links to sexual content

Illegal conduct or encouragement of illegal activity

Information that may fend to compromise the safety or securify of the public or
public services including but not limited to: public buildings; public utilities; public
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fransportation systems; police, fire and other emergency services; and public
infrastructure.

h) Content that violates an ownership interest of any other party

i) Promotion or opposition of any person campaigning for election to a political office,
or promoting or opposing any baliot proposition

j) Disclosure of information that a city or an agency and its employees must keep
confidential by law or administrative rule.

The guidelines identified in this policy must be displayed to users or made available by
hyperlink on all city social media sites. Users also must be notified that any content in
violation of these guidelines may be edited, revised or removed from the site and that use
of the site constitufes acceptance of this policy. Users also must be informed that content
posted on a city social media site is considered public information and may be subject to
monitoring, moderation, or disclosure fo third parties.

Any content removed from a city social media site or content received and not posted
must be retained, including the time, date and identity of the poster, when available.

The city’s social media policy will be displayed to users or made available by hyperiink at
the social media site.

All city social media sites will adhere to applicable federal, state and local laws and
requlations and policies. Furthermore, all city social media sites will comply with usage
rules and regulations required by the site provider/vendor, including privacy policies.

The city reserves the right fo terminate any city social media site at any time without
notice. :
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104 Americans with Disabilities Act Compliance

104.1 Purpose and Scope
This policy identifies the responsible positions and areas of responsibility for compliance
with the American with Disabilities Act (ADA) provisions. This policy also identifies the

grievance procedure for any individual with complaints anising from acts or omissions tied
fo the ADA.

The City of Gold Beach will continuously seek positive compliance with the provisions of
the ADA, and will seek to assure a program of continuous improvement for physical
facilities covered under the provisions of the Act. For employment and hiring practices, the
city will meet the letter and intent of the law, making reasonable accommodations for any
recognized disability to the extent required by the law.

104.2  Applicability |

This policy applies to all complaints and assertions that may be covered under the

provisions of the ADA for any recognized disability, including but not limited to, physical
disabilities and mental disabilities,.

104.3 Statement of Grievance Policy
In all matters except those of employment, hiring, and conditions of employment, the

following grievance process for those complaining or raising issues concerning compliance
with the ADA will be followed:

Step 1: The complaining party will provide a written statement of the complaint to the
responsible city director. Within ten (10) working days, the responsible
director will provide written response of the city’s position on compliance,
plan for correction, rejection of the assertion, or similar action.

Step 2: Should the complaining party not be satisfied with the determination of the
responsible director, the complaining party may file a written statement
identifying the complaint and the positions taken by the city, along with any
further assertions or facts with the city administrative services director. The
administrative services director will have ten (10) working days to review the
actions proposed, and will make an independent determination on the merits
of the complaint. Written findings of determinations will be provided to the
responsible director, the city administrator, and the complainant.

Step 3: Should the party complaining remain dissatisfied with the city’s response to
the filed complaints, the complaining party may file a written statement with
the city administrator. The city administrator will have ten (10) working days

Amercians with Disabiiities Act Compliance - 41



City of Goid Beach
Policy Manual

Americans with Disabilities Act Compliance

to make a final determination of the actions that will be taken by the city, with
a written statement provided to the complainant, responsible director and
city attorney.

Step 4: Should the party complaining remain dissatisfied he or she may appeal to
the City of Gold Beach City Council. The city council will hear the matter at
their next regularly scheduled meeting, with a wntten statement of final
determination provided to the complainant within ten (10) calendar days of
the council meeting.

Should an applicant remain dissatisfied with the response from the city, the methods for
further compliance are described in the ADA. ‘

Nothing in this process will be construed as limiting or otherwise prohibiting the
complainant’s right to file a formal complaint with applicable state or federal agencies.
However, this city process may be suspended if a formal complaint is pending.

At any state of the ADA grievance process, the complainant may choose to be
represented by an attomey or other representative, but the complainant will bear all costs
for such representation.

The ADA grievance and appeal process may be modified by the city administrator fo
assure equal access to programs, services and activities for people with disabilities.

In matters of employment, hiring or conditions of employment, the grievance procedure
outlined in Chapter 3 Personnel Policies, Section 326 will apply.
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106 Public Meeting Administration

106.1 Noticing and Minutes Requirements

Oregon Public Meetings Law defines a public meeting as the convening of any “governing
body” for which a quorum is required to make a decision or deliberate tfoward a decision
on any matter. Meetings where information is gathered for a future deliberation must also
be noticed if a quorum is likely to be present.

The term “governing body” includes “two or more members of any public body which have
the authority to make decisions for, or recommendations fo a public body”. Thus, all city
committees, commissions and advisory bodies must comply with Oregon public meeting,
noticing, and minutes requirements.
Notice of a regular meeting should be given sufficiently in advance so as to be reasonably
calculated to give actual notice of the time and place of the meeting fo the news media and
interested persons who have stated in writing they wish to be notified of every meeting. It
is preferable to give notice at least three (3) or more days in advance of the meeting and
notice should not be given less than twenty-four (24) hours in advance except in an
emergency.
Every public meetings notice should contain the following:

a) Date and time of the meeting.

b) Location.

c) List of principal subjects anticipated to be discussed or considered.
Every public notice should be distributed as follows:

a) Provided to members of the council, committee, commission or advisory body.

b) Posted on the city’s Internet website.

¢) Posted in the City Hall lobby.

d) Posted at the City of Gold Beach Post Office.

e) Transmitted to local news media.
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Minutes must be taken or audio, video or digital recordings must be made of every public
meeting and must include the following:

a) Date and time of the meeting;
b) Members present;

c) Motions, proposals, resolutions, orders, ordinances and measures proposed and
their disposition;

d) Results of all votes and the vote of each member by name;
e) The substance of any discussion on any matter; and

f) A reference to any document discussed af the meeling.

Copies of minutes of all public meetings must be submitted to the City of Gold Beach
Business Office within two (2) weeks of the meeting.

Staff representatives to each governing body are responsible for ensuring this public
noticing and minutes policy is followed.

106.2 Media Representative During Executive Sessions

This policy applies to all representatives of the news media (whose credentials have not
been previously recognized by the City Administrator or the Gold Beach City Council)
seeking attendance in executive sessions of the City Council or other cily boards,
committees, or commissions.

A person seeking attendance at an executive session and purporting to represent a news
medium and whose credentials have not been previously recognized by the City
Administrator or the City Council must complete and submit the application form “Media
Representative Application for Attendance at Executive Session” to the City Administrator
at least seven (7) days prior o attendance at their first executive session. Applicalions
may be oblained at the City of Gold Beach Business Office.

When the application is submitted, il will be reviewed by the City Administrator and either
approved or denied. In order for an application to be approved, the person must ordinarily
report on city issues and activities or on the specific subject matter under consideration at
the executive session.

The applicant will be notified of the City Administrafor's decision prior fo the scheduled
executive session meeting. The applicant may appeal the City Administrator's decision by
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submitting a written appeal to the City Administrator within ten (10) days of the City
Administrator’s decision. The City Council will consider the appeal at the next regularly
scheduled council meeting following the date the appeal is submitted to the City
Administrator.
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200 Employment Policies

GENERAL STATEMENTS

As an employee of the City, you are engaged in an at-will employment relationship. This
means that either the employee or the City may terminate the employment relationship
at any time, with or without cause or prior notice.

The policies in this Handbook shall apply to all employees of the city. If there is a
conflict between these polices and the terms of a specific collective bargaining
agreement or employment agreement, the terms of the collective bargaining agreement
or employment agreement shall control.  In the event of conflict between these polices
and any federal, Stafe of Oregon, or local law, the terms and conditions of the law or
City ordinance will control. The City retains the right to repeal, modify or amend these
policies at any time with or without prior notice. Some of the rules in this Handbook,
including the Ethics Policy, Rules of Conduct, Harassment and Discrimination Policies
and the Travel Policy apply to everyone serving or representing the City including all
elected officials, appointed officials, employees, agents, and volunteers.

DEFINITIONS

Probationary

Newly hired, promoted, or transferred employees are considered probationary
employees if they are within the six month introductory/probationary period from the
date of hire, promotion or transfer. Vacation, holiday and sick hours accrue, but only

sick leave and holidays carn be taken within this period without the City Administrator’s
prior written approval.

Regular Full time

A regular full time employee is an employee who has successfully completed the
introductory/probationary employment period and is regularly scheduled to work forty
(40) hours or more per week. Generally, regular full-time employees are eligible for all

benefits, subject to the terms, conditions, limitations, and waiting periods of each benefit
program.

Promoted or Transferred Employees

This classification includes employees promoted or transferred into a new position
within a new or secondary six (6) month probationary period. These employees are
typically eligible for all benefits, subject to the terms, conditions, limitations and waiting
periods of each benefit program.
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Regular Part-time

A regular part-time employee is an employee who has completed the Probationary
Period and is regularly scheduled to work less than forty (40) hours per week. Benefits
for these employees include prorated vacation, sick and holiday hours, based on the
number of hours worked. They are eligible for City paid insurance, prorated based no
the number of hours worked. These employees may be eligible for other benefits or
compensation as determined by state law (such as PERS, Social Security, Workers
Comp, State Disability and unemployment insurance).

Temporary

An employee who is hired for a specified period of fime on either a full-time or part-time
basis is a temporary employee. If a temporary employee is hired by the City, their
wages and eligibility for benefits will be outlined in their letter of hire as approved by the
City Administrator. These employees are not eligible for benefits unless specifically
stated in their letter of hire. They may be PERS eligible as determined by state law.

Volunteers

Volunteers are individuals who perform various duties for the City on a voluntary,
uncompensated basis. The City provides workers' compensation insurance for
volunteers, but no other benefits are provided to volunteers without City Administrator
approval.

Other Employment Classifications

Positions are further classified as exempt or non-exempt in accordance with the Fair.
Labor Standards Act (FLSA) and applicable State of Oregon wage and hour laws.
Management will make the appropriate designation regarding the exempt/non-exempt
status of each new position, or when a position changes substantially. Employees with
questions regarding their status as an exempt or non-exempt employee should speak
with their supervisor.

Exempt

An exempt employee is one who is exempt from the overtime pay requirements under
federal and state wage and hour laws. Exempt employees typically include managers,
supervisors, administrators, professional staff and others who are paid on a salaried
basis and whose duties and responsibilities allow them {o be exempt under federal and
state law. In order to be classified as exempt, a position must meel the specific ltests
established by the FLSA and applicable Oregon wage and hour laws. Some exempt
employees may qualify for cily flex or comp time programs in lieu of overtime.

Non-exempt

A non-exempt employee is one whose job does not meet the exemption criteria under
the FLSA and applicable Oregon law. Non-exempl employees are compensated for
overlime hours worked, as required by federal and/or State of Oregon laws. Nor-
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exempt employees are usually paid on an hourly basis and are assigned a regular work
shift of not more than forty (40) hours per week.

200.1 Equal Employment Opportunity

It is the policy of the City of Gold Beach fto freat applicants and employees without regard
fo race, religion, creed, color, national origin, sex, sexual orientation, age, disability,
marital, military or veteran status, or any other basis prohibited by local, state or federal
law (except where there are bona fide occupational qualifications). Equal employment
opportunity will be extended to all persons in all aspects of the employment relationship
including recruitment, hiring, promotion, layoff, termination, demotion, transfer, training,
rates of pay, fringe benefits, use of facilities and other terms, conditions and privileges of
employment. All employment decisions will be based on the occupational qualifications
and essential job functions of the position and the individual’s demonstrated Skills,
knowledge, and ability to succeed in the position.

200.2 Disability Accommeodation

The City of Gold Beach’s hiring procedures provide persons with disabilities meaningful
employment opportunifies. The city will afford reasonable accommodation to qualified
applicants and employees with a known disability, unless fo provide the accommodation

creates an undue hardship for the city. All employment decisions are based on the merits

of the situation in accordance with defined criteria, not the disability of the individual. This
policy govemns all aspects of employment including selection, fransfer, promotion,

compensation, reclassification, discipline, layoff, termination, and access fo benefits and
training.

200.3 immigration Law Compliance

Employees must be citizens of the United States, resident aliens or persons possessing a
visa permitting them to work in the United States. The immigration status of an alien will
be ascertained by the city as part of the hiring process. Employment of a permanent
nature, whether full-time or part-time, is possible only for those aliens having immigrant
status as permanent resident aliens; however, employment of a temporary nature may be
provided for under certain non-immigrant visa classifications.

200.4 Prohibition Against Harassment and Discrimination

The City of Gold Beach is committed to a work environment that is free of illegal bias,
prejudice and harassment and where all individuals are treated with respect and dignity.
The City of Gold Beach intends fo provide a professional atmosphere that promotes equal
employment opportunities. Therefore, workplace harassment is prohibited.

Employees who believe that they have been subjected to harassment, discrimination or
retaliation have an obligation to take advantage of these policies and this complaint
process. An employee’s failure to fulfill this obligation, including the failure to report or
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complain about harassment, could adversely affect his or her other rights.

Nothing in this policy is intended to restrict an individual’s right to file a complaint with the
Bureau of Labor and Industries for the Equal Employment Opportunity Commission or to
file a gnevance under a union contract. However, notifying a union steward or other union
official does not constitute filing a complaint with the city under these complaint
procedures.

200.4.1 Definition of Harassment

Harassment is verbal or physical behavior or conduct that is perceived by the receiver as
unwelcome, derogatory or that shows hostility towards an individual because of his or her
race, religion, gender, marital status, familial status, national origin, age, mental or physical
disability (as defined by the Americans with Disabilities Act and state law), sexual
orientation, gender identity, Vietnam era veterans status or other military status protected
by law and all other protected status under applicable law and:

a) Has the purpose or effect of creating an infimidating, hostile, abusive or
offensive work environment;

b) Has the puipose or effect of unreasonably interfering with an individual's work
performance; or

c) Otherwise adversely affects an individual’s employment and employment
related opportunities.

200.4.2 Definition of Sexual Harassment
Sexual harassment includes any unwelcome sexual advances, comments, requests for
sexual favors-or other verbal or physical conduct of a sexual nature where:

a) Submission to the conduct is made either explicitly or implicitly a term or
condition of employment; or

b) Submission to or rejection of the conduct by an individual is used as a basis for
employment decisions affecting the individual; or

c) The conducl has the purpose or effect of unreasonably interfering with an
individual's work performance or creating an infimidating, hostile, or offensive
work environment.

200.4.3 Examples of Prohibited Conduct
Examples of prohibited conduct include, buf are not limited to, the following:

a) Verbal or Physical Conduct:
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b)

200.4.4

b)

o Use of epithets, innuendos or slurs because of an individual’s race, religion,
gender, marital status, familial status, national origin, age, mental or physical
disability (as defined by the Americans with Disabilities Act and state law),
sexual orientation, gender identity, Vietnam era veterans status or other

military status protected by law and all other protected status under.
applicable law.

o Jokes, pranks or other banter, including negative stereotyping, that is
derogatory or shows hostility because of race, religion, gender, marital
status, familial status, national origin, age, mental or physical disability (as
defined by the Americans with Disabilities Act and state law), sexual
orientation, gender identity, Vietnam era veterans status or other military
status protected by law and all other protected status under applicable law.

o Unwelcome physical touching or contact, such as pinching, kissing,
grabbing, slapping, patting, or hugging.

Written, Graphic or Electronic Material that is disparaging or displays hostility on
the basis of race, religion, gender, martial status, familial status, national origin,
age, mental or physical disability (as defined by the Americans with Disabilities
Act and state law), sexual orientation, gender identity, Vietnam era veterans
status or other military status protected by law and all other protecied status
under applicable law. This includes sexually explicit or porriographic material
and offensive or derogatory emails including jokes and cartoons. The city
specifically prohibits placing any such material on walls, displaying it on
computer screens, circulating it in the workplace, sending it in emails or by fax,
or accessing it by the Internet.

Procedures for Filing a Complaint for Discrimination or Harassment

An individual who is not a current city emplovee and believes he or she has
been subjected to prohibited discrimination or harassment is encouraged to
notify the city administrator or a department manager of the harassment or
discrimination. If the complaint is about the city administrator, the individual is
encouraged to notify the mayor or a city council person, the administrative
services director or another city department director.

City Employees who believe they have been subjected to prohibited
discrimination or harassment should take affirmative action fo stop it
immediately either by telling the alleged harasser to stop the offensive conduct
or by filing a harassment complaint by reporting it immediately to their
supervisor, the city administrator or any department direcfor with whom the
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person filing the complaint feels comfortable. If the subject of the complaint is
the city administrator, the employee should notify the mayor or a city councilor.

Discrimination and harassment complaints should be filed in writing. The information
provided should specifically state the incident(s) leading fo the complaint and any other
pertinent information that will assist in the investigative process.

The city administrator will create or delegate the creation of a writfen investigatory report
documenting the nature of the alleged harassment and the steps taken during the
investigative process. The report will be made as soon as practical. At the conclusion of
the investigation, the city adminisirafor will make a decision relative to what, if any,
immediate, appropriate and corrective action should be taken. If the city administrator is
the alleged harasser, then the mayor or his or her designee will make such a decision.
Prior to any such decision being finalized, the city administrator, mayor or designee will
consult with the city’s attorney regarding the investigatory report findings. The results will
be communicated to the employee and may be discussed with other parties involved,
Appropriate corrective action, up fo and including termination, will be taken against any
employee engaging in discrimination and/or harassment. An employee dissatisfied with

the investigatory report or decision regarding corrective action may file an appeal to the
Gold Beach City Council.

All the information in connection with inquines or with the filing, investigation, and
resolution of workplace harassment or discrimination complaints is treated as highly
sensitive. Employees or agents authorized by the city fo receive and invesligate
complaints are required to maintain confidentiality fo the extent possible. It is expected
and anticipated that all parties involved in complaints will observe the same standard of
sensitivily. However, because the matter will be investigated, absolute confidentiality
cannot be guaranteed. The accused and the accuser will certainly know about the
complaint and if it is necessary to interview witnesses, third parties will have, at least,
some Iinformation regarding the investigation.

20045 Prohibition against Retaiiation

The City of Gold Beach will not tolerate retaliation against any individual who makes
a report of discrimination or harassment, testifies, assists, or participates in any
investigation, proceeding or hearing, regardless of the outcome of the complaint.
Retaliation occurs when employee supervisor’s actions could deter someone from
making a claim. Retaliation can occur even if the underlying complaint of
harassment or discrimination is not substantiated. Examples of retaliation towards
an individual include the following actions: demoting, suspending or failing to hire
someone, failing to treat impartially when making employment-related decisions,
and assigning the individual the least desirable jobs. Retaliation may also include
co-worker harassment due to another co-worker’s complaint, report, or
participation in an investigation.
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200.4.6 Manager Responsibilities for Policy Enforcement

All managers are expected to enforce these policies and maintain a productive, non-
hostile work environment. Managers and supervisors must take immedijate action to stop
and prevent discrimination, harassment or retaliation, where they know or have reason to
know that it is occurring. Managers and supervisors can inappropriately give tacit approval
of discrimination or harassment by laughing, remaining silent when obvious harassment
or discrimination has occurred, treating a situation as a joke, failing to take action, or by
advising an employee not to complain . Such tacit approval is a violation of this personnel
policy and may be subject to discipline up to and including termination.

If a manager receives a complaint from a city employee, an applicant, a member of the
public or a third party vendor or contractor about discrimination, harassment or retaliation
in the city workplace, they should contact the city administrator immediately and no later -
than one (1) day after receiving the complaint. If the complaint is about the city
administrator, the report should be made to the mayor or city council member.

Any mahager who is aware of harassment, discrimination or retaliation and condones it by
action or inaction, including failing to report the complaint or observation to the city
administrator will be subject to disciplinary action.
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202 Recruitment and Hiring

202.1 Job Postings :
All position vacancies will be advertised sufficiently fo obtain a pool of qualified candidates.

At minimum, notice of employment opportunities will be posted in the lobby at City Hall and
on the city’s website (www.goldbeachoregon.gov).

202.2 Employment Applications and Reference Checks

All persons interested in applying far a position with the City of Gold Beach must complete
a City of Gold Beach Employment Application, available on the city’s website
(www.goldbeachoregon.qov), at the City of Gold Beach Business Office (29592 Ellensburg
Avenue, Gold Beach OR 97444), or by calling the City of Gold Beach Business Office at
(541) 247-7029. In addition to a completed City of Gold Beach Employment Application,
other application materials (e.q. resume, letter of interest, etc.) may be required and will be
specified in the vacancy notice.

All employment applications received by the City of Gold Beach become the property of
the city and will not be retumed. The city will maintain on file only employment
applications for open positions and of those individuals who are hired as city employees.
Employment applications of unsuccessful applicants will be destroyed. The City of Gold
Beach does not accept unsolicited applications for employment.

Employment reference checks will be conducted on all applicants being considered for
employment to ensure that individuals who join the city are well qualified and have strong
potential to be productive and successful.

All information submitted as part of an application for employment is subject to
investigation and verification. False or misleading statements submitted on application
materials or made during an employment interview may resulf in an applicant'’s
disqualification from consideration. False and/or misleading information discovered after
an offer for employment has been made and accepted may result in the employment offer
being rescinded or in discipline up to an including discharge.

202.3 Employment Credit History Checks

OAR 839-005-0060; 839-005-0065; 839-005-0070; 839-005-0080; 839-005-0085 malkes it
unlawful for employers iri the state of Oregon to use credit history for employment
purposes, except for employers that are federally insured banks or credit unions; state or
federal employers required to use individual credit history for employment purposes, lav
enforcement units employing public safety officers; and posifions for which an applicant's
or employee’s credit history is substantially joh related.
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The City of Gold Beach may request credit history reports only from applicants to law
enforcement positions and positions for which an applicant’s credit history is substantially
Jjob related, as defined by OAR 839-005-0080. Credit history information of an applicant is
substantially job-related, according to OAR 839-005-0080, if:

a) An essential function of the position at issue requires access to financial
information not customarily provided in a refail transaction that is not a loan or
extension of credit; or

b) The position at issue is one for which an employer is required to obtain credit
history as a condition of obtaining insurance or a surety or fidelity bond.

Furthermore, the city may request a credit history report from an applicant only with the
applicant’s written authorization and upon providing the applicant in writing the city’s
reasons for use of credit history information.

202.4 Employment Medical Examinations

To help ensure that employees are able fo perform their dufies safely, medical
examinations may be required for some job classifications. All such examinations will be
uniformly required within the particular job class and will be conducted after a conditional
offer of employment has been made. Satisfactory completion of the examination and
appropriate medical clearance will be conditions of employment. Prospective applicants
will be notified of medical examinafion requirements. The examination will be performed
by a health professional of the city’s choosing and at the city’s expense. -

Current employees may be required to take medical examinations to determine fitness for
duty. These examinations will be scheduled at reasonable fimes and also performed at
the city’s expense and by a health professional of the city’s choosing.

Information on an employee’s medical condition or history will be kept separate from other
employee information and maintained in confidentiality by the administrative services
director. Access fo this information will be limited to those who have a legitimate need fo
know and in accordance with the federal and state laws.

202.5 Employment Motor Vehicle Record Checks

Driving is among the most hazardous tasks performed by employees and most employees
are required to drive at some point while on duty, whether as part of their job duties, or to
attend an education or training program, an event, or meeting. In order to ensure
employee safety, the city will conduct a motor vehicle record check for all applicants for
employment for positions for which driving is an essential function. Only applicants with an
acceptable motor vehicle record will be eligible for employment for those positions.

Applicants for positions for which driving is an essential job function will be required fo

Recruitment and Hiring - 55



City of Gold Beach

Policy Manual

Recruitment and Hiring

provide a five (5) year (consecutive, beginning from date not more than 30 days prior to
date of application) driving history with their application. An applicant will not be offered
employment if the applicant’s five year record does not meet the following standards:

a) No class "A” infraction convictions during the past 36 months and no more than one
(1) class “A” infraction conviction between the past 36 and 60 months.

b) No more than one (1) class “B” infraction conviction during the past 12 months and
no more than two (2) class “B” infraction convictions during the past 36 months.

c) No more than two (2) class “C” infraction convictions during the past 12 months and
no more than three (3) class “C” infraction convictions during the past 36 months.

d) Demonstrated ability to maintain a drivers license without suspensions for the past
60 months.

e) No felony or misdemeanor driving convictions within the past 60 months.

202.6 Offers for Employment

Only the city administrator or his or her designee is authorized to extend offers of
employment to fill vacancies for regular, full-ime and part-time positions. Department
directors provide their hiring recommendations to the city’ administrator, who makes the
final decision. Only written offers of employment are considered valid offers.

Department directors, working with the administrative services director, may hire
temporary and/or intermittent employees for positions that are seasonal, project-onented,
designed fo cover work for an absent employee or manage a temporary shift in worlkload..
Temporary and/or intermittent employees will typically be utilized only when the need for
the position is originally estimated to be twelve months or less, unless otherwise approved
by the city administrator. Temporary and/or intermittent positions originally designated to
exceed twelve months or which are extended beyond twelve months require the approval
of the city administrator. Department directors should seek consultation with the

administrative services director prior to recruiting for temporary and/or intermittent

positions.

202.7 Employment of Relatives
Members of an employee’s immediate family may nol be employed at the same time if
such employment results in an employee supervising a member of his or her immediate
family. For the purposes of Oregon’s anti-nepotisin law, “immediate family” means the:
e Spouse of a public official
« Children of the public official or spouse
« Parents of the public official or spouse
« Stepparents of the public official or spouse
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Stepchildren of the public official or spouse
Brothers of the public official or spouse
Sisters of the public official or spouse
Half-brothers of the public official or spouse
Half-sisters of the public official or spouse
Brothers-in-law of the public official or spouse
Sisters-in-law of the public official or spouse
Sons-in-law of the public official or spouse
Daughters-in-law of the public official or spouse
Niothers-in-law of the public official or spouse
Fathers-in-law of the public official or spouse
Aunts of the public official or spouse

Uncles of the public official or spouse

Nieces of the public official or spouse
Nephews of the public official or spouse.

® 0 & @ © e © & © O e ¢ 0 o o

The provisions of this section shall apply to promotions, demotions, transfers,
reinstatements and new appointments but shall not be construed retroactively to affect
situations of employment in effect prior to the enactment of this section.

In the event that two employees become immediate family members and & supervisory .

relationship exists, the employees and the city will jointly attempt to find an altemative work
arrangement for one of the two employees. If no alternative assignment is available within
ninety (90) days, it may be necessary for one of the two employees to resign. If neither
employee resigns, the city administrator shall terminate one of the employees.

202.8 Probationary Period

The probationary period is designed to give employees the opportunity to demonstrate
their ability to achieve a satisfactory level of performance. and to determine whether the
selection, promotion, or transfer of the employee serves the overall interests of the city.
This is the final step in the competitive selection, promotion or transfer process. In some
cases, probation of employees represented by a collective bargaining agreement is
addressed in the agreement, in which case the provisions of the agreement controls.

The length of the probationary period for all new hires or promoted individuals, excluding
law enforcement hires, is the first six (8) continuous months of employment, promotion, or
transfer. Periods of prior temporary employment with the city do not count toward
satisfying the probationary period. The city administrator may extend any employee’s
probationary period, upon written notification of the extension, if the administrator believes
that additional time to fairly evaluate the employee’s competencies and appropriateness
for the position is necessary. With the exception of sworn law enforcement officers, no
probationary period will exceed twelve (12) months;, however, no employee shall be
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deemed to be taken off probationary status without receiving a written notice by his or her
supervisor expressly relieving the employee of probationary status. The date of this notice
shall be the date of the employee’s status as a regular employee.

Civilian law enforcement personnel are required fo complete a minimum twelve (12) month
probationary period before being eligible for permanent employment status (see Gold
Beach Police Department Policy Manual, Policy 1002). Swom law enforcement personnel
must complete an eighteen (18) month probationary petiod before being eligible for
permanent employee status (see Gold Beach Police Department Policy Manual, Policy
1002).

Any probationary employee, including law enforcement personnel, may be terminated at
any time during the probationary period without cause and without access to the grievance
process or an appeal process. Similarly, probationary employees may resign at any time
without noftice.

Employees serving probationary periods as a result of a transfer or promotion who do not
perform satisfactorily may be allowed to retumn to their former position or to a comparable
position for which the employee is qualffied, depending on the availability of the positions
and the city’s need, and If the employee is not otherwise lerminated. A position is not
considered available if it is or has been filled.

Probationary employees, except those on probation solely due to a transfer or a promotion
from another regular position, are not entitled to take vacation leave, but will accrue
vacation time pursuant to the city’s vacation policy. Probationary employees, except those
on probation solely due fo a fransfer or promotion from another regular position,
terminated prior to the completion of probation will not be paid for accrued vacation.

During any probationary penod, the supervisor will observe the employee’s performance.
Prior fo the end of the period, a formal performance evaluation will be conducted by the
supervisor, recommending one of the following actions in writing:

a) Terminalion or return to previous position in accordance with this subsection

b) Extension of probation

¢) Promotion to reqgular employment status

Any extension of probationary time must be established at the lime of evaluation.
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204 Hours of Work and Work Sched‘ules

204.1 Work Schedules

The standard city workweek is a 40-hour week, beginning and ending Saturday at
midnight. Most employees work five 8-hour days, but department directors may authorize
alternative work schedules (AWS). AWS is a schedule that varies from the standard
workweek, but is not adjustable by the employee on a daily or weekly basis. The city may
terminate or alter work schedules, including AWS, at any time. The city will strive to
provide reasonable notice of the need to alter an employee’s work schedule.

Employee work schedules vary throughout the city’s depariments. Department directors
will advise each employee of their individual work schedule. Staffing needs and
operational demands may necessitate variations in starting and ending fimes, as well as
variations in the fotal hours that may be scheduled in each day and week. The city has the

right to alfer an employee’s workday or workweek and to require an employee fo work
overtime and on weekends or holidays.

City required attendance at work-related training sessions, workshops and other meetings,

whether before, during or after the employee’s regular work schedule is considered work
time and will be paid accordingly.

Whether travel time to and from city-required activities and events is considered as hours
worked depends on the circumstances and must be determined on a case-by-case basis.
The city administrator must approve all paid travel time before the travel is undertaken.

204.2 Rest and Meal Periods _

Supervisors will advise employees of the regular rest and meal period length and
schedule. To the extent possible, a rest period of 15 minutes will be provided in the
approximate midpoint of each work period of four hours or longer. This time is counted
and paid as time worked. Generally, employees will be granted a one hour unpaid meal
period for shifts of six hours or longer, however employees may at times be asked to take
only a 30 minute meal period, depending upon the job requirements, workload, or
supervisor requests This time is not counted or paid as time worked and employees are
relieved of all active responsibilities during meal periods. Department directors are
responsible for setting meal period schedules that best accommodate city work needs.

An employee may not shorten the workday or receive overiime by foregoing a break or
meal period. It is important for employees and supervisors to understand that under state
law, and unless otherwise provided in a collective bargaining agreement, employees must
take all required rest and meal breaks and the breaks cannot be deducted from the
beginning or end of the work period.
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204.3 Lactation Break Policy

Employees who want to express breast milk for their infant child during work hours will be
permitted fo do so during any authorized break. A rest period of up to 30 minutes will be
permitted for an employee fo express breast milk for each four-hour work period or major
portion of a four-hour work period,; however, any such time exceeding regularly scheduled
paid breaks will be considered unpaid. Such breaks, when feasible, should be taken at
the same ftime as the employee’s regularly scheduled rest or meal periods.

The city will make reasonable efforts to provide lactating employees with the use of a room
or other location, other than a public restroom or toilet stall, in close proximity to the
employee’s work area, for the employee to express milk in private. Employees occupying
such private areas will either secure the door or otherwise make it clear to others that the
area is occupied with a need for privacy.

Employees are permitted fo store expressed milk in any authorized refrigerated area within
the department provided they clearly label the containers as such. Alternatively the
department will make reasonable provisions to provide a place for the employee to store
her own cooler for the purpose of storing expressed milk. No expressed milk may be
stored in the department beyond the employee’s work shift.
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206 Work Policies and Practices

206.1 Outside Employment

For purposes of this policy, the term ‘outside employment” applies when any city
employee receives wages, compensation or other consideration of value from another
employer, organization or individual not affiliated with the city for services, product(s) or
benefits rendered. The definition includes those employees who are self-employed

An employee may engage in outside employment so long as they meet the performance
standards of their job with the city and so long as the outside empioyment does not
constitute a conflict of interest with the city.

A regular, full-time employee, who accepts outside employment, whether part-time,
temporary or permanent, must give writen notice to his or héer department director.
Qutside employment s fo be regarded as secondary to the regular city employment and
should not interfere with the availability of the employee for emergency or call-in duty or
interfere with or negatively affect the employee’s performance while on duty with the city.

If the city determines that outside employment interferes with performance or ability fo
meet the requirements of the city, the employee may be asked to terminate the outside
employment if they wish to remain employed by the city.

An employee’s private business may not be conducted during work hours. An employee

may not receive any outside income or material gain for materials produced or services
rendered while on the job.

Employees are prohibited from using any department equipment or resources in the
course of or for the benefit of any outside employment. This includes the prohibition of

access fo official city records or databases or other agencies through the use of the
employee’s position with this department.

There will be no Worker's Compensation payment by the city to any individual injured in
the course of outside employment.

206.2 QOutside Overtime

For purposes of this policy, outside overtime applies to any employee who performs their
city duties for services on behalf of an outside organization, company, or individual outside
of their general scope of duties required by the city.

Any private organization, entity or individual seeking special city services from a city
employee must submit a written request to the department director in advance of the

Work Policies and Practices - 61



City of Gold Beach
- Policy Manual

Work Policies and Pracfices

desired service. The department director must receive approval from the city administrator
before scheduling any outside overtime. All outside overtime will be assigned, monitored
and paid through the department working with the administrative services director.

Any private organization, entity or individual seeking special city services will be required
to enter into an indemnification agreement with the city prior to approval.

206.3 Outside Employment While on Disability

Employees engaged in outside employment who are placed on disability leave or
modified/light-duty will inform their department director in writing within five (5) business
days whether they intend to continue fo engage in such outside employment while on
disability leave or light-duty status. The department director will make a recommendation
to the city administrator whether the employee should be allowed to continue to engage in
outside employment activities.

Criteria for disallowing outside employment while on disability leave or light-duty status
includes, but is not limited to the following:

a) The outside employment is medically detrimental fo the fotal recovery of the .
disabled member, as indicated by the city’s professional medical advisor.

b) The outside employment performed requires the same or similar physical ability, as
would be required of employee performing his or her reqular duties.

¢) The employee’s failure to make timely notice of his or her inlensions to their
department director.

206.4 Residency Requirement

All regular full-time employees, excluding office staff, but including the city administrator,
will reside within fiffeen (15) minutes travel time of City Hall. The Gold Beach City Council
may allow & reasonable time for new employees to comply with this policy, or waive the
policy if it poses a hardship.
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208 Employee Records

208.1 Personnel Files
This section governs the maintenance, retention and access fo personnel files in

accordance with established law. It is city policy fo maintain the confidentiality of
personne/ records pursuant to Oregon Revised Statutes 192.502.

The administrative services director maintains the official personnel records for all city
employees. These files are the only authorized record of an employee’s status and history
with the city. Departments are allowed fo keep copies of individual employee files, only if
the department director can demonstrate to the administrative services director that the

files will be kept secured and that information will be kept in confidence according to this
policy.

Official personnel files for the City of Gold Beach consist of informatfion gathered by the
city relating fo the following:

Individual’s application

Selection or non-selection

Promotions, demotions, transfers

Salary and leave

Performance appraisals, commendations

Disciplinary actions and termination of employment

Work history, status and tenure

City required training, certification, and other educational records
Other documents relevant to their employment

An employee may include wriften statements, comments, or rebuttals to any material

placed in their file. Employees also may include in their files documentation relevant to
their employment.

Personnel files are the property of the City of Gold Beach and are considered and kept
confidential. Except as pursuant to lawful process, no. information contained in any
personnel file will be disclosed to any unauthorized employee or other person(s) without
the express prior written consent of the involved employee.

Certain information contained in Personnel records is confidential and is not subject to
disclosure except as provided by Oregon Public Records Law, or pursuant to lawful
process. Only the employee (or person designated by the employee in writing), the
employee’s supervisor and management personnel are allowed to review information in a
personnel file. Information in a personnel file may also be disclosed in response to a
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lawfully issued judicial or administrative subpoena, an order of a court of competent
jurisdiction, to officials of the U.S. Internal Revenue Service or the Oregon Department of
Revenue when authorized by applicable federal or state law or regulation, or city auditors
when required by federal rules and regulations. Information in a personnel file may be

disclosed to the degree it is classified as public information by federal and state public
records laws.

No request for the disclosure of any information contained in any personnel record will be
considered received unless it is in written form. Since the format of such requests may be
strictly governed by law with specific responses required, all such requests will be promptly
brought to the attention of the administrative services director charged with the
maintenance of such records.

Upon receipt of any such request, the responsible person will notify the affected
employee(s) as soon as practicable that such a request has been made. The
administrative services director will ensure that an appropriate response to the request is
made in a timely manner and consistent with applicable law. All requests for disclosure,
which result in access fo an employee's personnel file(s), will be logged in the
corresponding file.

Materials that may be construed as negative toward the employee will not be placed in the
personnel file without the employee’s written acknowledgement. The employee’s wntten
acknowledgement does not constitute the employee’s agreement with the contents of the
material. The employee may include his or her own written stalement of explanation or
rebuttal with any material placed in the file.

Current and former employees have the right to inspect and obtain copies of their own
personnel records as provided by applicable law. The city may charge current and former
employees seeking a copy of their personnel file a fee for costs of providing the

information, including costs for labor involved in locating and copying the file and copying
costs.

Current and former employees wishing fo examine their personnel file should contact the
city’s administrative services director or city administrator. The administrative services
director is the designated record keeper for the City of Gold Beach. At no time during the
examination of the employee’s file shall the file be oul of the direct supervision of the
administrative services director, city administrator, or other city-designated record kecper.

Official personnel files will be retained for a minimum of len (10) years after an
employee’s separation from the city and pursuant to OAR 166-200-0090.
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208.2

NMiedical Records

All information regarding medical examinations of employees that is collected and
maintained by the City will be treated as a confidential in accordance with applicable
federal and state laws and regulations. Information contained in employee medical records
includes, but is not limited to the following:

a)
b)

c)

d)

e}

Materials relating to medical leaves of absence

Documents relating to workers compensation claims or receipt of short or long term
disability benefits.

Fitness 'for duty examinations, psychological and physical examinations, follow-up
inquiries and related documents.

Medical release forms, doctor's slops and attendance records which reveal an
employee’s medical condition.

Any other documents or material, which reveals the employee’s medical history or
medical condition, including past, present, or future anticipated mental,
psychological, or physical limitations.

Employee medical information needed by the city to carry out its obligations under federal
and state laws, such as ADA and FMLA, will be placed in the employee’s personnel file
and is not protected under HIPAA.

Personnel Files - 65



City of Gold Beach
Policy Manual

Performance Reviews

210 Performance Reviews

210.1 Performance Reviews

The purposes of the city’s performance review program are fo enhance the motivation and
productivity of each employee and provide the city with a means by which it can
continuously monitor the effectiveness of its operations and the services it provides.
Performance reviews serve as one factor in decisions related to employment such as
training, merit pay increases, job assignments, employee development, promotions and
retention. Wiritten reports identify specific performance levels as compared to established
standards, to acknowledge the merit of above standard performance, and to prescribe the
means and methods for correcting performance deficiencies to the required level of
performance.

Under the city’s performance review program, all employees receive annual performance
evaluations. Supervisors are encouraged to provide ongoing assessment of employee
performance. In addition, supervisors also may conduct formal performance appraisals at
other times the supervisor believes appropriate. During an employee’s probationary
period, monthly performance reviews conducted by the employee’s immediate supervisor
will help determine the extent to which new employee understand his or her job duties,
performance standards and is adapting to the work environment.

Performance reviews will be signed by the city administrator, department director,
immediate supervisor and the employee. The employee’s signature does not necessarily
indicate that the employee agrees with the evaluation, but that the evaluation has been
reviewed with the employee. Any disagreement with the review should be addressed in
writing by the employee to the department director or evaluating supervisor indicating the
specific area(s) of disagreement. The city administrator also should review the comments.
These comments will be placed in the employee’s personnel file along with the
performance appraisal. ’
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212 Compensation and Pay Administration

212.1 Compensation Schedule

The policy of the City of Gold Beach is to recruit and retain the most qualified employees
available, to compensate the employees based upon their duties and responsibilities and
fo acknowledge those employees who have performed successfully. To this end, to the
best of its ability the city will develop a pay plan that strives to be competitive with
comparable labor markets; compensates employees according to the level of their tasks,
responsibilities and other relevant job evaluation facfors and provides a system to
acknowledge successful performance based on evaluations of employee performance.

The city administrator will recommend to the Gold Beach City Council, for adoption by
resolution, a pay plan covering all classes of positions, including the minimum and
maximum rates of pay and such intermediate rates as are appropriate (salary ranges).

The salary ranges assigned to each classification will be established to reflect the
differences in the duties and responsibilities between it and other classifications taking into
consideration salary rates and benefits paid by other employers for similar work in public
and private employment, the city’s financial condition and other relevant factors. The
salary ranges in each classification do not constitute a promised or guaranteed rate of pay,
nor do they constitute a promised or guaranteed percentage regarding any raises or pay

increases. The city reserves the right to amend employees’ pay schedules, salary rates,
benefits, and classifications as needed.

The city administrator is responsible for maintaining a compensation plan that is current
and reasonable. The city administrator or Gold Beach City Council may initiate salary

studies at any time. As a result of these studies, the Gold Beach City Council may
approve adjustments to the city’s pay plan.

All new or newly appointed employees generally will begin at the base level for the
classification assigned to their position. However, upon the recommendation of the
department director and with approval of the city administrator, an employee may be hired
to any level of the range within their classification. Whether an employee qualifies for a
higher level will depend on the employee’s education and experience, market factors, and
budget. Employees hired at advanced levels in the range, due to their education and
experience, may receive increases at the interval appropriate to that level.

It is the city’s current policy to grant regular employees, who are performing satisfactorily,
level increases according to the schedule in their classification; however this policy does
not guarantee future pay or level increases or rates of pay. Performance appraisals must
be completed prior to receiving a level increase.
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Salary and wages are administered within the budgetary constraints of the city. If, at the
discretion of the Gold Beach City Council, insufficient funds exist or the interests of the City
require a change in its compensation policies and practices, compensation practices may
be altered or suspended.

Approved, outside training required by the city will be paid for by the city and approved
time spent in required training will be considered time worked. With department director
approval, paid time off may be granted in lieu of considering the time spent in required
training or participating in examinations for the required certification as time worked.

Employees are not entitled to pay for travel between their home, or other off duty location,
and their workplace for their regular shift, for overtime, or for extra duty assignments.
Employees are entitled to receive pay while engaged in approved business travel for the

purpose of carrying out city business, in accordance with the Fair Labor Standards Act and
city policies.

212.2 Pay Changes

Promotion. Employees may be eligible for advancement to the next step in their salary
range upon completion of one year of employment and/or successful completion of the
probationary period, whichever occurs first. Salary reviews occur annually on the
anniversary of the first date of employment.

Transfer. An employee who is transferred to a classification in the same salary range as
their current classification will remain at the same level in the salary range. Salary review
dates will not be changed as a result of a transfer. Employees who are transferred fo a
classification in a different salary range will serve a probationary penod in accordance with
the policy on probation, and salary review dates will change as a result.

Reclassification and Reallocation. Reclassification and reallocation occur as a result of a
change or re-evaluation of duties, responsibilities and/or knowledge, skill, and ability
requirements of a position. Reclassification or reallocation may occur as a result of
reorganization, reduction in force, or voluntary reassignment.

The potential salary increase and salary review date of an employee holding a posilion
that is reclassified or reallocated to a classification in a higher salary level is handled in the
same manner as a promoted employee.

If an employee is in a posilion that is reclassified or reallocated fo a lower salary level, the
employee’s pay rate will be the highest level in the lower salary range that is less than or
equal to the employee’s former pay rate. The employee’s eligibility for a level increase will
be based on the time served in the previous level plus the lime served al the new level.
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Demotion. Demotion is a disciplinary action resulting in the employee being reclassified to
a lower salary range. A demoted employee will be placed on the level in the lower salary
range that is closest to, but not lower than, the employee’s current pay rate. The first
salary review date will be on the successful completion of the probationary period and
successive salary review dates will be on the anniversary of the first date of employment in

the reclassified position, with an annual salary review date thereafter to January 1 of each
year.

212.3 Pay Deductions

The city makes certain pay deductions from an employee’s earnings in accordance with
state and federal law, such as income taxes, social security taxes, and worker's benefit
fund assessments. Additionai deductions may be authorized by an employee in writing to
cover costs of participation in city-provided programs, such as insurance.

Court ordered wage withholding or gamishments on an employee’s wages will be
processed in accordance with applicable law.

212.4 Pay Day
All city employees are paid semi-monthly, on the 15" and 30" of each month.

In the event a regular payday falls on a Saturday, Sunday or holiday, employees will
receive their pay the preceding working day. ' '

It is city policy to pay employees for all hours worked during that payroll period. Each
paycheck will include earnings for all work performed and-reported through the end of
the previous payroll period. If time sheets are not provided on time, the employee’s
paycheck will reflect base earnings only. Adjustments to base salary will appear on a
subsequent paycheck for which time sheets were timely received.

Employees may choose to receive a standard paper paycheck or have their wages
electronically deposited. Employees who choose to have their wages deposited
electronically will receive a copy of a voided check or check stub on payday showing
their eamings, deductions, accruals and net pay.

Electronic Payroll Deposit. Participation in electronic payroll deposit is voluntary.
Employees must complete an authorization form in order to have their payroll funds
electronically deposited. Funds deposited electronically are available to the employee

on payday. Electronic payroll deposit Authorization forms will be available from the
Gold Beach Business Office.

212.5 Time Sheets
All employees are responsible for accurately recording time worked and leave used.
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Federal and state laws require the city to keep an accurate record of time worked in order
fo calculate employee pay and benefits. Time worked is all the time actually spent on the
job performing assigned duties. '

Timesheets will be provided fo department directors following each payday. Timesheets
are to be completed by the employee, signed submitted to the department director for
verification and signature.

Timesheets are due in the Gold Beach Business Office on the 12" and 27" of each month.
If the 12" andfor 27" falls on a weekend, then timesheets will be due the following
Monday.

Employeeé will need to project time worked and leave used for the three (3) days between
when timesheets are due and the end of the pay period. Any needed adjustments to
these projected days will be made in the following pay period.

Overtime earned will be paid in the pay period earned, except if it falls within the 3-day
period referenced above. Overtime eamed within that 3-day period will be paid in the
following pay period.
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214 Benefits

214.1 Holidays

The city grants paid holiday time off to all reqular and probationary full-time employees on
holidays listed below. Probationary employees must have been employed and due

compensation by the city for at least the day prior fo the holiday to receive the holiday as a
paid holiday.

New Year’s Day (January 1) Veteran’s Day (November 11)

Martin Luther King, Jr. Day (3° Monday in | Thanksgiving Day (4" Thursday in
January) November)

President’s Day (3° Monday in February) Day after Thanksgiving

Memorial Day (3 Monday in May) 72 Day Christmas Eve (December 24)
Independence Day (July 4) Christmas Day (December 25)

Labor Day (1% Monday in September) ?é)ay New Years Eve (December

A holiday listed above that falls on a Saturday will be observed on the proceeding Frlday
A holiday that falls on a Sunday will be observed on the following Monday.

Regular part-time employees working a minimum of 20 hours per week are eligible for paid
holiday time off in an amount proportionate to that which they would eam under full-time
employment, if the holiday falls on a regularly-scheduled workday.

Any employee, other than a police officer, required to work during a designated holiday
shall, in addition to being paid for the holiday, be compensated for each hour worked.
Compensation shall be either cash or compensatory time off, at the discretion of the city
administrator. Such compensation shall be based on straight time for the first eight (8)
hours worked .and one and one-half (1 15) times the hours worked thereafter. Exempt
employees are expected to schedule their work so that holiday work is not required. In the
event that an emergency requires work by such an employse, z‘he employee will be
granted compensatory time off on an hour for hour basis.

214.2 Vacation

All regular full-time employees are eligible for vacation based on the schedule below. All
accruals begin from the date of employment. Although vacation leave shall accrue from
the beginning of employment, no vacation time will be authorized during an employee’s
probationary period, unless specific arrangements have been made at time of hire.
Vacation leave cannot be used in advance of accrual.
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{ MONTHS OF SERVICE MONTHLY ACCUMULATION
B 0 - 60 (o 5 years) 8.00 hours
| 61— 120 (5- 10 vears) 70.00 hours
121—180 (10 - 15 years) : 12.00 hours
181 — 240 (15~ 20 years) 14.00 hours
240+ (20 years) 16.66 hours

The city administrator shall eam 10 hours vacation per month. At the end of 5 years of -

continual employment, additional hours may be awarded by resolution of the Gold Beach
City Council.

Regular part-fime employees working a minimum of 20 hours per week are eligible for
vacation leave in an amount proportionate fo that which they would earn under full-{ime
employment. ‘

Employees may accrue vacation leave to a maximum of 200 hours Any vacation time
accrued beyond the maximum of 200 hours will be forfeited. There will be no pay in lieu of
accrued vacation time except at termination, at which time any remaining accrued and
eamed vacation hours not exceeding 200 hours will be paid in full. For purposes of
calculation, one normal work day is the equivalent of eight hours of vacation leave for a
full-time employee.

Eammed vacation shall be paid at current salary rate.
No vacation shall be accrued while an employee is on a leave of absence without pay.
Vacation leave will not be granted beyond the amount of vacation leave accumulated.

Vacations must be taken at a time mutually agreed upon by the department director and
employee. Vacations may be taken only with the advance approval of the employee’s
immediate supervisor and department director. Supervisors and department directors
should be reasonable in allowing the use of vacation time and should not unreasonably
deny vacation requests where the result would be the forfeiture of accrued vacation.

When a paid holiday falls within an employee’s vacation, the holiday will not be deducted
from the vacation balance.

Any reqular employee leaving the city in good standing affer one year of service and after
giving proper notice of termination as provided in Section 224 shall be compensated for
vacation leave accrued, not exceeding 200 hours, and unused to date of separation. In
case of the death of the employee, compensation for accrued vacation nol exceeding 200
liowrs shall be paid in the same manner that any salary due the decedent is paid.

Benefiis - 72



City of Gcid Beach
Policy Manual

Benefits

214.3 Sick Leave

Regular full-fime employees will earn eight (8) hours of sick leave with full pay for each full
calendar month worked from date of hire. Regular paritime employees working a
minimum of 20 hours per week shall accrue sick leave on a pro-rata basis. Temporary or

seasonal employees or any employees working less than 20 hours per week
do not accrue sick leave.

Employees will be charged sick leave on an hour by hour basis for each hour absent.

Sick leave may not be taken until the successful completion of the first month of a new
employee’s probationary period. Sick leave cannot be used in advarnce of accrual.

Employees may utilize sick Iéave for the following reasons: g
a) Non-occupational personal illness or injury.
b) Quarantine of an employee by a physician.

c) lliness or injury in the immediate family requiring the employee fo be absent from

work, providing the immediate family member is a member of the employee’s
household.

Employees shall nofify their supervisor of absence due fo illness or injury or the illness or
Injury of an immediate family member requiring the employee to be absent from work as
early as possible prior to the time they would otherwise report fo work.

The city may require proof of the reason for utilization of sick leave, and may require a
physician’s verification after more than three (3) consecutive working days.

When an employee must take time off from work as a result of an on-the-job injury or
iliness, the employee may receive compensation as scheduled by the city’s worker's
compensation benefit provider and he or she may supplement it with sick leave or vacation
pay to equal regular take home pay. Such supplemental pay shall be deducted from the
employee’s sick or vacation pay accruals at the employee’s choice. Employees must

submit a copy of their workers’ compensation pay stub fo request use of his or her accrued
sick or vacation leave.

Any regular full-time employee in need of an extended amount of time off due fo iliness or
injury of self or an immediate family member may apply for leave without pay for up to
ninety (90) calendar days once all other accrued leave with pay has been depleted.

An employee who is not eligible for sick leave with pay may apply for leave without pay
pursuant to Section 214.5.
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An employee may annually donate up to a ftotal of 40 hours of accrued but unused sick
leave to any regular employee(s), provided that the donating employee maintains at
least 150 hours of accrued but unused sick leave for his or her own use and that the
receiving employee has used all of his or her own accrued paid time off, including sick
leave, vacation time, and compensatory time, and requires additional sick leave to
recover from an illness or injury. An employee who chooses fo donate time must notify
the city in writing of the donation and receive city approval of the donation.

Because sick leave is provided fo protect employees’ income while employed, no
payment is made for accumulated unused sick leave upon termination. Employees’ sick
leave balance will be reported to PERS for possible use in calculating possible
retirement benefits, such retirement benefits will be calculated according fo PERS rules.
To review these rules, go to: http://www.oregon.gov/PERS/.

The improper use of sick leave is cause for disciplinary action up to and including
dismissal.

214.4 Family Medical Leave

Family medical leave is unpaid leave for certain family or medical reasons. It is generally
a leave of absence for up to 12 weeks and is provided pursuant to both the Oregon Family
Leave Act (OFLA) and the federal Family and Medical Leave Act (FMLA). The FMLA also
allows unpaid leave to care of a covered service member.

The following description of the FMLA and OFLA current leave benefits is provided to you
for informational purposes only and is not promise of confinuing OFLA or FMLA leave
benefits because these benefits are subject to modification by state and/or federal laws.

Before taking OFLA or FMLA leave, you should contact your supervisor to discuss proper
procedures.

OFLA eligible employees are those who have been employed by the city for at least 180
calendar days immediately preceding the day on which the leave begins and have worked
an average of 25 hours per week or more during the 180-day period. If the leave is to care
for a newbom child or newly placed adoptive or foster child, the 25-hour per week
requirement does not apply. FMLA eligible employees are those who have been
employed by the city for at least 12 months (which need not be consecutive) and worked
at least 1,250 hours during the 12-month period immediately preceding the leave. The city
uses & “roliing forward calendar” for administration of FMLA.

Emplovees eligible for family medical leave are entitled to leave in the following
circumstances:

a; Employee’s own ‘serious health condition
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as defined in OFLA and including pregnancy related conditions.

b) A "serious health condition” of employee’s family member: spouse; parent; parent-

in-law; biological, adopted or foster child (of any age); same sex domestic pariner;
grandparent; grandchild.

Newbom, or newly adopted or newly placed foster child (‘parental leave™0.
Non-serious health condition of a child requiring home care (”sick child leave”).

Qualifying exigency under FMLA when a spouse, son, daughter or parent is on
active duty or has been notified of an impending call to active duty.

Care for a covered service member by a spouse, son, daughter, parent or next of
Kin.

Parental leave is available to both male and female employees. Parental leave must be

pursued within twelve (12) months of the birth of a neWbom or placement of an adopted or
foster child.

A serious health condition is defined by federal and state law as an illness, injury,
impairment or physical or mental conditions that involves:

a)
b)

c)

d)

)

g)
h)

Conditions requiring constant or continuing care.

Inpatient care.

Critical illness or injuries diagnosed as terminal or that pose an imminent danger of
death.

Permanent or long-term incapacity due fo a condition for which treatment may not

be effective, such as Alzheimer’s disease, a severe stroke, or terminal stages of a
disease.

Permanent or long-term incapacity for more than three (3) corsecutive calendar
days invoiving: 1) two or more treatments by a health care provider, or 2) one
freatment followed by a regimen of continuing treatment.

Absences for pregnancy related disability.

Absences for parental care.

Absences for chronic conditions.
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i) Multiple treatments for conditions that if not related would likely result in incapacity
of more than three (3) days.

Serious health conditions are usually not common colds, flu, ear aches, upset stomach,
routine headaches, sore throat, or routine medical or dental visits. Periods of employee
disability resulfing from occupational injury or illness will qualify as family medical leave
under this policy if the injury or illness is a serious health condition.

An FMLA qualifying exigency is defined by U.S. Department of Labor regulations. The
number of weeks available under FMLA to care for a service member is 26 weeks. The 26
weeks must be used in a single 12-month period.

Generally, an eligible employee may take a fotal of 12 weeks of leave per year for any
combination of qualifying purposes. More than 12 weeks is available under OFLA in two
circumstances:. a) a female employee who takes leave for a pregnancy related disability
may take up to an additional 12 weeks for any other OFLA qualifying purpose; and b) any
employee who uses a full 12 weeks of parental leave may use up to 12 additional weeks in
the same leave year for sick child leave.

Because OFLA has more qualifying circumstances than FMLA, where an eligible
employee takes up to 12 weeks leave of OFLA leave for an OFLA purpose not covered by
FMLA, the employee may still have 12 weeks of FMLA leave available. Otherwise, OFLA
requires that family leave be taken concurrently with any leave taken under FMLA.

Except for holidays, all other available paid leave will run concurrently and must be used
during family medical leave. Worker's compensation leave will also run concurrently with
family medical leave, unless the employee is unable to work because of a compensable
disabling injury. However, OFLA leave will automatically begin when the employee
refuses a bona fide offer of iight duty or modified work.

The per year calculation period during which leave is available is measured backward from
the date the employee first uses any family medical leave. The leave may be taken in full,
intermittent, or reduced time increments. Prior written approval from the employse’s
department director is required for leave taken in intermittent or reduced time increments.
Requests for this option are reviewed on a case-by-case basis and granted at the
department director’s discretion.

Employees must give the city al least 30 days’ written notice of the need for leave when it
is foreseeable. IT 30 days notice is not possible. employees should give as much nolice as
practical. In unanticipated or emergency situations, employees must give verbal or written
notice as soon as possible, but in no event within one or two business days. Anocther
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person on the employee’s behalf may provide verbal ndtice. The city may designate
absences as FMLA after the employee’s retumn to work.

Written notice should be provided on the city’s form and should be delivered fo the
employee’s department director or the administrative services director. Whether or not a
wriften nofice is given or is provided on the city’s form, the notice must describe the
situation they believe qualifies for family medical leave. Failure to provide notice required
under this policy may result in a reduction or delay of leave, and may be cause of
disciplinary action.

The employee must make a reasonable effort to schedule treatment for serious health
conditions in a manner that does not unduly disrupt the city’s daily operations.

The city is not required to grant a leave request for sick child leave during the period of
time in which another family member is willing and able to care for the sick child. The city

also is not required fo grant a leave request to care for a family member with a serious
health condition unless:

a) The family member with the serious health condition is unable fo transport their self
fo a health care provider.

b) The family member with the serious health condition is unable fo care for their own
basic medical, hygienic, or nutritional needs or safety.

c) When the employee is needed to make arrangements for changes in care, such as
fransfer to a nursing home.

d) When the employee is providing psychological comfort and reassurance that would
be beneficial to the family member with a serious health condition who is receiving
inpatient or home care.

Following receipt of the employee’s notice and prior to the commencement of leave,
unless it is unanticipated or an emergency, the administrative services director will provide
the employee with notice regarding the designation of OFLA and FMLA qualifying leave,

the use of paid leave during family medical leave, and of the employee’s rights and
responsibilities.

The department director or city administrator may require the employee to provide periodic
reports during leave regarding the employee’s status and intent to refurn to work.

Employees may be required fo provide a medical certification from a health care provider
in support of a family medical leave request. The certification must be provided prior to the
leave if the leave is anticipated or not an emergency. In some cases, the city administrator
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may require a second or third opinion, at the city’s expenses. Medical certification is not
required for parental leave, although an employee may be required to provide
documentation of birth, adoption, or foster placement. Medical certification may also be
required if sick child leave is requested after three occurrences in a year; although, second
opinions may not be required in these instances.

If the employee’s medical leave is for their own condition, the city administrator may
require a fitness for duty certification, at the city’s expense, prior to returning to work at
their former position.

During family medical leave of one month or longer the employee should call fo report their
status to their supervisor or the city administrator every 30 days. During shorter family
medical leave, the employee should call fo report their status on a weekly basis.
Employees are expected to immediately report to their supervisor or the city administrator
any change in their need for leave or their intention fo return to work.

During the time that family medical leave runs concurrently with other paid leave, all
benefits, including vacation, will continue to accrue (except for those portions used).
During the time thal family medical leave runs concurrently with any unpaid leave, no
benefits will accrue. Employees are allowed to use any existing accrued paid leave, but
must exhaust all accrued paid leave before taking some or all of the family leave as
unpaid leave. Further, the city may direct the order in which different types of leaves are
to be used. With respect to group health insurance benefits (medical, dental and
vision), the city will continue to pay its share of the employee’s insurance premiums
during the first 12 weeks of family medical leave and during any period thereafter that
constitutes FMLA leave, unless the employee declines coverage. During the paid
portion of family medical leave, the employee’s portion will be deducted from the
employee’s paycheck; during the unpaid portion of family medical leave, the employee
must pay their portion by the first of each calendar month. The city is not required to
maintain group health insurance coverage during unpaid OFLA leave. The employce
should contact the administrative services director regarding the employee’s rights and
responsibilities to continue coverage.

If an employee retumns directly from family medical leave, group health insurance benefits
will be reinstated immediately but other benefits will be reinstated at the first of the
following month. If the leave exceeds the limit, the employee will be required to meet the
eligibility guidelines before coverage is reinstated and pre-existing condition limitations
may apply.

Reinstatement following family medical leave is lo the employee’s former position, unless
the position has been eliminated, in which case fhe employee may be eniitled fo
reinstatement to an available equivalent job. An employee who gives notice of intent not
to retum fo work will not have reinstalement rights. An employee who fails to return io
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work at the conclusion of approved family medical leave may be deemed fo have

voluntarily terminated employment, particularly if the employee’s continued absence does
not quality as OFLA leave.

214.5 General Leave of Absence
A general leave of absence with or without pay is available to regular full-time employees.
A general leave of absence is time off from work (other than sick leave, vacation or

holidays). A leave of absence may be with or without pay, at the discretion of the city
administrator. :

A request for a general leave of absence must be made in writing to the department
director {or in the case of a depariment director requesting leave, to the city administrator),
who will provide a recommendation fo the cify administrator. The written request must
state the purpose and reason for requesting the leave and identify the beginning and
ending dates of the proposed leave.

Only the city administrator may grant a general leave of absence of up to thirty (30)
calendar days. Requests for a leave of absence, other than military leave, for thirty (30)
calendar days or more must be approved by the Gold Beach City Council.

An employee who is granted a leave without pay for a period in excess of thirty (30)
consecutive calendar days for a purpose other than military leave must take any
accumulated vacation leave prior to being placed on leave without pay.

An employee who is granted a leave without pay for less than 30 days will contirue to
receive and accrue benefits during the period of the leave. Benefits will cease to accrue
for leave without pay beyond 30 consecutive calendar days. An employee may confinue
fo receive insurance coverage if the employee pays the insurance premiums.
Arrangements must be made with the administrative services director prior to beginning
any leave in order for insurance to continue.

Reinstatement following a general leave of absence is not guaranteed. When taking a
general leave of absence, the employee should thoroughly understand that their former
position might not be available. Operating conditions may change during the period of
leave to such an extent as to make reinstatement impracticable. Failure of the employee
to retum to work on the day following the expiration of the approved general leave will be
considered a voluniary termination of employment.

214.5 Military Leave

Military leave will be granted to an employee who is absent from work because of service
in the U.S. uniformed services in accordance with the Uniformed Services Employment
and Reemployment Act (USERRA) and the Oregon Military Leave and Reemployment
Rights Act. Advance notice of military services is required, unless military necessity
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prevents such notice or it is otherwise impossible or unreasonable.

The following is a description of current military leave benefits offered pursuant fo state
and federal law. It is provided to you for informational purposes only and is not promise of
continuing military leave benefils because these benefits are subject to modification by
state and/or federal laws. Before taking military leave, you should contact your supervisor
to discuss proper procedures

An employee requesting military leave may use any available and appropriate paid time off
for the absence. If accrued paid time off is fo be used for military leave, the request must
be made in writing to the administrative services director.

All employees who are members of the Oregon National Guard or any reserve component
of the armed forces of the United States are entitled fo a paid leave of absence for up to
15 consecutive work days in any federal fiscal year (October 1 to September 30) for
training, provided the employee has been employed by the city at least six months prior fo
the leave. This provision does not apply to weekend duty.

Continuation of health and dental insurance benefits is available as required by USERRA
based on the length of leave and subject to terms, conditions, and limitations of the
applicable plans for which the employee is otherwise eligible.

An employee on military leave for up to 30 days is required fo retum fto work for the first
regularly scheduled shift after the end of service, allowing reasonable travel time.

Employees on longer military leave must apply for reinstatement in accordance with
USERRA.

An employee retuming from military leave that did not exceed 90 days will be placed in
their former position. If the military leave exceeded 90 days, the employee will be retumed
to a position they would have attained had they remained continuously employed in a
comparable position depending on the length of military service in accordance with
USERRA. The employee will be treated as though they were continuously employed for
purposes of determining benefits based on length of services. Employees who have not
completed their probationary period prior to the fime the military leave commences must
complete the remainder of the probationary period upon retumn.

214.6 Court Leave

Regular employees will be granted a leave of absence with pay when required to report for
jury service or to appear before a court, legislative committee or judicial or quasi-judicial
body as a witness in response to a subpoena or other direction by proper authority.

a) Jury Duty. Regular employees may be granted a leave of absence with pay wher
required to serve as a juror in Federal, State, or County Court. When requesting
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leave, the employee must provide the department director with a copy of the
summons documents. In order fo receive pay for the time served, the employee
must submit an attendance slip from the court verifying the dates and time of
service and compensation received. Either the city or the employee may request a

postponement of jury duty if, in the city’s judgment, the employee’s absence would
create serious operational difficulties.

b) Witness Duty. Regular employees will be granted court leave with pay to appear as
a witness in a judicial, legislative, or quasi-judicial proceeding only if the summons
is required for a city-related maliter or as a result of employment with the city.
Witness duty does not qualify as on duty time, or for overtime, unless the
employee’s appearance has been requested by the city. All other appearances are
without pay, but the employee may use any accrued paid leave.

All payments to the employee by the court, except mileage, must be turned over to the city
if the court leave was paid leave.

An employee is expected to report to work whenever the court schedule permits or when
they are released from service for the remainder of a scheduled workday.

214.7 Bereavement Leave

Employees who wish fo take fime off due fo the death of an immediate family member
should notify their supervisor immediately. Immediate family members is defined as
spouse, eligible domestic partner, child, parent, spouse’s or domestic pariners parent,
sister, brother, grandchild or grandparent for the purpose of bereavement leave. Up fo
three (3) days of paid bereavement leave will be provided fo employees working in regular,
full-time, and pari-time positions, and who have successfully completed their initial
probation period. Bereavement leave s calculated on the base pay rate at the time of
leave, and will normally be granted unless there are unusual business needs or staffing

requirements. Employees may, with supervisory approval, use any available paid leave
for additional time off as necessary.

214.8 Overtime, Compensatory Time, Cali-outs

214.8.1 Overtime

Occasionally, employees may be required to work overtime. Prior approval must be
obtained from your supervisor before working overtime hours. Supervisors are to ensure
that no unauthorized overtime hours are worked. Employees who work unauthorized
overtime will be compensated for the time worked in accordance with Federal and
Oregon law; however, employees who work unauthorized overtime are subject to
disciplinary action, up to and including termination. The City complies with the
provisions for overtime pay for non-exempt employees, as outlined in the Federal Fair
Labor Standards Act and State wage and hour laws.
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Overtime compensation shall be paid to non-exempt employees for all hours worked by
the employee in excess of forty (40) hours in a work week at a rate of one and one-half
times the employee’s regular rate of pay. “Hours worked” for purposes of determining
whether an employee has worked overtime in a work week shall only include actual
hours worked and do not include holiday hours, vacation leave hours, sick leave hours
or any leave without pay. Supervisors and employees shall make every effort to keep
the hours worked of non-exempt employees to the regular forty (40) hour work week.
This can be accomplished by flexing the hours worked during the week (Sunday

 through Saturday), with the supervisor's approval. This will enable the employee to

maintain their regular hours in the week and reduce the accumuiation of overfime. If
scheduling adjustments cannot be made during the week, compensatory time will be
granted (refer to Compensatory Time policy below). However, supervisors should
attempt to avoid accumulated overtime by employees.

214.8.2 Call-out of Public Works Employees

A Public Works Employee who is called to work outside the assigned work shift shall be
paid at the rate of time and one-half (1}2) the employee’s regular rate of pay for a
minimum of two (2) hours. If the call out occurs one (1) hour or less before or after the
start of the work shift the overtime worked shall be considered an extension of the work
shift and be compensated as such.

214.8.3 Compensatory Time (Comp Time) for Non-Exempt Employees

In lieu of overtime pay, non-exempt employees may requeslt lo receive compensalory lime
off for hours worked in excess of 40 hours in a workweek. Compensatory time off is
provided at the rate of one and one-half (1 ) hours for each overtime hour worked.
Regular breaks that are not taken cannot be used to accumulate compensatory time.

An employee may not accumulate more than 40 hours of compensatory fime. Any
accumulated overtime in excess of 80 hours will be paid to the employee in the
paycheck for that pay period. Employees will have the option to cash out accumulated
compensatory time in excess of 40 in November each year.

Compensalory time off must be arranged by mutual agreement between the employee
and the department director and is not transferrable between employees.

214.8.4 Comp Time for Exempt Employees

The City recognizes that some exempt employees work well ir excess of 40 hours per
week. Due to their exempt status, these employees are not paid overiime
compensation. However, the City Administrator (or designee), 1 his or her sole
discretion, may grant Comp Time fo exempt employees upon request. Such Comp
Time will be granted only if the exempt employee regularly works in excess of a 40 hour
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work week.

An exempt employee may not accrue more than 40 hours of Comp Time. Comp Time
granted to exempt employees must be used before November of each year. After
November, any Comp Time accrued is forfeited. Comp Time must be arranged by
mutual agreement between the employee and the City Administrator and his or her
designee and is not transferrable between employees.

214.8.5 Social and Recreational Activities

Participation in all off-duty social or recreational activities such as City picnics and
holiday parties is entirely voluntary. Participation or nonparticipation will not have any
effect on employee wages, hours, working conditions or employment opportunities.

214.9 Health Insurance

The city’s health insurance plan provides employees and their dependents access fo
medical, dental and vision care insurance benefits. The health insurance providers, level of
benefits, percentage of premium paid by the City or employee, and other aspects of an
employee’s health insurance plan are all subject to change. All reqular and probationary
employees are eligible to participate in the health insurance plan affer a waiting period.

Regular part-time employees participate on a pro-rated basis based on their regularly
scheduled work hours. :

All health insurance becomes effective on the first of the month following the first full
month of employment.

A change in employment status that would result in loss of eligibility to participate in the
health insurance plan may qualify an employee or dependent for benefits continuation
under the Consolidated Omnibus Budget Reconciliation Act (COBRA). Other common
events qualifying for COBRA are death of an employee, an employee’s divorce or fegal
separation, or dependent children no longer meeting eligibility requirements. Because
COBRA applies to events and dependents not related to the employee’s employment, it is

the employee’s responsibility to notify the administrative services director of any qualifying
events.

Questions regarding COBRA and any other questions regarding city health insurance
plans and eligibility should be directed to the administrative services director.

The city reserves the right to adjust policy provisions, employee contribution requirements,
and fo discontinue providing one or more of these coverages at the city’s sole option.

214.10 Life Insurance

The city pays the premium for $10,000 of life and Accidental Death and Dismemberment
at no cost to the employee with no option for dependents. Coverage begins on the first
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day of the month following hire date. Part-time employees are not eligible for life
insurance coverage.

Eligible employees may participate in the life insurance and AD&D plans subject to all
terms and condijtions of the agreement between the city and the insurance carrier.

214.11 Disability

The city does not provide disability insurance. However, disability insurance is available
for purchase by the employee through the city’s carrier.

21412 Worker's Compensation

All employees of the city are covered from their initial date of hire by Worker's
Compensation Insurance. Premiums for this protection are paid by the city.

Worker's compensation benefits are paid if an employee is disabled from an injury
suffered while on the job. Benefits normally begin on the 3° day of disability. If the
disability continues beyond the 14" day, benefits are paid from the date of the disability.

An injured employee is responsible for notifying his or her supervisor immediately following
on on-the-job injury unless the seriousness of the accident prohibits the employee from
doing so. The employee is responsible for completing an accident report and initiafing a
claim for worker's compensation coverage. Information and forms fo initiate the claims
process can be obtained from the City of Gold Beach Business Office. An employee’s
supervisor will prepare an accident report and initiafe a claim in the event that the
employee is incapable of doing so. Failure of an employee to report an accident or injury
may result in delay or denial of coverage. '

Temporary transitional work may be available to employees whose physician approves a
release to return to work with limitations or restrictions (see Section 214.13).

The city will continue to make contributions toward health insurance on behall of an
employee receiving worker's compensation benefits for a work-related injury to the extent
permitted by the city's health insurance administrator guidelines, after which the employee
may be required (o obtain COBRA coverage in order to continue to receive benefits.

An employee receiving worker's compensation benefits for a work-related injury resulting
in time away from work will continue to accrue vacation and sick leave for a period not to
exceed three (3) months.

When the injured employee receives payment for worker's compensation, the employee
must rerit the worker's compensation payment(s) to the city. The cily will pay the
employee his or her regular salary from the employee’s accrued sick leave account uniil
his or her accrued paid sick leave is exhausted.
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An employee receiving worker's compensation benefits may use the same procedure
descnibed in Section 214.2 for accrued vacation at his or her option.

214.13 Early Return to Work for Injury or iliness

It is the policy of the City of Gold Beach to return employees to work as early as possible
following a work-related injury or illness. This policy is not intended as a.substitute for
reasonable accommodation when an individual also qualifies as an individual with a

disability, nor is it intended to deny time off rights under the City’s Family and Medical
Leave Policy.

Definition of Transitional Work
To minimize serious disability due to on-the-job injuries, as well as reducing workers’
compensation costs, the City of Gold Beach has developed the following procedures to
handle time loss claims in which the worker can be offered temporary transitional work.
Transitional work will be identified after the injured employee provides his/her supervisor
with the physical limitations or restrictions as outlined by the employee’s physician.
Transitional work may be any of the following:

» The worker's regular job, changed temporarily by removing heavier tasks; or

= Responsibilities associated with another regular position currently existing at the

workplace; or

= Newly developed transitional work that is specifically designed around the worker's
restrictions.

Offer of Transitional Work

The temporary transitional work, if offered, will end with the date the worker receives a
regular release, at any time if there is no longer a need for the temporary assignment, or at
such time that the city is no longer able to offer transitional work. Each case will be
assessed individually based on need. Employees granted a transitional work assignment
will receive a Notice of Temporary Transitional Work that describes the nature and
duration of the transitional work, is approved by the city’s CIS claims examiner and
employee’s physician. Transitional work may last up to 90 days and is not intended as a
permanent modified position. The transitional work will be reviewed and can be extended

with management approval as long as the work is available and the worker continues to
improve medically.

Transitional work may not be implemented in every time loss claim. Wage rate will not
necessarily be the same as that of the regular job, but in most cases, will be comparable
depending upon the extent of restrictions. Acceptance of transitional work will be on a
voluntary basis at the option of the employee. However, refusal may affect time loss
compensation under workers’ compensation. Failure to accept temporary transitional work
following non-work related injuries or illnesses may result in termination.

Employees requesting early retum to work must complete a City of Gold Beach Early
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Return to Work Employee Acknowledgment Form. The employee’ must also have his or
her physician complete Medical Release to Transitional Duty, Medical Return fo Work
Release, and Transitional Duty Description/Work Release forms.

Employees unable to perform regular job dufies because of a non-work related iliness or
injury may be offered femporary ftransifional work duty based on the needs of the
department in which the employee works. Temporary transitional work is offered only at
the discretion of the department director and city administrator. If there is no business
need, the employee will be expected fo use available leave time.

214.14 Retirement

The city participates in the Oregon Public Employees Retirement System (PERS)
retirement system provided through the state of Oregon. Employees who have worked
more than six months in a position requiring 600 hours or more of work a year are eligible
fo participate in the program. Eligibility for future employees is subject fo modification by
the Oregon Legislature. '

The city makes contributions toward the employee’s retirement benefit in accordance with
state law.

Normal retirement age for employees depends on the classification and term of service of
the employee, as well as the terms of the refirement plan or tier to which each employee
belongs.

For more details, please refer to the PERS Handbook, the PERS website at
www.oreqon.gov/pers or other official sources of information.

214.15 Deferred Compensation

The city participates in a deferred compensation program through the United States
Conference of Mayors PEBSCO Securities Corporation (USCM/West). All regular
employees are permitted to participate in this program.

3 .
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216 Professional Organizations, Travel and Expenses,
and Educational Opportunities

216.1 Professional Organizations

The city may authorize membership in professional organizations where the
membership is of benefit to the city in terms of keeping the employee abreast of current
developments in their field or profession. Additicnally, the city recognizes the value of
community service through applicable organizations and in membership in those

programs. In all cases, membership fees paid by the city must be approved by the
department director in advance of payment.

The city encourages attendance at related meetings programs and the eMployee’s
supervisor may approve periodic absences to attend these meetings.

Miscellaneous expenses associated with the programs conducted by professional
organizations (i.e. iuncheons and seminars) may be reimbursed in accordance with the
Travel and Expense Guidelines if there has been prior approval from the department
director in accordance with this section.

216.2 Travel and Expenses

All out of town travel must be approved by the department director and city

administrator (or designee in the absence of the city administrator) in advance of travel
faken.

The city will reimburse an employee for reasonable, approved business travel expenses
incurred while on assignments away from the normal work location, but only for
expenses that are deemed non-taxable by the IRS. The paid and reimbursed amourits
will be determined in accordance with the following guidelines.

Employees are expected to limit expenses to reasonable and economical amounts and
to utilize providers (i.e., airlines and hotels) that result in the lowest cost to the city.
Room service is not a reasonable or economic expense and will not be reimbursed.

The city retains the right to determine the mode of transportation most appropriate to
the type of travsl involved.

With prior approval, a family member or friend may accompany employees on business
travel when not traveling in a city owned vehicle and when their presence will not
interfere with the successful completion of business objectives.  Generally, the
employee also is permitted to combine personal travel with business travel, so long as
time away from work is approved and, once again, a city vehicle is not being used.
Additional expenses arising from non-business travel or incurred by the friend or family
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member are the responsibility of the employee and will not be reimbursed or otherwise
charged or billed to the city.

When employees are required to travel outside the city on city business, the city will pay
reasonable costs of meals, lodging, and other necessary expenses such as parking and

folls.

An employee may request a cash advance or receive reimbursement for travel
expenses incurred while on city business. The city will pay for employee ftravel
expenses based on actual costs and/or standard federal CONUS destination per diem
rates as follows:

a)

b)

c)

d)

Lodging. If overnight lodging is required, employees must reserve rooms at the
lowest available government or discount rate at the location of the
training/meeting, or other nearby lodging establishment. Approved lodging
expenses are paid at actual cost.

Air Travel, If air travel is required, employees should select the lowest cost flight
that best meets his or her needs. In some cases, it is important to consider the
best use of the employee'’s time or the employee’s effectiveness upon arrival

when selecting travel arrangements. Approved air travel expenses are paid at
actual cost.

Personal Vehicle Travel (Mileage). The city will reimburse employees at a rate of
fen (10) cents per mile for general vehicle operating expenses for use of their
personal vehicle for city business. Employees also will be temporarily issued a
city fuel credit card to pay for fuel expenses during business travel. If a city fuel
credit card is unavailable, employees will be reimbursed for fuel expenses upon

remittance of fuel receipts. Employees are encouraged to carpool whenever
possible.

Rental Car. If a rental car is required, employees are required to reserve a rental
car at the lowest cost rate that will meet the employee’s needs. The city provides
excess liability coverage to supplement the coverage automatically provided by
car rental companies. However, the Oregon Tort Claims Act does not apply
outside Oregon. For that reason, drivers will purchase the offered insurance
through the rental company. Excess liability coverage, collision coverage
deductibles, and other charges not covered by the car rental company insurance
will not be paid by the city if an accident occurs when the vehicle is used outside
the scope of city business.

Meals. The city uses a per diem basis for employee meals during travel.
Employees will receive a federal standard CONUS destinalion per diem rate for
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meal expenses. These rates are available at
http:.//www.gsa.gov/portal/cateqory/100120.

Upon return, employees are required to complete a Travel Expense Form (available
from the City of Gold Beach Business Office) and aftach receipts (and/or other
reasonable documentation of travel expenses) for all travel expenses in order to receive

reimbursement. Employees will not be reimbursed for expenses for which they do not
submit receipts.

Employees receiving a cash advance also are required to complete a Travel Expense
Form and submit receipts for travel expenses. Employees will return to the city all cash

not spent or accounted for with receipts (or other reasonable documentation of travel
expense).

The city wifl not pay for non-employee travel expenses or for alcoholic beverages.

Any non-exempt city employee ftraveling fo or refurning from out of fown mestings,
trainings or programs more than 30 miles from Gold Beach will be paid their regular
hourly rate for their travel time from the meeting, training or program to the city offices.

216.3 Educational Opportunities

It is the policy of the city to encourage city employees to upgrade their job skills through
education and training. The city may, in its discretion, choose fo pay the cost of tuition,
books and required supplies for training and education provided that:

a) The specific class or course is job related as determined by the department
director. '

b) The employee’s depariment has sufficient funds to cover the costs.
c) The employee completes the class or course and receives a safisfactory grade.

d) The employee requested and was approved for reimbursement by his or her
department director prior to registering for the class or course.

The city may allow time off with pay and/or reimburse an employee for the expenses of
attending classes, lectures, conferences, or conventions when attendance is determined
by the department director to be a benefit to the city and to promote the employee’s
knowledge of his or her position. Time off will be approved only if the employee’s absernce
will not create a hardship to the department.
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218 Personal Conduct

218.1 Code of Ethics

The successful operation and reputation of the City of Gold Beach is based on the ethical
conduct of the city’s employees. The city’s reputation for integrity and excellence requires
careful observance of the spirit and letfer of all applicable laws and regulations, regard for
the highest standards of conduct and personal integrity, and fairness.

All city elected officials, employees and voluntfeers are considered public officials and are
subject fo the state of Oregon’s Government ethics laws. The city will comply with these
and all applicable laws and regulations and expects all employees to conduct business in
accordance with the letter, spirit and intent of all relevant laws and to refrain from any
illegal, dishonest, or unethical conduct.

In general, use of good judgment based on high ethical principles will guide you with
respect to lines of acceptable conduct. If a situation occurs where it is difficult to determine
the proper course of action, the mafter should be discussed with your supervisor or
department director for advice and consultation. :

Compliance with this policy of business ethics and conduct is the responsibility of every
city employee. If you believe anyone has violated this code of ethics, you should report it
to a department director or city administrator immmediately.

218.2 Gratuities

The giving and receipt of gifts (favors or gratuities) for an employee’s personal benefit or
gain is disfavored because of the appearance of impropriety it creates. Therefore,
employees of the city may not accept any gift from any person (person includes individuals
and entities, such as corporations or other governmental bodies) engaged in or attempting
to engage in business fransactions with the city or who has a legislative or administrative
interest in the employee’s work with the city. This is because such gifts that might affect or

give the appearance of affecting the employee’s judgment in the impartial performance of
his or her dufies.

However, unsolicited gifts such as flowers and candy may be acceptable under Oregon
law and may bhe accepted so long as the gift does not provide the employee with any
personal gain. If you are offered a gift and are not sure whether to accept or deny i,
contact a department director or the city administrator for guidance.

218.3 Conflict of Interest
Employees must conduct the cily's business in such a way that prevents actual or
nolential conflicts of interest. An actual conflict of interest occurs whon an employee will
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personally financially benefit (or avoid a financial detriment) from a decision or action he or
she may take. A potential conflict of interest occurs when an employee or public official

could personally financially benefit (or avoid a financial detriment) from a decision or
action.

If an employee is met with either an actual or potential conflict of interest, he or she should
refrain from taking any action or making any decisions that could financially benefit the

employee and report the situation in writing to the employee’s immediate supervisor and
ask for assistance.

In Oregon, these rules apply not only to any financial benefits which could affect the
employee, but also fo any financial benefit (or avoidance of financial defriment) which
could affect the employee’s relative or member of the employee’s household. For the
purpose of this Section, a relative is any person who is related by blood or marriage, or

whose relationship with the employee is similar to that of persons who are related by blood
or marriage.

The mere existence of a relationship with an outside firm or member of the public seeking
a city services does not necessarily create a conflict of inferest. However, if an employee
has influence on transactions or on the decision making process, the employee must
refrain from taking action or making a decision and disclosure of the relationship must be
made immediately to the employee’s supervisor or department director so that safeguards
can be established if necessary to protect all parties.

218.4 Political Activity

City employees are free to express political views on their own time. Nothing in this

section is intended fo restrict the political actions or activities of employees outside of their
regular working hours.

City employees are prohibited from presenting themselves as representing the city in the
conduct of their personal political activities.

Oregon (ORS 260.432(2)) prohibits any city employee from soliciting money, influence,
service or other thing of value or otherwise aiding and/or promoting or opposing any
political cause or the nomination or election of a person for public office while on the job
during working hours. While on the job during working hours, employees may not gather
signatures on any initiative, measure referendum or petition, either for or against. Further,
an employee may not use any city resources, such as printers, paper, vehicles, or phones,
to support or oppose such political advocacy measures. Lastly, city elected officials and
supervisors may not direct city employees to use city time or resources to support or
oppose such political advocacy measures. However, city time and resources may be

used to provide purely informational, non-advocacy material about elections, initiatives,
measures, referenda, or petitions.
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Under the federal Hatch Act, an employee whose principal job responsibilities are financed
all or in part from federal loans or grants may not use official influence to interfere with or
affect the result of an election or a nomination for office. An employee covered by the
Hatch Act may not, directly or indirectly, coerce or advise another employee fo contribute
anything of value in any form to any person or entity for political purposes.

218.5 Public Information

Media inquiries or other similar inquiries should always be referred to a department
director and the city administrator before responding. If an employee has received
permission to communicate to others, such as the media, on behalf of the city in the
course of their work duties, the employee should remember that they are representing the
city and should ensure that any comments made reflect the city’s position on the issue
being discussed.

The city has an obligation to keep citizens informed about issues of public interest,
Citizens will be provided information through a variety of sources such as newsletters,
websites, press releases, etc. Citizen requests for written information may be subject to
the Oregon public records law. All public records requests should be processed through
the city recorder. Anyone requesting a copy of or access to city public records must
complete a public records request, available from the city recorder.

218.6 Personal Appearance

The city respects an employee’s individuality and expects the employee to use common
sense in choosing the appropriate clothing to be worn during business hours. Each
employee should recognize the importance of personal appearance to the professional
image of the city and dress and groom according to the requirements of the position. This
is particularly true if the job involves dealing with members of the public.

Generally, neat and casual businesslike or professional apparel is appropriate. Jeans are
acceptable if permitted by your department director. Shorts and T-shirts generally are not
permitted, although city T-shirts displaying the city logo and provided to employees by the
city may be acceptable. Employees performing labor or fieldwork may have additional
guidelines. In some cases, such as police employees, uniforms are required, which will be
provided by the city.

If a supervisor feels that an employee’s personal appearance is inappropriate, the
supervisor may ask the employee to leave the workplace until the employee is properly
dressed and groomed. Under these circumstances, the employee will not be
compensated for time away from work.

218.7 Employment ldentification Cards
This policy applies to all reqular and pari-time employees and volunteers of the City of

Personal Conduct - 82



City of Gold Beach
Policy Manual

Personal Conduct

Gold Beach who have the authority fo enfer municipal premises or enter onfo private lands

on behalf of the city. Temporary and seasonal employees may also be required to obtain
employment identification cars at the direction of their supervisor.

Within thirty (30) days of employment with the city, the employee or volunteer will obtain
an official City of Gold Beach identification card.

At time of initial employment orientation with the city, the employee will be instructed as fo
time and place fo obtain their individual I.D. card.

Cards, as processed by the Curry County Sheriffs Department, will be returned to the
administrative services director for log-in and distribution.

Any employee who interacts with the public outside of any municipal building is required to

carry their I.D. card with them at all times during working hours and present it upon request
fo the public.

When an employee reports a change of name fo the administrative services director, it is
the administrative services director's responsibility to insure a new I.D. card is issued and
the old card retrieved from the employee.

Upon departure from employment with the city, employees must surrender their [.D. card
to the administrative services director. The identification card will be handled in the same
manner as other municipal property at the time of departure from employment.

Should an 1.D. card become lost or stolen, it is the employee’s responsibility to notify the
City of Gold Beach Business Office within three (3) working days. The administrafive
services director will notify the Gold Beach Police Department of the occurrence and make
arrangements with the employee to obtain a new card.

218.8 Smoking/Tobacco Products

The city seeks to promote a safe, healthy and pleasant work environment for all

employees and the public. All city facilities, including city-owned buildings, vehicles,
individual employee offices or other facilities rented or leased by the city are smoke free.

In accordance with stafe law, designated locations outside of the buiidings will be
established for employees to smoke.

Visitors to any city facility will be required to comply with the city’s efforts fo maintain a
smoke free environment. Visitors failing to comply may be asked to leave the facility.
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220 Controlled Substance Use /Drug Testing

220.1 Controlied Substance Use Policy and Rules

The city is committed to providing a safe work environment and to promoting high
standards of employee health and performance. Using or being under the influence of or
impaired by drugs or alcohol on the job may pose serious safety and health risks fo the
employee and fo members of the public. The policy and rules in this Section cover all city
applicants and employees, except those in the Police Depariment when covered by
separate drug-and alcohol rules.

The city recognizes that alcohol and drug use may be a sign of chemical dependency and
that employees with alcohol and drug problems can be successfully treated. An employee
who seeks assistance with a drug or alcohol problem may contact the administrative
services director for assistance in identifying any city benefits and benefit programs that
may be available fo help deal with the problem. Employees can be assured that the
contact will remain confidential to the extent legally possible. If an employee believes at
any time that the employee’s ability to perform the essential functions of his or her job is
compromised, the employee should immediately discuss this concern with the employee’s
supervisor. The city will, if required to do so by law, provide a reasonable accommodation

which would allow an employee in good standing to perform the essential functions of his
or her job.

The possession, transfer, offering, manufacture, use or being under the influence of, or
impaired by, alcohol or illegal drugs while on city premises and while conducting business
related activilies off the city premises is prohibited. The conduct prohibited by these
policies includes use of illegal drugs and/or consumption of alcohol prior to reporting to
work, during breaks or lunch periods, or on the job, and includes the presence of the odor
of alcohol or drugs on the employee’s breath when reporting to work.

The legal use of prescribed drugs or over-the-counter medications is permitted on the job
only if it does not impair an employee’s ability to perform the functions of the job effectively
and in a safe manner that does not endanger other individuals in the workplace. The legal
use of marijuana may be permitted only if the use is while off-duty, the effects of the off-
duty use do not render the employee unqualified for the job, unable to perform job duties,
and/or unable to work safely. In all cases, clearance from a qualified physician may be
required and the city refains the right to make the final determination concerning the
employee’s fitness (o perform work.

Employees must notify their department director of any felony drug arrest and of any drug
conviction by the next reqularly scheduled worlkclay:.
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220.2 Discipline :

Employees who violate the provisions of this Section will be judged on a case-by-case
basis. Discipline up to and including discharge may be imposed. Other corrective action
may also be imposed, as the city deems appropriate. If corrective action includes
freatment or counseling, any part of the cost of treatment or counseling not covered by the
employee’s then existing health insurance policy will be the employee’s responsibility. If
an employee is subject to a valid collective bargaining agreement, the city and the

employee will follow the discipline and or grievance procedures provided for within that
agreement.

220.3 Searches

The city reserves the right to search, without employee consent, all areas and property
over which the city maintains joint or full control. All city vehicles, equipment offices,
desks and lockers are subject to search by management. Searches that are undertaken
specifically to investigate violations of these rules will be conducted in the presence of the
employee if practical. If the employee is not available, or if the employee requests, a
reasonable time will be allowed for a representative to be present before a search is
conducted of property used by only one employee.

For areas neither jointly controlled nor fully controlled by the City, the Manager or
Supervisor shall first ask.the employee to consent to a search of the area where the
Manager or Supervisor believes there is evidence of violation of this policy. The city also
has the right to search or inspect any item (lunch box, vehicle, purse, etc.) brought onto
city premises if there is reasonable suspicion that alcohol or a controlled substance will
be found. Under no circumstances shall a city employee frisk, pat down, or otherwise
physically search another city employee. Refusal by an employee to cooperate with a
properly authorized search or inspection is cause for disciplinary action.

‘Reasonable suspicion”, for the purposes of this policy, means the specific arficulable
observations by a supervisor or department director concerning the work performance,
appearance, behavior, speech, or noticeable odor of alcoholic beverage of, on, or about
the employee. Any accident or incident involving physical injury to any person and
where human factors contribute to the accident or incident shall also constitute
Reasonable Suspicion. Specific articulable observations which constitute Reasonable
Suspicion include, but are not limited to, the following:

a. Observable phenomena such as direct observation of drug, prescription
medication, or alcohol use; observation regarding possession of drugs or
Prescription Medications; or observation of the physical symptoms of being under
the influence of a drug or prescription medication;

b. An observable pattern of abnormal conduct or erratic behavior;
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c. Arrest or conviction for a Drug or alcohol related offense, or the identification of

an employee as the focus of a criminal investigation into illegal drug possession,
use, or trafficking;

d. Information regarding the employee’s drug, prescription medication, or alcohol
use provided by a reliable and credible source and independently corroborated;

e. Evidence that the employee has tampered with a previous drug test.

2204 Drug and Alcohol Testing

Applicant Testing. All applicants (including current employees) for employment in safety-
related or safety-sensitive positions with the city must consent to testing for drug usage as
part of the pre-employment process. As part of the application process, the applicant will
be requested to sign an Applicant Consent to Drug Testing form. All conditional offers of
employment for safety-related or safefy-sensitive positions are corditioned upon the
applicant producing a negative drug test result. Employees who are being considerad for
promotion or movement fo a new position which is safety-related or safety-sensitive will
also be requested to sign an Applicant Consent to Drug Testing form and such promotion
or change in position will be dependent upon a negative drug test result.

Factors fo consider when determining which applicants will be subject to pre-employment
drug testing shall be:

1) Whether the applicant is required o hold a CDL or works with or operates
vehicles or other machinery. .

2) Whether the applicant's work is related to public safety.

3) Whether the applicant works with children.

4) Whether the applicant works around hazardous areas and/or hazardous
materials.

Results of an Applicant Test. A positive result from a drug and/or alcohol test may
resull in the applicant not being hired where the applicant's use of drugs and/or alcohol

could negatively affect public safety, job duties or essential functions, or job
responsibilities.

If a Drug test is positive, the applicant must provide as soon as possible (but no later
than within 48 hours of request) a verification of a valid prescription drug identified in the
test. If the prescription medication is not in the applicant's name or the applicant does
not provide acceptable verification, or if the prescription medication is one that is likely
to impair the applicant's ability to perform essential job functions or negatively affect
public safety, the applicant may not be hired.
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Employee Testing. In those instances where an employee’s impaired job performance or
conduct, whether on or off site, provides a department director or supervisor with
reasonable suspicion of drug or alcohol use, the city may require appropriate testing. An
employee in a position that requires a Commercial Driver’s License (CDL) will be subject
to random drug and alcohol testing pursuant to the federal Department of Transportation
(DOT) guidelines. Employees may also be tested pursuant to the terms of any collective
bargaining agreement, or any agreement between the employee and the City which is

designed fo address the employee's substance abuse and work behavior problems, such
as “last chance agreements.

The employee will be placed on paid administrative leave until the test results are received
and a determination is made regarding the appropriateness of the reasonable suspicion
determination. Testing of employees will occur at the request of the City Manager and
upon the concurrence of the City Attorney. All drug and alcohol testing and result
validation will be performed by a laboratory selected by the city and in accordance with the
then prevailing practices in the medical field. An employee who initially tests positive may
request a second verifying test, at the employee’s expense.

Laboratory test results will be retained in an employee or applicant’s confidential
medical file. The laboratory or laboratories shall retain a sample for retesting for a
minimum of six (6) months. The test results will be delivered to the administrative
services director and the results will be disclosed to the city administrator and
appropriate department director and supervisor on a need-to-know basis. Disclosure of

the written records without the applicant or employee’s consent will be made only in

accordance with state and/or federal law; however, disclosures, without patient consent,
may also occur when: (1) the information is compelled by law or by judicial process; (2)
the information has been placed at issue in a formal dispute between the employer and
employee or applicant; (3) the information is needed by medical personnel for the
diagnosis or treatment of the patient who is unable to authorize disclosure.
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222 Standards of Conduct/Discipline

222.1 Employee Performance and Conduct

To aftain the highest standards of performance and conduct from each employee, all
employees are expected to conform fo the following standards of conduct and, in
accepting a position with the city, each employee accepts responsibility for conduct both
on and off the job that reflects and builds a positive image for the city. The standards of
conduct set out in this section serve as the basis for selection, evaluation, and discipline
(including termination) of city employees, but are not meant fo be an exhaustive or
exclusive list. There will usually be a detailed job description and there may be other types
of behavior or conduct that form the basis for performance review or are cause for
disciplinary action.

222.2 Performance Standards

a) Achieves and maintains a level of knowledge, skill and ability required by the
employee’s job classification and assignment.

b) Is able to carry out assignments with the level of training and supervision
appropriate to the employee’s job classification and assignmerit.

c) Exercises appropriate judgment, decision-making and initiative, including selection
of work techniques, procedures and priorities.

d) Knows and follows all relevant city and departmental policies and procedures.

e) Carries out work assignments in a diligent, cost-effective, efficient and timely
fashion.

f) Expresses disagreements in an appropriate setting and in a manner that is
constructive and not disruptive or harmful to the delivery of services.

g) Maintains required levels of accuracy and quality.

h) Develops and maintains satisfactory working relationships with other, including the
public, as necessary to effactively cany oul job responsibililies.

i) Maintains necessary licenses and cerlificalions.

J) Acts with proper authority.

Siandards of Conduct/Discipling - §3




City of Gold Beach
Policy Manual

Standards of Conduct/Discipline

k)
)

222.3

Maintains the level of punctuality required in the employee’s job assignment.

Maintains an acceptable attendance record and follows required procedures for
requesting and reporting absences.

Prohibited Conduct

Any action or inaction by a city employee, which is a hindrance fo the effective
performance of city functions or reflects discredit upon the city will be considered cause for
disciplinary action. By way of illustration and not limitation, the following list provides
examples of cause for disciplinary actions: '

a)

b)

c)

d)

g

h)

)

k)

Falsification of official records or documents, including applications and pre-
employment documents.

Misrepresentation of qualifications for employment.

Unauthorized absence from duty, including failure to retum from.leave, or taking of
unauthorized or excessive breaks while on duty.

Insubordination or refusal to obey instructions that pertain to the employee’s work
or city requirements issued by a supervisor.

Use of force or intimidation or abusive, offensive, derogatory language or
mannerisms or other conduct that is inappropriate in a business setting.

Violation of city rules, ordinances, and policies, including those set forth in this
Handbook.

Criminal violations that are related to job performance or are cf such a nature that

to continue an employee in their position could constitute negligence on the city's
part.

Discrimination or harassment based on any prohibited basis in the exercise of the
employee’s job responsibilifies.

lllegal possession, sale or use of controlled substances or infoxicants while on duty.

Use of city property or equipment for personal purposes in violation of the city’s
policies regarding such use.

Misuse or abuse of city or public funds, or theft or misappropriation of the property
of others.
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) Acceptance of a fee, gift or other item of value in the course of the employee’s work
for the city.

m) Unauthorized disclosure of confidential or privileged information.

n) Actions or conduct that are violations of ethical standards and/or the confiict of
interest rules.

0) Reporting for work under the influence of infoxicants or controlled substances.

p) Making false accusations that discredit, embarrass, or abuse supervisors, peers,
the governing body, or the general pubiic.

q) Unauthorized destruction of city property and/or equfpment

222.4 Disciplinary Procedures

Discipline is intended to be a constructive means of dealing with unacceptable behavior or
employee performance deficiencies. Disciplinary actions should be appropriate fo the
seriousness of the infractions for performance deficiency. Department directors are
authorized to take any of the following actions and to recommend termination for cause
subject to the guidelines in this section. Only the city administrator has the authonty to
decide whether to discharge an employee. Therefore, department directors may
discharge an employee only with prior written approval of the city administrator.

The corrective action process will not always commence with a verbal waming or include a
sequence of steps. Some acts, particularly those that are intenlional or serious, warrant
more severe action on the first or subsequent offense. Consideration will be given (o the
seriousness of the offense, intent and motivation to change performance, and the
environment in which the offense took place. There also may be circumstances that are

serious enough to justify immediate suspension, or in extreme situations, immediate
termination.

Also, in addition to the actions listed in this section, other non-disciplinary actions may he
appropriate as parl, or in lieu, of a corrective action program. These include performance
evaluation, additional supervision or training, restructuring of job assignment(s), or other
actions as deemed appropriate.

All disciplinary actions, except warnings, must include a completed Disciplinary Action
Form that is provided to the employee and that includes: 1) the purpose of the action; 2)
the specific nature of performance or conduct problems with supporling facts; 3) the
corrective action required; 4) the fact that more corrective action will be laken (including
fermination) if the employee does not correct or improve the performance or conduct
problems; and 5) the emplovee’s right to appeal the action by filing a grievance under
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Section 226. The Disciplinary Action Form will be included in the employee’s personnel
file. Warnings do require documentation, but the documentation does not become part of
the personnel file.

Disciplinary actions may include any of the following, in no particular order, depending
upon the seriousness of the infraction, previous work record, longevity of the employee
and other relevant factors:

a)

b)

d)

Wamings. A warning, whether oral or written, is an official communication to the
employee that performance or conduct improvements need to be made.
Supervisors or department directors may issue wamnings. A written waming should
be used when a verbal waming has not produced the necessary corrective action
and where the possibility of disciplinary action exists if the improvements are not
made. Both types of wamings should indicate fo the employee the specific
problem, what action is required for correction and that disciplinary action will follow
if the employee does not satisfactorily correct the problem. A waming is not subject
fo the grievance procedure because no punitive action is taken. A written record of
a verbal warning and copies of written warnings are kept by the supervisor but do
not go into the employee’s personnel file. The Disciplinary Action Form does not
need fo be completed when issuing a warming.

Suspension With Pay. The city administrator may suspend employees with pay
while investigating allegations made by the employee or about the employee. The
employee will suffer no loss of benefits or accruals during this period of suspension.
Upon completion of the investigation, disciplinary action may be taken, or the
employee may be reinstated. If no further disciplinary action is taken, no record of
the suspension need be made in the employee’s personnel file.

Written Reprimand.  Supervisors or department directors may issue written
reprimands. A written reprimand should state that it is a written reprimand and
explain the reasons for the reprimand. The employee will be requested to sign or
initial the reprimand fo acknowledge its receipt. A copy of a written reprimand is
placed in the employee’s personnel file.

Suspension Without Pay. Department directors may suspend employees without
pay with the city administrator's prior approval. Suspension without pay is
involuntary leave without pay coupled with formal notice of unsatisfactory
performance or conduct. The period of suspension may not exceed ten (10)
working days. Exempt employees will not be subject to suspension without pay for
periods of less than a full work week. At the conclusion of the suspension period,
the employee will be reinstated or subject to further disciplinary action, such as
demotion, disciplinary probation or termination.
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e) Demotion. Department directors may demote employses, with the city

9

h)

administrator’s prior approval. Demotion is the reassignment of an employee fto a
lower level classification, with a reduction in pay and fitle, based on performance or
conduct problems unique to the requirements of the higher classification.

Salary Reduction.  Department direct may, with prior approval of the cily
administrator, reduce an employee’s salary to a lower step within the salary range
for the job classification based on performance or conduct problems. Salary may
be adjusted down temporarily for any length of time or permanenly.

Disciplinary Probation. An employee may be placed on disciplinary probation by
their department director with prior approval from the city administrator as a final
attempt to improve performance or conduct. The probationary period and the
consequences for failure to successfully complete the probationary period must be
specified in writing. As noted above in Section 3.7, employees on disciplinary
probation may be terminated at any time at the city’s discretion during the
probationary period if termination is a consequence of unsatisfactory performance.

“Last Chance Agreement”. At any point in the discipline process, a department
director, with the prior approval of the city administrator, may draw up a “Last
Chance Agreement” which will list all of the conditions that must be met, now, and
in the future, for the employee to continue working for the city. If the employee
signs the agreement and meets all of the conditions, the employee will be allowed
fo continue employment as long as conditions of the agreement are mel. If the
employee does not meet the conditions of the agreement, the employee will be
discharged.

Discharge. Discharge is the involuntary termination of employment based on
unsatisfactory performance or conduct. Department directors may only
recommend discharge and generally should not do so unless at least one olther
form of disciplinary action has been taken. FHowever, as noted above, there may be
circumstances that are senous enough or extreme situations warranting immediate
termination.
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224 Termination

224.1 Resignation
Resignation is a voluntary act by the employee to terminate employment with the city. The
city requests that all employees provide at least two weeks’ written notice specifying the

employee’s anticipated final day of employment. Resigning employees will be asked their
reasons for resignation during an exit inferview.

224.2 Layoff

A layoff is the termination of an employee due to the elimination of a position or due fo
city budgetary constraints. A position may be eliminated as part of a reorganization,
elimination or contracting out of a program or service, lack of work or funds, or other
reasons. Layoff is not an alternative io a disciplinary termination or demotion of an
employee. The city administrator is responsible for determining employees to be laid
off. The city administrator’s decision is final.

224.3 Retirement

An employee is considered to have voluntarily terminated employment when they are
eligible for and receive a monthly benefit from a qualified retirement plan offered by the

city.
224.4 Disability

Loss of ability to perform job requirements through illness or injury may result in
termination for disability.

224.5 Discharge

Discharge is the termination of an employee for cause as described in Section VI above.
Only the city administrator may discharge an employee.

Only the city administrator has the authority to decide whether fo discharge an employee.
Therefore, department direciors may discharge an employee only with the prior written
approval of the city administrator. In some cases, the employee may be offered the option
of resigning in lieu of discharge. If the employee chooses fo resign, the employee will be
required to sign a statement indicating that the resignation was voluntary.

224.6 Termination Procedure/Exit Interview

An exit interview must be conducted with all terminating employees prior to or at the time
of resignation or termination. The purposes of the interview are fo secure forwarding
addresses, review final hours accrued and due at termination, complete all retirement and
insurance forms, and explain the final check due the employee. In some cases, the
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purposes also will include an explanation of reasons for termination in the case of

discharge and resignation. The city administrator or department director shall conduct the
exit interview. '

Except as provided through COBRA, all pay and benefits shall cease as of the date an
employee terminates. The final check will include all accrued leaves that are payable at
termination.

Upon termination, the department director is responsible for ensuring that the ferminated
employee has turned in afl keys, tools, uniforms, and/or other city property used by them
or in their possession. Documentation that all city property has been returned shall be
placed in the employee’s personnel file.

Employees will be asked to sign a Reference Request Release pursuant to which the city
will release only the information specified on the form to persons seeking information
regarding the employee’s employment with the city. If the employee requests that the city
administrator, department director, a supervisor or other employee serve as a reference

for the employee, the employee must make the request on the Reference Request
Release.

No employee discharged for prohibited conduct is eligible for rehire prior to the fifth (5")
anniversary of the termination date, unless specifically documented in the employee’s
exit interview. Employees discharged for reasons related to performance standards and
for reasons other than prohibited conduct may be eligible for rehire after the third (3%
anniversary of the termination date. Employees discharged for reasons other than
those related to performance standards or prohibited conduct may be eligible for rehire
immediately.
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228 Grievance Procedure

226.1 General Purpose and Scope

Any city employees may file a grievance for any decision regarding Employment Policies
(Section 300), Compensation and Pay Administration (Section 312), Standards of
Conduct/Discipline (Section 322), or Temnination (Section 324) by following the

procedures outlined below. Employees will not be subject to reprisal of any kind for using
the grievance procedure.

226.2 Procedure

After attempting to resolve the dispute informally, the employee must present his or her
grievance in writing to their department director (or city administrator in the case of a
department director) within five (5) business days of the action or first knowledge of the
action causing the grievance. The grievance must include a statement of all of the facts

the employee feels are relevant, the nature of the complaint and the relief that the
employee requests the city provide.

If not satisfied with the decision of the department director, within five (5) working days of
receipt of the department director’s decision, the employee may present the grievance in
writing, along with the department director’s written decision and other relevant materials,
to the city administrator for formal action.

The city administrator will investigate the grievance. The investigation will be informal but
thorough, affording all interested persons and their representatives an opportunity to
submit evidence relevant to the grievance. The city administrator will strive fo keep
sensitive information confidential, but may not be able to promise complete confidentiality
due to the need to properly investigate the issue. The city will not be liable for any
expenses incurred by the employee for representation. The city administrator will render a

decision in writing to the employee within ten (10) working days of receipt of the grievarice.
The decision of the city administrator is final.

If the grievance is against the city administrator, the grievance may be appealed to the
Gold Beach City Council in writing within ten (10) days of the city administrator's decision.
In this situation, the decision of the Gold Beach City Council is final.

Any grievance not taken to the next step of the grievance procedure within the time limits

established under this section will be considered settled on the basis of the last decision
made.

Time limits prescribed in this section for the initiation and completion of grievance process
may be extended by written mutual consent of the parties involved.
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| have read and fully understand the city’s Early Return to Work policy.
| agree to observe and follow this policy.

[ understand that temporary transitional work will last up to 90 days and is not
intended as a permanent modified position. Transitional work can be extended
with management approval as long as the work is available and the worker
continues to improve medically.

[ understand that | may not be offered my same wage rate for transitional work.

[ understand that acceptance of transitional work will be on a voluntary basis at
the option of the employee. However, refusal may affect time loss
compensation under workers' compensation. Failure to accept temporary
transitional worlk following non-work related injuries or illnesses may result in
termination if the employee is not eligible for leave under the city's Family and
Medical or Personal Leave policies.

I understand that | am responsible for providing work restrictions to my
supervisor after each doctor visit.

It is my responsibility to be aware of my worik restrictions and adhere to those
limitations.

It is my responsibility to inform my supervisor of any duties that may be outside
of those limitations to prevent further injury. '

Employee Signature Date
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Instructions: Injured employee should take this form to the treating physician when medical care is initially
accessed for a work place injury/iliness. Employee should take a new form for any/all subsequent follow-up

Completed forms should be retumned to the Administrative Services Director within one
working day of any medical appointment.

medical appointment.

Employee Name:

Claim #

Employer: City of Gold Beach

29592 Ellensburg Avenue
Gold Beach, OR 97444

(541) 247-7029 (office)
(541) 247-2212 (FAX)

Date of Injury:

PHYSICIAN:

transitional work duty.

Frequeney Definitions

Please indicate employee’s current work abilities for return to either regular work or

Postural Work Positions:

POSTURE/ Never | Rare Cccas | Freg Cont

Never: Notdone FREQUENCY
Rare: Less than 1% of shift; 1-5 xwork shift Sitting
Occasional:  1-33% of shift; up to 2.5 hours Standing
Frequent:  34-66% of shift: up to 5.0 hours Walkin
Continuous: 67-100% of shift; up to 8.0 hours HINg

Driving
LIFT N R OCC | FREQ | CONT | Body Actions N R 0OCC FREQ | CONT
# of hours 0 <5 |1-25 | 26-5 5.1-8 # of hours 0 <5 1-2.5. | 26-5 | 65.1-8
1to 10 1bs Bend
11 to 20 ibs Twist
21 to 50 Ibs Crouch
51to 75 Ibs Kneel
76 to 100 Ibs Craw!
CARRY N R OCC | FREQ | CONT | Climb Stairs
1to 101lbs Climb Ladder
11 to 20 Ibs Reach Forward
21 to 50 Ibs | Reach Above

Shoulder

51 to 75 Ibs Use of Arms
76 to 100 ibs Use of Wrists
PUSH/PULL N R QCC |'FREQ | CONT | Use of Hands
1to 101bs Squeezing
1110 20 lbs Operate Foot Control
21 to 50 Ibs Other:
51to 75 Ibs
76 to 100 Ibs Comments:
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PHYSICIAN SECTION

Dear Physician:

We would like to return our employse to work and we need your assistance to insure the
safety of our employee, our employee’s co-workers and the public. Please completfe the
following questions about our employee’s ability to return to either his or her regular work
or a transitional duty job.

1. Can employee retum to his/her regular work? A copy of employse’s regular work
job description is attached.

Ll Yes, employee can return to regular work.
Date employee released to regular work:

L] No, employee cannot return to regular work.

2. If employee cannot return fo regular work, can he/she perform some lighter work in
a fransitional duty position?

Ll Yes, employee can perform lighter work as outlined on the attached
“Medical Release to Transitional Duty”.

1 No, employee cannot perform any work.

3. Is employee’s commute to/from work within his/her physical capability?

] Yes, employee can commute to work.

] No, employee cannot commute to work.
4. Employee will relurn for a follow-up appointment on (date).
Physician Signature Date

Thank you for your lime and medical attention to our employee. Please contact the City of
Gold Beach Administrative Services Director af (541) 247-7029 if you have questions.

FAX TO: (5417) 247-2212

1
-
[}
[es]
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Instructions: The completed form is reviewed by the attending physician to determine whether the employee is
able to return to the transitional job. Transitional work should lead to the resumption of the essential functions of
the employee’s duties prior to injury. ‘
Employee Name: Claim #
Employer: City of Gold Beach Hire Date:
Date of Injury:
Job Title: | Hrs worked per day Hours worked per week:
JOB RESPONSIBILITIES: (describe all job duties)
Frequency Definitions (8-hour work day, Postural Work Positions:
POSTURE/ Never | Rare Occas | Freq Cont
Never: Notdone FREQUENCY
Rare: Lessthan 1% of shift; 1-5 xAvork shift Sitting
Occasional:  1-33% of shift; up to 2.5 hours Standing
Frequent:  34-66% of shift: up to 5.0 hours Walkin
Continuous: 67-100% of shift; up to 8.0 hours Ing
Driving
LIFT N R OCC | FREQ | CONT | Body Actions N R ocC FREQ | CONT
# of hours 0 <5 |1-25 |26-5 5.1-8 # of hours 0 <5 1-2.5 2.6-5 | 51-8
1to 10Ibs Bend
111t0 20 Ibs Twist
2110 50 Ibs Crouch
51to 751bs Kneel
761to 100 Ibs Crawl
CARRY N R OCC | FREQ | CONT | Climb Stairs
1to 10 Ibs Climb Ladder
111to 20 Ibs Reach Forward
21fo 50 Ibs Reach Above
Shoulder

51to 75 lbs Use of Arms
761to 100 Ibs Use of Wrists
PUSH/PULL N R OCC | FREQ | CONT | Use of Hands
1to 10 Ibs Squeezing
1110 20 Ibs Operate Foot Control
21to 50 Ibs Other:
51to 75 Ibs
7610 100 Ibs Comments:

Employer Contact Name/Title: Date:

Employee Signature: Date:
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PHYSICIAN SECTION

Is the employee released for this transitional duty job?

[} Yes Date of Release: ] No

[} Yes EXCEPT for (fill in any restrictions as compared to the Temporary Transitional Job
Description):

[} No. If not released to transitional work at this time, please provide an “anticipated” date
he/she can perform their transitional duty position.

Employee will return for a follow-up appointment on:

PHYSICIAN'S SIGNATURE: Date:

Thank you for your time and medical attention to our employee. Please contact the City of
Gold Beach Administrative Services Director al (541) 247-7029 if you have questions.

FAX TO: (541) 247-2212
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