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Employee Handbook as a Guide
Introduction

The City of Northfield considers its employees as valuable and integral to providing quality services to the
citizens of Northfield. This employee handbook contains personnel policies and procedures approved by the
Northfield City Council and/or the City Administrator for all City employees. It is established as a guide to
assist City employees in understanding the organization, personnel policies, benefits, safety/health and other
services.
Written policies and procedures provide the following benefits:


The City Council and City Administrator can communicate their philosophy in a clear and uniform
manner.



Continuity and uniformity of action are established throughout the City.



The handbook becomes a useful and important training device.



The handbook is a useful reference tool for employees.

Because of our need to accommodate changes in state and federal laws and changes in the City of Northfield,
statements in this handbook are not to be considered binding upon the City. The City of Northfield has the right,
in its sole discretion, to apply or not apply the policies or procedures contained in this handbook, depending
upon the facts and circumstances of each case.
This handbook and the included policies and procedures are intended to be used as a guide. The City Council
and Administrator can amend, modify, add to, eliminate or otherwise change this handbook at any time with or
without prior notice to employees. This handbook is as complete as the City can reasonably make it. It is not
necessarily all-inclusive because circumstances that the City does not anticipate may arise.
This handbook is designed to allow for periodic updates when necessary, and employees should simply insert
the new information into their handbook. It is understood that technical changes made for the purposes of
grammar; spelling, punctuation, factual updates and clarity need not return to City Council for approval.
Substantive changes to policy will be brought forward for review and approval of the City Council as timely as
possible. Employees are also encouraged to keep other pertinent information and memorandums received with
their handbook.
This handbook is not intended to be a contract or an offer of a contract. This handbook retains the
employer’s right to terminate its employees at any time for any reason not prohibited by law and this
handbook retains the right of the employee to resign employment at any time for any reason. The City of
Northfield is free to revise or revoke this handbook at any time.
The City of Northfield is hereby rescinding all personnel policies issued prior to September 24, 2007.
This handbook supersedes and revokes all other handbooks, manuals, memos, directives and all other
inconsistent employment-related materials, practices, procedures, representations or terms and
conditions of employment with the City of Northfield, whether verbal or written. This handbook does not
supersede or revoke the current written labor agreements adopted by the Northfield City Council.

Section 1.01
Page 1 of 1

Back to Table of Contents

Administrator’s Welcome

Welcome to the City of Northfield!
Administrator’s Welcome
We are pleased to welcome you as an employee of the City of Northfield. We hope that you will find
your employment here positive and rewarding.
It is our goal to provide the best possible municipal service to our residents. Therefore, as a public
servant, your first and foremost responsibility is to serve the public. Each employee is a City
representative and the quality of service you provide is a reflection upon the City and its staff.
The Vision Statement for the City of Northfield will serve as your guide during your employment with
the City.
Vision Statement
Northfield values its unique heritage as a mill and college town, and will reflect its community identity
by preserving its historic and environmental character and enhancing its citizen’s quality of life.
And, here are my expectations of all city employees:
Respect others and ourselves.
Be honest.
Do your best at all times.
Treat others in a way that you want to be treated.
Be a good listener. Share
with others/take turns.
Respect property.
Work as a team.
Have fun/enjoy what you are doing.
It is okay to make a mistake, but learn from it.
Speaking on behalf of the City Council and staff, welcome to our team. We are happy to have you
with us! Every position and person is important in the organization. Every task and assignment is
important and needs to be done well. You are here because the City of Northfield believes you are the
best individual for the position. We are counting on you! Welcome to the Northfield Team.
City Administrator
Note: Administrator’s Welcome is subject to change without formal City Council action.
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Employee Acknowledgement
M2007-0143
October 1, 2007

Employee Acknowledgement
Purpose

This handbook describes important information about the City of Northfield (sometimes
referred to as “Northfield,” or “the City”) and the employee’s responsibilities.

Policy

Each employee will receive a copy of the Handbook upon employment. Each employee
will receive revisions when appropriate, and must accept responsibility to read and
comply with the policies contained in the Handbook and any revisions made to it.

Changes in
Handbook

Each employee understands, upon written receipt of the Handbook, that this Handbook
replaces all of the Employer’s previous materials, policies and handbooks concerning
employment or working relationships between employees and the Employer, whether
written or verbal. Since the information, policies, and benefits described in this
Handbook are necessarily subject to change at any time, the employee acknowledges that
revisions to the Handbook may occur. I understand that the Employer will generally
attempt to communicate any revisions, modifications or additions to this Handbook to its
employees, but that these revisions, modifications and changes will be effective
immediately upon adoption, with or without such notice and, accordingly, the employee
will not rely on the continuation of any such information, policies or benefits. The
employee understands that only the employer can adopt any revisions to the policies in
this Handbook.

At-Will
Employment/Not a
Contract

The employee furthermore acknowledges that he or she has entered into his or her
employment relationship with the City voluntarily and acknowledges that the relationship
is one of “at will” employment. Accordingly, the employee understands that either he or
she or the City may terminate the relationship at will for any reason, with or without
cause, and with or without prior discipline or notice, at any time. The employee
acknowledge that this handbook is not intended to be a contract of employment nor is any
part of it intended to be a promise to the employee.

Understandings
Agreements

Understandings and agreements between the employer and any employee contrary to
“Employee at Will” must be in writing and executed by the City Council and City
Administrator.
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Policy Statement:

Public Conduct in City Facilities
November 15, 2016

The City of Northfield (City) provides equal and open access to its City Hall, Library,
Police, Liquor Store, Northfield Ice Arena, Streets & Parks Shop facilities which includes
City real property. Each member of the public has a personal responsibility to ensure all
who use City facilities receive a welcoming environment. While everyone has an equal
right to City facilities, no person may interfere with the ability of others to use facilities.
City staff has the right to provide services without fear of abuse or threatening behavior
from people using these City facilities or other real property. The following policies
govern conduct of the public in City facilities.
In order to ensure a welcoming environment, members of the public will:
 Behave in a manner that is courteous and respectful of other people using these
City facilities allowing everyone to conduct City business, utilize resources and
enjoy services and events.
 Stay in the public areas unless expressly authorized by staff to enter a non-public
area.
 Not interfere with City employees performing their duties.
 Safeguard personal items.
 Wear shoes, shirt, and other clothing appropriate for a public building.
 Maintain generally acceptable bodily hygiene.
 Comply with all federal, state and local laws.
Members of the Public will not:
 Engage in illegal activities or behaviors, including but not limited to the misuse of
City computers and the City network.
 Intentionally damage City property.
 Harass, disrespect, intimidate and interfere with other members of the public or
City staff.
 Use profanity, or speak in a loud, disruptive or abusive manner, including but not
limited to personal phone calls.
 Possess weapons, except as otherwise provided by law.
 Drink alcohol, smoke or use illegal drugs, or exhibit intoxication to the point of
impairment.
 Solicit business in City facilities or on City property.
 Sleep in City facilities or on City property.
 Leave unattended vulnerable persons or children under 8.
 Eat in City facilities, except in designated areas.
In applying this Policy, City staff may:
 Weigh the degree of conduct that violates this Policy with the onsite conditions at
the time and exercise their best judgment in determining the correct course of
action.
 Explain and/or provide copies of this Policy to members of the public and request
that members of the public conduct themselves in compliance with this Policy to
maintain a welcoming environment.
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Public Conduct in City Facilities
November 15, 2016

Ask members of the public to open bags to be viewed, for security reasons.
Ask members of the public to leave City facilities for conduct in violation of this
Policy based on the circumstances presented.
Seek assistance from City supervisors to resolve ongoing or escalating conduct
issues.

Enforcement:
 Any person who violates this Public Conduct Policy may be limited in accessing
the facility or real property or be expelled from City premises for up to 1 year.
The length of limitation or expulsion is at the discretion of the City Administrator
and shall be appropriate to the violation taking into account the circumstances
presented and the history of past violations, if any. The Notice of Expulsion shall
be in writing and either hand delivered or mailed to the expelled person at the
mailing address that the City has in its records for the expelled person, if any.
 The person limited in accessing or expelled shall be provided with a copy of this
Public Conduct in City Facilities Policy along with the City Administrator’s
written Notice of Limitations or Expulsion.
 The person expelled may respond to the City Administrator in writing within 10
days of the date of the Notice of Limitations or Expulsion from the City
Administrator. In the response, the person limited in accessing or expelled shall
have the opportunity to present evidence that may support retraction of the
limitation or expulsion. The City Administrator may affirm, modify or deny the
limitation or expulsion and the City Administrator’s decision shall be final.
All persons violating this Policy shall comply with a lawful directive made by City staff
or law enforcement. If a person limited in accessing or expelled from a City facility
returns to the City facility before the defined period has expired, or if the person refuses to
leave the facility when asked to do so by facility staff, staff may contact law enforcement
to intervene to have the person removed from the City facility and such conduct may be
referred to the proper prosecuting authorities for legal action in accordance with
Minnesota Statutes.
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Northfield Community History
M2007-0143
October 1, 2007

Northfield Community History
It was John W. North who first envisioned Northfield. In 1855, this New York lawyer and developer joined the
ribbon of westward migration and carved Northfield out of the Minnesota Territory. He brought with him the
progressive New England values of the time and set about creating a prosperous community that valued
education, abolition, women’s suffrage, temperance and a commitment to the common good.
It was fertile soil and the raw power of the Cannon River that attracted him to this spot. The fertile land
produced wheat, and the Cannon River provided the means of grinding that wheat into nationally acclaimed
flour.
Northfield grew up with the milling industry. When that began to fade, Northfield remained a commercial and
cultural center for the farmers who imported the Holstein cow and developed the dairy industry.
The early commitment to education created a culture that embraced the establishment of not one, but two
colleges. Carleton College was founded in 1866 by the Congregational Church and later became independent.
St. Olaf College was established in 1874 as a school that would help Norwegian immigrants gain the tools they
needed to succeed in their new land. The two institutions have grown and prospered and both now enjoy
national reputations for excellence.
Railroad service kept Northfield a viable regional center and served as an economic and social lifeline until the
age of the automobile took hold. Northfield remained strong despite the challenges presented by economic
depressions, world wars and change. The spirit of innovation encouraged the development of homegrown
industries such as Malt-O-Meal, Sheldahl and many others.
Northfield is perhaps best known for the dramatic 1876 bank raid on Northfield’s First National Bank by the
notorious outlaw Jesse James and the James-Younger Gang. Some call it the last battle of the Civil War. It
proved to be the beginning of the end of Jesse’s infamous career. Stubborn courage and a sense of civic duty
caused local citizens to resist the gang’s assault. That heroism is celebrated each year the weekend after Labor
Day with the Defeat of Jesse James Days.
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General City Information
M2007-0143
10/1/2007

The Community
Northfield is a vibrant Minnesota city situated in the Cannon River Valley just south of the Twin Cities
metropolitan area. This ideal location offers residents a desirable combination of small town living within a
45-minute drive to big city amenities. Northfield enjoys a reputation as a leader in the arts, education,
historic preservation, business and industry. The City’s numerous civic organizations and clubs exemplify
strong community bonds and citizen involvement.
The historic quality of the City owes much to the well-preserved buildings found throughout the residential
and downtown areas. Many homes remain from the post Civil War building boom and display a variety of
architectural styles. An active Heritage Preservation Commission provides leadership in the maintenance
and safekeeping of 65 buildings in the historic district. The establishment of St. Olaf and Carleton Colleges
further shaped the character of Northfield.
The City of Northfield is a growing community of over 18,000, including over 5,000 college students,
supported by a diversified economy comprised of agriculture, food processing, high-tech manufacturing,
higher education, and tourism. The charming downtown area is the heart of commercial activity with
additional retail districts on the south border of the City along Hwy. #3. Examples of major industries are
laminate and flexible circuits maker Multek, Inc, cereal manufacturer Malt-O-Meal, commercial freezer
manufacturer Frigoscandia, wholesale distributor McLane and glass producer Cardinal CG.
Northfield is experiencing residential development at a rate of over 200 residences per year and is realizing
redevelopment opportunities within and adjacent to the downtown.
Education and Health Care
The Northfield School District offers progressive educational programs designed to maximize student
success. Approximately 85% of graduating seniors move on to post secondary education. The School
District has six school buildings – four elementary schools serving over 1,600 students, a middle school and
a high school. A new elementary school was built in 2003 and a new middle school was completed in 2004.
The high school was extensively remodeled and a new football field/stadium built in 2004.
Kindergarten through Grade 5 attend neighborhood schools; Greenvale Park, Sibley and Bridgewater. The
Middle School enrollment is over 900 students in grades 6-8 and the High School enrollment is over 1,200
students in grades 9-12. A professional staff of over 300 serves the schools. Several private schools (K-8)
and a charter school (K-12) also serve the community.
Carleton and St. Olaf Colleges are acclaimed as two of the finest liberal arts colleges in the Midwest, and the
extraordinary cultural and intellectual distinction of these schools contribute significantly to Northfield’s
appeal. Carleton is situated on a 950-acre campus of rolling hills featuring two scenic lakes and a 500-acre
arboretum. St. Olaf is located on the west edge of town and commands an impressive view of Northfield and
the Cannon River. The world-renowned colleges have a combined enrollment of over 5,000 students and
employ over 1,500 people.
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The Northfield Public Library provides books, periodicals, movies, music, and computer access as well as
special services and programs. Libraries at both colleges are also available to residents.
The City-owned Northfield Hospital, built in 2004, is an acute care facility on the northwest edge of the City.
Northfield is the home to two large medical clinics staffed by over 50 family practice doctors and specialists.
Three Links Care Center, Northfield Hospital Long Term Care Center, and the Northfield Retirement Center
are skilled nursing care facilities employing over 400 employees. Several facilities provide a variety of
housing options for independent living and/or assisted living. Additionally, a sports medicine facility,
dentists, and specialty health providers serve residents’ needs.
Recreation
The Cannon River runs through the center of town and at night the river walkway is lit, emphasizing the
beauty of the river and the dam. On summer evenings many people gather at Bridge Square in the heart of
the City for concerts, ice cream socials, and variety shows. Summer neighborhood family programs such as
“Books & Stars” are very popular.
The City maintains over 40 parks providing playgrounds, ball and soccer fields, pavilions, and facilities for
picnics and nature observation. A seven-field soccer complex is located in the southeast section of the City
adjacent to a state-of-the art handicap accessible playground. Biking/hiking trails are prevalent throughout
the City and surrounding countryside. The Cannon River Wilderness Area and Nerstrand Big Woods State
Park are within a short drive of Northfield
Athletic facilities include a semi-private 18-hole course Golf Club and a public Ice Arena. A City owned
outdoor swimming pool complex opened in the summer of 2007. The colleges each provide a gymnasium,
stadium, athletic center, outdoor rinks, theaters, and art galleries, which are generally open to the public. The
Northfield Arts Guild has provided leadership in arts and music for more than 48 years. The Guild sponsors
music, dance, theater, art events and classes and is housed in an historic downtown building and a west side
theater building. Many other organizations also provide an opportunity for the community such as Art.org,
Northfield Youth Choirs, etc.
Each year, thousands of visitors are attracted to events in Northfield. In September, the City hosts the annual
“Defeat of Jesse James Days” celebrating the James-Younger gang’s attempt to rob the First National Bank
in 1886. Among the weekend festivities are reenactments of the bank raid, a rodeo, parade, and arts and
crafts shows. The Northfield Historical Society provides historic information and events throughout the
year. The celebrated St. Olaf Christmas Festival is well attended and telecast by the national Public
Broadcasting System.
City Services
The City of Northfield employs over 100-benefited full time and several part time employees. Four
bargaining units provide representation for a variety of employee groups. The total annual budget for 2007 is
$36.5 million with a General Fund budget of $10.5 million.
Northfield is a full service City providing sanitary sewer, wastewater treatment, storm drainage, and water
utilities. A wastewater treatment plant provides an average flow capacity of 3.23 million gallons per day.
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General City Information
M2007-0143
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The state of the art biological treatment process for the facility was the first one to be installed in Minnesota.
The City has an above ground water storage capacity of 3 million gallons. A Wellhead Protection
Committee watches over the City’s valuable water sources within the City’s drinking water supply area.
Xcel Energy furnishes gas and electricity.
The City operates a municipal liquor store, ice arena, library and a public transit system. Police services are
provided by 22 licensed peace officers and fire protection is supported by 32 trained paid on-call fire
fighters.
The City owned hospital is a full service hospital and includes many specialty services, a long-term care
center, an ambulance service and over 500 employees.
The Organization
Northfield is a Charter City under the Mayor-Council plan. The City Council consists of a Mayor and six
Council members elected to four year staggered terms. Four Council positions represent wards and two
Council positions represent the City at-large. The Economic Development Authority consists of seven
members, two of whom are on the Council. The Housing and Redevelopment Authority consists of five
members, one of which is on the City Council. Other Boards and Commissions represent planning and
zoning, historic preservation, site and building design, parks, library, the environment, human rights, arts and
culture, and the hospital.
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City Council Mission and Vision Values
Statements
M2007-0143; M2017 -980
10/1/2007
4/6/09; 11/13/18

Vision Statement
“Northfield is an open, safe, and welcoming community,
recognized for its world-class colleges and historic riverfront
downtown, and is dedicated to sustainably enhancing and
preserving its vibrant culture, celebrated arts, strong
economy, and an excellent quality of life where all can thrive.”

Mission Statement
“The City of Northfield works for the common good of our
residents and businesses and the improvement of our
community by providing excellent, innovative municipal
services that carry out the City's vision for a high quality of life
for all.”
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Organizational Structure
M2007-0143
October 1, 2007

Organizational Structure
Purpose

Healthy, vibrant, progressive organizations change as work changes, either through
comprehensive changes in mission, scope, and responsibilities or by evolution.
Organization charts provide a basic understanding of the structure and provide
information regarding the relationship between positions, then delineate the various
levels of supervision and distribution of responsibilities. The “snapshot” picture of
reporting relationships, divisions of work, and levels of management often change.

Policy

The Human Resource department will provide organizational charts on the shared drive
of the City’s computer network. Anyone wanting a paper copy of the organizational
structure of a department and/or the City can submit a request to Human Resources.

Updates

The Human Resource department will make every attempt to update the organizational
charts as changes occur. Every chart will contain a date indicating the last time the
chart was updated.
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Equal Employment Opportunity
M2007-0143
October 1, 2007
June 3, 2014

Equal Employment Opportunity
Purpose

To comply with Title VII of the Civil Rights Act of 1964 (42 U.S.C.) and the Minnesota
Human Rights Act (MN Stat.  363.03)

Policy

It is the policy of the City to provide equal employment opportunity to all persons. All
employment policies and practices will be nondiscriminatory in compliance with federal
laws, state statutes and local ordinances. No individual shall, on the basis of race, color,
creed, religion, national origin, ancestry, sex, marital status, pregnancy, familial status,
sexual orientation, disability (including those related to pregnancy or childbirth), age,
membership or non-membership in a labor organization, status with regard to public
assistance or veteran status, be excluded from any employment or be subjected to
discrimination regarding any and all terms and conditions of employment.
Applicants and employees will be evaluated solely on the basis of their conduct, their
compliance with City policies and legitimate expectations, and their performance.
This policy applies to all employees and includes, but is not limited to: recruitment,
hiring, placement, promotion, demotion or transfer, layoff, recall, termination, rates of pay
or other forms of compensation, and selection for training.

Complaints

Charges or complaints of discrimination should be referred to the Human Resources
Director and/or the City Administrator. Employees can bring complaints, ask questions,
and raise concerns under this policy without fear of reprisal.

Employee
Responsibility

All employees are responsible for understanding, adhering to and enforcing this policy.
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October 1, 2007

Employment at Will
Purpose

To comply with Minnesota’s recognition of the rule of “Employment at Will.”

Policy

It is the policy of the City to recognize the rule of “employment at will.”
In the absence of a collective bargaining agreement or other employment contract, the
City may discharge an employee at any time for any legal reason, with or without notice
and with or without prior discipline or notice.
An employee may resign at any time for any reason, with or without notice.

Understandings
Agreements

Understandings and agreements between the employer and any employee contrary to
“Employee at Will” must be in writing and executed by the City Council and City
Administrator.
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M2007-0143
10/1/2007
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Purpose

To specify the employee types in the City.

Policy

It is the intent of the City of Northfield to clarify the definitions of employment
classifications so that employees understand their employment status and benefit
eligibility. These classifications do not guarantee employment for any specified
period of time. Accordingly, the right to terminate the employment relationship at
will at any time is retained by both the employee and the City of Northfield.

Fair Labor Standards The federal Fair Labor Standards Act (FLSA) and state wage and hour laws require
payment of minimum wages and overtime compensation to most employees. Certain
Act Classification
employees may be exempt from some or all of the statutory requirements. Each
employee is designated as either NONEXEMPT or EXEMPT from federal and state
wage and hour laws.
NON-EXEMPT employees are covered by the minimum wage and/or overtime
provisions of the federal or state Fair Labor Standards Act. Most non-exempt
employees that work beyond forty hours (40) in a workweek are entitled to overtime
pay under the specific provisions of federal and state laws.
EXEMPT employees are not covered by the minimum wage or overtime provisions of
the federal or state Fair Labor Standards Act.
An employee’s EXEMPT or NON-EXEMPT classification may be changed only
upon ‘written notification’ by the Human Resources Director.
Pay Equity

All regular full-time and regular part-time job classifications in which an employee
meets the definition of a “public employee” under Minnesota Local Government Pay
Equity Act will be reported as part of the legally required pay equity reporting to the
State. All job classifications reportable under LGPEA are paid according to the City’s
Classification and Compensation Plan.

Probation

A probationary employee is a person who has been hired in a regular full-time or
regular part-time position that is serving their trial or introductory period. See Section
3.35 in this handbook for further information on probationary (trial or introductory)
periods.

Regular Employee

A regular employee is defined as a person who completed the required probationary
(trial or introductory) period and who is employed on a regularly scheduled basis in a
job category contained in the City’s Compensation and Classification Plan.

Regular Full-time

A regular full-time employee is defined as a person who has completed the
probationary (trial or introductory) period and who is employed on a regularly
scheduled basis of thirty-two (32) - forty (40) or more hours per week in a single job
category contained in the City’s Classification and Compensation Plan. Generally,
regular full time employees are eligible for the City’s full-time benefit package,
subject to the terms, conditions, and limitations of each benefit program.
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A regular part-time employee is defined as a person who has completed the required
probationary (trial or introductory) period and who is employed on a regularly
scheduled basis for an annual average week of not less than fourteen (14) hours but
less than thirty-two (32) hours per week in a single job category contained in the
City’s Classification and Compensation Plan.
Regular part-time employees are eligible for some benefits sponsored by the City,
subject to the terms, conditions, and limitations of each benefit program. Benefits are
pro-rated based on hours worked.

Regular
Part-time- While they do receive all legally mandated benefits (such as Social Security and
workers’ compensation insurance), they are ineligible for all other City paid benefit
NON-Benefited programs.
less than an annual
average of 14 hours
per week
Seasonal Employee

Seasonal employees work various hours for various periods of time not to exceed six
(6) months on any one-job position. While they do receive all legally mandated
benefits (such as Social Security and worker’s compensation insurance), they are
ineligible for all other City paid benefit programs.

Intern

Interns are students who are recruited and selected for work related to their field of
study sponsored by an accredited educational institution. While they do receive all
legally mandated benefits (such as Social Security and workers’ compensation
insurance), they are ineligible for all other City paid benefit programs.

Temporary

Temporary employees are employees that do not satisfy the criteria for management,
regular full-time, regular part-time, part-time, intern, or seasonal employee status and
are hired for the purpose of a specific project. While they do receive all legally
mandated benefits (such as Social Security and workers’ compensation insurance),
they are ineligible for all other City paid benefit programs.

Applicability

The provisions of this handbook apply to all employees, regardless of their temporary
or introductory status, unless otherwise noted. The provisions of this handbook do not
apply to elected officials, City attorney, health officer, City hospital employees,
members of boards and commissions, consultants, and personnel paid on a fee basis.
The provisions of the handbook do apply to union employees where not specifically
covered by the union contract.
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Employment of Relatives
Purpose

To comply with the Minnesota Human Rights Act (Minn. Stat.  363.01)

Policy

Whenever possible, with due regard for job relevant qualifications, merit and fitness, the
City Administrator will avoid the appointment of any relative within the immediate
family of an employee, elected or appointed officer of the City. Appointed officials
include commission members, board members, and task force members of the City.
In the event an immediate family member is appointed to a position, they will not be
assigned to the same division and/or department in which another immediate family
member works.

Marital Status

This policy does not apply to marital status, as protected under the Minnesota Human
Rights Act. Employment of the spouse of an employee, or an elected or appointed
official, is not prohibited. However, the spouse of any employee, appointed or elected
official, will not be appointed as a City employee if the other spouse has the authority to
appoint, supervise, evaluate, or discipline the position, or if the position is classified as
confidential.

Immediate Family
Member Defined

An immediate family member is defined as the following relatives of either the
employee, the employee’s spouse, the elected or appointed official, or the elected or
appointed official’s spouse:
Parent
Son/Daughter
Son-in-law/Daughter-in-Law
Sister/Brother
Sister-in-law/Brother-in-law
Mother/Father
Mother-in-law/Father-in-law
Grandparents
Grandparents-in-Law
Grandchildren
Stepparents and/or Legal Guardians
Stepchild/Foster Child
Aunt/Uncle
Niece/Nephew
Domestic Partner

Seasonal/Intern/
Temporary
Employee

In the event an immediate family member is appointed as a seasonal/intern/temporary
employee, they will not be assigned to the same division in which another immediate
family member works. A seasonal/intern/temporary employee may work in the same
department as an immediate family member but not in the same division.
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Purpose

Establish procedures to recruit, select, and advance personnel based on ability,
knowledge, and skills.

Policy

The City Administrator requires the approval of a majority of all members of the City
Council to appoint the finance director, city clerk and department heads. Department
heads only include the Director of Public Works/City Engineer, Police Chief, Director of
Library & IT Services, and Director of Community Development. The City
Administrator appoints all other employees.

It is the policy of the city to provide equal employment opportunity to all persons in the
job posting and recruitment process. All employment policies and practices will be
nondiscriminatory in compliance with federal laws, state statutes and local ordinances.
Job Posting

Position vacancies for department heads and regular full-time, regular part-time, and
seasonal part-time positions may be sent to all employees on the city email system,
posted on the employee intranet and departmental/divisional employee bulletin boards at
the Arena, City Hall, Library, Liquor Store, Maintenance Facility, Memorial Pool, Police
Facility, Wastewater Division, and Water Division from the date of official advertising
until the closing date. The posting will specify the title, starting salary or range, the
nature of the work to be performed, how to apply, the closing date for receiving
applications, and any other pertinent information. All postings must be approved by the
City Administrator.

Recruitment

Human Resources is responsible for managing the recruitment process to assure
compliance with state and federal laws as well as City of Northfield policies and
practices. This includes approving all job postings, advertisements, placing of job
advertisements, and supplements to the application and other recruitment materials.
Human Resources will meet with the appropriate manager(s) to determine the best
methods for recruiting.
When the city recruits a position, the position will be advertised in selected newspapers,
periodicals, internet job sites, Minnesota Workforce Center, city’s website, newsletters
and/or through direct mailings. In addition, when applicable, the city will send notices of
job openings to colleges, universities, vocational/technical schools, and organizations
whose membership includes individuals in protected classes in an effort to recruit a broad
range of diverse and qualified applicants.
All advertisements will include the job title, the nature of the work to be performed, how
to apply, the closing date for receiving applications and any other pertinent information.
All advertisements will include the statement “The City of Northfield is an Equal
Opportunity Employer” or “EEO” or some other similar statement, which conveys the
city’s commitment to equal employment opportunity.

Promotions

The city may post all positions internally and externally and current employees are
encouraged to apply for promotional opportunities. Due consideration will be given to
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internal applicants. The city has the right to make the final hiring decision based on
qualifications, abilities, experience, record of service and needs of the city.

Anniversary Dates

For purposes of pay adjustments and performance reviews, the effective date of
promotion, transfer or demotion will be used as the anniversary date.

Transfers From
Within

Occasionally an employee will apply to transfer to a vacant position. Transfers, like
promotions, are offered to all employees on a competitive basis. This does not preclude
the city from recruitment and/or selection of applicants outside the city’s workforce. This
policy is not a waiver of job-relevant qualifications for the position, nor is it a guarantee
of transfer for existing employees. The city has the right to make the final hiring decision
based on qualifications, abilities, experience, record of service, and needs of the city.

Reassignments

Occasionally the employer will reassign employees to related positions, possibly in
different departments, for the benefit of the employee and/or employer.
The City Administrator may assign employees to fill positions on an “acting” basis.

Application Forms

Applicants must complete the city application form and return it to the Human Resources
office. Each application must be completed and signed by the person applying.
Applicants may be required to submit certificates from educational and training
institutions, military discharge information, and reasonable proof of any statements made
on the application. Any false statements within the application shall be cause for
rejection of the application or dismissal of the applicant. Unsolicited applications for
positions not posted will not be considered.
Other materials in lieu of a formal application may be accepted in certain recruitment
situations as determined by the City Administrator or designee.
The hiring process for election judges is administered by the City Clerk’s office.

Testing
and
Examinations

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

Pre‐Employment
Medical Exams

The City Administrator or designee may determine that a pre-employment medical
examination, which may include a psychological evaluation, is necessary to determine
fitness to perform the essential functions of any City position. Where a medical
examination is required, an offer of employment is contingent upon successful
completion of the medical exam.
When a pre-employment medical exam is required, it will be required of all candidates
who are finalists and/or who are offered employment for a given job class. Information
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obtained from the medical exam will be treated as confidential medical records.
When required, the medical exam will be conducted by a licensed physician designated
by the City with the cost of the exam paid by the City. (Psychological/psychiatric exams
will be conducted by a licensed psychologist or psychiatrist.) The physician will notify
the City Administrator or designee that a candidate either is or isn't medically able to
perform the essential functions of the job, with or without accommodations and whether
the candidate passed a drug test, if applicable. If the candidate requires accommodation
to perform one or more of the essential functions of the job and is a qualified individual
with a disability as defined by law, the City Administrator or designee will confer with
the physician and candidate regarding reasonable and acceptable accommodations.
If a candidate is rejected for employment based on the results of the medical exam, he/she
will be notified of this determination.
Selection Process

The selection process will be a cooperative effort between Human Resources and the
hiring supervisor, subject to appropriate appointment approval. Any, all or none of the
candidates may be interviewed.
The process for hiring seasonal and temporary employees may be delegated to the
appropriate supervisor with each hire subject to appropriate appointment approval.
The City has the right to make the final hiring decision based on qualifications, abilities,
experience, and city needs.

Background
Checks

All finalists for employment with the City may be subject to a background check to
confirm information submitted as part of application materials and to assist in
determining the candidate’s suitability for the position. Except where already defined by
state law, the City Administrator will determine the level of background check to be
conducted based on the position being filled.

Equal
Employment
Opportunity

All job posting and recruitment will comply with the city’s policy on Equal Employment
Opportunity. See Section 3.01 for further information on the city’s Equal Employment
Opportunity (EEO) policy.
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Employee Selection
Purpose

To comply with: Civil Rights Act, Title VII, Americans with Disabilities Act,
Rehabilitation Act, Age Discrimination in Employment Act, Immigration Reform
and Control Act, Uniformed Services Employment and Re-employment Rights Act,
federal Fair Credit Reporting, Minnesota Access to Consumer Reports, and
Minnesota Human Rights Act, Minnesota Statute 415.16.

Policy

The City of Northfield selects the best-qualified person for each available position
from applicants who have proper qualifications. Evaluation of qualifications is
based solely on job-related criteria. In no case is selection based on race, sex,
marital status, or any other factor not related to the duties and responsibilities of the
position.

Selection

The Human Resources Director manages the selection process to assure compliance
with state and federal laws as well as City of Northfield practices. This includes
reviewing applications, designing 100-point hiring scales, writing interview
questions, and developing written test exercises and any other selection process.
The Human Resources Director will meet with the appropriate director/manager(s)
to score and select the highest scoring candidates for interviews.
Examples of selection procedures include, but are not limited to:














False Information

Evaluation of knowledge, skills and abilities listed on the application for
employment and any addendum, resume or other submitted material
Structured interviews
Written responses to questions
Written “in-basket” exams
Role plays and/or presentations
Physical agility examinations
Reference checks and discussion with former employers
Managerial profiles
Psychological testing
Medical exams and drug testing
Driver’s license checks and academic verifications
Criminal background and credit checks
Fingerprints

Any applicant who gives false or misleading information on an application form,
cheats on an examination, or falsifies a statement, certificate or evaluation will not
be considered for employment. Fraud or attempts to commit fraud, which would
preclude the City from impartially executing the provisions of this handbook, will
be cause for the City to refuse to hire an applicant.
If after an employee is hired, it is discovered that the employee gave false
information on the employment application and/or during the employment process,
the City reserves the right to terminate the employment relationship regardless of
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time or situation.
Reference Checks

The City conducts reference checks prior to making a job offer for all employees.
This may include inquiries into all statements contained on the application for
employment or made during the selection process, to the following or other sources:
Information concerning employment, ability, experience and behavior on the job
from former employers.
Records maintained by an educational institution relating to academic performance
such as transcripts.
Reference checks are the responsibility of the Human Resources Department.

Background Checks

The City conducts background checks at the finalist stage or after a conditional job
offer has been made for all positions. This may involve a computerized history
check through the Bureau of Criminal Apprehension, Northfield Police Department
and/or a professional employment verification agency to ensure there is no relevant
felony, gross misdemeanor, or misdemeanor convictions, and a warrant check to
ensure there are no warrants for arrest.
Driver’s license verification is done to ensure that the applicant has a valid driver’s
license and the status of their driving record (if applicable), as required by the
City’s liability insurance carrier.
Credit history is ordered through a professional employment verification agency for
any new employee or newly promoted employee that has responsibilities for City
funds.
If something in the applicant’s background makes them ineligible for employment,
the City will withdraw any job offer made. Background checks are managed by the
Human Resources Director.

Medical, Agility &
Psychological & Drug
Testing

Medical, psychological and agility testing are required for some but not all job
classifications. Drug testing is required of all employees with driving
responsibilities as a condition of employment. Failure to comply or satisfactorily
complete the testing will cause the City to withdraw any job offer made.

Employment of
Relatives

See Section 3.15 for information on the employment of relatives.

Employment at Will

See Section 3.03 for information on employment at will.

Selection Decision

The City has the right to make the final hiring decision based on qualifications,
abilities, experience and City of Northfield needs. See Section 3.05, Officers and
Employees, for additional information on the appointment of employees.
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Veteran’s Preference

Minnesota Statutes 43A.11 and 197.447 provide preference to veterans in the hiring
process. The City complies with veteran’s preference requirements in its selection
procedures.

Personnel Action

The Human Resources Director, on a Personnel Action Form (PAF) signed by the
appropriate department director/manager and City Administrator, initiates an
approved employment decision. The PAF provides the Human Resources Director
with authority to enroll the new employee in benefit programs, and provides the
Finance Department with authority to issue pay vouchers.

Selected Employee
Moving Expenses

The City of Northfield may pay moving costs for the City Administrator,
department directors or division managers for packing and transporting household
goods from the selected employee’s original residence to the selected employee’s
new residence for up to one year from employment if covered by an employment
agreement. The maximum cost authorized will be the best of three moving
estimates as selected by the Human Resources Director.

Residency
Requirements

Residency requirements for City employees are forbidden. The City does impose
on fire, police, and public services a reasonable area or response time residency
requirement as a demonstrated job related necessity.

Unsuccessful
Candidates

The City will attempt to notify every applicant of the employment decision. This
will be done through the Human Resources office.

Equal Employment
Opportunity

All selection procedures will comply with the City’s policy on Equal Employment
Opportunity (EEO). Please see Section 3.01 for further information on the City’s
EEO policy.
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New Employee Orientation

Purpose

Orientation is essential for assuring that new employees fully understand what is
required of them and what they can expect as a City employee.

Policy

New employees are provided orientation and training covering job duties, pay,
benefits, safety, personnel policies, and department work procedures.

Orientation

The Human Resources Department staff conducts the check-in interview, including:







Completion of appropriate state and federal forms.
Explaining and enrolling the employee in benefit programs.
Reviewing the Employee Handbook with the employee.
Scheduling and conducting relevant training.
Providing information on other matters of importance to the new employee.
Emergency management training.

Immediate supervisors are responsible for introducing all new employees to their
department. This includes:














Tour of department and introductions
Discussing job duties, expectations and work rules
Showing work areas
Demonstrating equipment
Reviewing safety procedures
Discussing work hours, breaks and lunch
Discussing procedures for requesting time-off
Reporting absences and tardiness
Technology procedures
Telephone procedures
Time sheets
Parking
Other information important to the department and the employee.
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Probationary Period
Purpose

The probationary period is regarded as an integral part of the hiring process and is used
for closely evaluating an employee’s work, for allowing the employee to adjust to the
new position, and for dismissing any employee who is not capable of meeting minimum
performance standards.

Policy

The City of Northfield requires all regular employees to serve a probationary period of
employment whether a new employee, a promotion, a transfer or a demotion. During
this time, employees have the opportunity to show their ability to meet the standards of
work performance while they get to know the job and co-workers.
If an employee’s work proves to be unsatisfactory, the individual may be transferred,
demoted to another position or dismissed without cause at any time during the
probationary period and without advance notice.

Length of Probation

New Employees: All new employees will serve a one (1) year probationary period.
Promotions: All employees promoted to a position of greater responsibility and pay will
be subject to a one (1) year probationary period.
Transfers: All employees transferring to an equivalent position in a different
department will serve a one (1) year probationary period during which they may be
reinstated to their prior position if the position is available.
Demotions: Demotions to a lesser position, voluntary or otherwise, will serve a one (1)
year probationary period.

Unsatisfactory
Performance

Supervisors must contact the Human Resources Director if an employee is unable to
meet minimum performance standards at any time during, but at least thirty days before
the end of, the probationary period.

Probationary
Extension

Under unusual circumstances, the City Administrator may extend probation for an
individual employee.
Probationary periods may be extended by absences from work, such as an unpaid Family
Medical Leave.

Completion of
Probation

Performance of new, promoted, transferred and demoted employees is evaluated
throughout the probationary period. Informal discussions and a formal performance
review are scheduled to reinforce good performance and discuss areas that need
improvement.
Prior to the completion of the probationary period, the supervisor and/or department
manager review the performance of the probationary employee and notify the Human
Resources Director and the City Administrator of their recommendation to retain or
dismiss the employee. The employee will automatically become a regular employee if
no recommendation to the contrary is submitted.
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Upon successful completion of probation, the employee will remain as an “at will
employee”.
See Section 3.40 for more information on Performance Reviews
Termination

If it becomes apparent that an employee is not capable of meeting minimum performance
standards, employment may be terminated prior to the end of the probationary period at
the discretion of the City.
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Performance Reviews
Purpose

The purpose of establishing a formal performance management system is to enhance the
overall quality of service to the community, improve productivity, and foster employee
development. The performance management system is designed to:






Generate continuous, two-way communication between employee and supervisor as
a shared responsibility
Review employee performance in relation to City and department goals and
expectations
Recognize achievements, accomplishments and contributions of employees
Identify areas for employee training and development
Provide a basis for planning future performance

The benefits to be gained also include improved communications, trust, and the efficient,
innovative delivery of services.
Policy

Performance management at the City of Northfield is a continuous communication process
in which:





Expected levels of performance are defined and communicated,
Performance is planned, maintained, and improved,
Actual performance is compared to expected levels, and
Accomplishments are recognized.

The performance review may also be used in management decisions regarding assignments,
career development, reassignment, or corrective action.
Schedules

The written performance reviews are conducted based on the following schedule:





A minimum of three (3) written performance reviews (6-month, 12-month, and 24month) for the first two years of an employee’s tenure for all regular full-time and
regular part-time employees.
A minimum of three (3) written performance reviews (6-month, 12-month, and 24month) for the first two years of an employee’s transfer, reassignment, demotion,
and/or promotion for all regular full-time and regular part-time employees.
A minimum of one (1) written performance review annually starting with the
second anniversary of employment.
Additional performance appraisals may be completed at any time including, but not
limited to, recognizing outstanding service or to identify deficient performance
(remedial).
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Review of Ratings

Prior to scheduling a performance review appointment with the employee, a supervisor must
receive Director, Communications & Human Resources Manager, and City Administrator
signoff of the review document contents and goals. Performance review documents and the
employee’s response document become part of the personnel file and are submitted to the
Communications & Human Resources Department.

Step Increases

Ninety percent of all rankings on the performance evaluation form must be a rating of
“achieves expectations” or greater prior to the granting of any step increases. Performance
reviews may or may not be accompanied by a change in compensation.

Performance
Level Definitions

These definitions are intended as guidelines to assist the supervisor in selecting rating and
maintaining consistency.

–

Exceeds Expectations (E)
• Performance/results consistently demonstrate excellence.
• Performs/initiates more than is expected from the position; contributes to
the department’s success well beyond the job requirements.
• Demonstrates exceptional leadership in a one-time project in addition to
excellent performance of ongoing responsibilities.
• Remarkably flexible in accepting new assignments or changing conditions
that may require adjustment.

–

Meets Expectations (M)
• Performance/results consistently meets most or all expectations; doing all
that is expected.
• Mastery of requirements associated with Key Accountabilities and/or Core
Performance Factors.
• Has a level of proficiency that reliably delivers successful results without
need for supervisory intervention.

–

Developing (D)
• Performance/results meet some, but not all expectations on a consistent
basis.
• Designates developing proficiency; may be new to the job or assignment.
• Supervisory oversight and coaching may be required to ensure successful
outcomes.
• Results may be inconsistent.

–

Needs Improvement (NI)
• Performance/results are not meeting expectations.
• Failure to comply with prescribed procedures, policies, or directives.
• Supervisory intervention and oversight is required.
• Significant and sustained improvement is required.

–

Not Applicable or Non-Observable (NA):
• The rating factor does not apply or there was no opportunity to
demonstrate competence in this key accountability during the review
period.
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Notification

Human Resources will notify division supervisors of upcoming performance review.

Procedures

The following procedures will be required to complete a performance review:
 Communications & Human Resources will include the employee’s Essential Duties
& Responsibilities from the City job description in the performance evaluation for
each employee under “Key Accountabilities”.
 Supervisor will complete the evaluation, sign and date, and forward all pages of the
evaluation to the Department Director. Department Director reviews, signs, and
sends all pages to the Communications & Human Resources Manager.
 The City Administrator will review and sign off on the evaluation prior to the
Supervisor meeting with the employee. Once the City Administrator has signed the
evaluation, the evaluation may be presented to the employee.
 Forward the signed, completed, original review to Communications & Human
Resources for retention in the personnel file.
 Copies of the review may be retained by the employee and evaluator.

Employee
Response

The employee is given 5 days from the date the performance review is presented to
employee to comment on the performance appraisal, their contributions, and/or factors
impacting the performance appraisal for the current period. .

Transfers,
Demotions
Promotion or
Reassignments

When a manager is considering an employee for a transfer, reassignment, demotion, or
promotion, the manager may review the employee's past performance appraisals.

Informal
Discussions

Informal discussions can be scheduled throughout the year by the supervisor and/or the
employee as may be necessary. The purpose of the informal discussion is to encourage ongoing communication between the supervisor and the employee. It is an opportunity to
discuss previously set objectives, the current status of projects, and future planning. As this
is considered an informal discussion, no report is necessary.
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Purpose

The City Council recognizes the professional and dedicated service performed by the
employees of the City of Northfield and has adopted a formal Employee Recognition
Program.

Policy

The City Council believes that this policy serves a public purpose as the benefits of
attracting, retaining, and motivating employees through an Employee Recognition
Program supports job satisfaction, which in turn impacts cooperation, productivity,
and the furtherance of the City’s obligations to its citizens.
Each year, a recognition program is organized by the City. The program, including a
meal, recognizes length of service employees obtain during the calendar year,
employees resigning or retiring from employment, and special awards recognizing
employees and City department projects and performance.
The program and recognition given to employees is established as part of additional
compensation for work performed by the employees.

Flowers & Sympathy
Card

The City, on behalf of all City Employees will purchase flowers with a value up to
$75 and a sympathy card, available in the Communications and Human Resources
Office for all city employees’ signatures, in the following situations:
•
•

In the event of a death of an employee.
In the event of the death of current City Council, Board, or Commission
Member.

Or, in lieu of flowers, a tree will be planted in memory of the departed.
City staff member(s) will attend memorial event(s) and deliver the sympathy card.
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Recognition

The program and recognition given to employees will include the following:
•
•
•
•
•
•
•
•
•
•
•
•

Program

Meal for all employees and former employees recognized below
Certificates for 5 years of service and more
5 years of service - $25 payment
10 years of service - $50 payment
15 years of service - $75 payment
20 years of service - $100 payment and City blanket
25 years of service - $125 payment
30 years of service - $150 payment
35 years of service - $175 payment
40 years of service - $200 payment
Framed City photo for employees resigning or retiring from employment the
City with 5 or more years of service
Individual employee excellence award, upon nomination, for work
performed over the last year - certificate and $100 payment

Mayor, Council Members, City Administrator, and Department supervisors will
recognize individual participants and special department recognitions. The City will
contact the media and take pictures of the program.
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Employee Records & Data Privacy

Purpose

To comply with the Minnesota Government Data Practices Act (Minn. Stat. 13.04,
13.43, and 181.960-181.965).

Policy

The City maintains information which is needed to administer employee benefits and
payroll, to complete required Federal and State reports, and to record employee work
performance. Laws regarding data privacy are strictly followed. Data is kept in
individual employee files, medical/Workman’s Compensation files, training files,
payroll files, and computer files. These files are the property of the City.
The only official personnel files are kept in the Human Resources Office. Therefore,
all written disciplinary actions, performance evaluations, and formal personnel
actions must be forwarded to the Human Resources Director to be placed in these
files.

Employee Access

Employees may review their personnel and payroll files by notifying the Human
Resources Director to arrange a time for review during normal business hours.
Employees may also ask about how the information is used and who has access to it.
Personnel files and their contents may not be removed from the Human Resources
office. However, employees may request that inaccurate information be corrected or
deleted, or may add a statement of disagreement to the file. Copies of any
documents contained within the file will be provided upon request based on Statute.

Others With Access

Persons or entities who are authorized by law to receive information in the
employee’s personnel file include:













Employees, agents and officials of the City who have a need to know
about the information in the course of their duties or responsibilities
which may include the Human resources Director, the employees
supervisor, the employees department manager, the City
Administrator, a supervisor filling a position for which the employee
is being considered.
The person who is the subject of the private data
People who have permission from the subject of the data
The Internal Revenue Service and Minnesota Department of Revenue
The Immigration and Naturalization Service
The Minnesota Department of Economic Security in any claim for or
appeal of re-employment benefits
The Workers’ Compensation Court in any claim for workers’
compensation benefits
Various insurance companies in any claim for insurance benefits
Individuals who have obtained a court order for the information
Participants in any litigation, mediation, veteran’s preference hearing,
grievance arbitration, or other administrative proceeding which
involves the employee
Labor organizations and the Bureau of Mediation Services
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If an employee would like to authorize someone to have access to private data about
them, they must complete an authorization form available from the Human
Resources Director. This form meets specific data practice requirements, including
the informed consent provision, as outlined by State law. A copy of this form is
located in the in Section 11 of the handbook.
Data Privacy

The Minnesota Government Data Practices Act authorizes cities to release certain
information to the public about current and former employees. Some of the
information which is public about an employee includes names, education and
training, title and job description, dates of employment, honors and awards, work
location and work telephone number. This law is subject to change and all requests
for information about employees should be directed to the Human Resources
Director.

Data Practices
Advisory

During the course of City employment, an employee will likely be asked to provide
information that is classified by state law as either private or confidential. Private
data is information which generally cannot be given to the public but can be given to
the subject of the data. Confidential data is information which generally cannot be
given to either the public or the subject of the data.
The requested information will be used to evaluate the employee’s job performance,
eligibility and abilities. The information provided by the employee may be used in
performance evaluations, determinations regarding pay, applications for different
employee positions, and other matters which involve a review of the employee’s
personnel file and past performance.
Unless the employee is told otherwise, the employee is required to provide this
information. If the employee refuses to supply the information, the employee may
face disciplinary action. Any information that the employee is required to provide
cannot be used against the employee in a criminal proceeding.
If litigation arises, the information may be provided in documents filed with the
court, which are available to any member of the public. If it is necessary to discuss
the information at an open City Council meeting, it will be available to members of
the public. To the extent that some or all of the information is part of the basis for a
final decision on disciplinary action, that information is available to any member of
the public.

Reporting Changes

Destruction of Files

It is important that employee records be kept accurate and up-to-date. Employees
should notify the Human Resources Director as soon as possible of any change in
address, telephone number, beneficiary changes, births, and other vital information.
Failure to do so may result in misdirected W-2 forms, lost insurance payments, lack
of insurance coverage, or other problems. Human Resources will make the
necessary changes including payroll.
Files of employees who have left the City of Northfield are maintained for a
minimum of five years before being destroyed.
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Employee Bulletin Boards
Purpose

To comply with the Civil Rights Act, Title VII, Americans with Disabilities Act,
Rehabilitation Act, Age Discrimination in Employment Act, Immigration Reform and
Control Act, National Labor Relations, Uniformed Services Employment and Reemployment Rights Act, and Minnesota Labor Relations Act.

Policy

The City maintains official Employee, Human Resources, and Union Bulletin Boards at
every location where employees report for work. This includes City Hall, the
Maintenance Facility, the Liquor Store, the Arena, the Library, the Safety Center, the
Northfield Community Resource Center, the Outdoor Pool, the Transit Facility, the
Water Department, and the Wastewater Department. Required notices, announcements
and documents of interest and importance to employees are displayed on these bulletin
boards.

Appropriate
Postings

The following are examples of appropriate items placed on employee bulletin boards:





















Safety information
Job postings
Equal Employment Opportunity notices
Consolidated Omnibus Budget Reconciliation Act (COBRA)
Employee Right under Fair Labor Standards
Occupational Safety and Health Administration (OSHA) notice
Family Medical Leave Act (FMLA)
Employee Polygraph information
Uniformed Services Employment and Reemployment Rights
Drug Free Workplace information
Unemployment benefit information
Discrimination information
Parental Leave information
Employee Assistance Program (EAP) information
Notices of special events
Workers’ Compensation Managed Care information
Information about the City
Information regarding employee wage and benefits
Information on handbook changes
Union Notifications

Employees should check the bulletin boards regularly for information on matters of
importance concerning their job and other events in the City.
Inappropriate
Postings

Only official notices may be posted on these bulletin boards. Posting inappropriate
materials on the bulletin boards will be subject to discipline, up to and including
termination.
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Purpose

To comply with laws related to public employee political activities laws, to
maintain public trust in the fair delivery of city services, and to shield city
employees from undue political pressure. (Minn. Stat. § 211B.09, 211B.11 &
Minn. Stat. § 412.02)

Policy

City employees have the right to express their views and to pursue legitimate
involvement in the political system, but certain limitations apply related to their
employment with the city.
An employee of the city may not use his/her official authority or influence to
compel a person to
•
apply for or become a member of a political organization,
•
pay or promise to pay a political contribution,
•
take part in political activity.
This means that no city employee may act in a manner that is likely to mislead
a person into believing that the city either supports a particular candidate or
political position or endorses the personal political opinions of the city
employee. Any act which tends to suggest the city endorses any candidate or
political position, or which otherwise tends to undermine the public perception
of the city as a politically neutral and impartial body, is prohibited.
City Hall is an absentee polling location. A city employee may not display
campaign material, post signs, ask, solicit, or in any manner try to induce or
persuade a voter within a polling place or within 100 feet of the building in
which a polling place is situated, or anywhere on the public property on which a
polling place is situated, during the absentee voting period, primary or general
election day to vote for or refrain from voting for a candidate or ballot question.
An employee may not provide political badges, political buttons, or other
political insignia to be worn at or about the polling place on the day of a
primary or election. A political badge, political button, or other political
insignia may not be worn at or about the polling place on primary or election
day.
No city employee may use city time, property or other municipal resources in
any manner to promote a political issue or candidate, to solicit funds for any
political purpose, or to influence the outcome of any election. This restriction
does not apply to municipal resources available to the public at large for use in
connection with political activities, such as use of meeting rooms.
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A full-time permanent employee as established by the Employee Handbook may not
serve as the mayor or councilmember for the city of Northfield while employed with
the city. In addition, no employee may hold an appointed or elected public office that is
incompatible with city employment.

City employees are neither appointed to nor retained in municipal employment
on the basis of their political activity, but rather on the basis of their job
qualifications.
Discipline

If an employee is found in violation of this policy the employee will be subject
to discipline, up to and including termination.
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Americans with Disabilities Act (ADA)

Purpose

To comply with the Americans with Disabilities Act (ADA) (45 CFR 84).

Policy

The Northfield City Council, appointees and staff are committed to provide a
community environment that is managed in an effective, accountable and efficient
manner, and to enhance quality of life, which characterizes our community. The City
will provide its residents with those physical amenities that make our community a
well-rounded social structure in which residents may live, work and play. The City will
seek prompt and equitable resolution of all grievances alleging discrimination on the
basis of disability by the municipality.

Suggestions and or
Recommendations

The City welcomes suggestions or recommendations for making its programs and
facilities more accessible to all its citizens beyond the basic requirements of the law.

ADA Manager

The Human Resources Director will fulfill duties of ADA Manager for the City of
Northfield, including receiving all complaints.

Who May File
A Complaint

Any individual who believes that he or she has been subjected to unlawful
discrimination on the basis of disability by the municipality may file a complaint.

Complaint

The following is a procedure for the City to receive and act on complaints relating to
alleged discrimination on the basis of disability.
The complaint should be submitted to the ADA Manager, City of Northfield, and 801
Washington Street, Northfield, MN 55057. Complaints may be written or verbal, but in
either case the ADA Manager shall keep a written record of the complaint.
The complaint should include:




Name of person(s) discriminated against, address, and telephone
numbers.
Detailed description of the grievance (i.e., a barrier to a City program,
service, or facility).
Any additional background information.

Procedure for
Employee Related
Complaint

If the individual filing an ADA complaint is an employee of the City and the complaint
is based on conditions of that employment, the complaint shall be referred to the City’s
Human Resources Director. The Human Resources Director will work with the City
Administrator to resolve the complaint.

Procedure for Nonemployee Related
Compliant

For complaints not based on the conditions of employment by the City, the
following steps will be followed:
Step 1 Submit complaint of alleged discrimination on the basis of disability to the
ADA Manager for resolution. The ADA Manager will review the complaint with the
City Administrator who will render a decision within (30) thirty working days. A
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record of the complaint and actions taken will be maintained in the office of the ADA
Manager.
Step 2 If the ADA Manager and City Administrator cannot resolve the complaint to
the satisfaction of the individual, it will be forwarded to the City of Northfield Human
Rights Commission.
As part of its overall mission, the Human Rights Commission will hear complaints,
requests, or suggestions from persons with disabilities regarding access to and
participation in public facilities, services, and programs.
The Human Rights Commission will make its recommendation within (30) thirty days
of hearing the grievance. The findings and recommendations of the Human Rights
Commission will be forwarded to the City Administrator and the City Council, and a
record will be maintained in the office of the ADA Manager.
Step 3 If the complaint cannot be resolved following review by the Human Rights
Commission, it will be referred to the Northfield City Council.
The City Council will issue a decision within (30) thirty days of hearing the complaint.
A record of actions taken on the complaint by the City Council will be maintained in the
office of the ADA Manager.
Resolution

The ADA Manager will make every effort to resolve the complaint at the local level.
However, complainants are not required to exhaust the City of Northfield complaint
procedures before filing a complaint at the federal or state level.

Deadline

Deadline for filing a complaint at the local, state or federal level is no later than 180
days from the date of the alleged discrimination. The filing deadline may be extended
with a showing of good cause at the discretion of the receiving body.

State

The following state agency receives complaints regarding the Americans with
Disabilities Act:
Minnesota Department of Human Rights
Bremer Tower
St. Paul, MN 55101
651-296-5663 (Voice)
651-296-1283 (TTY)
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The following federal agencies will receive complaints regarding the Americans with
Disabilities Act:
U.S. Department of Transportation
400 – 7th Street, NW
Washington, DC 20590
202-366-4011
Federal Communications Commission
1919 “M” Street, NW
Washington DC 20054
202-632-7260
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The City of Northfield (“City”) has a vital interest in maintaining safe, healthful, and efficient
working conditions for employees, and recognizes that individuals who are impaired because of
drugs and/or alcohol jeopardize the safety and health of other workers, the public, as well as
themselves. The City does not intend to intrude into the private lives of its employees, but strongly
believes that a drug- and alcohol-free workplace is in the best interest of employees and the public
alike. Alcohol and drug abuse can cause unsatisfactory job performance, increased tardiness and
absenteeism, increased accidents and workers’ compensation claims, higher insurance rates, and an
increase in theft of City property.
Consistent with the Minnesota Drug and Alcohol Testing in the Workplace Act, the City’s NonDOT Drug and Alcohol Testing Policy has been established for the purpose of providing a safe
workplace for all. City employees and applicants required to hold a commercial driver’s license by
the United States Department of Transportation (“DOT”) for their job will be tested under the
City’s DOT Drug and Alcohol Testing Policy (the “DOT Policy”) for the tests specified in such
policy. All other tests and employees and job applicants offered employment with the City must
undergo testing as described by this policy.
To ensure the policy is clearly communicated to all employees and applicants to whom offers of
employment have been made, and to comply with state law, employees and applicants are required
to review this policy and sign the Notice and Consent of Drug and Alcohol Testing the City will
provide. A job applicant will also acknowledge in this form that he/she understands that passing
the drug test is a requirement of the job.
Because changes in applicable law and the City’s practices and procedures may occur from time to
time, this policy may change in the future, and nothing in this policy is intended to be a contract,
promise, or guarantee the City will follow any particular course of action, disciplinary,
rehabilitative or otherwise, except as required by law. This policy does not in any way affect or
change the status of any at-will employee.
Any revisions to the Minnesota Drug and Alcohol Testing in the Workplace Act will take
precedent over this policy to the extent the policy has not incorporated those revisions.
If any specific provisions of this policy conflicts with any current labor contract or civil service
rules, the labor contract or civil service rules will prevail, except for any specific language required
by law.
The City retains the full and unrestricted right to establish, modify, or eliminate any component of
employment related to or included within this policy.
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Under this policy, the City may test any applicant to whom an offer of employment has been made,
and may test any employee for alcohol and/or controlled substance under any of the following
circumstances with a properly accredited or licensed testing laboratory: 1
Pre-Employment Testing 2
For positions that the City determines all job applicants conditionally offered employment for that
position will undergo drug and/or alcohol testing, every job applicant offered employment with the
City for that position will receive the offer conditioned upon passing a drug and/or alcohol test,
among other conditions. If the job offer is withdrawn based on drug test results, the City will
inform the applicant of the reasons for the withdrawal. A positive drug test result from an initial
screening test verified by a confirmatory test, a refusal to take the test, or failure to meet other
conditions of the offer will result in a withdrawal of the offer of employment even if the applicant’s
provisional employment has begun. A negative or positive dilute test result following a second
collection, which has been confirmed, will also result in immediate withdrawal of an offer of
employment to an applicant.
Reasonable Suspicion Testing 3
Employees may be subject to alcohol and drug testing when reasonable suspicion exists to believe
that the employee:
•
•
•
•

Is under the influence of alcohol or a controlled substance; or
Has violated written work rules prohibiting the use, possession, sale or transfer of drugs or
alcohol while working, while on City property, or while operating City vehicles,
machinery or any other type of equipment; or
Has sustained a personal injury as defined in Minn. Stat. § 176.011, subd. 16 or has
caused another employee to sustain an injury or;
Has caused a work-related accident or was operating or helping to operate machinery,
equipment, or vehicles involved in a work-related accident.

Reasonable suspicion may be based upon, but is not limited to, facts regarding appearance,
behavior, speech, breath, odor, possession, proximity to or use of alcohol or a controlled substance
or containers or paraphernalia, poor safety record, excessive absenteeism, impairment of job
performance, or any other circumstances that would cause a reasonable employer to believe that a
violation of the City’s policies concerning alcohol or drugs may
have occurred. These observations will be reflected in writing on a Reasonable Suspicion Record
Form.
For off-site collection, employees will be driven to the employer-approved medical facility by their
supervisor or a designee. For an on-site collection service, the employee will remain on site and be
observed by the supervisor or designee. The medical facility or on-site collection service will take
the urine or blood sample, and will forward the sample to an approved laboratory for testing.
Treatment Program Testing
The City may request or require an employee to undergo drug and/or alcohol testing if the
employee has been referred by the City for chemical dependency treatment or evaluation, or is
participating in a chemical dependency treatment program under an employee benefit plan. In such
a case, the employee may be requested or required to undergo drug and/or alcohol testing without
prior notice during the evaluation or treatment period and for a period of up to two years following
completion of any prescribed chemical dependency treatment program.
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Routine Physical Examination Testing
The City may request or require an employee to undergo drug and/or alcohol testing as part of a
routine physical examination. The City will request or require this type of testing no more than
once annually, and the employee will be provided with at least two weeks’ written notice that the
test will be required as part of the physical examination.5

Handbook Policy
Updates

Each employee understands, upon written receipt of the Handbook,that this Handbook replaces all
of the Employer’s previous materials, policies and handbooks concerning employment or working
relationships between employees and the Employer, whether written or verbal. Since the
information, policies, and benefits described in this Handbook are necessarily subject to change at
any time, the employee acknowledges that revisions to the Handbook may occur. I understand
that the Employer will generally attempt to communicate any revisions, modifications or additions
to this Handbook to its employees, but that these revisions, modifications and changes will be
effective immediately upon adoption, with or without such notice and, accordingly, the employee
will not rely on the continuation of any such information, policies or benefits. The employee
understands that only the employer can adopt any revisions to the policies in this Handbook.

Refusal on
Sincerely Held
Religious Belief

An employee or job applicant who, based on a sincerely held religious belief, refuses to undergo
drug or alcohol testing of a blood sample will not be considered to have refused testing, unless the
employee or job applicant also refuses to undergo drug or alcohol testing of a urine sample

Cost of
Required
Testing

The City will pay for the cost of all drug and alcohol testing requested or required of all job
applicants and employees, with the exception of confirmatory retests. Job applicants and
employees are responsible for paying for all costs associated with any requested confirmatory
retests.

1

Minn. Stat. § 181.953, subd. 1.
Minn. Stat. §§ 181.951 and .953.
3
Minn. Stat. § 181.951, subd. 3.
4
Minn. Stat. § 181.951, subd. 6.
5
Minn. Stat. § 181.951, subd. 3.
2
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Notification of Negative Test Results
In the case of job applicants, the City Administrator will notify a job applicant of a negative drug
and/or alcohol result within three working days of receipt of result by the City, and the hiring
process will resume. 6 A “Negative Test Results Notification” form will be sent to the job applicant,
and the job applicant may request a copy of the test result report from the City Administrator.
In the case of current employees, the City Administrator will notify the employee of a negative
drug and/or alcohol result within three working days of receipt of result by the City. 7 A “Negative
Test Results Notification” form will be sent to the employee, and he or she may request a copy of
the test result report from the City Administrator.
Notification of Positive Test Results
In the event of a confirmed positive blood or urine alcohol and/or drug test result, the City will
notify the employee of a positive drug and/or alcohol result within three days of receipt of the
result. The City Administrator will send to the employee or job applicant a “Positive Test Results
Notification” letter containing further instructions. The employee or job applicant may contact
Human Resources to request a copy of the test result report if desired. A laboratory must report
results to the City within three working days of the confirmatory test result. 8
Right to Provide Information after Receiving Test Results
Within three working days after notice of a positive controlled substance or alcohol test result on a
confirmatory test, the employee or job applicant may submit information to the City to explain the
positive result. If an employee submits information either before a test or within three working
days after a positive test result that explains the positive test result, (such as the use of prescribed
substances or OTC medications), the City will not take an adverse employment action based on
that information unless the employee has already been under an affirmative duty to provide the
information before, upon, or after hire. 9
Right to Confirmatory Retest 10
A job applicant or employee may request a confirmatory retest of the original sample at the job
applicant’s or employee’s own expense after notice of a positive test result on a confirmatory test.
Within five working days after notice of the confirmatory test result, the job applicant or employee
must notify the City in writing of the job applicant’s or employee’s intention to obtain a
confirmatory retest. Within three working days after receipt of the notice, the City will notify the
original testing laboratory that the job applicant or employee has requested the laboratory to
conduct the confirmatory retest or transfer the sample to another qualified laboratory licensed to
conduct the confirmatory retest. The original testing laboratory will ensure the control and custody
procedures are followed during transfer of the sample to the other laboratory. The laboratory is
required to maintain all samples testing positive for a period of six months.11 The confirmatory
retest will use the same controlled substance and/or alcohol threshold detection levels as used in
the original confirmatory test.
In the case of job applicants, if the confirmatory retest does not confirm the original positive test
result, the City’s job offer will be reinstated and the City will reimburse the job applicant for the
actual cost of the confirmatory retest. In the case of employees, if the confirmatory retest does not
confirm the original positive test result, no adverse personnel action based on the original
confirmatory test will be taken against the employee, the employee will be reinstated with any lost
wages or salary for time lost pending the outcome of the confirmatory retest result, and the City
will reimburse the employee for the actual cost of the confirmatory retest.
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Access to Reports
An employee will have access to information contained in his or her personnel file relating to
positive test results and to the testing process, including all information gathered as part of that
process. 12
Dilute Specimens
A negative or positive dilute test result (following a second collection) which has been confirmed
will subject an employee to immediate discharge.

6

Minn. Stat. § 181.953.
Minn. Stat. § 181.953.
9
Minn. Stat. § 181.953, subd. 3.
9
Minn. Stat. § 181.953, subd. 10.
10
Minn. Stat. § 181.953, subd. 9.
11
Minn. Stat. § 181.953, subd. 3.
12
Minn. Stat. § 181.953, subd. 10.
7
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Employees must, as a condition of employment, abide by the terms of this policy. City recognizes
drug abuse as a potential health, safety, and security problem. Employees needing help in dealing
with such problems are encouraged to use their health insurance plans, as appropriate, and/or
contact the Employee Assistance Plan.
Use and Possession of Alcohol or Drug(s)
Employees are prohibited from the use, possession, transfer, transportation, manufacture,
distribution, sale, purchase, solicitation to sell or purchase, or dispensation of alcohol,
drugs, or drug paraphernalia while on duty; on City premises; operating any City vehicle,
machinery, or equipment; or performing any City business, except (1) pursuant to a valid medical
prescription used as properly instructed; (2) the use of over-the-counter controlled substance used
as intended by the manufacturer; or (3) when necessary for approved law enforcement activity.
Besides the policy prohibiting the use or possession of alcohol, illegal drugs, or misused
prescription drugs on the worksite, we also prohibit the use of, possession of, or impairment by any
cannabis products (including medical cannabis) on the worksite by any employee of the City or
while “on call” and subject to return to work. Having a medical marijuana card, patient registry
number, and/or cannabis prescription from a physician does not allow anyone to use, possess, or be
impaired by the drug on site. The federal government still classifies cannabis as an illegal drug,
even though Minnesota has decriminalized its use for certain medical purposes.
There is no acceptable concentration of marijuana metabolites in the blood or urine of an employee
who operates City equipment or vehicles or who is in a safety-sensitive position. Applicants and
employees are still subject to being tested under our drug and alcohol testing policy and, as
necessary, under the DOT testing policy found in Section 2. Employees are subject to being
disciplined, suspended, or terminated after a confirmed positive test for cannabis if the employee
used, possessed, or was impaired by cannabis, including medical cannabis, while on the premises
or during the hours of employment.
Employees are prohibited from having a detectable amount of THC in their blood or urine, other
than pursuant to a valid medical prescription used as properly instructed and not from use on City
property or during work hours. An employee may present verification of enrollment in the patient
registry as part of the employee’s explanation of a positive urine or blood test. 13 The use of
cannabidiol substances containing trace amounts of THC is not an explanation for a confirmed
positive THC test.
While Impaired by Alcohol or Drug(s)
Employees are prohibited from being impaired by any alcohol or drugs when reporting for work;
while on duty; on the City’s premises; while operating any City vehicle, machinery, or equipment;
or when performing any City business.
Employees are prohibited from being under the influence of alcohol or drugs, or having a
detectable amount of an illegal drug in the blood or urine when reporting for work; while on duty;
on the City’s premises; while operating any City vehicle, machinery, or equipment; or when
performing any City business, except (1) pursuant to a valid medical prescription used as properly
instructed; or (2) the use of over-the-counter controlled substance used as intended by the
manufacturer.
Driving While Impaired
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A conviction of driving while impaired in a City-owned vehicle at any time during business or
non-business hours, or in an employee-owned vehicle while conducting City business, may result
in discipline, up to and including discharge.
Criminal Controlled Substance Convictions
Any employee convicted of any criminal drug statute must notify his or her supervisor and the City
Administrator in writing of such conviction no later than five days after such conviction. Within 30
days after receiving notice from an employee of a controlled substance-related conviction, the City
will take appropriate personnel action against the employee up to and including discharge, or
require the employee to satisfactorily participate in a controlled substance abuse assistance or
rehabilitation program as an alternative to discharge. In the event notice is not provided to the
supervisor and the employee is deemed to be incapable of working safely, the employee
will not be permitted to work and will be subject to disciplinary action, including dismissal from
employment. In accordance with the Federal Drug-Free Workplace Act of 1988, if the City is
receiving federal grants or contracts of over $25,000, the City will notify the appropriate federal
agency of such conviction within 10 days of receiving notice from the employee.
Failure to Disclose Lawful Controlled Substance
Employees taking a lawful controlled substance, including prescription and over-the-counter
controlled substances, which may impair their ability to perform their job responsibilities or pose a
safety risk to themselves or others, must advise their supervisor of this before beginning work. It is
the employee’s responsibility to seek out written information from his/her physician or pharmacist
regarding medication and any job performance impairment and relay that information to his/her
supervisor. In the event of such a disclosure, the employee will not be authorized to perform
safety-sensitive functions.
Pursuant to the requirements of the Drug-Free Workplace Act of 1988, all City employees, as a
condition of continued employment, will agree to abide by the terms of this policy and must notify
the City Administrator of any criminal drug statute conviction for a violation occurring in the
workplace not later than five days after such conviction. If required by law or government contract,
the City will notify the appropriate federal agency of such conviction within 10 days of receiving
notice from the employee.

13

Minn. Stat. § 181.953, subd. 6.
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Job Applicants
The City’s conditional offer of employment will be withdrawn from any job applicant who refuses
to be tested or tests positive for illegal drugs as verified by a confirmatory test.
Employees
•

No Adverse Action without Confirmatory Test
The City will not discharge, discipline, discriminate against, or request or require
rehabilitation of an employee based on a positive test result from an initial screening test
that has not been verified by a confirmatory test. 14

•

Suspension Pending Test Result
The City may temporarily suspend a tested employee with or without pay, or transfer that
employee to another position at the same rate of pay pending the outcome of the requested
confirmatory retest, provided the City believes that it is reasonably necessary to protect
the health or safety of the employee, co-employees, or the public. The employee will be
asked to return home, and will be provided appropriate arrangements for return
transportation to his or her residence. An employee who has been suspended without pay
will be reinstated with back pay if the outcome of the requested confirmatory retest is
negative. 15

•

Discipline and Discharge:
Confirmatory Positive Test Result: 16
The City will not discharge an employee for a first confirmatory positive test unless
the following conditions have been met:
o

The City has first given the employee an opportunity to participate in either a
drug or alcohol counseling or rehabilitation program, whichever is more
appropriate, as determined by the City after consultation with a certified
chemical use counselor or physician trained in the diagnosis and treatment of
chemical dependency. Participation by the employee in any recommended
substance abuse treatment program will be at the employee’s own expense or
pursuant to the coverage under an employee benefit plan. The certified chemical
use counselor or physician trained in the diagnoses and treatment of chemical
dependency will determine if the employee has followed the rehabilitation
program as prescribed; and

o

The employee has either refused to participate in the counseling or rehabilitation
program or has failed to successfully complete the program, as evidenced by
withdrawal from the program before its completion or by a refusal to test or
positive test result on a confirmatory test after completion of the program.

Other Misconduct
Nothing in this policy limits the right of the City to discipline or dismiss an employee
on grounds other than a positive confirmatory test result, including conviction of any
criminal drug statute for a violation occurring in the workplace or violation of other
City personnel policies.
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Emergency Call Back to Work Provisions
If an employee is called out for a City emergency and he or she reports to work and is
suspected of being under the influence of drugs or alcohol, he or she will not be subject to
the testing procedures of this policy, but may be subject to discipline and
will not be allowed to work. Appropriate arrangements for return transportation to the
employee’s residence will be made. It is the sole responsibility of the employee who is
under the influence of alcohol and/or drugs and who is called out for a City emergency, to
notify his or her supervisor of this information and advise if he or she is unable to respond
to the emergency call back.

The City’s policy on work-related substance abuse is non-discriminatory in intent and application;
however, in accordance with Minn. Stat., Chapter 363, disability does not include conditions
resulting from alcohol or other drug abuse which prevents an employee from performing the
essential functions of the job in question or constitutes a direct threat to property of the safety of
individuals.
Furthermore, the City will not retaliate against any employee for asserting his or her rights under
this policy.

City’s Employee
Assistance
Program

The City has in place a formal employee assistance program (EAP) to assist employees in
addressing serious personal or work-related problems at any time. The City’s EAP provides
confidential, cost-free, short-term counseling to employees and their families. Employees who may
have an alcohol or other drug abuse problem are encouraged to seek assistance before a problem
affects their employment status.

Policy Contact for
Additional
Information

If you have any questions about this policy or the City’s drug and alcohol testing procedures, you
may contact your immediate supervisor or Human Resources to obtain additional information.

Definitions

By this policy, the City of Northfield has established a drug-free awareness program to inform
employees about the dangers of drug abuse in the workplace and its policy of maintaining a drugfree workplace. Each City employee will receive a copy of this policy and will be required to read
it.
Alcohol:
The intoxicating agent in beverage alcohol or any low molecular weight alcohols such as ethyl,
methyl, or isopropyl alcohol. The term includes but is not limited to beer, wine, spirits, and
medications such as cough syrup that contain alcohol.
Alcohol use or usage:
The consumption of any beverage, mixture, or preparation, including any medication, containing
alcohol.
Applicant:
A person applying for a job with the City.

14

Minn. Stat. § 181.953, subd. 10.
Minn. Stat. § 181.953, subd. 10.
16
Minn. Stat. § 181.953, subd. 10.
15
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City:
The City of Northfield.
City Premises:
All City job sites and work areas. For the purposes of this policy, City premises also includes any
other locations or modes of transportation to and from those locations while in the course and
scope of employment of the City.
City Vehicle:
Any vehicle which employees are authorized to use solely for City business when used at any time;
or any vehicle owned or leased by the City when used for City business.
Collection Site:
A place designated by the City where job applicants and employees present themselves for the
purpose of providing a specimen of their urine and/or blood to be analyzed for the presence of
controlled substances and alcohol.
Confirmatory Test:
A controlled substance or alcohol test on a sample to substantiate the results of a prior controlled
substance or alcohol test on the same sample, and that uses a method of analysis allowed under one
of the programs listed in Minn. Stat. § 181.953, subd. 1.
Drug:
Has the same meaning as “controlled substance” defined in Minn. Stat. § 152.01, subd. 4.
Drug and Alcohol Testing:
An analysis of a body component sample according to the standards established under one of the
programs listed in Minn. Stat. § 181.953, subd.1, for the purpose of measuring their presence or
absence of drugs, alcohol, or their metabolites in the sample tested.
Drug Paraphernalia:
As set forth in Minn. Stat. § 152.01, subd. 18.
Employee:
A person who performs services for compensation for the City and includes independent
contractors except where specifically noted in this policy.
Initial Screening Test:
A drug or alcohol test that uses a method of analysis under one of the programs listed in Minn.
Stat. § 181.953, subd. 1.
Job Applicant:
A person who applies to become an employee of the City, and includes a person who has received
a job offer made contingent on the person passing drug testing.
Positive Test Result:
A finding of the presence of alcohol, illegal drugs, or their metabolites that exceeds the cutoff
levels established by the City. Minimum threshold detection levels are subject to change as
determined in the City’s sole discretion.
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Random Selection Basis:
A mechanism for selection of employees that (1) results in an equal probability that any employee
from a group of employees subject to the selection mechanism will be selected, and (2) does not
give an employer discretion to waive the selection of any employee selected under the mechanism.
Reasonable Suspicion:
A basis for forming a belief based on specific facts and rational inferences drawn from those facts.
Safety-Sensitive Position:
A job, including any supervisory or management position, in which an impairment caused by drug
or alcohol usage would threaten the health or safety of any person.
Under the Influence:
Either (1) the employee tests positive for alcohol or drugs, or (2) the employee’s actions,
appearance, speech, and/or bodily odors reasonably cause the City to conclude that the employee is
impaired because of illegal drug use or alcohol use.
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The City of Northfield (“City”) has a vital interest in maintaining a safe, healthful, and
efficient working conditions for employees, and recognizes that individuals who are
impaired because of drugs and/or alcohol jeopardize the safety and health of other workers,
the public, as well as themselves. The City is concerned about providing a safe workplace
for its employees, and while the City does not intend to intrude into the private lives of its
employees, it is the goal to provide a work environment conducive to maximum safety and
optimum work standards. Alcohol and drug abuse can cause unsatisfactory job performance,
increased tardiness and absenteeism, increased accidents and workers’ compensation
claims, higher insurance rates, and an increase in theft of City property. The use, possession,
manufacture, sale, transportation, or other distribution of controlled substance or controlled
substance paraphernalia and the unauthorized use, possession transportation, sale, or other
distribution of alcohol is contrary to this policy and jeopardizes public safety.
In response to regulations issued by the United States Department of Transportation
(“DOT”), the City has adopted this DOT Drug and Alcohol Testing Policy for employees
who hold a commercial driver’s license (“CDL”) to perform their duties. The City also has a
separate Non-DOT Drug and Alcohol Testing Policy for employees or testing not covered
by DOT regulations.
Given the significant dangers of alcohol and controlled substance use, each applicant and
driver must abide by this policy as a term and condition of hiring and continued
employment. Moreover, federal law requires the City to implement such a policy.
To ensure this policy is clearly communicated to all drivers and applicants, and in order to
comply with applicable federal law, drivers and applicants are required to review this policy
and sign the Notice and Consent of Drug and Alcohol Testing the City will provide.
Because changes in applicable law and the City’s practices and procedures may occur from
time to time, this policy may change in the future, and nothing in this policy is intended to
be a contract, promise, or guarantee the City will follow any particular course of action,
disciplinary, rehabilitative or otherwise, except as required by law. This policy does not in
any way affect or change the status of any at-will employee.
Any revisions to the federal Omnibus Transportation Employee Testing Act of 1991 or
DOT regulations will take precedent over this policy to the extent the policy has not
incorporated those revisions.
If any specific provisions of this policy conflicts with any current labor contract or civil
service rules, the labor contract or civil service rules will prevail, except for any specific
language required by law.
The City retains the full and unrestricted right to establish, modify, or eliminate any
component of employment related to or included within this policy.

Persons Subject
to Testing &

All employees are subject to testing whose job duties include performing “safety-sensitive
functions” on City vehicles that:
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Have a gross combination weight rating or gross combination weight of 26,001
pounds or more, whichever is greater, inclusive of a towed unit(s) with a gross
vehicle weight rating or gross vehicle weight of more than 10,000 pounds,
whichever is greater; or
Have a gross vehicle weight rating or gross vehicle weight of 26,0001 or more
pounds whichever is greater; or
Are designed to transport 16 or more passengers, including the driver; or
Are of any size and are used in the transportation of materials found to be hazardous
for the purposes of the Hazardous Materials Transportation Act (49 U.S.C. §
5103(b)), and which require the motor vehicle to be placarded under the Hazardous
Materials Regulations (49 C.F.R part 172, subpart F). 1

The following functions are considered safety-sensitive:
•
•
•
•
•
•

all time waiting to be dispatched to drive a commercial motor vehicle
all time inspecting, servicing, or conditioning a commercial motor vehicle
all time driving at the controls of the commercial motor vehicle
all other time in or upon a commercial motor vehicle (except time spent resting in a
sleeper berth)
all time loading or unloading a commercial motor vehicle, attending the same,
giving or receiving receipts for shipments being loaded or unloaded, or remaining in
readiness to operate the vehicle
all time repairing, obtaining assistance, or attending to a disable commercial motor
vehicle.2

The City may test any applicant to whom a conditional offer of employment has been made
and any driver for controlled substance and alcohol under any of the following
circumstances:
1) Pre-Employment Testing
All applicants, including current employees seeking a transfer, applying for a position
where duties include performing safety-sensitive duties described above, will be required to
take a drug test prior to the first time a driver performs a safety-sensitive function for the
City.
A driver may not perform safety-sensitive functions unless the driver has received a
controlled substance test result from the Medical Review Officer (“MRO”) indicating a
verified negative test result. In addition to pre-employment controlled substance testing,
applicants will be required to authorize in writing former employers to release alcohol test
results of .04 or greater, positive controlled substance test results, refusals to test, other
1

49 C.F.R. §§ 382.107 (defining commercial motor vehicles, driver, and safety-sensitive functions) and .301-.311
(establishing required testing)
2
49 C.F.R. § 382.107 (defining safety-sensitive functions)
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violations of drug and alcohol testing regulations, and completion of return to duty
requirements within the preceding three years.
All applicants, including current employees seeking a transfer, applying for a position where
duties include performing safety-sensitive duties described above, will be required to take
an alcohol test prior to the first time a driver performs a safety-sensitive function for the
City, but only after a conditional offer of employment has been made. No applicant,
including current employees seeking a transfer, will perform safety-sensitive functions
unless the driver has received an alcohol test result from the MRO indicating a test result of
.02 or less Blood Alcohol Content (“BAC”).
The City will contact the candidate’s DOT regulated previous and current employers within
the last three years for drug and alcohol test results as referenced above, and review the
testing history if feasible before the employee first performs safety-sensitive functions for
the City. 3 Beginning in 2020, the City will also conduct a limited query of the Federal
Motor Carrier Safety Administration’s (FMCSA) Clearinghouse for all candidates. In
addition, at least once a year, the City will conduct a limited query of the Clearinghouse for
each currently employed CDL driver. If the limited query reveals that the Clearinghouse has
information about resolved or unresolved drug and alcohol program violations by a
candidate or current employee, he or she will be asked to provide electronic consent to a full
query of the Clearinghouse (unless he or she has previously provided electronic consent). In
the event a full query of the Clearinghouse reveals unresolved violation information for a
candidate or current employee, the driver will not be permitted to perform safety-sensitive
functions, including the operation of a Commercial Motor Vehicle and, in the case of a
candidate, may have their conditional offer of employment rescinded or, in the case of a
current employee, may be subject to discipline.
2) Post-Accident Testing
As soon as practicable following an accident involving a commercial motor vehicle
operating on a public road, the City will test each surviving driver for controlled substances
and alcohol when the following occurs:
• The accident involves a fatality; or
• The driver receives a citation for a moving traffic violation from the accident and an
injury is treated away from the accident scene; or
• The driver receives a citation for a moving traffic violation from the accident and a
vehicle is required to be towed from the accident scene.

3

49 C.F.R. § 382.301 (describing requirements of pre-employment testing)
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The following chart summarizes when DOT post-accident testing needs to be conducted:

Type of accident involved
i.

Human fatality

ii. Bodily injury with
immediate medical
treatment away from the
scene
iii. Disabling damage to any
motor vehicle requiring
tow
away

Citation issued to
the DOT covered
CDL driver?
YES
NO
YES
NO

Test must be
performed
by the City
YES
YES
YES
NO

YES
NO

YES
NO

A driver subject to post-accident testing must remain readily available, or the driver will be
deemed to have refused to submit to testing. This requirement to remain ready for testing
does not preclude a driver from leaving the scene of an accident for the period necessary to
obtain assistance in responding to the accident, or to obtain necessary medical care. 4

3) Post-Accident Controlled Substance Testing
Drivers are required to submit a urine sample for post-accident controlled substance testing
as soon as possible. If the driver is not tested within thirty-two (32) hours after the accident,
the City will cease its attempts to test the driver and prepare and maintain on file a record
stating why the test was not promptly administered.

4) Post-Accident Alcohol Testing
Drivers are required to submit to post-accident alcohol testing as soon as possible. After an
accident, consuming alcohol is prohibited until the driver is tested. If the driver is not tested
within two (2) hours after the accident, the City will prepare and maintain on file a record
stating why the test was not administered within that time. If eight (8) hours have elapsed
since the accident and the driver has not submitted to an alcohol test, the City will cease its
attempts to test the driver and prepare and maintain on file a record stating why the test was
not administered.
The City may accept the results of a blood or breath test in place of an alcohol test and urine
test for the use of controlled substances if:
4

49 C.F.R. § 382.303 (describing requirements of post-accident testing)
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The tests are conducted by federal, state, or local officials having independent
authority for the test, and;
The tests conform to applicable federal, state, or local testing requirements, and;
The test results can be obtained by the City.

Whenever such a test is conducted by a law enforcement officer, the driver must contact the
City and immediately report the existence of the test, providing the name, badge number,
and telephone number of the law enforcement officer who conducted the test.

5) Random Testing
Every driver will be subject to unannounced alcohol and controlled substance testing on a
random selection basis. Drivers will be selected for testing by use of a scientifically valid
method under which each driver has an equal chance of being selected each time selections
are made. These random tests will be conducted throughout the calendar year. Each driver
who is notified of selection for random testing must cease performing safety-sensitive
functions and report to the designated test site immediately. It is mathematically possible
drivers may be selected and tested more than once, and others not at all.
If a driver is selected for a random test while he or she is absent, on leave, or away from
work, that driver may be required to undergo the test when he or she returns to work.
For 2019, federal law requires the City to test at a rate of at least twenty-five percent (25%)
of its average number of drivers for controlled substances each year, and to test at a rate of
at least ten percent (10%) of its average number of drivers for alcohol each year. These
minimum testing rates are subject to change by the DOT. 5

6) Reasonable Suspicion Testing
When a supervisor has reasonable suspicion to believe a driver has engaged in conduct
prohibited by federal law or this policy, the City will require the driver to submit to an
alcohol and/or controlled substance test.
The City’s determination that reasonable suspicion exists to require the driver to undergo an
alcohol test will be based on “specific, contemporaneous, articulable observations
concerning the appearance, behavior, speech, or body odors of the driver.” In the case of
controlled substances, the observations may include indications of the chronic and
withdrawal effects of a controlled substance.
The required observations for reasonable suspicion testing will be made by a supervisor or
other person designated by the City who has received appropriate training in identification
5

49 C.F.R. § 382.304 (describing requirements of random testing)
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of actions, appearance, and conduct of a driver, which are indicative of the use of alcohol or
controlled substance. These observations leading to an alcohol or controlled substance test,
will be reflected in writing and signed by the supervisor who made the observations. The
record will be retained by the City. The person who makes the determination that reasonable
suspicion exists to conduct testing will not be the person conducting the testing, which shall
instead be conducted by another qualified person.
Alcohol testing is authorized only if the observations are made during, just before, or just
after the driver has ceased performing such functions. If a reasonable suspicion alcohol test
is not administered within two (2) hours following the determination of reasonable
suspicion, the City will prepare and maintain on file a record stating the reasons the alcohol
test was not promptly administered. If a reasonable suspicion alcohol test is not
administered within eight (8) hours following the determination of reasonable suspicion, the
City will prepare and maintain on file a record stating the reasons the alcohol test was not
administered, and will cease attempts to conduct the alcohol test.
Notwithstanding the absence of a reasonable suspicion test, no driver may report for duty or
remain on duty requiring the performance of safety-sensitive functions while the driver is
under the influence of or impaired by alcohol, as shown by the behavioral, speech, and
performance indicators of alcohol use, nor will the City permit the driver to perform or
continue to perform safety-sensitive functions until: (1) an alcohol test is administered and
the driver’s alcohol concentration is less than .02; or (2) twenty-four (24) hours have elapsed
following the determination of reasonable suspicion. 6

7) Return-to-Duty Testing
The City reserves the right to impose discipline, up to and including discharge, against
drivers who violate applicable DOT regulations or this policy, subject to applicable
personnel policy and collective bargaining agreements. Except as otherwise required by law,
the City is not obligated to reinstate or requalify such drivers for a first positive test result.
Should the City consider reinstatement of a DOT covered driver, the driver must undergo a
Substance Abuse Professional (“SAP”) evaluation and participate in any prescribed
education/treatment, and successfully complete a return-to-duty alcohol test with a result
indicating an alcohol concentration of less than 0.02 and/or or a controlled substance test
with a verified negative result, before the driver returns to duty requiring the performance of
a safety-sensitive function. The SAP determines if the driver has completed the
education/treatment as prescribed.
The employee is responsible for all costs associated with the return-to-duty test. The
controlled substance test will be conducted under direct observation. 7

6
7

49 C.F.R. § 382.305 (describing requirements of reasonable suspicion testing)
49 C.F.R. § 40.305 (describing requirements of return-to-duty testing)
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8) Follow-Up Testing
The City reserves the right to impose discipline, up to and including discharge, against
drivers who violate applicable DOT regulations or this policy, subject to applicable
personnel policies and collective bargaining agreements. Except as otherwise required by
law, the City is not obligated to reinstate or requalify such drivers.
Should the City reinstate a driver following a determination by a Substance Abuse
Professional (“SAP”) that the driver is in need of assistance in resolving problems
associated with alcohol use and/or use of controlled substance, the City will ensure that the
driver is subject to unannounced follow-up alcohol and/or controlled substance testing. The
number and frequency of such follow-up testing will be directed by the SAP, and will
consist of at least six (6) tests in the first twelve (12) months following the driver’s return to
duty. Follow-up testing will not exceed sixty (60) months from the date of the driver’s
return to duty. The SAP may terminate the requirement for follow-up testing at any time
after the first six tests have been administered, if the SAP determines such test is no longer
necessary. The employee is responsible for all costs associated with follow-up tests.
Follow-up alcohol testing will be conducted only when the driver is performing safetysensitive functions, or immediately prior to or after performing safety-sensitive functions. 8

Cost of
Required
Testing

The City will pay for the cost of pre-employment, post-accident, random, and reasonable
suspicion controlled substance and alcohol testing requested or required of all job applicants
and employees. The driver must pay for the cost of all requested confirmatory re-tests,
return-to-duty, and follow-up testing.

Required Prior
Controlled
Substance and
Alcohol Checks
for Applicants

The City will conduct prior drug and alcohol checks of applicants for employment to drive a
commercial motor vehicle. Applicants must execute a consent form authorizing the City to
obtain the required information. The City will obtain (pursuant to the applicant’s written
consent) information on the applicant’s alcohol test with a concentration result of 0.04 or
greater, positive controlled substance test results, and refusals to be tested within the
preceding three (3) years which are maintained by the applicant’s previous employers. The
City will obtain all information concerning the applicant which is maintained by the
applicant’s previous employers within the preceding three (3) years pursuant to DOT
controlled substance and alcohol testing regulations. The City will review such records, if
feasible, prior to the first time a driver performs safety-sensitive functions. 9

Prohibited
Conduct

The following conduct is explicitly prohibited by applicable DOT regulations and therefore
constitutes violation of City policy.

8
9

49 C.F.R. §§ 40.305-.311 (describing requirements of follow-up testing)
49 C.F.R. §§ 40.25 and 382.413 (describing requirements of test checks for applicants)
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1) Under the influence of alcohol when reporting for duty or while on duty
a) No driver may report for duty or remain on duty requiring the performance of
safety-sensitive functions while having an alcohol concentration of 0.04 or greater.
Drivers reporting for duty or remaining on duty to perform safety-sensitive
functions while having an alcohol concentration of 0.02, but less than 0.04, will be
removed from duty for at least 24 hours, escorted home, and placed on
vacation/PTO leave for hours missed from work. 10
2) On-Duty Use of Alcohol
a) No driver may use alcohol while performing safety-sensitive functions. 11
3) Pre-Duty Use of Alcohol
a) No driver may perform safety-sensitive functions within four (4) hours after using
alcohol. If an employee has had alcohol within four hours they are to notify their
supervisors before performing any safety-sensitive functions. 12
4) Alcohol Use Following an Accident
a) No driver required to take a post-accident alcohol test may use alcohol for eight (8)
hours following the accident, or until the driver undergoes a post-accident alcohol
test, whichever occurs first. 13
5) Refusal to Submit to a Required Alcohol or Controlled Substance Test
a) No applicant or driver may refuse to submit to pre-employment, post-accident,
random, reasonable suspicion or follow-up alcohol or controlled substance testing.
In the event an applicant or driver does in fact refuse to submit to required alcohol
or controlled substance testing, no test will be conducted. Refusal by a driver to
submit to controlled substance or alcohol testing will be considered a positive test
result, will cause disqualification from performing safety-sensitive functions, and
may appear on the driver’s permanent record. Drivers who refuse to submit to
testing will be subject to discipline, up to and including discharge. In accordance
with the FMCSA Commercial Driver’s License (CDL) Drug and Alcohol
Clearinghouse reporting requirements, beginning January 6, 2020, the City will
report a driver’s refusal to submit to a DOT test for drug or alcohol use to the
Clearinghouse within three business days. If an applicant refuses to submit to preemployment controlled substance testing, any applicable conditional offer will be
withdrawn.
For purposes of this section, a driver is considered to have refused to submit to an
alcohol or controlled substance test when the driver:

10

49 C.F.R. §§ 40.23 and 382.201 and .501-.507 (establishing legal consequences for being under the influence)
49 C.F.R. §§ 382.205,.501, and .507 (establishing legal consequences for on-duty use)
12
49 C.F.R. §§ 382.207,.501, and .507 (establishing legal consequences for pre-duty use)
13
49 C.F.R. §§ 382.209,.501, and .507 (establishing legal consequences for use following an accident)
11
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Fails to provide adequate breath for alcohol testing without a valid medical
explanation after he or she has received notice of the requirement for breath testing.
Fails to provide adequate urine for controlled substance testing without a genuine
inability to provide a specimen (as determined by a medical evaluation), after he or
she has received notice of the requirement for urine testing.
Altering or attempting to alter a urine sample or controlled substance test, or
substituting or attempting to substitute a urine sample
Fails to report for testing within a reasonable period of time, as determined by the
City.
Fails to remain at a testing site until testing is complete.
In the case of directly observed or monitored collection, fails to permit observation
or monitoring.
Fails or declines to take a second test as required by the City and/or collector.
Fails to undergo a medical examination as directed by the City pursuant to federal
law.
Refuses to complete and sign the alcohol testing form, to provide a breath or saliva
sample, to provide an adequate amount of breath, or otherwise cooperate in any way
that prevents the completion of the testing process.
Engages in conduct that clearly obstructs the test process. 14

6) Altering or Attempting to Alter a Urine Sample or Breath Test
a) A driver altering or attempting to alter a urine sample or controlled substance test,
or substituting or attempting to substitute a urine sample, will be subject to
providing a specimen under direct observation. Both specimens will be subject to
laboratory testing. In such case, the employee may be subject to immediate
discharge of employment, and any job offer made to an applicant will be
immediately withdrawn. 15
7) Controlled Substance Use
a) No driver may report for duty or remain on duty requiring the performance of
safety-sensitive functions when the driver uses any controlled substance, except
when the use is pursuant to the instructions of a licensed medical practitioner who
has advised the driver in writing the substance does not adversely affect the driver’s
ability to safely operate a commercial motor vehicle. Drivers must forward this
information regarding therapeutic controlled substance use to the City immediately
after receiving any such advice.
Having a medical marijuana card and/or a cannabis prescription from a physician
does not allow anyone to use or possess that drug in the City’s workplace. The
federal government still classifies cannabis as an illegal drug. There is no
acceptable concentration of marijuana metabolites in the urine or blood of an
employee who performs safety-sensitive duties for the City. Employees are still
14
15

49 C.F.R. §§ 40.23 and 382.211,.501, and .507 (establishing legal consequences for test refusal)
49 C.F.R. §§ 40.23 and .67 (establishing requirements for alterated test results)
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subject to being tested under our policies, as well as for being disciplined, up to and
including discharge, after testing positive for cannabis while at work. 16
8) Controlled Substance Testing
a) No driver may report for duty, remain on-duty, or perform a safety-sensitive
function if the driver tests positive for controlled substance.
In addition to the conduct prohibited by applicable DOT regulations, the City also
maintains other applicable policies regarding drug and alcohol that are applicable to
all employees. For specifics regarding those requirements, refer to the City’s policy
for non-DOT related drug and alcohol policy. 17

16
17

49 C.F.R. §§ 40.23 and 382.213, .501-.503, and .507 (establishing legal consequences for controlled substance use)
49 C.F.R. §§ 40.23 and 382.215, .501-.503, and .507 (establishing legal consequences for controlled substance use)
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Drivers are required to report immediately upon notification to the collection site. For
random tests conducted off site, employees may use a City vehicle to drive to the collection
site. Drivers will be expected to provide a photo ID card for identification to the collection
staff. All drivers will be expected to cooperate with collection site personnel requests to
remove any unnecessary outer garments such as coats, sweaters, or jackets, and will be
required to empty their pockets. Collection personnel will complete a Federal Custody and
Control Form (“CCF”), which drivers providing a sample will sign as well. 18
1)

Alcohol Testing
a) Employees will be tested for alcohol just before, during, or immediately following
performance of a safety-sensitive function. If a driver is also taking a DOT
controlled substance test, generally speaking, the alcohol test is completed before
the urine collection process begins. Screening tests for alcohol concentration will
be performed utilizing a non-evidential screening device included by the National
Highway Traffic Safety Administration on its conforming products list (e.g., a
saliva screening device) or an evidential breath testing device (“EBT”) operated by
a trained breath alcohol technician (“BAT”) at a collection site. An alcohol test
usually takes approximately 15 minutes if the result is negative. If a driver’s first
attempt is positive (with an alcohol concentration of .02 or greater), the driver will
be asked to wait at least 15 minutes and then be tested again. The driver may not
eat, drink or place anything in his/her mouth (e.g., cigarette, chewing gum) during
this time. All confirmation tests will be conducted in a location that affords privacy
to the driver being tested, unless unusual circumstances (e.g., when it is essential to
conduct a test outdoors at the scene of an accident) make it impracticable to
provide such privacy. Any results less than 0.02 alcohol concentration is
considered a “negative” test result.

If the driver attempts and fails to provide an adequate amount of breath, he/she will be
referred to a physician to determine if the driver’s inability to provide a specimen is genuine
or constitutes a refusal to test. Alcohol test results are reported directly to the City by the
collection site staff. 19
2)

Controlled Substance Testing
a) The City will use a “split urine specimen” collection procedure for controlled
substance testing. Collection of urine specimens for controlled substance testing
will be conducted by an approved collector, and will be conducted in a setting and
manner to ensure the driver’s privacy.
Controlled substance testing generally takes about 15 minutes. At the collection site,
the driver will be given a sealed container and must provide at least 45 ml of urine for
testing. Once the sample is provided the collection personnel will check the
temperature and color and look for signs of contamination. The urine is then split into

18
19

49 C.F.R. §§ 40.61 (establishing preliminary testing steps)
49 C.F.R. §§ 40.1, et. seq., and 382.301-.311 (establishing testing requirements)
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two separate specimen containers (A, or “primary,” and B, or “split”) with identifying
labels and security seals affixed to both. The collection facility will be responsible for
maintaining a proper chain of custody for delivery of the sample to a DHHS-certified
laboratory for analysis. The laboratory will retain a sufficient portion of any positive
sample for testing and store that portion in a scientifically-acceptable manner for a
minimum 365-day period.
If an employee fails to provide a sufficient amount of urine to permit a controlled
substance test (45 milliliters of urine), the collector will discard the insufficient
specimen, unless there is evidence of tampering with that specimen. The collector will
urge the driver to drink up to 40 ounces of fluid, distributed reasonably over a period
of up to three hours, or until the driver has provided a sufficient urine specimen,
whichever occurs first. If the driver has not provided a sufficient specimen within three
hours of the first unsuccessful attempt, the collector will cease efforts to attempt to
obtain a specimen. The driver must then obtain, within five calendar days, an
evaluation from a licensed physician, acceptable to the MRO, who has expertise in the
medical issues raised by the employee’s failure to provide a sufficient specimen. If the
licensed physician concludes the driver has a medical condition, or with a high degree
of probability could have, precluded the driver from providing a sufficient amount of
urine, the City will consider the test to have been canceled. If a licensed physician
cannot make such a determination, the City will consider the driver to have engaged in
a refusal to test, and will take appropriate disciplinary action under this policy.
The primary specimen is used for the first test. If the test is negative, it is reported to
the MRO who then reports the result, following a review of the CCF Form for
compliance, to the City. If the initial result is positive or non-negative, a “confirmatory
retest” will be conducted on the primary specimen. If the confirmatory re-test is also
positive, the result will be sent to the MRO. The MRO will contact the driver to verify
the positive result. If the MRO is unable to reach the driver directly, the MRO must
contact the City who will direct the driver to contact the MRO. 20

Review of Test
Results

The MRO is a licensed physician with knowledge and clinical experience in substance
abuse disorders, and is responsible for receiving and reviewing laboratory results of the
controlled substances test as well as evaluating medical explanations for certain drug test
results. Prior to making a final decision to verify a positive test result, the MRO will give
the driver or the job applicant an opportunity to discuss the test result, typically through a
phone call. The MRO, or a staff person under the MRO’s supervision, will contact the
individual directly, on a confidential basis, to determine whether the individual wishes to
discuss the test result. If the employee or job applicant wishes to discuss the test result:
• The individual may be required to speak and/or meet with the MRO, who will review
the individual’s medical history, including any medical records provided.

20

49 C.F.R. §§ 40.1, et. seq., and 382.301-.311 (establishing testing requirements)
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• The individual will be afforded the opportunity to discuss the test results and to offer
any additional or clarifying information which may explain the positive test result. If
the employee or job applicant believes a mistake was made at the collection site, at
the labor, on a chain-of-custody form, or that the drug test results are caused by
lawful substance use, the employee should tell the MRO.
• If there is some new information which may affect the original finding, the MRO
may request the laboratory to perform additional testing on the original specimen in
order to further clarify the results; and
• A final determination will be made by the MRO that the test is either positive or
negative, and the individual will be so advised.
If the MRO upholds the positive, adulterated or substituted drug determination, that test
result will be provided to the City. There is no opportunity to explain a positive alcohol test
provided in the DOT regulations.
The driver can request the MRO to have the split specimen (the second “B” container)
tested at the driver’s expense. This includes all costs that may be associated with the re-test.
There is no split specimen testing for an invalid result. The driver has 72 hours after they
have been notified of the positive result to make this request. If the employee requests an
analysis of the split specimen, the MRO will direct the laboratory to send the split specimen
to another certified laboratory for analysis.
If an employee has not contacted the MRO within 72 hours, the employee may present
information documenting that serious injury, illness, lack of actual notice of the verified test
result, inability to contact the MRO, or other circumstances unavoidably prevented the
employee from making timely contact. If the MRO concludes there is legitimate explanation
for the employee’s failure to contact within 72 hours, the MRO will direct the analysis of
the split specimen.
If the results of the split specimen are negative, the City may pay for all costs associated
with the rest and there will be no adverse action taken against the employee or job
applicant. 21
Notification of
Test Results

21
22

1)

Employees
a) The City will notify a driver of the results of random, reasonable suspicion, and
post-accident tests for controlled substance if the test results are verified
positive, and will inform the driver which controlled substance or substances
were verified as positive. Results of alcohol tests will be immediately available
from the collection agent. 22

2)

Right to Confirmatory Retest
a) Within seventy-two (72) hours after receiving notice of a positive controlled
substance test result, an applicant or driver may request through the MRO a re-

49 C.F.R. §§ 40.1, et. seq., (establishing testing review process)
49 C.F.R. § 382.411 (establishing employer notice requirements)
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analysis (confirmatory retest) of the driver’s split specimen. Action required by
federal regulation as a result of a positive controlled substance test (e.g., removal
from safety-sensitive functions) will not be stayed during retesting of the split
specimen. If the result of the confirmatory retest fails to reconfirm the presence of
the controlled substance(s) or controlled substance metabolite(s) found in the
primary specimen, or if the split specimen is unavailable, inadequate for testing or
untestable, the MRO will cancel the test. 23
3)

Dilute Specimens

a) Dilute Negatives Creatinine concentration of specimen is equal to or greater than 2
mg/dL, but less than or equal to 5 mg/dL. If the City receives information that a
driver has provided a dilute negative specimen, the City will direct a recollection,
pursuant to the MRO’s direction, under direct observation. 24
Consequences
for Drivers
Engaging in
Prohibited
Conduct

1) Job Applicants
Any applicable conditional offer of employment will be withdrawn from a job
applicant or employee seeking a transfer who refuses to be tested, or tests positive
for controlled substance pursuant to this policy.
2) Employees 25
Drivers who are known to have engaged in prohibited behavior with regard to
alcohol misuse or use of controlled substance, as defined earlier in this policy, are
subject to the following consequences:
a) Removal from Safety-Sensitive Functions
No driver may perform safety-sensitive functions, including driving a
commercial motor vehicle, if the driver has engaged in conduct prohibited
by federal law.
No driver who is found to have an alcohol concentration of 0.02 or greater
but less than 0.04 may perform or continue to perform safety-sensitive
functions for the City, including driving a commercial motor vehicle, until
the start of the driver’s next regularly scheduled duty, but not less than
twenty-four (24) hours following administration of the test.
If a driver tests positive under this policy, or is found to have an alcohol
concentration of .02 or greater but less than .04, the driver will be removed
from safety sensitive duties and escorted home; the driver should not drive
home, but be escorted to his or her home. The driver will then be placed on
vacation/PTO, for hours missed from work. 26

23

49 C.F.R. §§ 40.131, .153, .171, et. seq., (establishing retest process)
Id.
25
49 C.F.R. §§ 40.23 and .281-.313 and 382.201-.217 and .501-.507 (establishing legal consequences for alcohol and
controlled substance violations)
26
Id.
24
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b) Notification of Resources Available
The City will advise each driver who has engaged in conduct prohibited by
federal law, or who has a positive alcohol or controlled substance test, of
the resources available to the driver, including but not limited to the City’s
Employee Assistance Program (EAP), in evaluating and resolving problems
associated with the misuse of alcohol and use of a controlled substance,
including the names, addresses, and telephone numbers of Substance Abuse
Professionals and counseling and treatment programs. The City will provide
this SAP listing in writing at no cost to the driver.
c) Discipline, up to and including discharge
The City reserves the right to impose whatever discipline, up to and
including discharge, the City deems appropriate at its sole discretion, up to
and including termination for a first occurrence, against drivers who violate
applicable DOT regulations or this policy, subject to applicable personnel
policies and collective bargaining agreements. Except as otherwise required
by law, the City is not obligated to reinstate or requalify such drivers
following a first positive confirmed controlled substance or alcohol test
result.
d) Evaluation and Return to Duty Testing
Should the City wish to consider reinstatement of a driver who engaged in
conduct prohibited by federal law and/or who had a positive alcohol or
controlled substance test, the driver must undergo a SAP evaluation,
participate in any prescribed education/treatment, and successfully complete
return-to-duty alcohol test with a result indicating an alcohol concentration
of less than 0.02 and/or or a controlled substance test with a verified
negative result, before the driver returns to duty requiring the performance
of a safety-sensitive function. The SAP will determine what assistance, if
any, the driver needs in resolving problems associated with alcohol misuse
and controlled substance use and will ensure the driver properly follows any
rehabilitation program and submits to unannounced follow-up alcohol and
controlled substance testing.
e) Follow-Up Testing
If the driver passes the return-to-duty test, he/she will be subject to
unannounced follow-up alcohol and/or controlled substance testing. The
number and frequency for such follow-up testing will be as directed by the
SAP and will consist of at least six tests in the first twelve months. These
tests will be conducted under direct observation.
f) Refusal to Test
All drivers and applicants have the right to refuse to take a required alcohol
and/or controlled substance test. If an employee refuses to undergo testing,
the employee will be considered to have tested positive and may be subject
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to disciplinary action, up to and including termination. Refer to Refusing to
Test provided earlier in this policy.
g) Responsibility for Cost of Evaluation and Rehabilitation
Drivers will be responsible for paying the cost of evaluation and
rehabilitation (including services provided by a Substance Abuse
Professional) recommended or required by the City or DOT regulations,
except to the extent that such expense is covered by an applicable employee
benefit plan or imposed on the City pursuant to a collective bargaining
agreement.
h) Reporting to the FMCSA’s CDL Drug and Alcohol Clearinghouse
In accordance with the FMCSA’s Commercial Driver’s License (CDL)
Drug and Alcohol Clearinghouse reporting requirements beginning January
6, 2020, the City will report the following information to the Clearinghouse
within three business days:
• A DOT alcohol confirmation test result with an alcohol concentration
of 0.04 or greater;
• A negative DOT return-to-duty test result;
• The driver’s refusal to submit to a DOT test for drug or alcohol use;
• An “Actual knowledge” violation; and
• A report that the driver successfully completed all DOT follow-up tests
as ordered by an SAP.

Loss of CDL
License for
Traffic
Violations in
Commercial
and Personal
Vehicles

DOT has strict regulations impacting when CDL license holders can lose their CDL for
certain traffic offenses in a commercial or personal vehicle. Employees are required to
notify their supervisor immediately if the status of their CDL license changes in anyway. 27

Maintenance
and Disclosure
of Records

Except as required or authorized by law, the City will not release driver’s information that is
contained in records required to be maintained by this policy or FMCSA and DOT
regulations. Beginning in 2020, the City will be required to query and report to the agency’s
CDL Drug and Alcohol Clearinghouse prior to hiring new drivers, will conduct annual
checks of existing CDL-drivers, and will report certain violations of the DOT drug and
alcohol testing program for holders of CDLs. In addition, a driver is entitled, upon written
request, to obtain copies of any records pertaining to the driver’s use of alcohol or a
controlled substance, including any records pertaining to his or her alcohol or controlled

27

49 C.F.R. §§ 383.31, .33, .38, .51, and .53 (establishing notice of violations and license loss and disqualification of
drivers)
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substance tests. 28
Policy Contact
for Additional
Information

If you have any questions about this policy or the City’s controlled substance and alcohol
testing procedures, you may contact Communications & Human Resources Director to
obtain additional information.

Definitions

Accident:
An incident involving a commercial motor vehicle in which there is either a fatality, bodily
injury to any person who, as a result of the injury, immediately receives medical treatment
away from the scene of the accident, or a vehicle being required to be towed from the scene.
The term “accident” does not include an occurrence involving only boarding and alighting
from a stationary motor vehicle; an occurrence involving only the loading or unloading of
cargo; or an occurrence in the course of the operation of a passenger car or a multipurpose
passenger vehicle unless the vehicle is transporting passengers for hire or hazardous
materials of a type and quantity that require the motor vehicle to be marked or placarded in
accordance with federal regulations. 29
Alcohol Concentration (or Content):
The alcohol on a volume of breath expressed in terms of grams of alcohol per 210 liters of
breath as indicated by an evidential breath test. 30
Alcohol Use:
The consumption of any beverage, mixture, or preparation, including any medication,
containing alcohol. 31
Applicant:
A person applying to drive a commercial motor vehicle. 32
Breath Alcohol Technician or BAT:
An individual who instructs and assists individuals in the alcohol testing process and
operates an evidential breath testing device (EBT). 33
City:
City of Northfield.
City Premises:
All job sites, facilities, offices, buildings, structures, equipment, vehicles and parking areas,

28

49 C.F.R. §§ 382.401-.415 and .701-.727 (addressing handling of test records)
49 C.F.R. § 177.823; 49 C.F.R. § 382.303(a); 49 C.F.R. § 382.303(f)
30
49 C.F.R. § 382.107
31
Id.
32
Id.
33
49 C.F.R. § 40.3
29
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whether owned, leased, used or under the control of the City.
Collection Site:
A place designated by the City where drivers present themselves for the purpose of
providing a specimen of their urine or breath to be analyzed for the presence of alcohol or
controlled substances. 34
Commercial Motor Vehicle:
A motor vehicle or combination of motor vehicles used in commerce to transport passengers
or property if the motor vehicle (1) has a gross combination weight rating or gross
combination weight of 26,001 or more pounds, whoever is greater, inclusive of a towed
unit(s) with a gross vehicle weight rating or gross vehicle weight of more than 10,000
pounds, whichever is greater; or (2) has a gross vehicle weight rating or gross vehicle
weight of 26,001 or more pounds, whichever is greater; or (3) is designed to transport
sixteen (16) or more passengers, including the driver; or (4) is of any size and is used in the
transportation of materials found to be in the transportation of materials found to be
hazardous for the purposes of the Hazardous Materials Transportation Act (49 U.S.C.
5103(b)) and which require the motor vehicle to be placarded under the Hazardous
Materials Regulation. 35
Confirmation (or Confirmatory) Test:
For alcohol testing, a second test, following a screening test with a result of 0.02 grams or
greater of alcohol per 210 liters of breath, that provides quantitative data of alcohol
concentration. For controlled substance testing, “Confirmation (or Confirmatory) Test”
means a second analytical procedure to identify the presence of a specific controlled
substance or metabolite which is independent of the screen test and which uses a different
technique and chemical principal from that of the screen test in order to ensure reliability
and accuracy. 36
Controlled Substance:
Marijuana, amphetamines, opioids, (including heroin), phencyclidine (PCP), cocaine, and
any of their metabolites are included within this definition. 37
Department of Transportation or DOT:
The United States Department of Transportation.
DHHS:
The Department of Health & Human Services or any designee of the Secretary, Department
of Health & Human Services. 38

34

Id.
49 C.F.R. chapter I, subchapter C.
36
49 C.F.R. § 382.107
37
49 C.F.R. § 382.107; 49 C.F.R. § 40.85
38
49 C.F.R. § 40.3
35
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Disabling Damage:
Damage which precludes departure of a motor vehicle from the scene of the accident in its
usual manner in daylight after simple repairs, including damage to motor vehicles that could
have been driven, but would have been further damaged if so driven. Disabling damage
does not include damage which can be remedied temporarily at the scene of the accident
without special tools or parts, tire disablement without other damage even if no spare tire is
available, headlight or tail light damage or damage to turn signals, horn or windshield
wipers which make them inoperative. 39
Driver:
Any person who operates a commercial motor vehicle. For purposes of pre-employment
testing, the term driver includes a person applying to drive a commercial motor vehicle. 40
Drug:
Has the same meaning as “controlled substance.”
Employee seeking a transfer:
Refers to an employee who is not subject to DOT regulations seeking a transfer to a position
that will subject them to DOT regulations in the sought after position.
Evidential Breath Testing Device or EBT:
A device approved by the National Highway Traffic Safety Administration (“NHTSA”) for
the evidential testing of breath and placed on NHTSA’s “Conforming Products List of
Evidential Breath Measurement Devices.” 41
Medical Review Officer or MRO:
A licensed physician responsible for receiving and reviewing laboratory results generated
by a controlled substance testing program who has knowledge of substance abuse disorders,
and has appropriate medical training to interpret and evaluate an individual’s confirmed
positive test result together with his or her medical history and any other relevant
biomedical information. 42
Positive Test Result:
A finding of the presence of alcohol or controlled substance, or their metabolites, in the
sample tested in levels at or above the threshold detection levels established by applicable
law.
Reasonable Suspicion:
A belief a driver has engaged in conduct prohibited by the DOT controlled substance and
alcohol testing regulations, except when related solely to the possession of alcohol, based on
specific contemporaneous, articulable observations made by a supervisor or City official
39

49 C.F.R. § 382.107
Id.
41
49 C.F.R. § 40.3
42
49 C.F.R. § 40.3
40
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who has received appropriate training concerning the appearance, behavior, speech or body
odors of the driver. The determination of reasonable suspicion will be made in writing on a
Reasonable Suspicion Record Form during, just preceding, or just after the period of the
work day that the driver is required to be in compliance with this policy. In the case of a
controlled substance, the observations may include indications of the chronic and
withdrawal effects of a controlled substance.
Safety-Sensitive Function:
All time from the time a driver begins to work or is required to be in readiness to work until
the time he or she is relieved from work and all responsibility for performing work. Safetysensitive functions include:
•
•
•
•
•
•

•

All time at a city plant, terminal, facility, or other property, or on any public
property,
waiting to be dispatched, unless the driver has been relieved from duty by the
employer;
All time inspecting equipment as required by 49 C.F.R. § 392.7 and 392.8 or
otherwise inspecting, servicing, or conditioning any commercial motor vehicle at
any time;
All time spent at the driving controls of a commercial motor vehicle in operation;
All time, other than driving time, in or upon any commercial motor vehicle except
time spent resting in a sleeper berth (a berth conforming to the requirements of 49
C.F.R. § 393.76);
All time loading or unloading a vehicle, supervising, or assisting in the loading or
unloading, attending a vehicle being loaded or unloaded, remaining in readiness to
operate the vehicle, or in giving or receiving receipts for shipments loaded or
unloaded; and
All time repairing, obtaining assistance, or remaining in attendance upon a disabled
vehicle.43

Screening Test (also known as Initial Test):
In alcohol testing, an analytical procedure to determine whether a driver may have a
prohibited concentration of alcohol in his or her system. Screening tests may be conducted
by utilizing a non-evidential screening device included by the National Highway Traffic
Administration on its conforming products list (e.g., a saliva screening device) or an
evidential breath testing device (“EBT”) operated by a trained breath alcohol technician
(“BAT”). In controlled substance testing, “Screening Test” means an immunoassay screen
to eliminate “negative” urine specimens from further consideration.44
Substance Abuse Professional” or “SAP”:
A licensed physician, licensed or certified psychologist, licensed or certified social worker,
licensed or certified employee assistance professional, or licensed or certified addiction
43
44

49 C.F.R. § 382.107
49 C.F.R. § 382.107
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counselor (certified by the National Association of Alcoholism and Controlled Substance
Abuse Counselors Certification Commission) with knowledge of and clinical experience in
the diagnosis and treatment of alcohol and controlled substance-related disorders. 45

45

49 C.F.R. § 40.281

Section 3.80
Page 21 of 21

Back to Table of Contents

Policy:
Effective:

City employees working as paid on-call
Firefighter
September 2, 2014

City employees working as paid on-call Firefighter
Purpose

The City of Northfield encourages all employees to apply for firefighter positions. It
is in the City’s best interest to compensate employees who meet the qualifications of
paid on-call firefighter in order to have adequate:
• City operations; and
• staffing levels 24 hours a day in order to support the needs of area
departments providing fire protection and rescue services.

Policy

A permanent part-time or full-time city employee who is also a firefighter with the
Northfield Area Fire and Rescue Service (NAFRS) or other community fire
department can expect the following compensation:

1. With supervisor’s approval, permanent city employee(s) have the
ability to sign out of their regular position in order to respond to
emergency fire calls. Payment of regular pay will continue for the
time spent during the regularly scheduled shift responding to a fire
call. The employee will not have to make up any lost time in the
permanent position. In addition to regular pay, employees may
receive compensation from the NAFRS or other community fire
department for service as a paid on-call firefighter in an amount
determined by the departments providing fire protection and
rescue services.
2. An immediate supervisor may deny an employee’s request to
leave their regular position in order to respond to a fire call if the
employee is performing a job function that must be completed
timely in order for city business to run efficiently.
3. An employee has the ability to report in late to the employee’s
regular position with the city due to responding to a fire call.
Timely notice must be given to the employee’s immediate
supervisor prior to responding to the fire call. Employees may
receive compensation from the NAFRS or other community fire
department when reporting to work as a part-time firefighter
before the employee’s regularly scheduled shift with the city.
Regular city pay will be paid once the regularly scheduled city
shift starts.
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4. The city department will not pay overtime compensation to
employees for working beyond their regularly scheduled shift
when on a fire call or as a result of leaving during their regular
working hours to respond to a fire call. Any time worked by the
employee as a paid on-call firefighter beyond the employee’s
regularly scheduled shift with the city, will be paid by NAFRS or
other community fire department.
5.

Discipline

Employees must document actual hours worked and turn in a
signed timesheet to payroll in order to receive appropriate pay for
the pay period.

If an employee is found in violation of this policy the employee will be subject to
discipline, up to and including termination.
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Attendance
M2007-0143
10/1/2007
3/6/2018

Purpose

Absenteeism results in inefficiency and decreased productivity as employers reassign
workers and rearrange schedules to cover for absent employees.

Policy

The regular workweek for most full-time employees is five eight-hour days in addition
to a lunch period, Monday through Friday, except as otherwise approved by the city
administrator in accordance with the customs and needs of the individual departments.
A paid fifteen (15) minute paid break is allowed within each four (4) consecutive hours
of work. An unpaid thirty (30) minute lunch period is provided when an employee
works eight or more consecutive hours. Employees are expected to use these breaks as
intended and will not be permitted to adjust work start time, end time or lunch time by
saving these breaks.

Breaks

Employees working in City buildings will normally take their break at the place
provided for that purpose in each building. Employees working out-of-doors will
normally take their break at the location of their work. Employees whose duties
involve traveling throughout the City may stop along the assigned route at a restaurant
or other public accommodation for their fifteen (15) minute break. Exceptions must be
approved by the supervisor or City Administrator.
The operations and standards of service in the City require that employees be at work
unless valid reasons warrant absence. In order for a team to function efficiently and
effectively, employees must be on the job. Attendance is an essential function of every
City position. Employees who are going to be absent from work are required to notify
their supervisor as soon as possible in advance of the absence. In case of unexpected
absence, employees should call their supervisor before the scheduled starting time. If
the supervisor is not available at the time, the employee should leave a message that
includes a telephone number where he/she can be reached and/or contact any other
individual who was designated by the supervisor. Failure to use established reporting
process will be grounds for disciplinary action. Departments may establish more
specific reporting procedures.

Absence

The employee must call the supervisor on each day of an absence extending beyond
one (1) day unless arrangements otherwise have been made with the supervisor.
Employees who are absent for three (3) days or more and who do not report the
absence in accordance with this policy, will be considered to have abandoned their
position and voluntarily resigned not in good standing. The city may waive this rule if
extenuating circumstances warranted such behavior.
This policy does not preclude the city from administering discipline for unexcused
absences of less than three (3) days.
Non‐exempt employees (eligible for overtime pay) are not authorized to take work
home or work through lunch without prior approval from their supervisor.
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Attendance
M2007-0143
10/1/2007
3/6/2018

Any absence of an employee from duty including for a single day, or part of a day that
is not authorized is considered absence without leave. Any such absence is without
pay any may be subject to disciplinary action up to and including discharge.
Employees determined to be abusing sick leave will be subject to discipline up to and
including discharge.
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Alternative Work Schedule
November 5, 2019
November 6, 2019

Purpose

Alternative work schedule policies can prove to be strategic tools when implemented
effectively. They can have a strong, positive impact on employee engagement,
satisfaction, and retention.

Policy

The City of Northfield (City) is committed to helping employees face the demands of
juggling work, family, and life-related issues by offering possible alternative work
schedules. This provides City employees with increased flexibility with their work
schedule while allowing the City to remain a progressive and productive work
environment. Alternative work schedules are an opportunity to maintain employee
productivity through various forms of creative work schedules.
Alternative work schedules are work alternatives that may be appropriate for some
employees and some jobs. It is not a guarantee, nor a City-wide benefit; it in no way
changes the terms and conditions of employment with the City or policies specified in
the City Employee Handbook; it is not nor can it be construed to waive or limit
management’s rights to establish and modify work schedules; and cannot violate any
labor contract. The availability of alternative work schedules for employees of the
City can be discontinued at any time at the discretion of the City. The City will
provide advance notice of such a change as specified in an Alternative Work Schedule
Components document in order to accommodate commuting, childcare, or other
problems that may arise from such a change. There may be instances, however, where
no notice is possible.
All City employees will be considered for alternative work schedules on a case-by-case
basis, where creative work schedules have been shown to accomplish both work and
personal goals, and to meet the criteria and guidelines set forth below.
When making the decision to approve an Alternative Work Schedule, supervisors and
the City Administrator will consider factors such as:
• Department coverage
• Impact on the public
• Impact on City employees, contractors, and consultants
• Safety issues
• Supervision issues
• Budgetary issues
• The employee’s performance
Guidelines for establishing an alternative work schedule include:
• The alternative work schedule must be set in advance, and approved by the
supervisor and the City Administrator.
• There must be adequate department coverage during all standard hours.
• There must be no adverse impact on the public, City employees, or City
contractors or consultants.
• City employees and City contractors or consultants must be informed of the
schedule, and given direction on whom to contact in the employee’s absence.
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Alternative Work Schedule
November 5, 2019
November 6, 2019

The schedule must not result in additional overtime for the employee or coworkers.
The employee will receive no more than eight hours of holiday pay for each
City holiday.
The supervisor or City Administrator may end the Alternative Work Schedule
at any time, with advance notice to the employee.

Alternative work schedules available through the City include flexibility in the
scheduling of hours.
Employees interested in one of these options must follow the prescribed approval
process. Alternative Work Schedules may vary depending on the position and
department. Supervisors are responsible for determining the work schedules within
their departments subject to the approval of the City Administrator.
Core Hours

The core hours all employees (exempt and non-exempt) are expected to work are 8
a.m. to 5 p.m., Monday through Friday. Police, liquor store, library and public works
employees do not have core hours and work the schedules established by their
supervisors.

Flexible Schedules

The City considers flexibility in the scheduling of work hours to be a viable work
schedule in cases where the job duties and the workstyles of both the employee and the
supervisor are compatible with a schedule. Flexible schedules allow an employee to
structure the hours they work to help balance personal obligations with work. The
following are types of Alternative Work Schedules.
Alternative Start and End Times:
Employees work eight hours per day adjusting their start and end times on an approved
alternative schedule.
Compressed Work Week:
Employees work 40 hours per week but choose to work the hours in fewer than five
eight-hour days.

Notice Requirements

A written request for an alternative work schedule must be submitted in advance to the
employee’s supervisor and the department director. The employee’s supervisor and
department director shall review and submit his or her recommendation the
Communications and Human Resources Director for review and recommendation to
the City Administrator for final consideration and approval. A denial of the request at
any stage of the review process will be final, with no further review.
Any alternative work schedule made will be deemed to be on a trial basis for the first
three months of it, and may be discontinued, at will, at any time at the request of either
the employee or the City.
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Alternative Work Schedule
November 5, 2019
November 6, 2019

Employees will be required to meet all expectations of employment, including, but not
limited to, their job description, City Employee Handbook policies, and supervisor
directives.
Evaluation of employee performance during the trial period will likely include
approximately bi-weekly face-to-face meetings to discuss work progress and problems.
At the conclusion of the trial period, the employee and supervisor will each complete
an evaluation of the schedule and make recommendations for continuance or
modifications.

Work Hours

The employee and supervisor will agree on the work schedule the employee will
customarily maintain, and the manner and frequency of communication.
Employees will be required to record all hours worked in a manner designated by the
City. Employees working an alternative schedule will be held to a higher standard of
compliance than other employees due to the nature of the work schedule. Hours
worked in excess of 40 hours per week will require the advanced approval of the
supervisor. Failure to comply with this requirement can result in the immediate
cessation of the alternative work schedule components form.

Summer Work
Hours

Flexible work schedules may be permitted during the summer months for certain
employee groups, starting the work week after the work week that includes the day that
Memorial Day is observed and ending the work week prior to the work week that
Labor Day is observed. The schedule must be approved by the supervisor, department
director, and City Administrator.

Holidays

Full-time employees receive eight hours of pay for each City holiday. If a holiday falls
in a week in which the employee is working an alternative schedule, the employee can
work additional hours, or use accrued time to make up the difference if needed.

Appendix A

An Alternative Work Schedule Components is included in this policy as Appendix A,
the Alternative Work Schedule (AWS) Components form. It is to be completed and
signed by the Department Head and the employee prior to beginning the alternative
work schedule.
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Appendix A

Alternative Work Arrangement Agreement
Employee Name:
Job Title:
Date:

The Agreement is established between the City of Northfield and
effective
. Each party agrees to provide the other party with four weeks written notice in
advance of termination of the agreement whenever possible. There may be times when four weeks is
not possible, such as in the event of a workplace emergency, which may require the immediate
suspension of the Agreement. Both parties can agree to a lesser amount of notice if it is mutually agreed
upon.
Name:

Department:

requested, and received approval, to participate in the following type of Alternative Work Agreement:
Flexibility in the Scheduling of Hours
The employee hereby agrees to the following conditions as part of accepting the above Alternative Work
Arrangement(s):
•
•

•

•

•

•
•

The employee agrees to maintain a satisfactory level of performance in his or her job duties.
The employee agrees to ensure that his or her schedule does not negatively impact interaction
with his/her supervisor, co-workers, or customers or the ability of other employees to perform
their jobs.
The employee is accessible to co-workers who maintain the company’s regular business hours,
Monday-Friday, 8:00 a.m. to 5:00 p.m., except to the extent described below in the specific
terms of the Alternative Work Arrangement.
The employee agrees that his or her paid leave is subject to normal City of Northfield leave
policies and that nothing in this agreement is intended to give the employee additional paid
leave hours, beyond those granted to employees who work the City’s regular business hours.
The employee agrees to maintain the agreed-upon work schedule, using approved, paid leave
(or leave without pay if accrued leave is exhausted) when he or she is not available during the
agreed-upon work schedule.
The employee agrees that the City of Northfield will not pay for additional computer equipment
or any other costs associated with the employee working offsite, if applicable.
The employee agrees to abide by the City’s computer use policy as well as the Minnesota
Government Data Practices Act when using the network, computer, and City data.
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•

The employee understands that if an injury occurs while working offsite, the City’s workers’
compensation provider will determine whether the injury occurred within the course and scope
of employment. It is possible that some injuries occurring offsite will not be covered by workers’
compensation.

All other employee benefits, terms and conditions of employment with the City of Northfield remain
unchanged. If the employee does not meet the requirements of this agreement, the City of Northfield
may modify or terminate the Alternative Work Arrangement established by this agreement. The City
strives in such situation to provide four weeks’ notice to the employee, but it may be shorter period
depending on the specific situation.
Contact department heads for questions regarding your participation in the Alternative Work
Arrangement Program.
Specific terms of the Alternative Work Arrangement (describe the specific change being implemented
due to this Alternative Work Arrangement; i.e., schedule worked, number of hours worked or place
worked):
Four 9-hour days per work week
One 4-hour day per work week
I have read and understand this agreement and have had an opportunity to ask questions. I agree to be
bound by the terms and conditions of this Agreement.

Employee signature

Date

Approved by

Date
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Lunch and Rest Breaks
M2007-0143
10/1/2007; 1/1/2022
12/7/2021

Purpose

To comply with federal and state wage and hour laws.

Policy

The City of Northfield will provide the following:
• Time to eat a meal for every employee who works eight or more consecutive
hours.
• Time for a rest break once during each four consecutive hour period of work.
• Time to use the restroom as necessary.

Full Time

The regular forty (40) hour week includes either:

(40 hours per week)

•
•

Two (2) separate fifteen (15) minute rest breaks during each workday,
plus one (1) hour per day of non-compensable time for lunch
Two (2) separate fifteen (15) minute rest breaks during each workday,
plus one half (1/2) hour per day of non-compensable time for lunch

If the workday exceeds eight (8) hours, rest breaks are usually scheduled at the rate of
one (1) fifteen (15) minute rest break for each four (4) hours worked per day.
Part Time – less than
40 hours per week

Regular part-time employees are provided one (1) fifteen (15) minute rest break for
each four (4) hours of work time per day.

Continuity of Service

Lunch breaks must be scheduled in such a manner to ensure continuity of service and
should be scheduled so that a department is not left unattended during normal business
hours.

Working Through
Lunch

If a non-exempt employee (eligible for overtime pay) is required to work while eating
or to take a lunch break of twenty (20) minutes or less, the time will be considered
“ worked” and the employee will be paid.
Incidental interruptions do not qualify as working through a lunch break. Working
through lunch is the exception not the rule and must be authorized by the supervisor
and is not to be done at the employee’s discretion.

Working Through
Breaks

There may be times during heavy workloads that an employee will be required to work
through a rest break period. This does not extend the number of hours an employee is
compensated for that day nor does it allow for the employee to use the time another
day.

Paid Nursing Breaks

Nursing mothers and lactating employees will be provided reasonable paid break times
to express milk for her infant child during the twelve months following the birth of the
child, unless it would cause undue business disruption. The paid break time times
must, if possible, run concurrently with any break times already provided. The city will
provide a room (other than a bathroom) as close as possible to the employee’s work
area, that is shielded from view and free from intrusion from coworkers and the public
and includes access to an electrical outlet, where the nursing mother can express milk
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Lunch and Rest Breaks
M2007-0143
10/1/2007; 1/1/2022
12/7/2021

in private.
Prohibited

The following is prohibited:
• Skipping breaks to take a longer lunch
• Skipping breaks or lunch to come in late
• Skipping breaks or lunch to leave early

Exceptions

Emergency and or business necessity exceptions to this policy must be in writing from
the supervisor and pre-approved in writing from the Human Resource Director and
City Administrator.

Violation

Violation of this policy will be subject to discipline up to and including discharge.
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Outside Employment
M2007-0143
October 1, 2007

Outside Employment

Purpose

The City does not support employees’ outside work (engaging in employment or selfemployment that requires IRS reporting) which interferes with the efficient and
effective performance of their City job duties and responsibilities.

Policy

The City of Northfield expects regular employees to consider City work their primary
employment. Any other job must be compatible, without conflict of interest or
schedule.

Concerns

The City has three primary concerns regarding outside employment:




Conflict of Interest

Conflict of interest between the outside work and the City position.
Scheduling of outside work could result in an employee reporting to their
City job without proper rest. Twelve (12) or eighteen (18) hour days
eventually result in physical exhaustion, and may cause a performance
problem.
A commercial driver’s license (CDL) maximum hours of work regulations.

It is expected that every employee will exercise good judgment to avoid becoming
involved in a conflict of interest. Examples of conflict of interest situations include:




Those in which an employee’s official capacity with the City, or with the
outside organization, may enable him or her to influence the placing of City
business.
Those in which an employee accepts a paid or unpaid position elsewhere,
where such an activity interferes with their duties and job performance at
the City.
Those in which an employee may gain access to information not generally
available to the public, which may allow him or her to directly or indirectly,
gain anything of value.

Employee
Responsibility

An employee cannot engage in any regular outside employment without prior written
notice to their supervisor and the Human Resources Director. Prior notice requires
completing an “Employee Notification of Outside Employment Activities” forms. The
form must be completed annually.

Violations

Violations of this policy will result in discipline, up to and including termination.

Non-Employment
Outside Activities

Non-employment outside activities that conflict with or interfere with work
performance, with the employee’s rest or availability for work, or with the Employer’s
interests, should be avoided. If this occurs, you will be asked to make a decision to
prioritize your employment at the City as compared to the other activities.

Additional
Information

See Section 4.50 in this Handbook for further information on the Ethical Standards of
Conduct.
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Tobacco Free Environment
M2007-0143
October 1, 2007

Tobacco Free Environment

The City of Northfield observes and supports the Minnesota Clean Indoor Air Act.

All City facilities, real property and vehicles, in their entirety, shall be designated as
tobacco free, meaning that smoking in any form (through the use of tobacco products
such as pipes, cigars, and cigarettes) or “vaping” with e-cigarettes is prohibited while
in a City facility or vehicle.

Smoking of any kind, including pipes, cigars, cigarettes, vaping with e-cigarettes, and
the use of chewing tobacco, is prohibited for employees while on duty. During the
work day, employees 18 and over are allowed to smoke only during their breaks and
meal periods, and only in areas designated for that purpose.
Designated Areas

Outside designated smoking areas must be at least 20 feet from public entrances and
10 feet from walkways to the public entrances of any City owned facility.

Enforcement

The success of this policy will depend upon the thoughtfulness, consideration, and
cooperation of tobacco and non-tobacco users. All individuals in City buildings and
vehicles share in the responsibility for adhering to and enforcing this policy. Any
individual who observes a violation in City buildings or vehicles may report it to their
supervisor, manager, and Human Resources. Anyone receiving a reported violation
must contact the Human Resources department for follow up.

Violation

Violation of this policy will be subject to discipline up to and including discharge.
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Vehicle Use
M2007-0143
October 1, 2007

Vehicle Use

Purpose

Vehicles are provided for the performance of employee responsibilities relating to their
job functions and in compliance with Minnesota State Statute 471.666.

Policy

City owned vehicles are to be used for City business purposes only. Employees are
encouraged to use City vehicles whenever possible for conducting City business.
When a City vehicle is not available, an employee will be reimbursed for using his or
her own vehicle for City business at the standard business mileage rate of the IRS.

Rules for Use

The following rules for City vehicle use apply to all City vehicles:









Employees are expected to obey all traffic laws while driving City vehicles.
Employees must operate City owned vehicles in a manner which reduces
the likelihood of damage and premature failure of the vehicles or injury to
employees or others.
Employees are required to wear occupant restraint devices while riding or
driving in a City vehicle.
Employees may not use a City vehicle for their personal use except in
authorized incidental circumstances.
Employees are encouraged to refrain from using a cell phone while
operating a City vehicle. Accidents that happen when an employee is using
a cell phone may result in discipline. Exceptions include emergency
personnel for communications related to an emergency.
City owned vehicles are not to be used for transportation to or from the
residence of a City employee except in cases of a City emergency.
Employee may not use tobacco, in any form, while operating City vehicles.

Driver’s License
Records

Driver’s License reports will be obtained at least annually on all employees assigned or
authorized to use City vehicles. The City has the right to revoke any employee’s
privilege to operate a City vehicle at any time.

Housekeeping

Appearance of a City owned vehicle is a direct reflection on the professionalism of our
services. City employees meet with the public daily as part of their regular workday.
A neat and clean vehicle presents a positive image of the City and demonstrates the
pride our City employees have.
City owned vehicles must be kept neat and clean. Failure to keep vehicles neat and
clean can result in discipline up to and including discharge.

Traffic Violations

An employee convicted of a traffic violation while traveling in a City vehicle is
responsible for payment of the associated fines.

Traffic Accidents

If you should be involved in an accident while driving a City owned vehicle, please do
the following:
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October 1, 2007

Notify the police, call for medical aid if needed and warn oncoming traffic
(using caution to avoid placing yourself at risk).
Write down names of drivers, license plate numbers, vehicle types and
insurance companies of other drivers. Accident forms and insurance
information are available in the glove compartment of each City owned
vehicle.
Don’t make statements about who’s at fault in the accident. Discuss the
accident only with police and your supervisor.
Get the names, address, and telephone numbers of all witnesses.
Notify your supervisor as soon as possible of the accident. The supervisor and
yourself are responsible for reporting the accident to Human Resources as soon
after the accident as possible. In the event your supervisor is not available,
contact Human Resources immediately. Employees will be required to write a
memo describing and diagramming the accident. All state accident forms are
to be completed and forwarded to Human Resources for record keeping and
accident review.
During follow-up investigations by other than your supervisor and Human
Resources, the employee must check with the Human Resources Director prior
to answering any type of inquiry related to the accident, including those from
the police, insurance companies, lawyers, etc.

Exceptions

Exceptions to the policy:
 Employee’s personal use of a City owned vehicle that is clearly incidental
might occur occasionally for purposes of efficiency.
 The City Administrator may assign a vehicle to an employee for purposes of
emergency law enforcement response that includes transportation to and from
work. Authorization must be in writing.

Violations

The violation of this policy can result in discipline up to and including discharge.

Accident Review

All accidents are subject to review by the AWAIR Safety Committee. See section
9, Safety and Health.

Section 4.20
Page 2 of 2

Back to Table of Contents

Policy:
Adopted:
Effective:
Revised:

Driving Record
M2007-0143
October 1, 2007

Driving Record

Purpose

The City expects all employees who are required to drive as part of their job to drive
safely and legally while on City business to maintain a good driving record. The City
desires to retain good, qualified employees and at the same time reduce or limit
liability for the City. The intent of this policy is providing clear expectations of
behavior and clear consequences for failure to adhere to the policy.

Policy

The City will examine driving records at least once per year for all employees assigned
or authorized to use City vehicles or their own personal vehicle on City business to
determine compliance with a point based measuring system, which relates to each
driver’s motor vehicle record. Employees who lose their driver’s license or receive
restrictions on their license are required to notify their immediate supervisor on the
first day after any temporary, pending or permanent action is taken on their license and
to keep their supervisor informed of any changes thereafter. When a good driving
record is not maintained, the employee will be subject to discipline up to and including
discharge.

Driver’s License
Records

Driver’s License reports will be obtained annually on all employees assigned or
authorized to use City vehicles or their own vehicles on City business. The City has the
right to revoke any employee’s privilege to operate a City vehicle at any time.

Driving as an
Essential Job
Responsibility

Driving to and from work is not considered an essential job responsibility. Employees
that are required to drive from facility to facility, location to location, utilize City
vehicles and or equipment for purposes of conducting the business of the City, or attend
training are considered to have driving as an essential job responsibility.

Accommodations

The City cannot accommodate an employee who has lost their license or has received
restrictions that impact their ability to do their job.

On Duty

An employee who drives in an illegal, careless or unsafe manner while on duty will be
subject to additional sanctions including discipline up to and including discharge.

Car Allowance

If an employee receives a car allowance from the City and loses their license, their car
allowance will be immediately suspended.

Termination

In cases where the employee will not be able to legally drive and where driving has
been determined to be essential to the job, the employee will not be able to retain their
job. The employee will be given the option to resign or be terminated.
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Social Media
Purpose

The purpose of this policy is to ensure the proper use of the City of Northfield’s social
media sites by its employees and establish procedures for creating an overall social
media presence for the city in a positive and informative fashion for the general public.
Social media users have the responsibility to use these resources in an efficient,
effective, ethical and lawful manner pursuant to all existing city and departmental
policies.

Policy

The City of Northfield will determine, at its discretion, how its web-based social
media resources will be designed, implemented and managed as part of its overall
communication and marketing strategy. City-related social media sites administered
by city departments may be modified or removed by the city at any time and without
notice as further described in this document.

Scope

This policy applies to any pre-existing or proposed social media websites sponsored,
established or registered or authorized by the City of Northfield. The city’s official
website, www.ci.northfield.mn.us shall remain the city’s primary online medium for
communicating information to the public.

Definitions

Social Media Websites – social media websites focus on creating and fostering online
social communities for a specific purpose, and connect users from varying locations
and interest areas. Social media websites can offer many different ways for users to
interact, such as instant messaging, blogging and commenting, online forums, status
updates, link sharing, video conferencing and photo-and video-sharing. Twitter,
YouTube, Flickr and Facebook are examples of social media websites.

Goals

The goals of City of Northfield sponsored social networking sites are:
•
To increase the public’s knowledge of the City of Northfield and its services.
•
To promote the value and importance of the City of Northfield among
governing officials, civic leaders and the general public.
•
To maintain open, professional and responsive communication with members
of the public and the news media.
•
To provide publicly posted information that is professional and reflects
positively on the City of Northfield, staff, volunteers and services. Staff shall check
facts, present balanced views, acknowledge, correct errors, check spelling and
grammar before publishing any posts. Staff shall also cite sources of posted
information when applicable.

Management of
Social Media Web
Applications

City employees with administrator access are responsible for authorizing and
managing social media websites.
Facilities or departments wishing to have a new social media presence must initially
submit a request to the Communications & HR Manager. This will initiate a process
to ensure that the city’s array of sanctioned social media accounts are kept to a
sustainable number, policies are followed and the city’s internet-based
communications strategy is appropriately maintained.

Section 4.24
Page 1 of 5
Back to Table of Contents

Policy:
Effective:
Revised:

Social Media
June 3, 2014

Social media websites are to be consistently branded in order to communicate a clear
association with the city, and must contain a standard disclaimer (Section V).
Branding should include, but is not limited to, the city logo. The naming and contact
methods used for social media websites should be City of Northfield specific and must
not contain individual employee names. All approved social media websites will be
linked with the official city website http://www.ci.northfield.mn.us. Use of the city
brand, logo or identifying features may not be used by persons without authorization
from the Communication & HR Manager or City Administrator.
At a minimum, social media website requests from departments and facilities must
contain the following information:
•
The subject and proposed social media website.
•
An introductory paragraph explaining the purpose and or scope.
•
Proposed frequency of updates.
•
Signature of the requesting department director or facility manager indicating
approval of the request.
The Communication & HR department will monitor the city’s official social media
pages. Department heads or their designees who have individual pages are required to
regularly monitor and respond to “comments” posted on their social media websites as
appropriate.
Use

When using social media sites as a representative of the city, City of Northfield
employees will act in a professional manner by:
•
Adhering to all City of Northfield personnel policies.
•
Using only appropriate language.
•
Being aware that is written will not only reflect on the writer, but also on the
elected officials of City of Northfield and other city employees.
•
Not providing private or confidential information, including names, or using
such material as part of any content added to a site.
•
Not negatively commenting on community partners or their services, or using
such material as part of any content added to a site.
•
Not providing information related to pending decisions that would compromise
negotiations, or using such material as part of any content added to a site.
•
Being aware that all content added to a site is subject to open records/right to
know laws and discovery in legal cases.
•
Ensuring that all content posted to an external site will include a disclaimer
stating: “The comments and/or opinions posted are those of the poster and not the City
of Northfield.”
•
Obtaining consent, as appropriate, before posting photos of employees,
including obtaining a signed Data Practices Advisory.
•
Not forgetting their job – making sure online activities do not interfere with
employees’ job or commitments to residents or colleagues.
When in doubt about the appropriateness of content, it is best to refrain from posting.
Employees should think of social media in the same manner as writing on a wall in
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public, with the addition of their name and address attached to everything written.
There are no truly anonymous postings to social media.
Hosting, Training,
and Support

Currently, the City of Northfield uses Facebook and Twitter for social networking and
YouTube for video sharing. As technologies evolve, use of other hosting sites must be
approved by the City Administrator.
City of Northfield staff will provide basic training to the primary staff members
responsible for editing and maintaining social media sites.

Data Retention

In order to comply with the Minnesota Government Data Practices Act and the General
Records Retention Schedule, all information posted by a representative of the city on a
city social media page should be available and accessible in another form (such as on
the city’s website). Routine social media posts and comments by residents are
considered “transitory correspondence,” as defined by the Minnesota General Records
Retention Schedule. These messages are not required to be retained. However,
messages that are in nature of a complaint, grievance or similar more serious nature
should be documented by using a “screen capture” and retained pursuant to the retention
schedule.

Disclaimer

The following disclaimer will be posted on every city Facebook social media site:
The city’s Facebook site(s) is/are operated by the City of Northfield. We reserve the
right, at our sole discretion, to change, modify, add or delete comments or posts,
photos and video at any time.
Comments associated with unlawful activity or that contain offensive or vulgar
language or photos, personal attacks on staff members or members of the public,
political endorsements of any kind, commercial advertisements or any other form of
commercial solicitation will be removed.
The City of Northfield has the right to reproduce any pictures or videos to this site in
any of its publications or websites or any other media outlets.
The views, postings or opinions expressed on this site do not necessarily reflect those
of the City of Northfield.

Advertising

The City of Northfield does not endorse any product, service, company or organization
advertising on its Facebook page. The ads that appear on the pages are sold, posted
and maintained by Facebook.

Privacy Policy

Please note that the City of Northfield does not share information gathered through its
Facebook site with third parties for promotional purposes. However, any information
you provide to the city is subject to the Minnesota Government Data Practices Act.
This law classifies certain information as available to the public upon request.
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Where moderation of comments is an available option, comments from the public may
be moderated by city staff, with administrative rights, before posting. Where
moderation prior to posting is not an option, sites will be regularly monitored by city
staff.
City of Northfield’s staff, with administrative rights, will not edit any posted comments,
but will not post any comments that are abusive; obscene; defamatory; in violation of
the copyright, trademark right or other intellectual property right of any third party; or
otherwise inappropriate or incorrect. For example, the following may be removed by
city staff before or shortly after being published:
•
•
•
•
•
•
•
•

Personal Social
Media Use

Potentially libelous comments
Obscene or racist comments
Personal attacks, insults or threatening language
Plagiarized material
Private, personal information published without consent
Comments totally unrelated to the topic of the forum
Commercial promotions or spam
Hyperlinks to material that is not directly related to the discussion

The City of Northfield respects employees’ rights to post and maintain personal
websites, blogs and social media pages, but does require employees to act in a prudent
manner with regard to website and internet postings that reference City of Northfield,
its personnel, its operations or its property. Employees and others affiliated with the
City of Northfield may not use a city brand, logo or other city identifiers on their
personal sites, nor post information that purports to be the position of the city of in the
person’s official capacity as an employee, officer or representative of the city without
authorization.
Occasional access to personal social media websites during work hours is permitted,
but employees must adhere to the guidelines outlined in the city’s Technology policy.

Ownership

All social media communications or messages composed, sent or received on city
equipment are the property of the city, and will be subject to the Minnesota
Government Data Practices Act. This law classifies certain information as available to
the public upon request. The City of Northfield also maintains the sole property rights
to any image, video or audio captured while a City of Northfield employee is
representing the City in any capacity.

Privacy and Security

The city retains the right to monitor employees’ social media use on city equipment
and will exercise its right as necessary. Users should have no expectation of privacy.
Social media is not a secure means of communication.

Use

City employees with personal social media websites are discouraged from identifying
themselves as city employees or using names or identifiers tied to the city on non-
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professional networking sites such as Facebook. City employees are also discouraged
from identifying themselves as city employees when responding to or commenting on
blogs with personal opinions or views. If an employee does identify him or herself as
a City of Northfield employee, and posts a statement on a matter related to city
business, a disclaimer similar to the following must be used:
“These are my own opinions and do not represent those of the city.”
Use of the City of Northfield logo is prohibited on personal social media sites, blogs or
pages.
City employees are to act professionally, responsibly and respect the privacy of
personal identity and property when using social media. Employees shall not publish
verbal or non-verbal accounts, photos or videos regarding sensitive, private or
confidential information related to city business on personal social media websites.
Regardless of whether the communication is in the employee’s official city role or in a
personal capacity, employees must comply with all laws related to trademark,
copyright, software use etc. Employees must also follow all existing city and
departmental policies that may apply.
City of Northfield employees should uphold the organizations values of respect for the
individual, and avoid making defamatory, disparaging or derogatory statements about
employees, citizens, partners, vendors or other agencies pursuant to preexisting city and
departmental policies. Posting offensive or inappropriate photographs or videos taken
while on official city business or in official city uniforms and/or disparaging or
inappropriate comments related to official city business are prohibited. Any employee
found in violation will be subject to disciplinary action, including termination.
*This policy does not apply to any social media sites set-up and maintained by public
safety officials for investigational purposes.
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Purpose

To ensure city employees, generally, do not use city property for personal purposes.

Policy

No employee shall use City equipment, vehicles, facilities or materials for personal
purposes or otherwise conduct personal business, except as allowed by established
City policy.

Telephone Use

It is important that City telephones be kept free in order to answer inquiries from the
public and to conduct City business in an orderly, efficient and effective manner.
Personal phone calls made or received while at work should be limited to those
absolutely necessary and should be completed as quickly as possible.
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Cellular phones are intended for the use of city employees in the conduct of their work
for the city. Supervisors are responsible for the cellular telephones assigned to their
employees and will exercise discretion in their use. Nothing in this policy will limit
supervisor discretion to allow reasonable and prudent personal use of such telephones
or equipment provided that:
•
•
•

•

•

Its use in no way limits the conduct of work of the employee or other
employees.
No personal profit is gained or outside employment is served.
All employees are expected to follow applicable local, state, and federal laws
and regulations regarding the use of cell phones at all times. Employees whose
job responsibilities include regular or occasional driving and who are issued a
cell phone for business use are expected to refrain from using their phone
while driving. Safety must come before all other concerns. Regardless of the
circumstances and in accordance with Minnesota law, employees are required
to use hands-free operations or pull off into a parking lot and safely stop the
vehicle before placing or accepting a call. Employees are encouraged to
refrain from discussion of complicated or emotional matters and to keep their
eyes on the road while driving at all times. Special care should be taken in
situations where there is traffic or inclement weather, or the employee is
driving in an unfamiliar area. Hands-free equipment will be provided with
City-issued phones to facilitate the provisions of this policy.
Reading/sending text messages, making or receiving phone calls, emailing,
video calling, scrolling/typing, accessing a webpage, or using non-navigation
applications while driving is strictly prohibited.
• In accordance with State law, there is an exception to hands free cell
phone operations to obtain emergency assistance to report a traffic
accident, medical emergency or serious traffic hazard or prevent a
crime from being committed. There is also a State law exception for
authorized emergency vehicles while in the performance of official
duties.
Employees who are charged with traffic violations resulting from the use of
their phone while driving will be solely responsible for all liabilities that result
from such actions.

Alternately, a supervisor may authorize an employee to use his/her own personal
phone for city business and be reimbursed by the city for those calls.
Regardless of who pays the bill, cell phone records about city business are subject to
the Minnesota Government Data Practices Act. What this means is that if a request
were received, the city would be under the obligation to determine what information is
public data and what information is private data and would need access to the
employee’s phone records and possibly the phone itself in order to provide the data
that is being requested. The best practice is to limit usage of personal cell phones for
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city business to that which is truly necessary or be prepared to produce your cell phone
and the associated records if needed.
An employee will not be reimbursed for business-related calls without prior
authorization from his/her supervisor. Supervisors may also prohibit employees from
carrying their own personal cell phones during working hours if it interferes with
performance of their job duties.
Use of public resources by city employees for personal gain and/or private use
including, but not limited to, outside employment or political campaign purposes, is
prohibited and subject to disciplinary action which may include termination and/or
criminal prosecution, depending on the circumstances. Incidental and occasional
personal use may be permitted with the consent of the supervisor.
Personal calls will be made or received only when absolutely necessary. Such calls
must not interfere with working operations and are to be completed as quickly as
possible.
In cases where the city does not regard accounting for personal calls to be
unreasonable or administratively impractical due to the minimal cost involved,
personal calls made by employees on a city-provided cellular phone must be paid for
by the employee through reimbursement to the city based on actual cost listed on the
city’s phone bill.
Procedures
It is the objective of the City of Northfield to prevent and correct any abuse or misuse
of cellular telephones through the application of this policy. Employees who abuse or
misuse such telephones may be subject to disciplinary action.
Responsibility
The city administrator, or designee, will have primary responsibility for
implementation and coordination of this policy. All supervisors will be responsible for
enforcement within their departments.
Copy Machine

Employees may make personal photocopies on City machines. Cost of copies are as
provided in the fee scheduled adopted by City Council. See the City Clerk for current
copy charges. The employee must pay the Finance Department for any copies that are
made. Personal copying cannot interfere with City business and must be done on the
employee’s own time.
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Employees may send personal local faxes and may receive personal local and longdistance faxes at the City, provided the faxing does not interfere with City business.
Employees may send or receive personal long-distance faxes but must reimburse the
City. Cost per page is determined by the fee schedule as adopted by City Council.
See the City Clerk for current fees. The employee must pay the Finance Department
for any long-distance faxes that are sent.

Postage

Employees are not allowed to use postage (stamps, meters or internet accounts) for
personal use under any circumstances.

Electronic Media

See section 4.26, Electronic Media Usage.

City Letterhead

Employees cannot use City letterhead for correspondence not involving City business
or to express personal conclusions, give letters of reference or state points of view.
Someone outside the organization may view such use as an official position of the
City.

Tools & Equipment

City tools and equipment are not to be used for anything other than City purposes,
unless it is to assist an employee in an emergency situation and no other reasonable
alternative exists to assist like any other member of the general public (i.e., a car
which needs to be jump-started in a snowstorm). Employees or friends may not use
tables, chairs, ladders, tools, equipment, office equipment, etc. for personal use.

Public Buildings

Public buildings are to be used for City operations only and are not to be used by
anyone for personal reasons except as otherwise established for the general public.
Employees or friends may not use the facilities for non work-related activities such as
washing vehicles, tuning engines, rotating tires, meetings, etc. Such facilities may be
used to assist an employee in an emergency only and no other reasonable alternative
exists to assist like any other member of the general public.

Exceptions

Picnic tables and barricades that are available to the public to rent are also available to
any City employee following the same rules and regulations as the public.
Occasionally, contractors requiring tools and equipment to work on a specific project
relative to City business may be an exception to the policy. These exceptions are
authorized in writing and kept on file by the Department Director.

City Vehicles

See Section 4.20 in this Handbook for information relating to City vehicle use.

Violation

Any violation of this policy will result in discipline up to and including discharge.
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Purpose

This policy serves to protect the security and integrity of the city’s electronic
communication and information systems by educating employees about appropriate
and safe use of available technology resources.

Policy

The city reserves the right to monitor, inspect, and retain any data, e-mails, social
media content, files, settings or any other aspect made by a city-owned computer or
related system or that involves City activities and will do so on an as-needed basis.
All employees are responsible for reading and following information that may be
distributed from time-to-time by city (IT) staff about appropriate precautions to protect
city systems.
An employee who violates any aspect of this policy may be subject to disciplinary
action including revocation of certain system privileges or termination.

Personal Use

The city recognizes that some personal use of city-owned computers and related
equipment has and will occur. Some controls are necessary, however, to protect the
city’s equipment and computer network and to prevent abuse of this privilege.
• Only city employees may use city-owned equipment, except publicly
designated equipment. Individuals who are not city employees are not
allowed to use city equipment or technology resources.
• Personal use must take place during non-work hours (breaks or meal period).
Personal use should never preempt work use.
• Reasonable use of city e-mail systems for personal correspondence is
allowable, provided it does not interfere with an employee’s normal work and
is consistent with all provisions in this policy. Employees should treat this
privilege as they would the ability to make personal phone calls during work
hours.
• Reasonable use of the city’s access to the internet for personal reasons is
allowable, provided it doesn’t interfere with normal work and is consistent
with all provisions in this policy.
• If an employee wants to use or connect their own peripheral tools or
equipment to city-owned systems (such as monitors, keyboards, networking
devices, digital cameras, PDAs, disks, cell phones, mp3 players or flash
drives), they must have prior approval from the IT staff or designee(s) and
must follow provided directions for protecting the city’s computer network.
• When it is necessary to use flash drives to transfer data or documents, it is
preferred an employee uses flash drives provided by the IT staff or
designee(s).
• At no time may personal files that contain copyrighted material, such as mp3
files or photos, be stored on city computer systems.
• The city may inspect any data or information stored on its equipment or
network, even if the information is personal to the employee.
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Use of city equipment or technology for personal business interests, for profit
ventures, political activities, illegal activities or other uses deemed by the city
to be inconsistent with city activities is not allowed. If there is any question
about whether a use is appropriate, the IT staff or designee(s) must be
contacted for a determination.

In general, all software and hardware required for an employee to perform his or her
job functions will be provided by the city. Requests for new or different equipment or
software must be made to and approved by your supervisor by using a procurement
form located on the S drive and attached to this policy.
Unapproved software or downloads (free or purchased), hardware, games, screen
savers, toolbars, clipart, music and movie clips, other equipment, software or
downloads that have not been specifically approved by the IT staff or designee(s) may
compromise the integrity of the city’s computer system and are prohibited.
The IT staff or designee(s), without notice, may remove all unauthorized programs or
software, equipment, downloads, or other resources.
If there is any question about whether software or hardware, downloads, etc. are
appropriate, the IT staff or designee(s) must be contacted for a determination.

Electronic Mail

The city provides employees with an e-mail address for work-related use. Some
personal use of the city e-mail system by employees is allowed, provided it does not
interfere with an employee’s normal work and is consistent with all city policies.
The city allows employees to access personal email accounts via the internet provided
such access fully complies with this technology policy.
An employee’s personal e-mail (and other personal documents) accessed via a city
computer could be considered “public” data and may not be protected by privacy laws.
Personal e-mail and computer use may be monitored as directed by the city
administrator and without notice to the employee. Employees have no privacy in any
activity conducted on a city-owned computer.

Storing and
Transferring
Documents

•

Electronic city documents, including e-mails, electronic communication and
business-related materials created on an employee’s home or personal
computer should be stored on the city’s network in accordance with city
records retention policies and the Minnesota Government Data Practices Act
located on the S: Records Retention/General Records Retention for Minnesota
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Cities MS 138.17. All documents required to be archived according to the
State of Minnesota Record Retention schedule shall be stored in Laserfiche.
Documents or electronic communications that may be classified as protected
or private information under data practices requirements should not be stored
in shared folders. Documents should be stored in folders with proper security
such as the U drive and Laserfiche.
Each city employee has a U drive available on the City server for use of
storing documents that are not required to be stored on a shared drive. In the
event of separation of employment, data from the U drive and email may be
retained up to six months.

If you are unsure whether an electronic communication or other document is a
government record for purposes of records retention laws, or is considered protected or
private under data practices, check with your supervisor or the city clerk. If you are
unsure how to create an appropriate file structure for saving and storing electronic
information, contact the IT staff or designee(s).

Internet

•
•
•

•
•

Online Interactions

•
•

Password and
Physical Security of
Equipment

The city provides internet access to employees for work on city business.
Employees may use this access for work-related matters in a professional
manner.
Occasional personal use of the internet is acceptable within the bounds of all
city policies.
Employees may not at any time access inappropriate sites. Some examples of
inappropriate sites include but are not limited to adult entertainment, sexually
explicit material, or material advocating intolerance of other people, races or
religions, or in manners that otherwise violate city policies related to
respectful workplace and harassment prevention. If you are unsure whether a
site may include inappropriate information, you should not visit it.
No software or files may be installed from the internet unless approved in
advance by the IT staff or designee(s).
The city may monitor any employee’s use of the internet for any purpose
without prior notice, as deemed appropriate by the city.
Employees may not participate in any internet chat room, meeting, or
conference unless the topic area is related to city business.
Online meetings originating with the City of Northfield will employ the CityIT approved and platform and software

Employees are responsible for maintaining computer passwords and following these
requirements:
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The IT Department will set password requirements based on best practices and
security principles.
Your passwords must not be shared or told to anyone. If it is necessary to
access an employee’s computer when he or she is absent, contact the IT staff
or designee(s).
Passwords must not be stored physically in any location on or near the
computer.
Lock your workstation (press Ctrl-Alt-Del keys or + L) if you will be
away from your desk or office.

Notice of Computer
Problems

Employees are responsible for notifying the IT staff or designee(s) about computer
problems or odd computer behavior. Employees should err on the side of caution
when reporting issues because small problems may indicate a more serious network or
computer system issue.

Work from Home

Non-exempt staff may work remotely using the city’s secure remote access upon
department head approval. Each department head will contact the IT Department about
access from home.
The City of Northfield reserves the right to determine when an employee is misusing
electronic resources. Attempts to hide the identity of the sender, or represent the
sender as someone else or from another organization is prohibited.

Misuse

Consequences of
Violations

Violations of this policy may constitute just cause for discipline, up to and including
discharge.
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Purpose

Electronic mail (email), Instant Messaging, and telephone systems are powerful
business tools that provide great communication internally among employees and
externally with the public. All employees have an e-mail account. Not all employees
are required to use Instant Messaging and telephone as part of their essential job duties.
These guidelines are established to ensure proper and ethical use of communication
tools.

Definitions

Electronic Mail (e-mail): the system for sending messages electronically.
Instant Messaging: A facility for exchanging messages in real-time with other people
over the Internet and tracking the progress of a given conversation.
Telephone: A generic term used to describe any telephone system that uses centralized
stored program computer technology to provide switched telephone networking features
and services. CTSs are referred to commercially, by such terms, as: computerized
private branch exchange (CPBX); private branch exchange (PBX); private automatic
branch exchange (PABX); electronic private automatic branch exchange (EABX);
computerized branch exchange (CBX); computerized key telephone systems (CKTS);
hybrid key systems; business communications systems; and office communications
systems.

Policy

E-Mail, Instant Messaging, voice mail and the contents of the employees’ mailboxes are
the sole property of the employer. Security of email, instant messaging, and voice mail
communications is not guaranteed. The City of Northfield reserves the right to override
individual passwords and codes and may require employees to disclose all passwords
and codes to facilitate such access.
Employees using the City’s e-mail, instant messaging, and voice mail system
knowingly and voluntarily consent to being monitored and acknowledge the employer’s
right to conduct such monitoring. Employees, during new employee orientation, will
sign an acknowledgement and consent to such monitoring.
Unless there is a legitimate business purpose, the City will not access any employee’s email, instant messaging, or voice mail messages without the consent of either the
originator or the recipient. Some examples of legitimate business purposes:
 determine if information which is disruptive and/or inappropriate to the
organization is being transmitted;
 reasonable suspicion that City property is being used for purposes which are
inappropriate to the workplace, in violation of City policy, or are unlawful;
 determine if employee’s service delivery and effectiveness with internal and
external customers is inappropriate;
 investigate conduct or behavior that may adversely affect the City or the
welfare of the employees.
 determine excessive personal use of the City’s computer system,
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Users may not eavesdrop or view other users’ e-mail or voice mail messages without
explicit permission.
Stored e-mail, instant messaging, and voice mail is subject to government data practices
statutes, which make the text or message accessible to the public.
E-mail, instant messaging, and telephone are to be used for business purposes. While
personal e-mail is permitted, it is to be kept to a minimum.
E-mail messages sent externally could be interpreted as stating the City of Northfield’s
position, policy, or viewpoint. Employees sending messages stating a position, policy
or viewpoint must consider the necessity of such message and get guidance from their
supervisor.
No one may solicit, promote or advertise any organizations, products or services
through the use of e-mail, instant messaging or telephone anywhere else on City
premises during working hours.
Employees are prohibited from all communications that may constitute verbal abuse,
slander, defamation, or disparagement of employees, customers, clients, vendors,
contractors, or others.
E-mails and Instant messaging that include chain e-mail and e-mails that solicit
donations, , tell jokes, or contain political commentary or religious content are not
allowed. Remember, anything you would not post on the walls of the break room
should not be posted on the City’s e-mail or instant messaging system.
The City of Northfield prohibits offensive, harassing, vulgar, obscene, or threatening
communications, including disparagement of others based on race, national origin,
marital status, sex, sexual orientation, age, disability, pregnancy, religious or political
beliefs, or any other characteristic protected under federal, sate, or local law.
Employees are prohibited from creating, distributing, or soliciting sexually oriented
messages or images, unwelcome sexual advances, requests for sexual favors, or other
unwelcome conduct of a sexual nature.
Distribution or printing of copyrighted materials, including articles and software, in
violation of copyright laws, is prohibited.
Willful or Careless

We reserve the right to determine when an employee is sending excessive or improper
e-mail, instant messaging, and voice mail. Willful or careless misuse of these tools
will result in discipline up to and including discharge.
The willful or careless attempts to hide the identity of the sender, or represent the
sender as someone else or from another organization, will result in discipline up to and
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including discharge.
The introduction of programs known as computer viruses, Trojan Horses and worms
into the City’s network or into any external networks or computers can cause excessive
computer usage or damage a system. Such willful or careless introduction of computer
viruses will result in discipline up to and including discharge.
Confidential

Employees should use the same care when creating electronic communications as they
would use with oral or other written communications. Existing policies governing
employee behavior, both within the workplace and when interacting with the general
public, apply to all electronic communications.
Confidential information and some communications may be privileged (for example,
communications between employee and attorney) and should be clearly identified as
such. Exercise discretion when sending confidential information as the receiving party
has the ability to forward the message anywhere in the world.
E-mails deleted are recoverable from the hard drive. E-mail and voice mail can be used
in litigation and subpoenaed in court.

Password Security

The password feature of the City’s network and telecommunications systems is the
foundation for maintaining the confidentiality of the City’s communication system.
Passwords may not be disseminated to the public or to other employees. Passwords
must be retained as confidential information by the user.
Employees are responsible for all electronic messages originating from a computer
operating under his/her password.

Monitored

E-mail, instant messaging and voice mail are not the sole property of the person
generating or receiving it. It is the property of the City. The City has the right and
capability to monitor e-mail and voice mail by each user on our system. They can be
monitored daily by the IT staff or appropriate consultant. The City Administrator and
the Human Resources Director in conjunction can order an investigation of e-mail. In
addition, e-mail and voice mail can be subpoenaed in court.

Violation

Any unintentional or deliberate violation of this policy by a City employee will be
cause for appropriate disciplinary action up to and including discharge.
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Internet Use

Purpose

The Internet is a powerful business tool that can provide a great deal of useful
information. Unfortunately, it can also be a distraction from productive work time
when browsing non-business related sites. This policy will clarify the City’s position
on the use of the Internet while utilizing City property.

Policy

Internet utilization and the contents of the employees’ computer is the sole property of
the City.
Security of the Internet is not guaranteed. The City of Northfield reserves the right to
override individual passwords and codes and may require employees to disclose all
passwords and codes to facilitate such access.
Employees using the City’s computer system knowingly and voluntarily consent to
being monitored and acknowledges the employer’s right to conduct such monitoring.
Employees will provide a signed acknowledgement and consent to such monitoring.
Surveillance is required to prevent personal use of the City’s computer system,
monitoring employees’ service delivery, assuring compliance with City policies, and
for investigating conduct or behavior that may be illegal or that may adversely affect
the City or the welfare of the employees.
Internet utilization is to be used for business purposes only. Using appropriate sites for
business purposes is unrestricted as long as it is reasonable.
Downloading material from the Internet is prohibited without authorization from your
supervisor for work purposes. Viruses and space allocation can become a problem.
The display or transmission of sexually-explicit images, messages or cartoons, or any
transmission that contains ethnic slurs, racial epithets, or anything that may be
construed as harassment or disparagement of others based on their race, national
origin, sex, sexual orientation, age, disability, religious or political beliefs is not
permitted.
Distribution or printing of copyrighted materials, including articles and software, in
violation of copyright laws is prohibited.

Misuse

We reserve the right to determine when an employee is utilizing the internet
inappropriately. Willful or careless misuse of the internet will result in discipline up to
and including discharge.
The willful or careless attempts to hide the identity of the sender, or represent the
sender as someone else or from another organization, will result in discipline up to and
including discharge.
The introduction of programs known as computer viruses, Trojan Horses and worms
into the City’s network or into any external networks or computers can cause excessive
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computer usage or even damage a system. Such willful or careless introduction of
computer viruses will result in discipline up to and including discharge
Pass Word Security

The password feature of the City’s network and telecommunications systems is the
foundation for maintaining the confidentiality of the City’s communication system.
Passwords may not be disseminated to the public or to other employees. The user must
retain passwords as confidential information.
Employees are responsible for all Internet utilization originating from a computer
operating under his/her password.

Monitored

Internet utilization is not the sole property of the person generating or receiving it. It is
the property of the City. The City has the right and capability to monitor Internet
utilization by each user on our system. Every click on the computer when accessing the
Internet may be recorded with a date, time, site, etc. Internet utilization can be
monitored daily by the IT staff or appropriate consultant. The City Administrator and
the Human Resources Director in conjunction can order an investigation of Internet
utilization.
The City, as well as individuals outside the Northfield organization, has the ability to
track the Internet sites accessed with the City of Northfield account.

Exception

The only exception to this policy is when an employee must access a site prohibited by
this policy for a job related necessity. The City Administrator may grant written
permission to employees to access prohibited sites for the purposes of public safety
only.

Violation

The use of the Internet is public and a privilege, not a right, and the privilege may be
revoked at any time for unacceptable use.
The first violation of this policy will result in a written warning at a minimum. The
City may discharge an individual violating this policy on the first offense. The second
offense will result in suspension and or discharge.
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Media Communications

To ensure clear and factual communications while respecting and protecting the interests
of all individuals, business and institutions within the community, and to comply with the
Minnesota Government Data Practices Act, Section 13 of the State Statute.
The City’s mission relative to public communications is to provide timely, professional
and accurate information on City programs, services and activities to City residents, and
to develop feedback opportunities to ensure that these programs, services, and activities
continue to meet the needs of the community.

Policy

The City Administrator serves as the central source of information for release by the City
of Northfield and responds to requests for information from the news media and the
community. The City Administrator is responsible for maintaining an open flow
(maximum disclosure with minimum delay) of communication with local, national and
international media to provide accurate information to the public concerning the City of
Northfield.

Releasing
Information

The City Administrator responds to newsworthy events and coordinates the dissemination
of information to the news media. This is accomplished by:

Effective
communications



All news media inquiries are referred to the City Administrator. The City
Administrator will notify the City Council as warranted.



An employee may not initiate media coverage without prior approval from the
City Administrator.



In an emergency situation, a department director that is unable to refer the media
to the City Administrator and does speak to a member of the news media must
contact the City Administrator immediately, followed by a memo briefly
summarizing the media contact.



In an emergency situation an employee must refer media inquiries to their
department director.



An employee that believes an event has a potential to be news worthy must
communicate through appropriate organizational channels.



An employee may not discuss an employee or any employment issue with the
news media due to the Minnesota Government Data Practices Act, Section 13 of
the State Statute.

The City of Northfield recognizes that City Council decisions, policy issues, development
proposals, and various other actions related to City business have the potential to become
controversial and cause debate or disagreement among various constituencies. Effective
communications will help prevent such issues from becoming a crisis, and, at the same
time, promote constructive dialogue in the community. Effective public communication
is designed to:
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Build trust and credibility between the City Council, community groups. Citizens
and staff.



Assist policy makers and constituents to cooperatively formulate and achieve
common goals.



Support the City’s mission of providing high quality, efficient and cost-effective
public service to all customers.



Enhance the City’s image and build support for municipal programs.



Enable residents to take full advantage of City services.



Enhance citizen’s understanding of issues facing the City.



Promote understanding of and compliance with City ordinances.



Encourages citizen participation in local government.



Foster a sense of community among Northfield residents.



Facilitate a professional, positive and objective relationship with local media
concerning the reporting of City events and situations where a high level of public
interest may be generated.



Foster cooperative relationships with other units of government, business, civic
groups and organizations active in the City.



Guidelines for effective public communications.
Responses to public inquiries should always be provided in a very objective,
courteous and professional manner. Response to media inquiries should be
provided in a concise and direct manner balancing the public’s need and right to
know while minimizing any unnecessary or superfluous personal comments that
could generate liability for the City or potentially damage the reputation of the
City, the department, and/or respective staff.



The use of any profanity, personal comments or language which could reasonably
be perceived as either offensive or demeaning to any person or group’s gender,
racial composition, ethnic background, sexuality, religious preference or any
other protected class characteristic is strictly prohibited.



Discussion regarding any legal or liability issue would be avoided and all
questions of a legal nature should be referred to the City Attorney.
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All City employees have the responsibility to identify potential issues affecting
the performance of their duties and respond accordingly. Once identified, the
issue should be communicated through appropriate organizational channels. All
concerns that may generate a high level of public visibility should be brought to
the immediate attention of the department director and City Administrator, as
appropriate.



Never respond to any public inquiry without establishing all the facts. If the issue
under review requires additional research, staff should inform the person making
the inquiry that additional time would be needed to respond to the inquiry and
provide a reasonable time frame in which a response will be given.

Human Resources manage all personnel data and all inquiries should be referred to the
Human Resources Director.
Access to personnel data is governed by the Minnesota Data Practices Act and should be
referred to the Human Resources Director prior to responding to public inquiries. A
determination must be made as to whether the request shall be granted based on Data
Practices definitions of public, non-public and private information.
Release of non-public or private information could be harmful to employees, and generate
liability issues for both the party releasing the data and the City.
Job references, personnel data, and other private data should never be released over the
phone.

Violations

Any unintentional or deliberate violation of this policy by a City employee will be cause
for appropriate disciplinary action up to and including discharge.
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Purpose

Security of City buildings, offices, vaults, computers and files is of such extreme
importance that special efforts must be made to protect this property from
unauthorized theft or vandalism.

Policy

Keys and identification cards for City facilities and vehicles are issued only to
employees with an absolute need.
Keys and identification cards are the responsibility of the employee and should not be
shared with anyone.
Opening and allowing individuals without keys into the building or office areas is
prohibited.
Computer passwords should not be shared with other employees or individuals
outside of the City.
Employees entrusted with the custody of safes, vaults, or confidential files are
expected to maintain security and securely lock before leaving at the end of the shift.

Procedures

If you misplace keys or identification card, report it immediately to Communications
& Human Resources and Department Supervisor.
Resulting damage from loss or sharing of keys, passwords, or identification card is the
responsibility of the employee violating this policy.

Monitoring and
Inspection

Because City employees are employed by a public entity, perform services for the
public, utilize public resources to perform these services, are compensated from
public money, and primarily work in public facilities, and as established in state and
federal law, the City feels it is important to clarify and establish City employees’
expectation of privacy in the workplace and parameters under which the City may
monitor and inspect actions and items in the workplace.
To ensure compliance with rules concerning safety of employees, security of the City
and individual property, drugs and alcohol, and possession of other prohibited items,
the City may find it necessary to monitor and inspect actions and items in the
workplace consistent with the parameters below. When the City takes these actions,
the City is not automatically accusing anyone of theft, some other crime, or any other
variety of improper conduct or expressing any general distrust of employees. Instead,
the City is ensuring a safe, secure, and healthy workplace.

There is no general or specific expectation of privacy in the workplace, either on the
premises of the City or while on duty. In general, employees should assume that what
they do while on duty or on the City premises is not private.
In public spaces and where the City assigns offices, vehicles, cubicles, desks, file
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cabinets, drawers, lockers, or other work spaces and storage areas to an employee,
those public spaces, work spaces and storage areas continue at all times to belong to
the City and may be monitored and inspected at any time without the consent or
knowledge of the employee in a public space or to whom the work spaces and storage
areas may be assigned. Monitoring of these spaces and areas may include video or
electronic surveillance. The contents of such surveillance is intended to and may be
used for, among other things, determining whether a workplace standard has been
violated and in disciplinary proceedings and may be disclosed to appropriate
individuals and entities involved in making such a determination and disciplinary
proceedings.
No employee should consider any of these areas, or any compartment within these
areas, as belonging to the employee or otherwise to be areas private to the employee,
even if the employee uses his own lock or other security device.
Employees who bring personal property into or onto the facilities or vehicles of the
City should understand that such personal property may also become the subject of a
workplace inspection.
Because employees are presumed to use the facilities of the City to conduct the
business of the City, employees should be aware that personal storage or conveyance
items such as briefcases and file folders owned by the employee may be deemed to
contain the property of the City and may be included in routine or focused workplace
inspections.
The City reserves the right to conduct inspections to monitor compliance with rules
concerning safety of employees, security of the City and individual property, drugs
and alcohol, and possession of other prohibited items. “Prohibited items” includes
illegal drugs, alcoholic beverages, prescription drugs or medications not used or
possessed in compliance with a current valid prescription, weapons, any items of an
obscene, harassing, demeaning, or violent nature, and any property in the possession
or control of an employee who does not have authorization from the owner of such
property to possess or control the property. “Control” means knowing where a
particular item is, having placed an item where it is currently located, of having
influence over its continued placement. In addition to the City premises, the City may
search employees, their work areas, lockers, personal vehicles if driven or parked on
City property, and other personal items such as bags, purses, briefcases, backpacks,
lunch boxes, and other containers. In requesting a search, the City is by no means
accusing anyone of theft, some other crime, or any other variety of improper conduct.
All employees of the City are subject to this policy. However, any given search may
be restricted to one or more specific individuals, depending upon the situation.
Searches may be done on a random basis or based upon reasonable suspicion.
“Reasonable suspicion” means circumstances suggesting to a reasonable person that
there is a possibility that one or more individuals may be in possession of a prohibited
item as defined above. Any search under this policy will be done in a manner
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protecting employees’ privacy, confidentiality, and personal dignity to the greatest
extent possible. The City will respond severely to any unauthorized release of
information concerning individual employees.
No employee will ever be physically forced to submit to a search. However, an
employee who refuses to submit to a search will face disciplinary action, up to and
possibly including immediate termination of employment.
Termination of
Employment

All keys, passwords and badges must be turned into Communications & Human
Resources upon termination of employment. Final paycheck or severance pay will be
held until all keys, passwords, and badges are turned in.

Violation

Violation of this policy will be subject to discipline up to and including discharge.
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Purpose

The intent of this policy is to provide the framework for managing the city website
www.ci.northfield.mn.us.

Policy

The City of Northfield’s website provides the user with current information about
cultural, educational and recreational activities in the city. It is the policy of the
city to limit links that provide information relevant to the functions and services
provided by the city. The website does not provide direct links to external sites
that are strictly commercial, political or religious in nature. The website is not
intended to function as a public forum.

Accessibility

Our goal is to provide maximum access for all users of the city’s website.
Therefore, our website uses universal design principles, which include the
following:
1. The website is useful and marketable to people with diverse abilities.
2. The website accommodates a wide range of individual preferences and
abilities.
3. The website is easy to understand and use, regardless of the user’s
experience, or current concentration level.
4. The website communicates necessary information effectively to the user,
regardless of ambient conditions or the user’s sensory abilities.
5. The website minimizes hazards and the adverse consequences of
accidental or unintended actions.
6. The website can be used efficiently and comfortably and with a minimum
of fatigue.
An emergency alert function is available for the webmaster and department
directors requiring high visibility for information related to a time sensitive
emergency. All other information without time sensitivity will be channeled
through the website home page or a specific department’s home page and social
media.

Jurisdiction

The materials provided on this site are intended for public use on computer
systems located primarily within the city and for the benefit of visitors to the City
of Northfield. Any dispute arising from there shall be decided under the laws and
in the courts of Minnesota.

Meeting
Information

All meetings that are open to the public should be maintained on the web site by a
Published User (city staff member with the right to publish information on the
website) in advance of the meeting to give timely notice to staff and the public.
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Notice to the City

Communication made through email or any other computer messaging system
shall in no way be deemed to constitute legal notice to the city or any of its
agencies, officers, employees, agents or representatives with respect to any
existing or potential claim or cause of action.

Privacy

All city computer systems are subject to monitoring at all times to ensure proper
functioning of the systems, to provide security for the computer system’s operation
and the information contained therein, to prevent unauthorized use, and deter and
investigate violations of law. When you link to another web site, you are subject
to the privacy policy of the new site.

Responsible Parties

Individual departments and divisions are responsible for creating and updating
their information.
The Webmaster is responsible for reviewing content, not for creating the
information.
Concerns can be reported to the city by pressing the Report A Concern button
located on the home page. A user will set up an account on the city website by
choosing a user name and password. The user will submit a written concern to the
department chosen by the user. It is expected the department representative
receive and respond to the user about the status of the concern within 24 hours.

Review Information

Departments must review their information at least quarterly to ensure it is
accurate and current. If information changes between quarterly reviews, it should
be updated timely. The Department Director is responsible for ensuring their
department’s web content meets city standards and policies.

External Links

The city website contains links to local, state and federal government agencies and
to other non-government websites. In establishing and maintaining its official
website, the city does not intend to create any forum or other means for public
discourse. Rather, the sole and limited purpose of the permitted external links is to
provide information about the city for residents, businesses and visitors. The city
does not endorse or provide preferential treatment to any third party websites or
associated organizations or persons. Since the city does not control third party
websites, it does not warrant that third party websites are accurate or reliable or
that they have operational links. The user acknowledges and agrees that the city is
not liable in any way for the content, accuracy, reliability, viewpoints, policies, or
products provided by these external resources.
It is the city’s policy to allow external links to the following entities and
organizations:
1. Other governmental agencies and educational institutions.
2. Entities with which the city has an existing formal, contractual
relationship.
3. Commercial entities that provide information or services that enhance the
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usability of the city’s website for visitors.
4. Local nonprofits.
In addition, the city reserves the right, at any time and without notice, to:
1. Deny a link that does not meet the criteria set forth in this policy.
2. Deny or discontinue an external link at any time if the website provides or
promotes false, slanderous, illegal, infringing or incorrect information.
3. Remove any external link if the nature of the organization to which the
link relates no longer complies with the city’s external link policy.
4. Revise this policy without prior notice when the city considers such
revision to be in its best interests.
The city’s website will not provide links to websites for:
1. Candidates for local, state, or federal offices.
2. Political organizations or other organizations advocating a position on a
local, state, or federal issue.
3. Corporate or other for-profit organizations unless they fit any of the
criteria stated above.
4. Individual or personal home pages.
External links should open in a new window. If the external link doesn’t open in a
new window, the user will need to re-login to the city website in order to go back
to its pages.
Web Space to Other
Organizations

The City of Northfield will not provide web space to other businesses or
organizations. The web site space is leased on a monthly basis from an outside
vendor. To allow others access to this space would be logistically difficult and
opens the city information up to security issues and additional costs.
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The majority of the site standards the City of Northfield uses are based on
Associated Press (AP) styles and standards. Any exceptions to AP were chosen for
web usability and ADA compliance reasons.
CITY OF NORTHFIELD
TOPIC
POLICY
8 a.m. – 5:30 p.m.
Time Formatting
Ph:xxx-xxx-xxxx
Phone Identifier
Fx. xxx-xxx-xxxx
Fax Identifier
St., Ave., and Blvd. (no other
Street Identifiers
street identifiers) are always
abbreviated unless used in a
paragraph.
First through Ninth will be
Numbers in Addresses
spelled out and capitalized when
used as street names and figures
with two letters will be used for
10th and above. Ex: “7 Fifth
Ave.” or 100 21st St.”
Email addresses will be used via
Email Hyperlinks
mail to: links. The name of the
person (or department) will be the
name of the link.
All areas will be alphabetized
Alphabetized Areas on the Site
(menu structure, lists in the
content area, staff directory, etc.).
Capitalization of the Words City, County The words “city”, “county” or
“town” are never capitalized
Town, etc.
unless it is City of Northfield.
Ex. “the City of Manhattan” or
“the city”
Job titles are not capitalized
Capitalization of Job Titles
unless they precede a name. Ex:
“Mayor John Doe” or “The mayor
holds meetings.”
This term will not be used.
Click Here
The “&” sign will be used in
& vs. And
headlines and subheads, but
within the content area “and” will
be used.
Serial commas will be used at the
Use Serial Commas
end of a series of items. Ex:
“houses, trailers, and boats”
The “%” symbol will be used in
% vs. Percent
place of the word percent.
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Legal Hold
Purpose

There are circumstances when a “legal hold” must be issued to suspend the normal and
routine destruction of records. Present and future records that are involved in litigation, or
are reasonably anticipated to be involved in foreseeable legal action, must be preserved until
the city administrator releases the legal hold.

Scope

This policy applies to all city personnel and covers all records, regardless of form, made or
received in the transaction of city business.

Definitions

These terms as used in this policy will have the following designated meanings.
Affected City Personnel means all city personnel who are in possession or control of records
that are the subject of a legal hold.
City Personnel includes all employees (including permanent, temporary, full-time and parttime employees, council members, board and commission members, and volunteers).
City Administrator means the chief officer of the city or his designee or designees.
City Attorney means the chief legal officer of the city.
Evidence includes all records, whether in electronic or paper form, created, received, or
maintained in the transaction of city business, whether conducted at home or work. Such
evidence may include paper records and electronic records stored on servers, desktop or
laptop hard drives, mobile devices, clouds, tapes, flash drives, memory sticks, DVDs, CDROMs, or other media.
Electronic records or electronically stored information (ESI) includes all forms of electronic
communications, including e-mail, word processing documents, spreadsheets, databases,
calendars, voice messages, videotapes, audio recordings, photographs, Share Point files,
telephone or meeting logs, Internet usage files, and information stored in mobile devices,
clouds, or removable media (e.g., CDs, DVDs, flash drives, etc.).
Legal hold is an order to cease destruction and preserve all records, regardless of form,
related to the nature or subject of the legal hold.
Potentially discoverable means any items, including documents, tangible things, or ESI that
may fall within the scope of discovery in a particular lawsuit under the Federal or State
Rules of Civil Procedure (meaning the items could be responsive to a discovery request
determined by the city attorney to be reasonably calculated to lead to the discovery of
admissible evidence at the trial of the matter).
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Any city personnel must immediately notify the city clerk when they become aware of any
litigation, threat of litigation, other legal action, or an investigation by any administrative,
civil or criminal authority, which involves the city as a party. This awareness may be
through the receipt of notification or other information identifying the possibility of legal
action or upon service of a summons and complaint.
When the city clerk receives notice that a lawsuit has been filed against the city or any of its
employees acting in the course and scope of their employment, or when the city, in
consultation with the city attorney, reasonably anticipates litigation against it, the city clerk
must act to preserve documents, tangible things, and electronic records that may relate to the
litigation and that are in the city’s possession, custody, or control.
Notice of actual pending litigation may come from differing events including receipt of a
discovery request or the service of a complaint or petition.
Reasonable anticipation of litigation is determined on a case-by-case basis considering the
facts and circumstances known to the city regarding the potential for litigation. The
standard, however, requires more than a mere possibility of litigation. City attorney will
make the final determination of whether litigation is reasonably anticipated.

Legal Hold Legal Hold Determination. The city attorney will determine whether to initiate a legal hold
Procedures as soon as reasonably possible after receiving notice of the pending or potential litigation.
Response Team. The city clerk will work with a representative from Information
Technology (IT) and a representative from each department involved in the matter
(collectively, the “Response Team”) to determine the preliminary scope and subject matter
for the legal hold as follows:
a) Identify and list all persons with knowledge of facts that may relate to the pending or
potential litigation, including persons who created, edited, communicated, handled,
or had custodial responsibility for potentially discoverable documents and tangible
things, (NOT including ESI);
b) Develop a plan for preserving potentially discoverable documents and tangible
things (NOT including ESI) held by persons with knowledge of facts that may relate
to the pending or potential litigation.
c) Identify and list all persons with knowledge of facts that may relate to the pending or
potential litigation, including persons who created, edited, communicated, handled,
or had custodial responsibility for potentially discoverable ESI;
d) Identify all IT architecture within the preliminary scope and subject matter of the
pending or potential litigation;
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e) Develop an ESI preservation plan, including taking immediate steps to preserve data
held by central services (e-mail, calendars, etc.).
Legal Hold to Employees. The city administrator and city clerk will notify affected city
personnel in writing when a legal hold has been initiated. The notice will inform affected
city personnel of their obligation to identify and preserve all evidence that may be relevant to
the legal hold.
a) Upon notice of a legal hold, affected city personnel must do the following:
i) Immediately suspend deletion, purging, overwriting, or any other destruction of
electronic information relevant to this dispute that is under their control. This
includes electronic information wherever it is stored, including on hard drives of
city work station desktops or laptops, on flash drives, CD-ROMs, DVDs,
memory sticks, tapes, zip disks, diskettes, mobile devices, clouds, etc. This
electronic information must be preserved so that it can be retrieved at a later
time and must be preserved in its original electronic form, so that all information
contained within it, whether visible or not, is also available for inspection – i.e.,
it is not sufficient to make a hard copy (print-out) of electronic communication.
The original file format should be retained. Affected city personnel are
encouraged to contact the IT department with any questions concerning
suggested methods for preserving electronic records.
ii) Preserve any new electronic information that is generated after receipt of the legal
hold notice that is relevant to the subject of the notice. This should be done by
creating separate folders and files and segregating all future electronically stored
information in these separate folders and files.
iii) Preserve hard copies of documents under their control. Steps should be taken to
identify all relevant paper files and to ensure the retention of such files.
Affected city personnel may make hard copies of electronically stored
information; however, as outlined in item 1 above, the information must be
preserved in its original electronic form.
iv) If affected city personnel use their home computers or cloud computing for cityrelated business (including e-mail on their city e-mail accounts or on personal
accounts such as AOL, Yahoo Mail, Gmail, Facebook, other social media tools,
etc.), they must preserve the data on those computers or in personal clouds.
v) Inform the city clerk of any other city employee who may have relevant data subject
to hold.
b) City personnel subject to a legal hold must acknowledge receipt, understanding, and
compliance with a legal hold without undue delay by email or in writing. Any city
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personnel subject to a legal hold should consult IT for assistance in securing and
preserving their records.
c) Once affected city personnel have received notification, ALL RELEVANT RECORD
DESTRUCTION MUST CEASE IMMEDIATELY. They must cease following any
document retention or destruction policy in place relating to the documents covered by
the legal hold until the legal hold is released. This is imperative. If a person fails to
follow this protocol, the person and/or the city maybe be subject to fines and penalties,
among other sanctions.
Legal Hold to IT and Third-Party Vendors. The city administrator and city clerk will
issue a legal hold to IT and to any third-party vendors who hold or store potentially
discoverable data.
a)

The legal hold must provide the following information where relevant:
i)
Official notification of the legal hold;
ii)
Identification of all affected city personnel whose electronic accounts must
be preserved, including user names, if known;
iii)
Identification of each person’s status of employment if known;
iv)
Identification of department affiliation for each person, if known.

b)

IT and the vendor must acknowledge receipt, understanding, and compliance with
the legal hold without undue delay by e-mail or in writing to the city administrator
and city clerk.

c) IT must provide legal hold assistance to affected city personnel in a timely manner.
Storage of Potentially Discoverable Data. At the direction of the response team, the IT
support department/division head will assign an IT support employee to serve as the
legal hold data manager (“data manager”) for the case. The data manager will ensure
secure storage areas for potentially discoverable ESI for the case. To this end, the data
manager must:
a) Plan and build a case folder structure;
b) Establish voicemail and e-mail hold areas; and
c) Develop instructions on how to use these areas for the individuals involved in the
case.
Except under written direction of the city administrator, data covered by a legal hold
request must never be placed on a shared file server or be accessible to personnel with
the exception of the city attorney and IT.
Instructions for Storage. The data manager must send notices to each affected city
personnel to inform the individual of the instructions for storing the potentially
discoverable data, and attempt to answer the individual’s questions, as appropriate.
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Collection of Existing Tangible Data. The response team or designee must develop a
collection plan for documents and tangible things (NOT including ESI), which is subject
to approval by the city attorney and trial counsel. Pursuant to this approved collection
plan for documents and tangible things (NOT including ESI), the response team or
designee will begin to collect the documents or tangible things. The response team
should inform the city attorney and trial counsel when the collection is complete.
Collection of Ongoing Tangible Data. The response team or designee must develop an
ongoing collection plan for documents and tangible things (NOT including ESI), which
is subject to approval by the city attorney and trial counsel.
Collection of Existing ESI. Upon direction from the city attorney or the assigned trial
counsel, the data manager will begin to collect existing ESI. The data manager should
mirror all files in the data custodian’s devices pursuant to the legal hold. The data
manager should inform the response team and trial counsel when the data collection is
complete.
Collection of Ongoing ESI. The data manager must develop an ongoing ESI data
collection plan, which is subject to approval by the response team, the city attorney and
trial counsel.
Back-up Media. Back-up media is intended only for disaster recovery, does not contain
the official records of the city, and may continue to be purged according to its regular
purge schedule.
Auditing Legal Hold. Once notice of a legal hold has been issued, the city
administrator will take steps to see that the information that is legally protected will not
be disclosed to outside parties. The city administrator will follow the auditing
procedures specified below to monitor compliance with this policy and approved plans.
Departing City Employees. If affected city personnel separate from employment
during the course of a legal hold, department heads or directors must take possession of
any and all evidence under the control of the separated personnel and notify the city
attorney. Upon termination of affected city personnel, the city attorney must review the
contents of all systems utilized by affected city personnel prior to the deletion of the
system’s data and prior to the destruction of the system.

Legal Hold After legal hold letters have been issued, the legal hold response team will implement the
following procedures for ensuring compliance with the legal hold.
Auditing
Procedures
a) The city administrator will send written notices to all recipients of legal hold notices
reminding them of the obligation to preserve data. These reminders should be sent
at least monthly until the end of the active discovery phase of litigation.
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b) The reminder notice should also include a request to notify the city administrator of
any newly discovered sources or locations of relevant data.
c) The data manager will randomly select one legal hold recipient and check the
person’s electronic activity for the previous week to determine if the person is
properly saving relevant data. This should be done at least once every quarter until
the end of the active discovery phase of litigation. The data manager must prepare a
written report to the city attorney stating the findings from these random samples.
d) If noncompliance with the legal hold is discovered, the city administrator must meet
with the affected individual, explain the deficiencies, and advise of potential
consequences from further noncompliance. The city attorney must be accompanied
in the meeting by the person’s supervisor, department director, or human resources.
e) After meeting with the employee, the city administrator must notify the data
manager to monitor the noncompliant employee’s electronic activity.
f) The data manager must monitor that employee’s electronic activity on a sporadic
basis, but no less than one day in every week, for a period of at least one month.
g) The data manager must give a report in writing to the city administrator regarding
the results of this monitoring.
h) If there are any further instances of noncompliance, the city administrator must meet
with the person’s supervisor, department director or human resources to institute
disciplinary proceedings.
i) During the legal hold period, the data manager must also report to the city
administrator any problems with data collection, including technology limitations.
The response team will determine the best course of action, in consultation with the
assigned trial lawyer.
Expected
Conduct

When a person is required by this policy to take or refrain from certain actions, the person
must use reasonable efforts to comply, based on the circumstances of the situation.

Violations

Violations of this policy are subject to disciplinary action up to and including dismissal.

Release of
a Legal
Hold

Upon the conclusion of the anticipated or pending litigations, as determined by the city
attorney and trial counsel, the city attorney will issue a notice to the response team, data
manager, and all affected city personnel, lifting the formal legal hold. The city attorney will
also provide instructions regarding the disposal or destruction of all documents, tangible
things, or ESI preserved and/or collected during the anticipated or pending litigation.
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Violence in the Work Place

Under the Occupational Safety and Health Act, employers are required to furnish
workplaces free from recognized hazards that are likely to cause death or serious
physical harm to employees (OSHA section 5(a)(1) – general duty clause).
All human relationships include the potential for conflict that may be experienced as
incidental or sustained violence. Violence, or fear of it, increases stress, decreases
morale, and lowers productivity.

Policy

The City of Northfield is committed to providing a safe and healthy workplace for the
benefit of its employees and the general public. The City of Northfield is also
committed to preventing violence against persons receiving City services and
participating in City programs.
The City of Northfield has a zero tolerance policy for any form of violence in the
workplace. Employees have the right to work in an environment free of violence.

Definition

Violence, as the term is used in this Policy, includes written or verbal communications,
whether direct or indirect, which are of a threatening, intimidating or coercive nature;
the use or threat of physical force, including fighting or horseplay; stalking; vandalism
or destruction of property; and the use or possession of any weapon and/or
ammunition, unless the specific weapon and/or ammunition is authorized by the City
for a particular work assignment.

Disclaimer

This Policy is intended to provide guidelines for preventing, reporting and
investigating incidents of violence in the workplace, as well as formulating appropriate
remedial action. It is not intended to substitute for or discourage reporting of incidents
of workplace violence to the appropriate law enforcement authorities. Nothing in this
Policy is intended to, nor shall be construed to, create any private cause of action
against the City of Northfield or any of its employees, nor shall it be construed to
create any contractual or other rights or expectations. However, nothing herein is
intended to affect any civil or other remedy that may be available to any person arising
out of an incident of violence in the workplace.
Allegations of violence committed by or against sworn police officers in the course of
their official duties are not covered by this Policy and should be referred to the Chief of
Police or Human Resource Director, as may be appropriate. However, this Policy
covers such employees insofar as violence may result from interaction with coworkers.

Duties

Each department director shall work cooperatively with the Human Resources Director
regarding violence as defined in this document.
All directors, managers, and supervisors shall be responsible for implementing and
maintaining safe workplace practices, including this Policy, and for communicating
this Policy to subordinates.
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All employees, including directors, managers, and supervisors, shall be responsible for
reporting incidents of violence in the workplace or any potentially dangerous situation
to their director, manager, or supervisor and the Human Resources Director, and,
where appropriate, to law enforcement authorities.
All employees, including directors, managers, and supervisors, shall notify their
director, manager, supervisor or the Human Resources Director when an order of
protection has been obtained naming City premises, and are encouraged, but not
required, to make such notification when an order of protection is obtained which does
not name City premises.
Investigations

All employees, including directors, managers, and supervisors, shall cooperate with the
Human Resources Director in the course of an investigation under this policy.
Employees may report any incidents of violence and potentially dangerous situations
or make suggestions directly to the Human Resources Director, but are not required to
do so if they have notified their director, manager or supervisor.
Employees and other witnesses may be questioned concerning incidents of workplace
violence. Law enforcement authorities will be contacted by the Human Resources
Director whenever a possible violation of criminal law is discovered during an
investigation.
A written investigation report, with recommendation for remedial and/or disciplinary
action shall be made to the City Administrator and appropriate department director by
the Human Resources Director.

Violation

An employee engaged in any form of violence or threat of violence, whether actual or
reasonably perceived, will be disciplined up to and including discharge. Any violent
behavior committed by an employee outside of the workplace which arises out of a
contact made at the workplace may also result in disciplinary action up to and
including discharge.

Confidentiality

Consistent with the necessity of prevention and investigation of violence in the
workplace, personal information obtained in the course of an investigation under this
Policy shall be considered private and not subject to public disclosure except as may be
necessary as part of the disciplinary process or as otherwise provided by law.

Retaliation

Retaliation against a person for having made a good faith complaint or report of
violence in the workplace, or participating in or aiding in an investigation of violence
in the workplace under this Policy, is prohibited. Any person who believes that he or
she has been subject to such retaliation should report it to the Human Resources
Director.

Defuse Potentially
Violent Situations

Know the warning signs of potential violence. Keep your eyes wide open and be
prepared for the unexpected. If, when talking with an angry co-worker or customer,
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he or she becomes either extremely agitated or silent and withdrawn, be careful! This
person may be about to become violent. You have the power to defuse the situation
by acting friendly and agreeable. If necessary you can contact the police or a coworker, or escape the situation and get help.
Avoid Violence
Your Responsibilities

Preventing workplace violence must be an ongoing concern for everyone in the
workplace.
 Avoid engaging in any violent act, threat, act of bullying, physical or mental
abuse or harassment.
 Report signs of violence to your supervisor immediately.
 If you witness or experience violence, verbal threats or bullying, the Human
Resources Director or the Police will want details.
 Employee Assistance (EAP) has trained professionals to help you cope with
and/or heal from an incidence of violence. Call Human Resources or look on
the Employee bulletin board for the phone number.
 Offer suggestions to your supervisor for creating a safer workplace.
 Be civil and friendly with all employees and customers.
 Use your head and avoid panic if faced with a violent situation.

Manage Your Own
Anger

Whatever you do, don’t deny your own anger or pain. Anger is normal, even healthy,
and it won’t go away until you resolve the underlying conflicts in your life. Your
employer encourages you to utilize the confidential Employee Assistance Program
(EAP). Call Human Resources or look on Employee bulletin board for the phone
number. EAP has trained professionals to help with anger management.
Three things to keep in mind:
 Help is there for the asking.
 You can change the way you respond to life’s problems and setbacks.
 You can take advantage of anger to improve your life rather than let it get the
best of you.

Employee Assistance

Employees, including managers and supervisors, shall assist persons injured as a
result of workplace violence, including summoning EMS personnel, staying with the
injured person(s) until EMS personnel arrive and assisting City officials in reaching
the emergency contact(s) of any injured person(s).
Employees who suffer post-incident distress as a result of an incident of workplace
violence shall be referred to the Employee Assistance Program for evaluation and
referral. Call Human Resources or look on Employee bulletin boards for the phone
number.

Follow City Policies
and Procedures






Keep locked doors locked; don’t prop them open
Wear name tags or badges
Don’t share keys or door entry codes
Don’t engage in fistfights or other aggressive behavior at work
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Respond to a threat
or violent situation













Report all attacks
and criminal acts to
police

TIPS-Preventing
Workplace Violence

TIPS - Protect
yourself and co-
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Don’t bring a weapon to work or leave one in your car – see Firearms Policy
for limited exception-Section 4.36
Don’t drink or use drugs at work -- or work under the influence
Report all threats and policy violations – for example, weapons on the job or
people working while using alcohol or drugs -- to managers, Human Resource
Director and/or Police
Take all threats seriously
Stay calm and be polite -- look the person in the eye and don’t argue or
threaten
Notify police if you’re frightened -- or use warning signal to alert co-workers
Be cautious and patient
Keep the situation in your control
Stall for time
Keep talking but follow instructions
Don’t try to grab a weapon
Try to run away from an attacker if possible
Yell if you’re being attacked to alert others
Give an attacker money or jewelry on demand
Don’t protect criminals, even ones you know
Don’t touch or move anything at a crime scene without police permission
Cooperate with police investigations
Give police as many details as possible on the incident & person who did it
Provide police with a list of any stolen items
Don’t wash or change clothes after an assault or rape; wait for a physical
examination.

Be very cautious when you deal with a person who:
 Threatens you or your co-workers
 Gets very angry with what’s described as slow or poor service, poor product
quality, or inadequate response to a problem
 Uses abusive language or complains in person or by phone
 Vows to get even with the people in the workplace
 Regularly threatens or intimidates others
 Claims people are out to get him or her
 Talks a lot about weapons --- and may own them
 Holds grudges
 Blames others for problems or setbacks
 Gets angry very easily and often
 Is defensive when criticized



Keep police department numbers near your phone.
Know how to use an alarm to alert police to possible danger.
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TIPS - Working late
or alone
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Agree with co-workers on a signal you can use to alert each other to possible
danger
Report any unusual packages to police; don’t open them
Lock purses and personal belongings in a desk or locker
Report signs of a break-in and missing items immediately
Inform someone that you’re working late
Lock the door to your work area if you’re alone
Work near a phone
Work with lights on
Avoid using dark stairways or halls
Let the police know when you’re ready to leave
If working with others, try to leave and walk to transportation together
Try not to take an elevator or stairs if you leave work alone
Ask the police to walk with you to your car
Have your car keys ready as you leave the building
Check under and inside your car before unlocking it
Lock your car as soon as you’re seated in it
Walk confidently and quickly to show you know where you’re going and what
you’re doing
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Firearms in the Workplace

Purpose

To comply with Minnesota Personal Protection Act – Minnesota Session Law, Chapter
28, Senate File 842, Minn. Stat. Sec. 626.84, subd. 2.

Policy

The City of Northfield prohibits all employees, except police officers of the Police
Department, from carrying, possessing or using firearms or other dangerous weapons
(including, but not limited to pistols), while acting in the course and scope of
employment for the City. This policy includes all employees, including those who have
a valid permit to carry a firearm.
The possession or carrying of a firearm by employees other than sworn police officers is
prohibited while working on City property or while working in any location on behalf of
the City.

Where

The possession, carrying or using of a firearm or other dangerous weapon by employees
other than police officers is prohibited while working on City property or while working
in any location on behalf of the City. This includes, but is not limited to:
 Driving on City business.
 Riding as a passenger in a car or any type of mass transit on City business;
 Working at City Hall or any other City-owned work site;
 Working off-site on behalf of the City;
 Performing emergency or on-call work after normal business hours and on
weekends;
 Working at private residences and/or businesses on behalf of the City;
 Attending training or conferences on behalf of the City.

Exception

An exception to this policy is that City employees may carry and possess firearms (but
not other dangerous weapons) in their personal vehicle in City-owned parking areas if
they have obtained the appropriate permit(s).

Driving on
City Business

If a City employee must drive his or her personal vehicle on City business, he or she may
check a firearm with the City Police Department during the workday and retrieve it after
work. The Police Department will establish procedures to ensure that the firearm is
locked up and is not able to be retrieved by anyone other than the owner/employee

On-call

When responding to on-call work from home after regular work hours, an employee is
prohibited from bringing a firearm in their private vehicle to the work site unless the
vehicle remains in a parking lot and is not needed otherwise to respond to the call.

Definition

For purposes of this policy, dangerous weapons include the following:
 All firearms
 Bows and arrows when the arrows are point tipped
 All instruments used to expel at high velocity any pellets of any kind, including,
but not limited to B-B guns and air rifles
 Daggers, dirks, stilettos, switchblade knives, spring blade knives, push button
knives, or figures or discs with sharpened points or edges (commonly known as
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“throwing stars”).
Sling shots
Sand clubs, metal knuckles

Search and Inspect

The City reserves the right to search and inspect employee property while on City
premises, while operating City machinery, equipment or vehicles for work-related
purposes, or while engaged in City business off premises. The City also reserves the
right to search all workplace areas on City premises including desks, lockers, and file
cabinets.

Reporting

The City encourages employees who are aware of policy violations or who receive
threats of violence while on City premises, while operating City machinery, equipment
or vehicles for work-related purposes, or while engaged in City business off premises, to
promptly report the violations or threats to his or her supervisor or to Human Resources.

No Retaliation

No employee acting in good faith, who reports violations of this policy will be subject to
retaliation or harassment based upon their report. Retaliation or harassment will cause
the violator to be subject to discipline up to and including discharge.

Violation

Violation of this policy will be subject to discipline up to and including discharge.
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Respectful Workplace
Purpose

The intent of this policy is to provide general guidelines about the conduct that is and
is not appropriate in the workplace. The city acknowledges that this policy cannot
possibly predict all situations that might arise, and also recognizes that some
employees are exposed to disrespectful behavior, and even violence, by the very nature
of their jobs.

Policy

The City of Northfield has zero tolerance for sexual harassment/offensive behavior.
All allegations of sexual harassment/offensive behavior will be taken seriously, acted
upon immediately, and addressed appropriately.

Applicability

Maintaining a respectful work environment is a shared responsibility. This policy is
applicable to all city personnel including regular and temporary employees, volunteers,
and City Council members.

Abusive Customer
Behavior

While the city has a strong commitment to customer service, the city does not expect
that employees accept verbal abuse from any customer. An employee may request that
a supervisor intervene when a customer is abusive, or they may defuse the situation
themselves, including ending the contact.

Types of
Disrespectful
Behavior

The following types of behaviors cause a disruption in the workplace and are, in many
instances, unlawful:
Violent behavior includes the use of physical force, harassment, or intimidation.
Discriminatory behavior includes inappropriate remarks about or conduct related to a
person’s race, color, creed, religion, national origin, disability, sex, marital status, age,
sexual orientation, or status with regard to public assistance.
Offensive behavior may include such actions as: rudeness, angry outbursts,
inappropriate humor, vulgar obscenities, name calling, disrespectful language,
inappropriate visual or any other behavior regarded as offensive to a reasonable person.
It is not possible to anticipate in this policy every example of offensive behavior.
Accordingly, employees are encouraged to discuss with their fellow employees and
supervisor what is regarded as offensive, taking into account the sensibilities of
employees and the possibility of public reaction. Although the standard for how
employees treat each other and the general public will be the same throughout the city,
there may be differences between work groups about what is appropriate in other
circumstances unique to a work group. If an employee is unsure whether a particular
behavior is appropriate, the employee should request clarification from their supervisor
or Human Resources.
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Definition of Sexual
Harassment

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




Prohibited Sexual
Harassment

Submitting to the conduct is made explicitly or implicitly a term or condition
of an individual’s employment; or
Submitting to or rejecting the conduct is used as the basis for employment
decision affecting an individual’s employment; or
Such conduct has the purpose or result of unreasonably interfering with an
individual’s work performance or creating an intimidating, hostile, or offensive
working environment.

Sexual harassment includes, but is not limited to, the following:





Possession and Use of
Dangerous Weapons

Respectful Workplace
October 1, 2007
October 2013

Unwelcome or unwanted sexual advances. This means stalking, patting,
pinching, brushing up against, hugging, cornering, kissing, fondling or any
other similar physical contact considered unacceptable by another individual.
Verbal or written abuse, kidding, or comments that are sexually-oriented and
considered unacceptable by another individual. This includes comments about
an individual’s body or appearance where such comments go beyond mere
courtesy, telling “dirty jokes” or any other tasteless, sexually oriented
comments, innuendos or actions that offend others.
Requests demands for sexual favors. This includes subtle or obvious
expectations, pressures, or requests for any type of sexual favor, along with an
implied or specific promise of favorable treatment (or negative consequences)
concerning one’s current or future job.

Possession or use of a dangerous weapon is prohibited on city property, in city
vehicles, or in any personal vehicle, which is being used for city business. This
prohibition applies to employees with valid permits to carry firearms.
The following exceptions to the dangerous weapons prohibition are as follows:





Employees legally in possession of a firearm for which the employee hold a
valid permit, if required, and said firearm is secured within an attended
personal vehicle or concealed from view within a locked unattended personal
vehicle while that person is working on city property.
A person who is showing or transferring the weapon or firearm to a police
officer as part of an investigation.
Police officers and employees who are in possession of a weapon or firearm in
the scope of their official duties.
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Employees who have a complaint of disrespectful workplace behavior will be taken
seriously.
In the case of sexual harassment or discriminatory behavior, a supervisor must report
the allegations within two business days to the City Administrator, who will determine
whether an investigation is warranted. A supervisor must act upon such a report even
if requested otherwise by the victim. In situations other than sexual harassment and
discriminatory behavior, supervisors will use the following guidelines when an
allegation is reported:
Step 1. If the nature of the allegations and the wishes of the victim warrant a simple
intervention, the supervisor may choose to handle the matter informally. The
supervisor may conduct a coaching session with the offender, explaining the impact of
his/her actions and requiring that the conduct not reoccur. This approach is particularly
appropriate when there is some ambiguity about whether the conduct was disrespectful.
Step 2. The supervisor must notify the City Administrator about the allegations.
Step 3. If a formal investigation is warranted, the individual alleging a violation of this
policy will be interviewed to discuss the nature of the allegations. The person being
interviewed may have someone of his/her own choosing present during the interview.
The investigator will obtain a description of the incident including date, time and place,
together with the following:
•
•
•

corroborating evidence
a list of witnesses
identification of the offender

Step 4. As soon as practical after receiving the written or verbal complaint, the alleged
policy violator will be informed of the allegations. The alleged violator will have the
opportunity to answer questions and respond to the allegations.
Step 5. After adequate investigation and consultation with the appropriate personnel, a
decision will be made regarding whether or not disciplinary action will be taken.
Step 6. The alleged violator and complainant will be advised of the findings and
conclusions as soon as practicable.
Special Reporting
Requirements

When the supervisor is perceived to be the cause of a disrespectful workplace behavior
incident, a report will be made to the City Administrator who will assume the
responsibility for investigation and discipline.
If the City Administrator is perceived to be the cause of a disrespectful workplace
behavior incident involving city personnel, the report will be made to Human
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Resources and referred to the City Attorney who will undertake the necessary
investigation. The City Attorney will report his/her findings to the City Council, which
will take the action it deems appropriate.
Pending completion of the investigations, Human Resources and City Attorney may
take action to protect the alleged victim, other employees, or the citizens.
Investigation

The Communications & Human Resources Manager or professional consultant as
determined by the City Administrator will investigate all complaints of sexual
harassment/offensive behavior promptly, fairly and completely.

Confidentiality

A person reporting or witnessing a violation of this policy cannot be guaranteed
anonymity. The person’s name and statements may have to be provided to the alleged
offender. All complaints and investigative materials will be contained in a file
separate from the involved employees’ personnel files. If disciplinary action does
result from the investigation, the results of the disciplinary action will then become a
part of the employee(s) personnel file(s).
The employees’ complaint will be kept private to the extent consistent with the city’s
need to investigate. Each situation will be handled as discreetly as possible. The facts
shall determine the response to each complaint.

Retaliation

Consistent with the terms of applicable statutes and city personnel policies the city
may discipline any individual who retaliates against any person who reports alleged
violations of this policy. The city may also discipline any individual who retaliates
against any participant in an investigation, proceeding or hearing relating to the report
of alleged violations. Retaliation includes, but is not limited to, any form of
intimidation, reprisal, or harassment.

Violations

Any violation, intentional or unintentional, of this policy by a city employee will
be cause for appropriate disciplinary action. Resolution of complaints can include,
but not limited to, an apology, transfer, direction to stop the offensive behavior,
counseling or training, verbal or written warning, suspension with or without pay or
termination.
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Purpose

The purpose of this policy is to support City of Northfield employees who transition
genders or who “come out” as nonbinary. Gender transitioning or coming out as
nonbinary occurs when a person begins to live consistent with the gender or
absence of gender with which they identify, rather than the gender they were
assigned at birth based on reproductive anatomy. Transitioning genders or coming
out as nonbinary may include social, physical, or legal changes in the person’s life.
The City strives to accommodate, support, and welcome employees who transition
genders or who come out as nonbinary.

Applicability

This policy applies to all City of Northfield employees, including persons selected
for employment but who have not formally started their work duties.

Policy

Employees (including persons selected for employment but who have not
formally started their work duties) who seek to transition genders or come out as
nonbinary have the right to perform their duties while presenting consistent with
their gender identity or absence of gender. The City strives to support its employees
before, during, and after their transition or coming out. This support may require
frequent communication and possibly, frequent reassurance and coaching for all
parties involved. The City may employ an outside consultant to assist the
transitioning employee or employee who is coming out as nonbinary. The City
recognizes the process requires planning, compassion, and understanding on the
part of everyone involved

Definitions

The following definitions are intended to assist in implementing this Gender
Transition Policy.
Sex: Refers to the designation of a person as either male or female based on their
birth anatomy (e.g., reproductive organ). Some people are born with indicia of both
reproductive organs or both sets of chromosomes; they are commonly referred to as
“intersex.”
Gender: An individual’s social characteristics and behaviors (such as appearance,
mannerisms, or social interactions) that may be perceived as masculine, feminine,
or androgynous (e.g., ambiguous as to gender or connoting aspects of both
masculinity and femininity).
Gender Identity: An individual’s sense of one’s own gender, which can be male,
female, neither, or both.
Gender Expression: An individual’s characteristics and behaviors (such as
appearance, dress/clothing, cosmetics or makeup usage, hairstyles, mannerisms,
speech patterns, and social interactions) that may be perceived as masculine,
feminine, or androgynous.
Transgender: Identifying as having a gender that differs from that person’s sex
assigned at birth based on reproductive anatomy.
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Nonbinary (sometimes referred to as Gender Non-Conforming or Gender
Fluid): Refers to individuals who do not identify as either male or female or whose
gender identity changes over time.
Gender Transitioning: The process of a person beginning to live consistent with
the gender with which they identify, rather than the sex they were assigned at birth
based on reproductive anatomy. Transitioning genders may include social, physical,
or legal changes and often involves informing family, friends, co-workers and
others about the need to live in their “true” (non-birth anatomy) gender; changing
one’s everyday manner of dress or clothing; changing one’s name (both legally and
in everyday usage); changing expected pronoun usage; changing sex designations
on legal documents (e.g., driver’s license or passport); and changing one’s physical
appearance through gender confirmation surgery (e.g., through hormones or
surgery), hair style or otherwise.
Preferred Name: The name that a person seeks to be known by; it may be a first
name, last name, or combination of names, which may be the name assigned at birth
or a name adopted to conform to a person’s gender identity. It may also not be the
person’s legal name.
Proper Pronoun Usage: A pronoun is a word (such as I, she, he, you, it, we,
or they) that is used to refer to humans either in the first-person or as a substitute
for using a person’s name or a group of people’s names. In the context of
transgender or nonbinary persons, employees should use pronouns that align with
or correspond to the transgender or nonbinary person’s gender identity or
absence of gender. In no case should pronouns be used to intentionally disrespect
or otherwise signal intolerance toward transgender or nonbinary persons. All
employees and anyone with whom employees interact in the course of their
employment should be treated with respect and dignity.
Sexual Orientation or Identity: A person’s physical or emotional attraction to
other people. The attraction may be to opposite sex or same-sex persons. Sexual
orientation or identity is different from gender identity; the former is focused on the
body characteristics of another person whereas the latter focuses on how a person
perceives their own body and gender.
Mechanics

Based on comfort level, an employee who seeks to transition genders or to come out
as nonbinary may contact their immediate supervisor and/or Human Resources to
discuss their intentions, needs, and concerns.
Depending on the employee’s comfort level, the employee may coordinate with
Human Resources in creating a written Gender Transition/”Coming Out” Plan (“the
Plan”). The purpose of the Plan is to ensure for full communication about the onthe-job transition or coming out and to provide a comfort level for all parties
involved. The goal of the employee-driven Plan, subject to change, is to have a
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successful workplace gender transition or coming out where the employee is
welcomed, accepted, and treated with dignity and respect throughout the process, as
well as going forward.
Depending on employee comfortability, Human Resources may utilize a consultant
to assist the employee and others with the transition or coming out process. The
consultant may also engage in training employees on how to be welcoming to the
employee who is transitioning or coming out as nonbinary.
Dress and
Appearance

The City has the right to set expectations and standards for appearance and
behavior in the workplace. The employee is expected to comply with the same
standards of dress and appearance as apply to all other employees in the workplace
and similar position. The decision as to when and how an employee expresses their
gender identity or absence of gender remains the employee’s choice.

Restroom and
Locker Room Access

Access issues related to restrooms and other sex-segregated facilities (e.g., locker
rooms) will be handled with sensitivity to provide the transitioning or nonbinary
employee with the same level of facilities access available to all other employees.
Transgender and nonbinary employees may use City facilities and resources that
align with or correspond to their gender identity. Any employee who has a desire
for increased privacy, when feasible and if available, shall be provided access to a
single-stall restroom. However, transgender or nonbinary persons should never be
asked, required, or intimidated into using a single-stall restroom or other facility
that does not align with or correspond to their gender identity.

Right to Privacy

The City is committed to respecting every employee’s right to privacy. If requested,
information relating to a person’s gender identity or absence of gender will be
treated as confidential. Confidential information will only be disclosed with the
prior consent of the concerned employee.
Supervisors of employees who seek to transition genders or come out as nonbinary
should treat information relative to the transitioning/nonbinary team member as
confidential that should only be disclosed on a need-to-know basis, considering the
express wishes and concerns of the concerned employee.
The City protects employee data in accordance with the Minnesota Government
Data Practices Act.

Pronoun, Name, and
Internal
Communication
System Changes

Internal employee personnel records and administration-related documents, such as
payroll or benefits, will be maintained under the employee’s legal name (as
reflected on identification documents verified at the start of employment) unless and
until the employee makes a legal name change. This rule does not apply to internal
communication systems (e.g., email, nametags, business cards, and lanyards) for
which name changes will be processed without the requirement of a legal name
change.
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Internal Guidance Note: once an employee signals an intention to transition genders
or an to come out as nonbinary, those involved with planning the employee’s
transitioning process or coming out should begin using the team member’s (new)
preferred name and pronouns when referring to that employee.
Intentional misgendering or misnaming is subject to the City’s Respectful
Workplace policy.
Surgeries

The process of transitioning genders may include one or more surgeries. In addition
to genital or breast reconstruction surgery (referred to as “gender confirmation
surgery”), surgeries can include facial feminization or masculinization or other
feminizing or masculinizing procedures. Recognize that a transitioning employee
may or may not have these surgeries for any number of personal reasons and,
furthermore, that surgery in and of itself is not the goal of a gender transition.
Asking an employee unsolicited questions about surgery or hormone use may be
viewed as offensive and unwelcomed.

Leave Benefits for a
Transitioning Team
Member

Transitioning employees who have questions about health benefits or leave
eligibility should contact Human Resources.

Violation of this
Policy/Complaint
Procedures

In determining whether conduct inconsistent with the goals of this policy violates
the Respectful Workplace policy, managers and administrators shall consider
evidence of the alleged violator’s good faith or intent relative to the alleged conduct
at issue. Patterns of misnaming or misgendering may be considered violations of the
Respectful Workplace policy.
To report violations of this policy, employees shall report allegations to their
supervisor. The supervisor must notify the City Administrator within two business
days, who will determine whether an investigation is warranted. A supervisor
must act upon such a report even if requested otherwise by the employee.
If the City Administrator is perceived to be the cause of a disrespectful workplace
behavior incident involving city personnel, the report will be made to Human
Resources and referred to the City Attorney.
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Expectations Code

Purpose

Maintaining a professional, business-like appearance reflects a positive, competent and
capable workforce and demonstrates courtesy to co-workers and projects the
reputation of the organization. As such, employees are expected to dress neatly and to
exercise good judgment in selecting clothing and footwear appropriate for a business
environment.

Policy

Dress should be “business casual” for all staff. At all times, clothing must be clean,
neat, and free from holes, tears, fraying or noticeable stains. Any clothing that by fit or
design is derogatory or offensive is not suitable for the city work environment and,
therefore, not allowed. Employees who are provided uniforms by the city are required
to wear them during paid work time.
Specific dress requirements and options may be set by a department director in
accordance with professional standards and safety needs for the department.

Exceptions

Employees who work in building inspections, engineering, IT, and
streets/utilities/parks maintenance who do not have city-provided uniforms may wear
jeans and a city-logo shirt or jacket when they are in the field. Employees should
make every effort to present as tidy, well-groomed, and professional.
Wearing shorts is allowed for staff who work in construction and maintenance fields
during warm weather and where safety is not an issue, and for recreation staff when
working primarily in the field. Shorts must sit at the waist and have a minimum
inseam of seven inches.
Tattoos: Must be covered if they are considered offensive (at the sole discretion of the
Department Head) and new or fresh tattoos pose a health concern and must be securely
bandaged.
Casual Day: Friday is considered a casual dress day. Although more casual than the
normal business attire, guidelines specified above are still to be followed. Jeans that
are not overly worn, faded, or in disrepair may be worn on Casual Day. Also, athletic
shoes may be worn if the shoes are appropriately clean and in good condition.
Hygiene: Supervisors will address hygiene concerns. It is the responsibility of all
employees to be neat and clean and to dress in a manner that is appropriate to their
work environment. Strong perfume and cologne are prohibited. Please be considerate
of co-workers, citizens and other guests.
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Expectations Code

Violations

Supervisors will determine if an employee’s appearance is appropriate under this
policy. If a supervisor determines that an employee’s appearance is inappropriate and
in violation of this policy, it will be brought to the employee’s attention privately. The
employee may be told to go home and change, and non-exempt employees will not be
paid for the time required to do so. Continued violations may result in disciplinary
action.
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Customer Service
Purpose

The customers of the City of Northfield can expect to be greeted with courtesy,
respect, a prompt offer of assistance, and a can-do attitude. In general, employees are
expected to under promise and over deliver.

Policy

Developing and maintaining good customer service is vital to our success. Our
customers look on each employee as a representative of the city and may judge the
entire organization by one employee’s actions.
Our customers include residents, co-workers, contractors, vendors, visitors to the city;
in other words everyone. It is our goal to have all customers feel good about the City
of Northfield by treating everyone with courtesy and respect. One of the ways we can
do that is by providing high quality service whenever we come into contact with a
customer.

Customer Service
Standards

Processes – There are many processes within the City of Northfield that require formal
procedures are followed. The city must strive to make these processes as consistent
and simple as possible throughout all of the departments. Simplification of forms, easy
to understand directions, up to date public information, downloadable forms available
via the website, and short time lines are key examples of efforts that should be put
forth to assure customer service orientated processes are in place.
Marketing and Communication – The city provides information and services to
residents on an ongoing basis. Communication with the public, oral or written, must
be clear, concise, consistent and easy to access. Departments should strive to utilize all
communication possibilities (website, City Commons, social media, administrator’s
memo, and other currently available sources) as efficiently as possible to assure that
residents remain informed and aware on a regular basis.
Phone and Written Inquiries – All inquiries by either phone or writing will be
responded to by the proper person in accordance with this policy.
Phone calls placed to a specific person are to be answered by a live person whenever
possible. Phone messages must be returned within one business day (24 hours).
Employees at all levels must adhere to this timeline. If an employee is not available to
return calls within one business day, the caller should be given that information and
informed when the person will be available. Alternative help should be offered in the
interim.
All written inquiries, including email, whether complaints, compliments or
suggestions, should be acknowledged in an appropriate manner. The initial response
should be within no more than two business days of receipt of letter or email.
The use of automated phone answering systems, including voicemail, can be an
effective tool in the pursuit of excellence in customer service. Any department or
employee that utilizes voicemail must assure that the information it provides is
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regularly updated and that it can be easily bypassed to achieve direct contact with the
office.
Information and Referral – Many times residents will inquire at City Hall for issues
that are not within our domain. Every effort should be made to refer them to the
governmental agency or community service agency that is best able to handle their
concern. All referrals should include a phone number or location of the suggested
agency if at all possible.
Internal referrals should be handled in a similar manner. If a person on the phone or
through email is being referred to a different department or employee, the caller should
be given the direct dial number for future reference and then automatically transferred
through the phone or email systems. Customers should not be made to call back at that
time.
If a referral is made to another city department, there must be certainty that the referral
is correct, and if transferring by phone, that indeed the call will be picked up. No
“blind” transferring is allowed. If there is some doubt as to the proper referral, the
referring department should ascertain the appropriate contact before connecting or
directing the customer. If this information is not obtainable the customer should be
directed to a supervisor in the initiating department.
Concerns/Compliments – Residents and departments shall report a concern through
the city website or contacting a department supervisor. Whether a concern is formal or
informal, written or verbal, it must be entered into a log maintained for that purpose.
The substance of the log is up to individual departments, but must include at a
minimum, the name of the complainant if available, the time and date of the complaint,
the nature of the complaint, the employee handling the situation and the disposition of
the situation, and/or referral to proper department for resolution.
Departments should make equal attempts to log public or internal compliments of
excellent customer service provided by city employees. Employees who are the
subject of such praise should be copied or notified of these compliments by their
supervisor.
Professionalism
Exceptional customer service is rooted in professionalism. All employees shall present
a professional, informed and commonsense image to city customers. All employees
are expected to conduct themselves in a professional manner with members of the city
council, residents, businesses and other customers, as well as other city employees.
Friendly, Helpful and Courteous Service
Common courtesy and respect form the foundation of exceptional customer service.
City employees will treat customers with respect, dignity and courtesy. Specifically,
city employees shall:
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Give full attention to the customer they are dealing with. Eye contact and talking,
notes, if applicable, demonstrate that the employee is actively listening. When
possible, employees should use the customer’s name when conversing with them.
Acknowledge customers arriving at public counters immediately, and welcome them
with a smile. If the employee cannot help the customer right away, they should explain
why and get to the customer as soon as possible.
Communicate clearly and effectively. Help the customer understand the issue and the
city’s process. As much as possible, eliminate bureaucratic jargon.
Strive to understand and empathize with the customer’s point-of-view. Recognizing
that compliance with the city’s codes and policies is mandatory, work with the
customer to identify alternatives and solutions.
Utilize effective and professional protocols including:
- Answer telephone calls by the second ring, whenever possible.
- When answering telephones or answering the counter employees shall be polite and
cheerful.
-Employees shall identify their name, title and department when appropriate.
-Customers shall not be on hold for more than two (2) minutes at a time.
-Return telephone calls shall be made no later than one business day (24 hours).
Ensure that calls for service are handled in a timely manner, based on workload and
resources.
Refrain from using profane or inappropriate language or body language. It is never
appropriate for an employee to use foul language.
-When dealing with irate customers, employees shall politely let the customer know
that they will do their best to assist the customer in resolving the given issue. Attempt
to work through the customer’s concern to an appropriate resolution. If the employee
does not have the staff authority to handle an issue presented, they should ask the
customer to please wait and then contact a supervisor to handle the situation.
-Although it is ultimately the city’s goal to solve the customer’s problem and provide
them the desired service, employees may terminate a conversation with a customer
who demonstrates threatening, aggressive or inappropriate behavior or language.
-Where possible, the customer should be informed that continued inappropriate
behavior will result in a termination of the contact with them.
-On rare occasions, employees may need to contact police personnel when an
admonition to the customer does not eliminate the aggressive or threatening behavior,
and the employee is at risk. Employees are not expected to put themselves at risk
during an interaction with a customer.
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-When a customer has repeatedly demonstrated their inability to conduct themselves in
a civil manner with an employee, they cease to be a customer. When such an individual
repeatedly misrepresents or lies about contacts with employees, employees may require
that further business with that individual be conducted at a public counter and/or in the
presence of another employee.
Internal Service
Departments

The city’s customer service standards are fully applicable to our internal service
departments and all internal services occurring throughout the city or even within
departments. The ability of the city to meet its own needs in a professional, efficient
and customer service-oriented manner is a key component to offering such service to
the public.
Whenever possible, the city will seek efficient and accurate means of providing
internal information to departments, managers, supervisors and employees. Creation
and utilization of The Inside Track (city’s intranet) and Laserfiche (city’s record
management system) are key examples of efforts that should be put forth to assure
customer service orientated processes are in place internally.
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Identity Theft – FACTA Compliance Red Flags

Purpose

The purpose of the program is to establish an Identity Theft Prevention Program
designed to detect, prevent and mitigate identity theft in connection with the opening
of a covered account or an existing covered account and to provide for continued
administration of the Program in compliance with Part 681 of Title 16 of the Code of
Federal Regulations implementing Sections 114 and 315 of the Fair and Accurate
Credit Transactions Act (FACTA) of 2003.

Policy

The risk to the City of Northfield, its employees and customers from data loss and
identity theft is of significant concern to the City of Northfield and can be reduced
only through the combined efforts of every employee and contractor. This policy
enables the City of Northfield to protect existing customers, reduce risk from identity
fraud, and minimize potential damage to the City of Northfield from fraudulent new
accounts. The City of Northfield adopts this sensitive information policy to help
protect employees, customers, contractors, and the city from damages related to the
loss or misuse of sensitive information.

Sensitive Data

Sensitive information:
Credit card information including credit card number, credit card expiration
date, cardholder name, and cardholder address.
Tax identification numbers, including social security number, business
identification number and employer identification numbers.
Payroll information including paychecks and pay stubs.
Medical information for any employee or customer including but not limited
to doctor names, claims, insurance claims, prescriptions, and any other related
personal medical information.
Other personal information belonging to any customer, employee or
contractor, including date of birth, address, phone numbers, maiden name,
names and customer number.

MGDPA

City personnel are encouraged to use common sense judgment in securing confidential
information to the proper extent. Furthermore, this policy should be read in
conjunction with the Minnesota Government Data Practices Act (MGDPA) Chapter
13. If an employee is uncertain of the sensitivity of a particular piece of information,
he/she should contact their supervisor. In the event that the city cannot resolve a
conflict between this policy and the Minnesota Government Data Practices Act, the
city will contact the Commissioner of Administration for an advisory opinion.

Hard Copy
Distribution

Each employee and contractor performing work for the city will comply with the
following:
File cabinets, desk drawers, overhead cabinets, and any other storage space
containing documents with sensitive information will be locked when not in
use.
Storage rooms containing documents with sensitive information and records
retention areas will be locked at the end of each workday or when
unsupervised.
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Desks, workstations, work areas, printers and fax machines, and common
shared work areas will be cleared of all documents containing sensitive
information when not in use.
Whiteboards, dry-erase boards, writing tablets, etc. in common shared work
areas will be erased, removed, or shredded when not in use.
When documents containing sensitive information are discarded they will be
placed inside a locked shred bin or immediately shredded using a mechanical
cross cut or Department of Defense (DOD)-approved shredding device.
Locked shred bins are labeled “Confidential paper shredding and recycling.
City records, however, may only be destroyed in accordance with the city’s
records retention policy.
Electronic
Distribution

Each employee and contractor performing work for the city will comply with the
following:
Internally, sensitive information may be transmitted using approved city
e-mail. All sensitive information must be encrypted when storing in an
electronic format.
Any sensitive information sent externally must be encrypted and password
protected and only sent to approved recipients. Additionally, a statement such
as what follows should be included in the e-mail:
“This message may contain confidential and/or proprietary information and is
intended for the person/entity to whom it was originally addressed. Any use by
others is strictly prohibited.”

Covered Accounts

A covered account includes any account that involves or is designed to permit multiple
payments or transactions. Every new and existing customer account that meets the
following criteria is covered by identity theft.
Business, personal and household accounts for which there is a reasonably
foreseeable risk of identity theft;
Business, personal and household accounts for which there is a reasonably
foreseeable risk to the safety or soundness of the city from identity theft,
including financial, operations, compliance, reputations, or litigation risks.
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The following red flags are potential indicators of fraud. Any time a red flag, or a
situation closely resembling a red flag, is apparent, it should be investigated for
verification.
Alerts, notifications or warnings from a consumer reporting agency;
A fraud or active duty alert included with a consumer report;
A notice of credit freeze from a consumer reporting agency in response to a
request for a consumer report as defined in § 334.82 (b) of the Fairness and
Accuracy in Credit Transactions Act.
Consumer reports that indicate a pattern of activity inconsistent with the
history and usual pattern of activity of an applicant or customer.
A recent and significant increase in the volume of inquiries.
An unusual number of recently established credit relationships.
A material change in the use of credit, especially with respect to recently
established credit relationships
An account that was closed for cause or identified for abuse of account
privileges by a financial institution or creditor.
Documents provided for identification that appears to have been altered or
forged.
The photograph or physical description on the identification is not consistent
with the appearance of the applicant or customer presenting the identification.
Other information on the identification is not consistent with information
provided by the person opening a new covered account or customer presenting
identification.
Other information on the identification is not consistent with readily
accessible information that is on file with the city, such as a signature card or a
recent check.
An application appears to have been altered or forged, or gives the appearance
of having been destroyed and reassembled.
Personal identifying information provided is inconsistent when compared
against external information sources used by the city.
The address does not match any address in the consumer report.
The Social Security number (SSN) has not been issued or is listed on the
Social Security Administration’s Death Master File
Personal identifying information provided by the customer is not consistent
with other personal identifying information by the customer,
Personal identifying information provided is associated with known fraudulent
activity as indicated by internal or third party sources used by the city.
Personal identifying information provided is of a type commonly associated
with fraudulent activity as indicated by internal or their-party sources used by
the city.
The address on an application is fictitious, a mail drop, or a prison
The phone number is invalid or is associated with a pager or answering
service.
The social security number provided is the same as that submitted by other
persons opening an account or other customers.
The address or telephone number provided is the same as or similar to the
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address or telephone number submitted by an unusually large number of other
customers or other persons opening accounts.
The customer or the person opening the covered account fails to provide all
required personal identifying information on an application or in response to
notification that the application is incomplete.
Personal identifying information provided is not consistent with personal
identifying information that is on file with the city.
When using security questions (mother’s maiden name, pet’s name, etc.) the
person opening the covered account or the customer cannot provide
authenticating information beyond that which generally would be available
from a wallet or consumer report.
Shortly following the notice of a change of address for a covered account, the
city receives a request for new, additional, or replacement goods or services,
or 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, 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. Such as nonpayment when there is no
history of late or missed payments or a material change in purchasing or usage
patterns.
A covered account that has been inactive for a reasonably lengthy period of
time is used.
Mail sent to the customer is returned repeatedly as undeliverable although
transactions continue to be conducted in connection with the customer’s
covered account.
The city is notified that the customer is not receiving paper account
statements.
The city is notified of unauthorized charges or transactions in connection with
a customer’s covered account.
The city receives 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 it has opened a fraudulent account for a
person engaged in identity theft.
Responding to Red Once potentially fraudulent activity is detected, an employee must act quickly as a
rapid appropriate response can protect customers and the city from damages and loss.
Flags
Gather all related documentation and write a description of the situation.
Present this information to the designated authority for determination.
The designated authority will complete additional authentication to determine
whether the attempted transaction was fraudulent or authentic.
Cancel the transaction
Notify and cooperate with appropriate law enforcement
Determine extent of liability of the City of Northfield. Notify the actual
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customer that fraud has been attempted.
Periodic Updates to At periodic intervals established in the program, or as required, the program will be reevaluated to determine whether all aspects of the program are up to date and
Plan
applicable in the current business environment.
Periodic reviews will include an assessment of which accounts are covered by
the program.
Red flags may be revised, replaced or eliminated. Defining new red flags may
also be appropriate.
Actions to take in the even that fraudulent activity is discovered may also
require revision to reduce damage to the city and its customers.
Program
Administration

Operational responsibility of the program is delegated to the City Administrator.

Staff Training

Staff training shall be conducted for all employees, officials and contractors for whom
it is reasonably foreseeable that they may come into contract with accounts or
personally identifiable information that may constitute a risk to the city or its
customers.
Human Resources is responsible for ensuring identity theft training for all
requisite employees and contractors.
Employees must receive annual training in all elements of this policy.
To ensure maximum effectiveness, employees may continue to receive
additional training as changes to the program are made.

Oversight of service It is the responsibility of the city to ensure that the activities of all service providers
are conducted in accordance with reasonable policies and procedures designed to
provider
detect, prevent, and mitigate the risk of identity theft.
arrangements
A service provider that maintains its own identity theft prevention program
consistent with the guidance of the red flag rules and validated by appropriate
due diligence, may be considered to be meeting these requirements.
Any specific requirements should be specifically addressed in the appropriate
contract arrangements.
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Ethical Standards of Conduct

Purpose

Establishing ethical standards of conduct for all employees by setting forth those acts
or actions that are incompatible with the best interest of the City, and by directing
disclosure by public officials and employees of private financial or other interests in
matters affecting the City. To comply with Minnesota Statute 465, Northfield City
Code and Northfield City Charter.

Policy

Public employees should be held to a high standard of conduct and responsibility due
to the nature of their duties and responsibilities. The proper operation of democratic
government requires that public servants be independent, impartial and responsible to
the people; that government decisions and policy be made through the proper channels
of the government structure; that public office not be used for personal financial gain,
and that the public have confidence in the integrity of its government. In recognition
of these goals, this policy establishes an Ethical Standard of Conduct for public
employees and officials of the City of Northfield.

Definitions

Elected Official - Official who won the office in a free election, a public servant, not
an employee.
Public Employee: Any employee of the City of Northfield and elected officials.
Anything of Value: Money, real or personal property, a permit or license, a favor, a
service, forgiveness of a loan or promise of future employment. It does not mean
reasonable compensation or expenses paid to an employee by the City of Northfield
for work performed.
Compensation: A payment of “anything of value” to an individual in return for that
individual’s service of any kind.
Association: A business entity of any kind, a labor union, a club or any other group of
two (2) or more persons other than the immediate family.
Immediate Family: The employee’s: 1) spouse and the following kin of either the
individual or his/her spouse: child, mother, father, brother, sister, grandparent,
grandchild, aunt, uncle; and 2) the stepparent and/or legal guardians of the individual
or his/her spouse.
Gift: The payment or receipt of “anything of value”.

Ethical Standards

In general, public employees are to serve all persons fairly and equitable without
regard to their personal or financial benefit. The credibility of Northfield government
hinges on the proper discharge of duties in the public interest. Public employees must
ensure that the independence of their judgment and actions is preserved without any
consideration for personal gain.
The following specific ethical standards shall guide public employees:
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Incompatible Offices: A public employee, except for elected officials, shall not hold
incompatible offices or engage in any regular outside employment without prior notice
to and approval by the City Administrator . (See Section 4.10 for additional
information on Outside Employment.)
Use of Non-Public Information: Public employees shall not disclose to others, or use
to further their personal interest, non-public information, as defined by the Minnesota
Government Data Practices Act, acquired by them in the course of their official duties.
Solicitation of or Receipt of Anything of Value: A public employee shall not solicit
or receive anything of value from any person or association, directly or indirectly, in
consideration of some action to be taken or not to be taken in the performance of the
public employee’s duties. Incidental items provided to public employees in the due
course of business while attending conferences, seminars, and training sessions, shall
be exempt from this provision.
Holding investments: No public employee shall hold any investment which might
compromise the performance of his/her duties without disclosure of said investment
and self-disqualification from any particular action which might be compromised by
such investment, except as permitted by statute, such as Minnesota Statute 471.88.
Representation of Others: A public employee shall not represent persons or
associations in dealings with the City in consideration of anything of value.
Financial Interest: Where a public employee has a financial interest in any matter
being considered by the public employee, such interest (if known to the public
employee) must be disclosed to the City Administrator, and the public employee shall
be disqualified from further participation in the matter.
City Property: No public employee shall use City-owned property such as vehicles,
equipment, or supplies for personal convenience or profit except when such property is
available to the public generally.
Special Consideration: No public employee shall grant any special consideration,
treatment, or advantage to any citizen beyond that which is available to every other
citizen.
Authority: No public employee shall exceed his/her authority, or breach the law, or
ask others to do so.
Public Funds: No public employee shall use City public funds, personnel, equipment
or facilities, for private gain or political campaign activities, unless such equipment
and facilities are available to the public.
Use of Logo or Other City Symbols: Use of the City’s logo or any other symbol for
non-official City business without approval of the City Council is prohibited.

Section 4.50
Page 2 of 5

Back to Table of Contents

Policy:
Adopted:
Effective:
Revised:

Ethical Standards of Conduct
M2007-0143
October 1, 2007

Expenses: Public employees shall provide complete documentation to support
requests for expense reimbursement. Expense reimbursement shall be made in
accordance with City policy.
Donations: No public employee shall take any action which will benefit any person or
entity because of a donation of anything of value to the City by such a person or entity.
Official Action: No public employee shall take an official action which will benefit
any person or entity where such public employee would not otherwise have taken such
action but for the public official’s family relationship, friendship, or business
relationship with such person or entity.
Compliance with Laws: Public employees shall comply with all local ordinances and
state and federal statutes, including but not limited to, the Criminal Code, Fair
Campaign Practices Act, and laws governing the functioning of municipalities, their
elected and appointed officials, and employees.
Acceptance of Gifts: The City may accept a grant or devise of real or personal
property and maintain such property for the benefit of its citizens in accordance with
the terms prescribed by the donor. Nothing herein shall authorize such acceptance or
use for religious or sectarian purposes. Every such acceptance shall be by resolution
of the governing body adopted by a two-thirds majority of its members, expressing
such terms in full.
Knowledge of Violations: Public employees shall disclose any possible violations of
the City’s Ethics Policy to the City Attorney, City Administrator or Human Resources
Director.
Public Interest: Public employees shall act with the best interests of the City of
Northfield and its citizens in mind.
Bribery: Public employees may not, either directly or indirectly, attempt to influence
the City Administrator or City Council in any way with money, services or other
remuneration.
Complaints Against
Public Employees

Allegations made against public employees shall be handled by the City
Administrator. The City Administrator will oversee the review and investigation of
the allegations, and will determine the appropriate responsive action.

Disclosure of
Financial Interest

The following public employees shall be required to file an annual sworn statement in
the City Clerk’s office:



Mayor
City Council Members
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City Administrator
Directors
Chiefs
Managers
Superintendents
Captains
Supervisors
City Clerk
Engineers
Planners

The sworn statement must contain the following:


A list naming all business enterprises known by the public employee to be
licensed by or to be doing business with the City in which the public employee
or any member of the public employee’s immediate family is connected as an
employee, officer, owner, investor, creditor of, director, trustee, partner,
advisor, or consultant; and



A list of the public employees and members of the public employees’
immediate family’s interest in real property located in the City or which may
be competing with the interest of the City located elsewhere, other than
property occupied as a personal residence.

Prior to the official appointment to office or employment, each person who enters
public duty after the date of this Code shall file this disclosure statement.
Each person who made an initial filing of financial disclosure shall file a new
statement by January 30 of each year thereafter, giving the information called for
above at the time of the new statement. If a change in financial interest or property
ownership occurs between filings, a new filing shall be made within thirty-days (30) of
the change.
This Code shall not be construed to require the filing of information relating to any
person’s connection with or interest in any professional society or any charitable,
religious, social fraternal, educational, recreational, public service, civil, or political
organization, or any similar organization not conducted as a business enterprise and
which is not engaged in the ownership or conduct of a business enterprise.
However, if any of such organizations seeking any action or benefit come before a
Northfield Board, Committee, or Council, then membership in the organization shall
be a potential conflict of interest and must be reported as such in an amended
disclosure statement. The other stipulations of this Code then apply.
If a public employee fails to file the disclosure statement as required, or files a
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statement containing false information, the City Administrator will determine the
appropriate responsive action.
Violation

Violation of this policy will be subject to discipline up to and including discharge.

Additional
Information

See Sections 4.20 (Vehicle Use) and 4.25 (Personal Use of City Property) for
additional information.
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Purchasing Policy
Purpose

To comply with Minnesota Statue 471.345 and to establish specific guidelines for
the purchase of goods and services by the employees of the City of Northfield.

Policy

It is the policy of the city to acquire goods and services through a competitive
process whenever practical that results in supply arrangements at the most effective
net cost, in the correct quantities, of the appropriate quality, and from the most
responsive and responsible source. Purchasing and supply management functions
at the city are delegated to the department directors, requiring diligent attention to
the governing laws and rules.
Purchasing goods and services using a purchasing card is covered under the
Purchasing Card Policy 4.56.

Cooperative Purchasing
Agreements

When possible, every effort should be used to take advantage of cooperative
purchasing agreements as a cost savings measure. The city shall maintain its
membership with the State Cooperative Purchasing Program. By using the State’s
plan, bidding requirements are already fulfilled.

Support of Local Firms
and Merchants

It is the policy of the city to support local firms and merchants. To facilitate this
policy, when products or services can reasonably be supplied by local merchants or
firms, requests for bids or quotations shall be solicited by phone, mail or facsimile
and/or advertisement in the official city newspaper and/or trade journals to attempt
to provide an opportunity for local merchants to participate in the bidding process.
Advertisements for bids shall be published in accordance with the state law.
Award of bids or quotations shall be made in accordance with state law to the
lowest qualified bidder.

Governing Laws
Contracting
Bid State Laws

A city entering into an agreement for the sale or purchase of supplies, materials,
equipment or the rental thereof, or the construction, alteration, repair or
maintenance of real or personal property must abide by the statutes relating to
contracting and bidding. Minnesota Statute 471.345 was established to provide
dollar limits for all cities upon contracts that shall or may be entered into on the
basis of competitive bids, quotations or purchase or sale in the open market. This
statute puts the following basic requirements on cities (based on the estimated
contract amount):


For contracts over $100,000 – sealed bids shall be solicited by public notice
in the manner and subject to the particular requirements of the city. The
sealed bids shall be solicited by public notice and be kept on file. City
Council will approve these contracts during a regularly scheduled meeting.



For contracts exceeding $25,000 but not $100,000 – sealed bids or by
direct negotiation, by obtaining two or more quotations for the purchase or
sale when possible, and without advertising for bids or otherwise
complying with the requirements of competitive bidding. All quotations
obtained shall be kept on file for a period of at least one year after receipt
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thereof. These contracts will be approved by the City Administrator or City
Council.


For contracts $25,000 or less – the contract may be made upon quotation
or in the open market, in the discretion of the city. If the contract is made
upon quotation it shall be based, so far as practicable, on at least two
quotations which shall be kept on file for a period of at least one year after
their receipt. These contracts can be approved by the department director
if in the budget. If not budgeted, City Administrator approval is necessary.

Extra care should be exercised when using sole source vendors. The City
Administrator and Finance Director must approve such purchases in advance.
Director/Manager
Responsibilities

Finance Department
Responsibilities

Department Directors/Managers and other persons authorized to purchase are
responsible for certain functions related to purchasing and payment for goods and
services received. The responsibilities are:


Purchasing done on a competitive basis and consistent with the approved
annual budget.



Control of purchased goods and services to ensure only authorized use.



No reimbursement for use of personal gift cards. (added)



No reimbursement for use of store rebates.(added)



All terms and conditions (including pricing) of the purchase as specified in
the purchase order and applicable contract are attained prior to the payment
of the claim.



Providing the Finance Department with approved invoices in a timely
manner.



Immediate notification to the Finance Department of any circumstances
affecting acceptability, performance, or any other reason which may lead
to withholding of payment.



Cooperation with the Finance Department in resolving disputes with
vendors regarding terms, quantity, or any questions of performance.



Designating budget coding of all invoices.

The Finance Department personnel are responsible for the following:


Assistance in seeking vendors to provide the best price availability.



Reasonable audit tests to determine fund availability, legality and validity
of obligations for payment.



Pay authorized bills that meet procedural requirements.
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Competitive price quote/bids require the following:


Purchaser must obtain competitive price quotes/bids for services or
commodities as outlined in Contracting Bid Law Section of this policy.



Purchaser will prepare a purchase order or documented invoice and submit
to the Department Director/Manager and the Finance Director for
approval.



A documented invoice allows all necessary information and approvals to
be placed directly on the invoice. This would apply to emergency
purchases of goods and services and to routine items such as utility bills.

Purchases under 10,000 are approved by department directors/managers when in
the budget. Unbudgeted expense under 10,000 must have City Administrator sign
off.
Purchases from 10,000 to 100,000 will have approval from department
directors/managers and the City Administrator when in the budget. Unbudgeted
expense over 10,000 must be approved by City Council.
Purchases over 100,000 will be approved by City Council during a City Council
meeting.

Expense Vouchers

Additional
Provisions/Resources

Expense vouchers must have the following:


Explanation justifying request;



Tabulation of quotes/bids where appropriate;



Account number including business unit and object code;



Budget appropriation for item or service requisitioned;



Department Director/Manager approval;



Date ordered and approximate date to be received;



Full vendor name/address – no abbreviations;



All items purchased must be listed separately with respective costs;



Vendor shall list the PO# on the invoice when billed;



All packing slips shall be signed and dated and have the appropriate
department/division indicated on them and forwarded to the Finance
Department.

The provisions noted in this policy are not intended to be an exhaustive list of
Minnesota laws. Additional resources on purchasing include:


Handbook for Minnesota Cities, published by the League of Minnesota
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Cities
On line http://www.lmnc.org/researchanalysis/handbook.cfm
Emergency Contracts, published by the League of Minnesota Cities
City of Northfield Finance Director

Employees who violate this policy will be subject to discipline up to and including
discharge.
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Purchasing Card Policy
Purpose

The purpose of the City of Northfield Purchasing Card Program is to establish an
efficient, cost-effective method for purchasing and paying for small dollar-value
transactions. The Purchasing Card is a tool that reduces transaction costs,
facilitates timely acquisition of materials and supplies, automates data flow for
accounting purposes, and offers flexible control to help ensure proper usage. The
Program is designed to replace most purchases and payments including petty cash,
payment authorizations and purchase order requisitions.

Policy

Employees who have been issued a Purchasing Card may initiate transactions by
purchasing goods for the City of Northfield only. It is the employee’s
responsibility to make sure that goods have been received.
The City does restrict the use of the Purchasing Card for certain merchant
categories and certain types of commodities and services.
The Purchasing Card Program is not intended to avoid or bypass appropriate
approval requirements and/or payment procedures. Responsibility for a Purchasing
Card should not be taken lightly. City of Northfield funds are being committed
each time that a Purchasing Card is utilized. Therefore, cardholders are held
accountable for all transactions made to their card(s).

Obtaining a Purchasing To obtain a Purchasing Card, you must first complete a Purchasing Card Application
Form. Applications may be obtained by contacting the Finance Department.
Card
Complete the application and have the prospective cardholder, the immediate
supervisor, Department Director, Finance Director and City Administrator sign the
application.
Submit the application to the Finance Department for approval and processing.
Authorizations & Limits

The Purchasing Card Program is to be used as the primary purchasing method for
delegated small dollar purchases.
•
•
•
•
•

Purchases shall not be made from non-contract suppliers when a State
Contract Price supplier exists for similar commodities.
It is the responsibility of each cardholder to verify that budgetary funds are
available for all purchases made on the purchasing card.
Monthly dollar limits and allowable merchant categories, commodities and
services, are established by the Finance Department in consultation with
the Department Director.
$5,000 is the limit for management cardholders.
$2,000 is the limit for all non-management cardholders.
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Exceptions

Notify the Finance Department if there is a short term need to increase daily limit.
Exceptions to the authorizations and limits may be made if the requestor and their
supervisor provide adequate justification and documentation to the Finance
Department for review and consideration.

Personal Use of
Purchasing Card

Use of the Purchasing Card for personal use is strictly prohibited. If the Purchasing
Card is inadvertently used for a personal purchase, call the Finance Director and
your supervisor immediately.

Sharing Purchasing
Card

The only person entitled to use a Purchasing Card is the person whose name
appears on the face of the card. Do not lend the Purchasing Card to another person.
Providing the card to anyone other than the cardholder is prohibited.

Suppliers

The Purchasing Card is a Visa Card product. Any supplier or merchant who
accepts Visa Card can accept the Purchasing Card.

Guidelines for Sales Tax

The City of Northfield is required to pay Minnesota State Sales Tax. It is the
responsibility of the cardholder to know if the purchase is tax exempt. If uncertain,
contact the Finance department for clarification.

Making a Purchase

It is policy to seek competitive pricing and the best value within the parameters of
quality and delivery. Accordingly, when making a Purchase Card purchase, it is
recommended that the Cardholder check as many sources as reasonable if a
contract does not exist to ensure optimal price, quality and delivery.
Make sure complete shipping instructions are given when placing orders. Along
with the cardholder name and credit card number, confirm with the merchant that
the department name and delivery location must also appear on all shipping
documents.

Receiving an Order

When you receive an order:
• Verify that the supplier filled the order correctly. Check the contents of the
package or verify that all the items you ordered were delivered.
• Make sure that the supplier charged you correctly. If there is an error,
contact the supplier directly.
• Sign and date the packing slip or receipt. If the charge amount is not listed,
write the total cost that you were quoted on the packing slip or receipt.
• Keep the packing slip, sales receipt, or printed copy of online order
acknowledgement from every delivery or purchase. You will need these
receipts to attach to your monthly cardholder statement.

Refusal of Card or
Account (Declined
Transactions)

If the card becomes defective and will not “read” at the point of sale, contact the
Finance Department. Should you be declined at the point of sale for any reason,
you may contact the Finance Department.
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All reports of denied transactions must be reported within ten days; otherwise the
transaction cannot be researched. Every effort will be made to determine why the
transaction was declined.
Receipts for
Memberships, Dues,
Subscriptions & Phone
or Faxed Orders

For purchases in which a receipt is not normally given, use a copy of the completed
application or order form as the receipt. If an application or order form is not used,
request the company to issue a confirmation via fax to be used as your receipt. All
documents should clearly indicate payment was made using the Purchasing Card.

Payment of Charges

All transactions processed during a monthly billing cycle will be indicated on a
monthly statement of account, similar to your personal credit card statement. Each
cardholder will receive a copy of their statement of account at the end of the
monthly billing cycle. The statement will be mailed to the Cardholder and then
forwarded to the Department Manager for review and payment approval. During
the cycle, cardholders are responsible for retaining the original copy of their
transaction receipts.
Cardholders are to review each monthly statement of account for accuracy,
including transactions and amounts. Original receipts must be taped to a blank
8½ x 11” sheet of paper. No staples should be used, except the one to hold the
entire document together. Multiple receipts can be put on a single sheet of paper.
The sheets should then be attached to the statement of account form on the front.
Attach a completed expense voucher form, which must total the statement amount.
The statement of account form and attached receipts should then be submitted for
proper departmental signature(s) and forwarded to Finance within seven (7) days
from the date on the statement.
Keep a record (duplicate copies) of all receipts, statements and forms submitted for
payment. Each cardholder is responsible for the record keeping and payment
processing of charges made on their card. In the absence of the cardholder the
supervisor is responsible for processing payment. Each supervisor must know the
location of and have access to all receipts for the cardholders under their
supervision.

Incorrect Billing

Do not remove or correct an item on the statement or delay processing payment
because of credits or disputes. If you have a problem with a billing, try to reach a
resolution with the merchant that provided the item. Your receipt will be the key
document. The merchant should issue credit for a billing correction. This credit
may appear on the next monthly statement.
If an agreement cannot be reached with the merchant, contact the Finance
Department and contact the Card Services in writing at the address shown on the
billing statement for the account, within sixty days of the date that the card
company sent the first statement showing the charge. Notice to the card company
must be in writing (a telephone call will not be sufficient) and include the following
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information: cardholder name and account number, the dollar amount of any
suspected error, a description of the error, and an explanation, if possible, of why
there is an error.
Lost Receipts

If a receipt is lost, contact the credit card company. The credit card company will
supply receipts.

Telephone Orders

Orders may be made by telephone with an itemized receipt requested from the
merchant. A telephone log should be used to document or record telephone
Purchasing Card orders. The log should be held until the monthly billing statement
is received and reconciled. The log should then be included with the expense
voucher and forwarded to Finance for payment.

Lost or Stolen Cards

Keep the Purchasing Card in a secure location. It needs to be accessible only to the
cardholder. If the Purchasing Card is lost or stolen, notify Customer Service
immediately at the 24-hour telephone number (1-800-393-3526), and call the
Finance Department. The card will be closed and monitored. A new card will be
issued if necessary.

Cardholder Leaves City
Employment

The cardholder must turn the Purchasing Card into the Human Resource
department during the exit interview. The Purchasing Card will be cancelled.

Returning Purchases

If a purchased item is to be returned, follow the merchant’s return procedures or, if
this is not possible, contact the Finance department for shipping assistance.

Affect on Personal
Credit Rating

Use of the Purchasing Card will not have any impact on the cardholder’s personal
credit rating.

Unauthorized
Transactions

Cards may not be used for excluded categories of goods and services* or purchases
split to remain under the single transaction dollar amount. The Card Services
provides the City of Northfield with detailed transaction reports of exceptions by
cardholders.
* Finance will provide a list of excluded categories at the time of application.

Loss of Privileges

Failure to comply with the requirements of this policy will result in immediate
revocation of Purchasing Card privileges if any of the following occur:
•
•
•
•
•

Splitting of charges to avoid the single purchase dollar limit.
Lending the card to another employee for use.
Failure to submit charges for payment.
The second time an inadvertent personal purchase occurs.
The second time the monthly payment request is received by Finance
seven (7) days after the monthly statement date.
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Card Renewal

New cards are issued for a three-year period. Upon expiration, they are
automatically renewed except for cards with a default grant account.

Purchases not allowed

Purchasing Card shall not be used for the following transactions:
Alcoholic Beverages
Any 1099 reportable services
Appliances
Automotive gasoline (personal)
Bottled Water
Capital Equipment (over $2,500)
Cash Advances
Consulting Services
Contributions
Controlled Substances
Decorations for office
Financial Institutions
Flowers
Gifts of any kind
Greeting/Sympathy cards

Holiday decorations
Insurance premiums and bonds
Jewelers
Lease purchases
Legal services
Medical Services
Personal purchases
Pictures, Artwork, Décor
Prescription drugs
Salaries and wages
Temporary services
Tobacco products

Hotel/Motel Charges

No room charges such as games, movies, room service, telephone charges,
Internet charges, valet parking, etc. are allowed.

Gasoline

Automotive gasoline may be allowed on the purchasing card if a City vehicle or
rental vehicle is being used. The cardholder must obtain permission from Finance
prior to the trip and have the card opened to allow for gasoline purchases.
Receipts for both the rental and gas purchases must be kept together and filed.

Food/Restaurant

Employees can use their city issued purchasing card for restaurant and food
purchases only for a City business necessity with proper itemized documentation.
See 4.57 Travel & Training Expenses, Meals, page 5 of 7.

Printing, copying/
duplicating services
based on business necessity.

This category is not allowed. The City Administrator can only grant exception.
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Travel & Training Expenses
Purpose

It is the purpose of this policy statement to establish adequate internal controls to
satisfy Internal Revenue Service (IRS) regulations, State laws (Minnesota Statutes
471.661, 471.665 and 15.435) and to provide a framework to use as a guide.
The purpose of the travel & training expense policy is to facilitate a public or
government interest for which the City is responsible, rather than a private or personal
interest.

Policy

All persons conducting official City business, the cost of which is borne in part or total
by the City, shall be subject to the provisions of this policy. This Policy shall apply to
all City employees, City Administrator, Mayor and Council members, and members of
Boards and Commissions.
The Mayor, City Council Members, and members of Board and Commissions must
receive approval in advance by the City Council at an open meeting and must include
an estimate of the cost of the out of state travel as well as the purpose and relevance to
the City.
Travel and training is pre-approved via the City Administrator employment contract.
Whenever a City employee, City Administrator, Mayor and Council members, or
members of Board and Commissions uses public funds to pay for any type of travel,
they must not acquire non-work related benefits from the travel.. The traveler shall
not receive reimbursement for the claimed expense from any other source.

City of Northfield
Training Request
form

All training request forms (Appendix A) must be approved before being submitted to
Finance for audit and payment as follows:
• Department Directors shall approve all training request forms for their
department employees.
• The City Administrator shall approve all training request forms for his/her
direct reports.
• The City Council shall approve via motion all travel requests for the Mayor
and City Council members, Board and Commission members and appointed
representative. Motion must include:
o Explanation of training relevant to the City
o Networking relevant to the City
o Study facility or function relevant to the City
o Goodwill relevant to the City
o Testify and or meet with federal/state officials relevant to the City
 (Note: may not be sponsored by or affiliated with
political parties)
o Budget expense
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Car Allowance

Employees designated by the City Administrator and the City Administrator that
receive a monthly vehicle allowance may not receive any form of IRS mileage
reimbursement.

Mileage
Reimbursement

Persons not receiving a vehicle allowance will be reimbursed the standard mileage rate
to operate their own automobile for all miles driven on City business at the current IRS
(Internal Revenue Service Publication 463, Travel, Entertainment, Gift and Car
Expense) rate.

Reimbursement

The City will pay or reimburse all travel costs that are reasonable and necessary. Any
person conducting official City business is expected to show good judgment in the
nature and amount of expenses incurred while conducting City business.
The City will, in reviewing documentation, use the IRS Publication 1542, Per Diem
Rates (for travel within the continental United States) for the particular destination
point in determining the reasonableness of expenses claimed.

Expenses of another person who accompanies the individual on a trip are not
reimbursable, nor are travel or other expenses for side trips of either the employee or
another person. The expense report must reflect only the expenses incurred that are
business related and should align with estimated expenses reported on the approval
request to travel.
Expenses are normally allowed for only the evening before an out-of-town conference
when a conference starts in the early morning.
Expenses are normally allowed only through noon of the day following an out-of-town
conference when the individual cannot return on the final day of the conference.
Mass Transit

Coach airplane passage is considered standard for out-of-state travel, as air travel is
usually more economical in time and money than other modes of transportation when
making long trips.
All persons should purchase tickets only after receiving approval of the trip.
. Receipts for travel expenditures are to be submitted with the Employee Expense
Report form
If the individual chooses to fly at a higher fare for convenience and frequent flyer
miles are acquired, the individual must pay the difference between the lowest priced
fare and the preferred fare. Reimbursement in this case will not exceed the amount for
which the City could have purchased the same travel.
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Travel to and from airports should be by most economical means available. If driven
to or from the airport in a private car by another individual, round trip mileage will be
reimbursed for those individuals not receiving a car allowance.
If air travel is determined to be the most cost effective transportation, and the
individual chooses to drive, reimbursement shall be limited to the cost of round trip
airfare. There will not be reimbursement for any hotel, meal or other expenses,
including travel time, or other expenses incurred enroute or for parking charges at the
destination.
Frequent Flyer Miles

All persons may avoid the procedures below by simply not accepting the frequent flyer
miles offered. However if an individual wishes to acquire the frequent flyer miles,
then they must follow the procedures below.
At the time of booking the individual must select the lowest priced fare that meets the
travel requirement, regardless of the frequent flyer availability.
Should the lowest priced fare have frequent flyer miles credits, they may be credited to
the individual frequent flyer account. No reimbursement or credit is owed the City, as
it is the lowest priced fare.
If the individual chooses to fly at a higher fare for convenience and there are no
frequent flyer miles acquired, the individual does not have to pay the difference in
fare.
If the individual chooses to fly at a higher fare for convenience and frequent flyer
miles are acquired, the individual must pay the difference between the lowest priced
fare and the preferred fare.

Traveling by Auto
City & Personal

Department Director and City Administrator must approve all out-of-state travel by
departmental employees in personal/City vehicles in writing and in advance of trip. A
copy of the approval request must be submitted with the expense report to the Finance
Department upon return.
Use of personal cars by employees for long-distance travel within the State does not
require approval where the total cost (mileage, plus meals and lodging during travel)
does not exceed the cost of air coach passage. When personal automobiles are used as
a mode of travel for travel within the State, reimbursement will be made at the mileage
or allowance rate then currently in effect (but not to exceed the cost of coach airfare).
Payment of mileage will be based on the most direct route from the point of departure
to the point of destination.
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Directors and the City Administrator that receive a monthly vehicle allowance may not
receive any form of mileage reimbursement.
Travel from home to work and work to home is not a reimbursable expense.
Car Rental

If it is necessary to rent a car at the travel destination, an individual may use a CityPurchasing Card or the person can use his or her own credit card and apply for
reimbursement for the City business portion. In neither case is any personal use
portion of rental to be claimed or allowed on the expense report. Rental of luxury
vehicles is prohibited.
No reimbursement will be made for the cost of any car rental insurance purchased.
Should a rental car be damaged while being used for business purposes, the City’s
insurance will defend and indemnify the individual against any claims made by the
rental company for damage to the rental car. Minnesota law requires your personal
insurance company to provide coverage when the rental car is being used for personal
activities in most instances.

Lodging

Hotel or motel accommodations should be appropriate to the purpose of the trip.
Room charges for each day are to be listed separately. Receipts for lodging must be
approved to obtain reimbursement.
Reimbursement for lodging shall be limited to the minimum number of nights required
conducting the assigned City business. If an individual chooses, for personal reasons,
to arrive earlier or leave later, the additional lodging and other expenses related to this
decision are his/her personal expense and will not be reimbursed by the City.
Where multiple occupancy by other than individual occurs, the person may only claim
the actual cost of the single room rate (if different from the double room rate)
Lodging expenses will ordinarily not be reimbursed for events held in the
Minneapolis-St. Paul metropolitan area. The City Administrator for employees and
City Council for other than employees must authorize any exceptions in advance.

Meals

When registration or tuition fees include one or more meals, the individual is expected
to utilize the meal(s) as supplied by the conference and not have additional meal
expense. Employees seeking meal reimbursement when attending a conference must
submit a conference schedule to show if a meal was included or not.
The City may reimburse travel costs on a per diem basis up to a maximum allowable
rate, or on an actual cost incurred basis, as described in this policy. The City will
require appropriate documentation and/or receipts for any expense reimbursement
requested under this policy. When an employee reimbursement is necessary, the
reimbursement will be handled by the Finance Department after required forms are

Section 4.57
Page 4 of 6

Back to Table of Contents

Policy:
Adopted:
Effective:
Revised:

Travel & Training Expenses
M2007-0143
October 1, 2007
October 15, 2007; July 19, 2016

submitted.
Employees should schedule meetings outside of meal periods whenever possible.
Expenses for meals, including gratuities, but excluding alcoholic beverages, will be
reimbursed. Employees traveling outside of Northfield have a choice of either (1)
receiving payment on a per diem (maximum daily rate) basis for meals as provided in
Appendix B. The per diem amount is a daily allowance for meal expenses in lieu of
reimbursement for actual expenses. Or, (2) the City will accept receipts for meal
reimbursement and pay according to Appendix B. Identify business purpose and
names of people when claiming meal costs for more than the employee.
Per diem amounts (in lieu of receipts) may be authorized in certain travel situation by
the appropriate supervisor as described in City of Northfield Conference and Travel
Authorization Request Form above. The per diem amount would be the maximum
allowable under the IRS high-low substantiation method.
Eligibility for reimbursement of meal expenses is as follows:
• To be eligible for breakfast, the traveler must be in travel status by 6:00 AM.
• To be eligible for lunch, the traveler must be in travel status between 11:00
AM and 1:00 PM.
• To be eligible for dinner, the traveler must be required to remain in travel
status until 8:00 PM.
Other Expenses

All other City business related expenses for which reimbursement is requested, for
example, transportation to and from airport, local cab fare, baggage handling and other
tips, should be itemized with documentation attached where practicable.

Miscellaneous

Recreation expenses, such as golf and tennis, will not be reimbursed.
Reimbursement for telephone calls and similar miscellaneous expenses shall be
limited to those directly connected with carrying out the city duties of the employee.
Telephone calls will not be reimbursed if an employee is authorized to use a city
provided cell phone or receives a cell phone allowance.
Travel or air insurance premiums are not reimbursable.
If an individual, for personal reasons chooses to arrive earlier or leave later than the
time required for City business, the extra time shall be charged to vacation leave.
Travel time will be paid to non-exempt employees in accordance with the Fair Labor
Standards Act, department policies and procedure, and/or applicable collective
bargaining agreements.
Time for voluntary attendance by an employee at a training course outside of working
hours is not compensable even if the course is directly related to his/her job or paid for
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by the City.
International Travel

For domestic travel purposes, the IRS includes the continental United States and
Canada. The purpose of the trip must be unquestionably professional in content and
should only be considered if a similar meeting, conference, or training of similar
quality cannot be found within the continental limits of the United States or Canada.
International travel, other than extreme situations as outlined in the IRS Code, is not
deductible by the IRS as a business expense and will be considered a taxable benefit to
the recipient.

Limitations

Travel and training will not be paid for an individual that has announced their
intention to resign, not to seek re-election, or who have been defeated in an election.
Newly elected/appointed officials, who have not yet taken office, may, with approval,
attend training beforehand.
The numbers of individuals from the same department, committee and or City Council
must be reviewed for purposes of service, budget and business necessity.

Violation

Falsification of travel documents/expense reporting, resulting in overpayment of the
City’s assets, or failure to comply with this policy in any other way will be subject to
discipline up to and including discharge.
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APPENDIX A

Training Request
Employee:

Training Course:

Training Dates:

Training Location:

Training Sponsor:

**Employee: Attach completed
training registration form to this
request.

Training Objectives: (Short Summary)

Budget Information Check the
and fill in the amounts. $
Registration
Air Fare
Meals (Est. $
per day x
days
Hotel
Nights @ $
/night +
%Tax =
Cab/Shuttle est. costs
Rental Vehicle
Misc./Other costs (Attach additional sheet if necessary)

$
$
$
$
$
$
$

Total Estimated Costs:

$

Total workdays scheduled for this training:
Total classroom/conference/training time:

-

Transportation Used:
Check all that apply
Airline
Personal Vehicle
Department Vehicle
Rental Vehicle
Cab/Shuttle/Courtesy
Veh.

Travel time (hours/days):
Total time (travel & training)

Approval/Notifications:
Department Supervisor: _____________________________________________________ Date _______________
*Division Director: _________________________________________________________ Date ________________
**City Administrator ________________________________________________________ Date ________________
*Overnight approval
**Out-of-State travel approval
Reason for denial of training: ________________________________________________________

By:

Employee Signature: _________________________________________ Date:
Rev. 07/19/2016
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The table also lists the portion of the M&IE rate that is provided for
incidental expenses (currently $5 for all tiers). According to the GSA,
The Federal Travel Regulation Chapter 300, Part 300-3, under Per Diem
Allowance, describes incidental expenses as: Fees and tips given to
porters, baggage carriers, hotel staff, and staff on ships.

Total
$51
$54
$59
$64
$69
$74

Continental
Breakfast/
Breakfast
$11
$12
$13
$15
$16
$17

Lunch

Dinner

IE

$12
$13
$15
$16
$17
$18

$23
$24
$26
$28
$31
$34

$5
$5
$5
$5
$5
$5

Total allowable meal cost is based upon state and county of travel. Note the majority
of travel will be at the $51 per diem rate. If you have questions on what rate a
particular location is at, please contact the finance department.
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Policy:
Status
Effective:
Revised:

Employee Conduct Regarding Immigration
Status
December 13, 2016

Purpose

The City of Northfield fosters a culture and policy environment that makes it possible for
Northfield to be a vibrant city where our immigrant and refugee residents can fully
participate in and be integrated into the social, civic, and economic fabric of their adopted
City.

Policy

City staff are committed through their work to be a welcoming City for the public and
serve and protect the public regardless of their immigration status.
The City works cooperatively with United States Department of Homeland Security, as it
does with all state and federal agencies, but the City does not operate its programs or
provide services for the purpose of enforcing federal immigration laws.
The public should be able to access City services to which they are entitled and are
equally entitled to protection regardless of their immigration status under federal law.

General
Procedure

City employees must follow general City, state and federal guidelines to assess eligibility
for services. City employees will serve the public and City services will be accessible to
the public regardless of immigration status.
City employees must not solicit immigration information or inquire about immigration
status of any person, except when specifically required to do so by law or program
guidelines as a condition of eligibility for the services sought.

Communication

City department directors will use tools at their disposal, including communications,
meetings and trainings, to direct their staff to comply with this policy.
City staff will coordinate efforts to protect the civil liberties and civil rights of the public
and provide supportive services and information as necessary to immigrants and refugees.

Human Resources

New City employees must complete Form I-9 (Employment Eligibility Verification).
City employees may question a person regarding Form I-9 form and documents
supporting Form I-9, and may allow U.S. Department of Homeland Security to audit I-9
forms as allowed by law.

Violations

Any violation, intentional or unintentional, of this policy by a City employee may subject
the employee to discipline, up to and including, discharge.
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Purpose

The purpose of this policy is to set forth adequate internal controls to:
•
•
•
•
•

Policy

Conferences, Workshops and Seminars
M2007-0143
10/1/2007
9/6/2016

Provide adequate professional development of staff
Conserve conference and seminar funds
Make best use of conference and seminar funds
Provide uniform treatment for all employees and officials
Provide accountability for public funds

Decisions as to which conferences, workshops and seminars are authorized are
generally made in the adoption of the budget. Conferences, workshops and seminars
may not be specified, but any expenses involved must be within total budget
appropriations.
The City Administrator must authorize attendance at any conference, workshop and/or
seminar involving extra expense to the City in writing in advance. Expenses cannot be
incurred without prior approval.
Conference, workshop and seminar attendance requires the following:
•
•
•

Authorization

Department Directors may attend out of state conferences, workshops or
seminar with approval by the City Administrator in writing.
Employees other than Directors, must have pre-approval to attend out of state
workshops, seminars or conferences by their Department Director and the City
Administrator.
Staff, if specifically related to their technical area, may attend national (held
within Minnesota), regional (held within Minnesota) state and local
conferences, workshops and seminars with Department Director approval.

Department Directors, within budgetary constraints, may approve conferences,
workshops and seminars for employees. The employee must request the conference,
workshop or seminar in writing for director approval. Department Directors must
respond to the employee’s request within 10 business days of the request.
Requests for approval must include the following:
•
•
•
•
•
•

Guest

Conference or Seminar name
Dates
Destination
Travel arrangements
Itemized expenses
Explanation of benefits to City

There is no objection to a spouse and/or other family member accompanying an
employee or an official on a training trip, provided that their presence does not detract
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Conferences, Workshops and Seminars
M2007-0143
10/1/2007
9/6/2016

from the performance of duty and an expense is not attributable to the City.
Reimbursement

Registration fees for pre-approved conferences, workshops or seminars will be paid at
100%. All meals, travel, lodging and employee wages will be reimbursed according to
City policy (Travel & Training Expense), Meal-Lodging Cost Index and IRS
regulations.

Summary Report

All employees that attend a conference, workshop or seminar may provide a report to
their immediate supervisor within two weeks of attendance. The report must highlight
the training, what sessions were attended, what was learned and applicable to the work
place. Employees that fail to provide the necessary reporting will be prohibited from
further conference, workshop and /or seminar attendance.

Budget Constraints

Conferences, workshops and seminars may be budgeted and later cancelled due to
budget constraints and or emergency situations by the Department Director and or the
City Administrator.
Partial funding (i.e., wages, meals, travel, lodging, and registration) may be available
for an employee to attend conferences, workshops and or seminars when funding
cannot be provided within the budget. The employee must be willing to pay the
remaining costs not funded and/or use vacation time for conference, workshop and or
seminar attendance.

Resignation

Employees scheduled to attend or who have attended a conference, workshop or
seminar and resigning within the next three months, must reimburse the City for all
expenses.

Travel Expenses

See Section 4.57 for information regarding reimbursement for travel expenses.

Violations

Failure to comply with this policy will cause disciplinary action up to and including
discharge.
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Tuition Reimbursement
M2007-0143
10/1/2007
11/18/14; 1/5/16; 6/16/2020; 7/13/2021

To afford employees the ability to acquire an education which allows them a mastery
of a major field of study, but also the ability to think critically, solve problems, and
communicate effectively. Education stresses disciplines in writing, speaking, critical
thinking, and quantitative reasoning benefiting employees and the employer.
The City of Northfield encourages employees to continue to improve their skills and
knowledge as an investment in quality performance for mutual benefit of employees
and the City.

Policy

The City of Northfield may reimburse regular full-time and part-time employees a
portion of the cost of tuition for job-related courses under the Tuition Reimbursement
Policy, subject to compliance with this policy, City Administrator approval, and
available funding.

Requirements

Eligibility requirements are as follows:
• Employees must be employed by the City of Northfield in a regular position.
• Employees must have successfully completed their initial 12-month
probationary period at the time of the request.
• Employees recently promoted or transferred within the City are considered
eligible for tuition reimbursement
• Tuition reimbursement must be requested before the proposed budget is
prepared for the calendar year in which the reimbursement is requested.
• The amount requested must not exceed either the higher of the applicable
I.R.S. maximum employer-provided educational assistance amount or $5,250
in a calendar year. Employees must complete and receive a grade of “C” or
better or other agreeable measurement if grades are not used in the applicable
course(s).
• All reimbursement is subject to compliance with this policy, appropriate
approval, and available funding
To receive approval for tuition reimbursement, the following conditions must be met:
• An accredited community college, college, or university must be selected.
• Employees may be reimbursed for job-related courses or courses required for
a job-related degree program only. Job-related are courses or programs that
maintain or improve skills needed in an employee’s position at the time the
employee receive the reimbursement or to a position to which employees
could be directly promoted within the City.
• Employees must declare a job-related degree program.
• All time spent by the employee related to the course(s) shall be completed
outside normal working hours and no City resources can be utilized for such
time spent.
• If the employee separates from employment with the City within 12 months of
completing the course(s) reimbursed, the employee must reimburse the City
for the entire amount of the reimbursement. Reimbursement will be made
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upon the employee’s consent through reducing an employee’s severance pay
upon resignation by the amount of the reimbursement required. An employee
must pay the City the difference between the amount of the reimbursement
and amount of the reimbursement not covered by severance pay.
Consideration will be made by the City Administrator, Department Director,
and Communications & Human Resources Director for special circumstances.
Procedures

Steps to take to receive authorization:
• Before completing the City-created tuition reimbursement request form and
enrolling in a course(s) for which the employee is considering requesting
reimbursement, employees must discuss the course in which she/he is
interested with the employee’s supervisor. The purpose of this discussion is to
define and determine the job relatedness of the course proposed and facilitate
the approval process.
• Complete and provide to Department Director the City-created tuition
reimbursement request form. Requests for tuition reimbursement should be
made during the budget cycle of the year prior to enrollment to ensure that the
Department Director can include the funds in the budgeting process. For
example: a request for reimbursement to be paid in 2022 must be made in
2021 during preparation of the budget for 2022.
• Department Director with City Administrator approval may authorize the
reimbursement. .
Steps to take to receive reimbursement:
• Upon receipt of tuition invoice, provide it to Department Director. The
Department Director will forward the form and tuition invoice to the
Communications & Human Resources Manager.
• After the class has been completed, the employee must provide a photocopy of
the grade sheet and the original receipt for tuition to the Human Resources
department for the employee’s personnel file.
• The employee will only be reimbursed for completion and a grade of “C” or
better or other measurement approved by Department Director if grades are
not used in the applicable course(s).
• Approval of tuition reimbursement will be made by Department Director and
Communications & Human Resources Manager on a case-by-case basis.
• Initial reimbursement is up to 50% of approved tuition costs.
• Upon satisfactory completion of an approved course, the employee is eligible
for up to 50% reimbursement of the approved tuition costs incurred up to a
maximum of the higher of the applicable I.R.S. maximum employer-provided
educational assistance amount in a calendar year or $5,250.

Amount

Tuition reimbursement is for credit hours only and cannot exceed the per credit hour
cost of an equivalent course at the Minnesota State University Mankato. On-line or
on-campus tuition credit schedules will be used for reimbursement depending on the
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type of class registration.

Budget Constraints

If the City receives requests for more tuition reimbursement than is available in a
departmental budget, the department director will attempt to equitably distribute the
funds among the participants to the extent practicable.

Ineligible

The following items do not qualify for tuition reimbursement:
• Charges for books, supplies, student union membership, student health
coverage, parking permits, activity tickets, laptops, Internet fees, and other
charges for which the employee receives some item or service other than
actual credit hour tuition.
• Credit hour tuition paid by scholarships, grants, government assistance and/or
educational assistance from other sources. Employee must disclose any
educational assistance received from other sources for credit hours. The City
will pay the credit hour cost difference between outside educational assistance
received and actual credit hour cost.
• Credit hour tuition owed to other entities or institutions at the time of
employment.

Violation

Falsification of records or failure to comply with this policy in any other way will be
subject to discipline up to and including discharge.
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Licensing and Certifications

Purpose

Comply with the licensing or certification requirements of a profession.

Policy

The City shall reimburse employees for any specific job-related license and/or
certification fees, and subsequent renewals, provided the licenses and/or certification
is required to perform the duties of their position and approved in advance by the
Department Director.

Driver’s License

The City requires that certain employees have endorsements on their driver’s license
to do essential parts of their job. The City will pay the fee for the endorsements but
not the basic driver’s license fee.

Police Officer

The City agrees to pay P.O.S.T. Licensing cost, which Officers must maintain to be
licensed to perform their jobs as Police Officers for the City per the labor agreement.

Authorization

Department Directors within budgetary constraints will be responsible to determine
the necessity of various professional fees, license, and certifications.

Reimbursement

In order for the Finance Department to comply with IRS regulations, you will need to
submit a copy of your receipt. Submit the reimbursement form to your Department
Director for signature, and forward it to Finance for processing.

Not Job Related

The City of Northfield will not pay for any tuition, study courses, books, fees, or test
cost to obtain or maintain licenses or certifications that are not job related.

Violation

Failure to comply with this policy may cause disciplinary action up to and including
discharge.
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Public Purpose Expenditure Policy
M2008-0093
July 8, 2008
November 17, 2015

Public Purpose Expenditure Policy

The City Council (Council) recognizes that public funds may only be spent if the
expenditure meets a public purpose and the expenditure relates to the
governmental purpose for which the City of Northfield (City) was created.
Minnesota courts have generally concluded that a “public purpose” means an
activity that meets ALL of the following standards:
 The activity will primarily benefit the community as a body.
 The activity is directly related to functions of government.
 The activity does not have as its primary objective the
benefit of a private interest whether profit or not-for-profit.
This policy relates solely to events and is intended to provide guidelines regarding which
expenditures are for public purposes and authorized in accordance with the City’s annual
budget process, and which expenditures are not considered to fall within the public
purpose definition and are therefore not allowed. There is a public benefit in ensuring high
employee productivity and morale.

Responsibility

The City Administrator is the responsible authority overseeing all City
expenditures and as such is the chief purchasing agent for the City. Responsibility
for administering this Public Purpose Expenditure Policy has been delegated to
the Finance Department. Further, all officers and employees authorized by their
Department to make purchases for the benefit of their respective departments are
responsible for complying with this policy and corresponding procedures. Local
purchasing is encouraged whenever it makes economic sense for the City.

Policy

Expenditures of public funds must comply with the public purpose standards
defined above. When reviewing an expenditure to verify the standards have been
met, the City Administrator, or his/her designee, should consider the time of day
the event is held, the business purpose of the event, whether the event was
intended to attract non-City employees, the frequency of the event, and the
reasonableness of the cost. The following guidelines address specific examples of
public expenditures, but examples are not meant to be all-inclusive.
Examples of Permitted Expenditures for Meals and Refreshments
Use of City funds in reasonable amounts for meals and/or refreshments for elected
and appointed city officials and employees are permitted in the following
circumstances, with Department Head approval:
 City-sponsored events of a community-wide interest where staff are
required to be present (e.g., Night 2 Unite).
 City council, boards and commissions meetings held during or adjacent
to a meal hour.
 Meetings related to City business at which the attendees include noncity representatives.
 Professional association meetings, conferences and training when meals
are included as part of the registration or program fee, or in accordance
with the travel policy.
 Quarterly departmental staff or training meetings
 Annual employee and volunteer recognition and appreciation events
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Public Purpose Expenditure Policy
M2008-0093
July 8, 2008
November 17, 2015

(e.g., service awards, de minimis food and beverage).
Quarterly, City-sponsored training or work-related meetings where
employees are required to participate or be available during break
periods.
Multi-departmental meetings scheduled during or adjacent to a meal
hour when no other meeting time is available.
Work activities requiring continuous service when it is not possible to
break for meals (e.g., election days, water main breaks, emergency
snow removal, and time sensitive public safety responses).
Healthy snacks and incentives of moderate value provided to attendees
of safety, health, and wellness programs for employees.
Events recognizing completion of a significant work-related project
(City Administrator approval required).

Examples of Other Permitted Expenditures
 Retirement and annual service awards recognition.
 Uniforms, clothing or apparel that is considered necessary for safety or
for visible staff recognition by the public (e.g., safety footwear and
eyewear for maintenance personnel, shirts purchased to identify staff
leadership status at events).
 Staff time and equipment use for city sponsored employee events as
approved by City Council and/or City Administrator as allowed by
state statute and/or city charter/code (e.g., set-up for annual employee
picnic).
 City expenditures for non-profit organizations allowed by state statute.
 Party supplies for retirement and recognition events.
Prohibited Expenditures
Use of City funds for meals and/or refreshments for elected and appointed City
officials and employees are prohibited:
 Food and refreshments for routine work meetings.
 Alcoholic beverages
 Employee functions or celebrations that are solely social in nature (e.g.,
birthdays, holiday luncheon, ice cream social).
 Fundraisers for non-City related events (e.g., Chamber of Commerce).
 Participation in optional activities unless included as part of an overall
conference registration fee (e.g., optional gold rounds, sporting events,
concerts).
 Employee-sponsored fundraising events (e.g., charitable giving
campaign).
 For funeral flower arrangements upon death of an employee, elected
official, or one of their immediate family members.
 Clothing or apparel that is not considered necessary for safety or for
visible staff recognition by the public (e.g., sweatshirts for a job well
done, departmental shirts given to staff to promote team spirit).
Permitted Use of Assets
Specific City assets such as equipment may be used by City employees for personal
reasons only when City management has established the following:
 Costs and wear resulting from use of the assets are reasonable and minimized;
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and
Administrative controls are in place to ensure that the use is appropriate and
not abused.
There is a documented/demonstrated City benefit by such usage (e.g., such as
the Mobile Device Policy or Information Security Policy) as approved by the
City Administrator.

Such permitted use may include:
 Incidental and de minimus use of City-owned electronic equipment
such as City-owned mobile devices, tablets, copier, etc. as specifically
covered under other City policies.
Prohibited Use of Assets
Examples of use of City assets for personal use is prohibited in the following
circumstances:
 City employees washing personal autos at the public works facility car
wash.
 Employees borrowing City-owned non-motorized or motorized tools
for personal use.
Special Requests

From time to time, there may be an event that is a proper public expenditure, but
that is not contemplated by the policy above. Departments may submit to the City
Administrator, a request for such a public expenditure in writing. This request
must show how the expenditure is related to a public purpose as stated in the
Purpose section above. Only expenditures that meet all of the findings in the
Purpose section above may be approved.

Periodic Review

This policy shall be reviewed at least once every five years by the City
Administrator or designee.

:
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The purpose of the compensation policy is to ensure the City of Northfield
accomplishes the following:
 To comply with and remain continually in compliance with the Minnesota
Local Government Pay Equity Act adopted by the State of Minnesota in 1984.
The pay equity legislation is intended to provide comparable compensation for
comparable classifications and is commonly known as comparable worth.
 To develop and maintain a base pay structure that will enable Northfield to
attract and retain well-qualified personnel.
 To establish levels of base pay that will encourage improved performance and
motivate employees to develop their best capabilities and competencies.
 To maintain a base pay plan with sufficient flexibility to accommodate
changing fiscal, economic, and competitive conditions.
 To maintain base pay structure relationships among positions that is consistent
in recognizing important relative differences in position responsibilities and
requirements.
 To establish and maintain an overall base pay structure that will compare
favorably with the base pay structures established in our peer group of cities or
other entities for positions of similar responsibility.
 To follow the principles of equal employment opportunity, basing differentials
in pay solely on qualifications, job responsibilities and individual performance
without regard to non job-related attributes such as race, color religion, sex,
age, national origin, marital status or any disability that does not preclude the
effective performance of position responsibilities.
To clearly, effectively, consistently, and efficiently manage compensation for City of
Northfield employees, this policy includes the City’s Pay Plan.

Administration of
Pay Plan

The City Council, as the governing authority, is accountable for final approval of
compensation for City employees. The City Administrator and Human Resources
Director are accountable for administration of the Pay Plan as accepted, approved and
authorized by the City Council.

Components of and
Reviewing, Updating,
and Maintaining the
Plan

All elements of this plan will be reviewed annually to determine the degree to
which it remains consistent with the City’s compensation philosophy. Actions
that may be taken include the following:
1. Review, verification, and any required updating of job descriptions for
all positions
2. Review, verification and any required updating of job evaluation points
3. Review, verification and consideration of market data at least every
three years collected from the market entities selected for comparison
4. Review and consideration of appropriate changes to the established base
pay schedule based on patterns of current market survey data, ensuring
that there will be continuing integrity in administration of the current or
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revised base pay schedule
5. Review and consideration of changes to the City’s fringe benefits
6. Review and consideration of required and/or appropriate changes to this
plan
Performance reviews

An objective performance review system will be established by the City Administrator
for the purpose of periodically evaluating the performance of city employees. The
quality of an employee’s past performance will be considered in personnel decisions
such as promotions, transfers, demotions, terminations and, where applicable, base pay
adjustments.
Performance reviews will be discussed with the employee. While certain components
of a performance evaluation, such as disputed facts reported to be incomplete or
inaccurate are challengeable using the city’s grievance process, other performance
evaluation data, including subjective assessments, are not. For those parts of the
performance evaluation system deemed not challengeable, an employee may submit a
written response, which will be attached to the performance review. Performance
reviews are to be scheduled on a regular basis, at least annually. The form, with all
required signatures, will be retained as part of the employee’s personnel file.
During the training period, informal performance meetings should occur frequently
between the supervisor and the employee. Conducting these informal performance
meetings provides both the supervisor and the employee the opportunity to discuss
what is expected, what is going well and not so well.
Signing of the performance review document by the employee acknowledges the
review has been discussed with the supervisor and does not necessarily constitute
agreement. Failure to sign the document by the employee will not delay processing.

Promotion

It is the City’s intention to fill all authorized and open positions with the best-qualified
candidates. If the selection process results in the promotion of a current employee, that
employee will be eligible for a base pay increase.

A promotion is defined as movement of an employee from one job class to
another within the City, where the maximum salary for the new position is
higher than that of the employee’s former position.
Employees promoted will be placed on the step in the City’s base pay schedule that is
at least 5%, but not more than 15% higher than the employee’s base pay as of the
calendar day immediately preceding the calendar day they begin employment in the
promoted position.
The step in the City’s base pay schedule that the promoted employee will be placed
should be determined after considering all of the following:
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The grade and base pay progression steps for the new position.
The time elapsed since the employee’s last base pay adjustment.
The combination of the employee’s qualifications and experience that resulted
in the final selection.
The employee’s current base pay relative to the base pay of other incumbents,
if any, in the position to which being promoted.

Once these considerations are made, the step in the City’s base pay schedule that the
promoted employee will be placed must be made by the City Administrator.
Lateral transfer

A lateral transfer is defined as movement of an employee from one position to another
position in the same pay grade as their previous position.
Typically, the employee will be placed in the same step in the pay grade upon a
transfer.
Should an increase in the step be warranted, the City Administrator must approve it
before the transfer is made.

Demotion

A demotion is defined as movement of an employee from one position to another
position with a lower pay grade than their previous position.
Demotions require thoughtful consultation with the Human Resources Director and
City Administrator before any communication and/or pay action is taken because
demotions are sensitive events. Although the City will attempt to make this internal job
transition as easy as possible for the individual affected, a decrease in pay will likely
occur.

Temporary
Assignment in a
Higher Position

From time-to-time employees are asked to take on significant additional
responsibilities due to the position vacancy of their supervisor or to fill-in as an acting
department manager/director. An employee will be paid an additional 5% of their
base pay for such time worked that meets each of the following conditions: (1) he or
she is expressly assigned to perform the duties and responsibilities of a City
department manager or director by the City Administrator; and (2) he or she is so
assigned for at least 48 consecutive hours. This wage differential will be paid
beginning on the first work day of the assignment. This wage differential is wholly
independent of and shall not be included in determining pay owing to the employee
related to time not worked, which includes, but is not limited to, holiday, sick leave
and vacation time. This wage differential will be included in determining pay owing to
the employee related to time worked.
An employee serving as the Acting City Administrator will be compensated in
accordance with a City Council approved amount.
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Purpose

Timesheets are a legal document, which are the source of payroll transactions. They also
serve as a verification of hours worked and time off.

Policy

Timesheets must represent an accurate and true report of hours worked, leave hours taken,
and other time off in accordance with the City of Northfield’s attendance, leave, and other
work time-related policies.

Payroll

All employees are paid through payroll bi-weekly once every two weeks, every other
Friday or the business day preceding such Friday, that is a holiday. Each pay period starts
on a Sunday and ends on a Saturday two weeks later.

Direct Deposit

Direct deposit is a mandatory condition of employment. Deposits can be made to any
demand deposit account. Your financial institution can be changed at any time at your
discretion by obtaining the proper paperwork from the Inside Track, the employee portal,
on the city website or the Communications & Human Resources Department.
Wages are deposited in an employee’s financial institution on payday.
When paydays are on an actual or observed holiday, wages are deposited on the business
day before the holiday.

Time Reporting

Full-time, non-exempt employees are expected to work the number of hours per week as
established for their position. In most cases, this will be 40 hours per workweek, except
for public safety employees.
To comply with the provisions of the federal and state Fair Labor Standards Acts (FLSA),
hours worked and any leave time used by non-FLSA exempt employees are to be
recorded daily and submitted to payroll on a biweekly basis. Each time the reporting form
must include the signature of the employee and supervisor. Reporting false information
on a time sheet may be case for immediate termination.
FLSA exempt employees must record on their timesheets the time they worked as well as
time off taken during the workday. A combination of time worked and paid leave time of
at least 80 hours each two-week pay period must be accounted for by FLSA exempt
employees on the timesheets each pay period.

Employees’
Responsibilities

Employees are responsible for the accurate and timely reporting of hours worked, leave
hours taken, and other time off in accordance with the City of Northfield’s attendance,
leave, and other work time-related policies. When completing their time sheets,
employees will adhere to the following procedure:
•

All time worked must be entered on the timesheet. No employee will work for the
City without compensation.
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For employees that complete hard copy time sheets, time sheets are to be completed
in ink only. Time sheets cannot be completed in pencil.
Timesheets must be submitted to the employee’s supervisor on the Monday following
the end of the payroll period. On occasion, timesheets may be requested earlier when
holidays or other conditions require payroll processing to be completed sooner than
the standard schedule provides.

Supervisors’
Responsibilities

•

Regular full and part-time employees who do not turn in their time sheet completed
by the deadline may not be paid until the payroll for the following pay period as
determined by the City Administrator. Seasonal employees are excluded.

•

If the employee is on leave, it is his/her responsibility to complete the time sheet prior
to leaving.

•

If the employee is on parenting, FMLA, or sick leave, the supervisor will complete
the sheet in the employee’s absence.

•

When correcting a time sheet, the employee should use a single line strike through the
error. The employee whose name is on the time sheet must initial the
change/correction.

•

While no justification is necessary for normal work time, overtime and comp time
will be explained on the “Overtime-Comp Time Approval” form and a copy attached
to the time sheet.

Supervisors are responsible for the review, certification and verification of all time
recorded by employees. Supervisors must adhere to the following procedure for
timesheets:
•
•
•
•
•
•

Review all timesheets and leave requests to ensure accuracy.
Correct time sheets that are inaccurate by notifying the employee and obtaining their
initials by the correction. The supervisor must also initial the change.
Ensure that appropriate forms are attached to the time sheet justifying the various
leaves, comp time accrued, and over time earned. Forms include “Leave/Absence
Request” and “Overtime-Comp Time Approval” form.
Failure to attach the appropriate forms supporting the various leaves, comp timed
earned or used and over time earned may result in the employee not getting paid as
determined by the City Administrator..
Supervisors will sign each time sheet acknowledging its accuracy and their approval.
Timesheets are due in Finance at City Hall by 12:00 p.m. on the Monday following
the end of the payroll period. On occasion, timesheets may be requested earlier when
holidays or other conditions require payroll processing to be completed sooner than
the standard schedule provides.
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Other

Employees will follow all policies and requirements established in the Employee
Handbook referencing attendance, leave, work time-related, and compensation
policies.

Correcting Errors

If a mistake is made after reporting time and not realized until after the payroll process
has been completed, the following procedure will be followed:
•
•
•
•
•

The employee and or manager will write a memo to Human Resources stating the
employee's name, the department, the supervisor, date of the error and the error
itself.
Human Resources will investigate the error.
Human Resources will inform the supervisor and employee of the corrective action
to be taken.
Human Resources will prepare a “personnel action form” for appropriate
signatures to correct the error.
Errors are exceptions, not the rule.

Early or Advance
Paycheck

The City does not issue early or advance paychecks.

Final Paycheck

If the employee quits employment, the employee typically receives their final wage,
accrued annual earned leave time, and any severance benefits through the normal
payroll cycles.
If the employee is discharged from employment, the employee will be paid through
their termination date through the normal payroll cycle or within twenty-four hours
following written demand by the employee, unless City Council approval is required
for such expenditure.

Violation

Falsifying a time sheet by knowingly failing to add time worked, adding time worked
when such work was never performed, or failing to subtract time from the time sheet
when the employee was not present to work is fraud. Fraudulently, inaccurately, or
untimely completing and submitting timesheets constitutes wrongdoing and will result
in disciplinary action, up to and including termination of employment.
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Payroll Voucher/Notice of Deposit

Purpose

Each pay period, an employee receives a payroll voucher and or notice of deposit for
various earnings, deductions, federal and state mandated taxes and accruals.

Policy

The City of Northfield will provide a payroll voucher/direct deposit notice to each
employee that includes information on pay period and year-to-date earnings, deductions
and benefits each of the twenty-six pay periods throughout the year.
Human Resources and payroll accounting ensures that the payroll transactions comply
with generally accepted accounting principles and meets all federal and state reporting
laws.

Notice of Deposit

The table below explains the deposit codes that appear on the pay voucher provided to
the employee each pay period.
Code

Accruals

Description
Employee number is unique to the employee and assigned at the
EMP #
time of hire.
Notice of Deposit number – this number is used to track the
NOD #
automatic deposit through the Federal Reserve banking system.
The date funds are available through direct deposit. Funds are
available at the start of the business day of the financial institution
Pay Date
where funds are deposited. Any difficulties with availability of
funds should be reported to Human Resources immediately.
Last day of the pay period. Pay period begins fourteen days prior
Period End
to period end date.
This area shows the employees name and address as the City as on
Employee
file. This address is used to mail your W-2.
Net Pay
Net pay is the amount of deposit.
The table below explains the accrual codes that may appear on the pay voucher provided
to the employee each pay period.
Accrual
Sick Leave
Vacation
Leave
Floating
Holidays

Explanation
Handbook Policy #
Sick leave earned, used balance and
maximum accrual limit.
Section 8.03
Vacation leave earned, used balance and
maximum accrual limit.
Section 8.01
Floating holidays used and balance.
Section 8.05
Comp time earned, used balance and
Comp time 1.5 maximum accrual limit. Section 6.20
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The table below explains the deduction codes that may appear on the pay voucher
provided to the employee each pay period.
Code
DCIC
DCMN
DEP
EDUC
FSADC
FSAHC
GARN
GARN
GARNI
GARNI
Garni
HLTHP
HSA-E
HSAEF
HSAES
HSA-F
HSA-S
LIFE
LIFE2
LIFEP
LTCI
LTD
MAYO
MBA
MISC
MN CS
MNCS
PEHP1
PPPD
PREF1
RCCS
SCCU
UNION
UWAY
VDEN

Description
ICMA Deferred Compensation
MN Deferred Compensation
Dependant Life Insurance
Education Withholding
Flex Spending Account - Day Care
Flex Spending Account - Health Care
Garnishment
Education Withholding
Garnishment
State Garnishment
IRS Garnishment
Health Partners Health Insurance
HSA Elected Deferral
HSA Employer Share Family
HSA Employer Share Single
HSA Health Partners Family
HSA Health Partners Single
Basic Life Insurance
Supplemental Life Insurance
NCPERS Life Insurance
Long Term Care Insurance
Long Term Disability Insurance
Mayo Health Insurance
MN Benefit Association-Life Insurance
Miscellaneous Deduction
MN College Savings Plan
MN Child Support
PEBSCO
Preventative Dental
Preferred One Health Insurance
MN Child Support
Affinity Plus Credit Union
Union Dues
United Way Contribution
Voluntary Dental
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Optional
Court Order
Optional
Optional
Court Order
Court Order
Court Order
Court Order
Court Order
Optional
Optional
Optional
Optional
Optional
Optional
Mandatory
Optional
Optional
Optional
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Optional
Optional
Optional
Optional
Court Order
Mandatory
Optional
Optional
Court Order
Optional
Contractual
Optional
Optional
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The table below explains the pay codes that may appear on the pay voucher provided to
the employee each pay period.
Pay Code
COMP
DIEM1
DIEM2
DIEM3
EMERG
FIRE
Fire
FLHOL
FTO
HOL
HOL-P
JURY
LONG
MLTLV
OT1.5
Pager
PDHOT
PEBSC
PESLF
PEVAC
REG
REGPT
REPPT
RETRO
SHIFT
SICK
SICKF
VAC
VACF
V-BUY
VEHAL
WKCMP

Description
Comp. Time 1.5
Per Diem - Wage
Per Diem - Fire
Per Diem - Meal
Emergency Leave
Fire Pay
Fire Pay - Officers
Floating Holiday
Police Field Training
Holiday
Police Holiday
Jury Duty
Longevity
Military Leave
Overtime
Pager Pay
Police Holiday Overtime
PEBSCO
PEBSCO Sick Final
PEBSCO Vacation Final
Regular Pay
Regular Part-time Pay
Retroactive Pay Part-time
Retroactive Pay Full-time
Police Shift Differential Pay
Sick Leave
Final Sick Leave (Severance)
Vacation
Final Vacation Leave
Vacation Buy Out
Vehicle Allowance
Workers Compensation Insurance
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Handbook Policy #
Section 6.20
Section 5.15
Section 5.15
Section 5.15
Section 8.10
Section 6.10
Section 6.10
Section 8.05
Union Contract
Section 8.05
Union Contract
Section 8.15
Section 6.25
Section 8.25
Section 6.15
Union Contract
Union Contract
Contact Human Resources
Contact Human Resources
Contact Human Resources
Section 6.10
Section 6.10
Section 6.10
Section 6.10
Union Contract
Section 8.03
Section 8.03
Section 8.01
Section 8.01
Section 8.01
Contact Human Resources
Section 9.30
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City Contributions

The table below explains the city contribution codes that may appear on the pay voucher
provided to the employee each pay period. The pay voucher shows both bi-weekly
contributions as well as year-to-date.
Contribution
FICAMATCH
MEDICAREMATCH
PECRMATCH
PEPF
HLTHP
MAYO
PREF1
LIFEBENFT
LTDBENFT

Summary

Payroll Voucher/Notice of Deposit
M2007-0143
October 1, 2007

Explanation
Employer's contribution to FICA Old age
& survivor Disability - 6.40%
FICA Medicare - 1.45%
Public Employees Retirement Coordinated
Public Employees Retirement - Police
Employer's contribution to Health
Partner’s Health Insurance
Employer's contribution to Mayo Health
Insurance
Employer's contribution to Preferred One
Health Insurance
Employer's contribution to $50,000 life
insurance
Employer's contribution to long term
disability

Handbook Policy #
Section 6.01
Section 6.01
Section 7.30
Section 7.30
Section 7.05
Section 7.05
Section 7.05
Section 7.05
Section 7.10

NET PAY = GROSS EARNINGS – PRETAX DEDUCTIONS – MANDATORY
TAXES – AFTER TAX DEDUCTIONS
Employee receives a Notice of Deposit voucher with Net Pay dollar amount deposited in
employee’s financial institution of choice and the account number.

Change of Address

The employee’s address appearing on the direct deposit notice is the address where the
W-2 will be sent. When an employee changes residence, a new W-4, Employee
Withholding Certificate should be obtained, completed and returned to the Human
Resources office.
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Purpose

To specify components of overtime for Federal Fair Labor Standards Act of 1938 as
amended for non-exempt employees.

Policy

The basic workweek is defined as 168 consecutive hours running from 12:00 a.m.
Sunday through 11:59 p.m. the following Saturday.
Non-exempt employees, except public safety employees as provided by law, who work
in excess of forty hours in a workweek, will be compensated at one and one-half times
their regular rate of pay. The employee’s supervisor, department manager or the City
Administrator must approve overtime work in advance.
Paid holidays, vacation leave, sick leave hours are counted as time worked for the
purpose of computing overtime hours.
All employees in all departments are required to work overtime as requested by their
supervisors.

Compensation

Compensation for overtime will take the form of either one and one-half times an
employee’s regular rate of pay or compensatory time. Compensatory time is paid time
off earned at the rate of one and one-half hours off for each hour of overtime worked.
Overtime earned will be paid at the rate of one and one-half times an employee’s
regular rate of pay on the next regularly scheduled payroll date, unless the employee
indicates on his/her timesheet that the overtime earned is to be recorded as
compensatory time in lieu of payment and the City approves the employee earning
compensatory time.
The maximum compensatory time accumulation for any employee is 80 hours per
calendar year. Once an employee has accumulated 80 hours of compensatory time in a
calendar year, no further compensatory time may accrue in that calendar year. All
further overtime will be paid.
Employees that wish to use compensatory time must notify his or her supervisor he or
she wishes to use compensatory time. Approval of such a request will be based on
whether it will (1) be used in a reasonable time and (2) it will unduly disrupt operations
based on departmental scheduling, staffing needs and budgetary constraints. Requests
must be on the “Leave Form” shown in the Inside Track, or Employee Portal on the
website.
All compensatory time will be marked as such on official timesheets, both when it is
earned and when it is used. The Finance Department will maintain compensatory time
records. All compensatory time accrued will be paid when the employee leaves city
employment at the hourly pay rate the employee is earning at that time.
All compensatory time accumulated as of the final date of the final payroll period in
each calendar year, will be paid at the employee’s straight time rate as of that date on
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the first payday in the subsequent calendar year.

Exempt Positions

Exempt employees do not receive cash payment or compensatory time for overtime
work.

Violation

Refusal to comply with this policy may result in disciplinary action, up to and
including termination.
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Health, Dental, and Life Insurance
09/19/2017

The City will contribute a monthly amount toward group health, dental, and life insurance
benefits for each eligible employee and his/her dependents.
For information about coverage and eligibility requirements, employees should refer to
the summary plan description on the Inside Track, the employee portal on the City’s
website, or contact staff in the Communications & Human Resources department.
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Health Care Savings Plan
8/20/19
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Purpose

To establish certain components of the city-sponsored Health Care Savings Plan
(HCSP) program administered by the Minnesota State Retirement System (MSRS)
that allows employees to save money for reimbursement of post-employment
medical and dental expenses and/or health insurance premiums

Policy

The city will sponsor the HCSP to allow employees to be reimbursed for certain
medical and dental expenses and premiums. Employee sick leave balances will be
reviewed the second week of January each calendar year.

Eligibility

Regular full-time employees eligible to earn sick leave as specified in this
Employee Handbook are eligible to participate in the Health Care Savings
Plan (“HCSP”) established under Minnesota Statutes, section 352.98 (Minn.
Supp. 2001) and as outlined in the Minnesota State Retirement System's Trust
and Plan Documents.
Once eligible, an employee will not have a waiting period if transferring to
another City of Northfield HCSP.
All eligible employee’s sick leave balances will be reviewed the second week
of January each calendar year.
Employee cannot contribute to the HCSP after death.

Deposits Generally

All funds collected by the employer on the behalf of the employee for the HCSP as
described in this policy will be deposited into the employee's HCSP account.

Sick Leave Deposits

After an employee’s one-year anniversary date of employment as an
employee with the city, two (2) hours of sick leave per month that the
employee accrues will be converted into cash and deposited in their HCSP.
For each month that the employee has more than three hundred sixty (360)
hours of accumulated sick leave, the city will convert three (3) hours of
sick leave into cash and deposit it into their HCSP. For each month, however,
that the employee has more than four hundred eighty (480) hours of
accumulated sick leave, the city will convert four (4) hours of sick leave into
cash and deposit it into their HCSP.

Severance Pay Deposit

All vacation pay specified in Section 8.01 of this Employee Handbook distributed as
cash to the employee.
All eligible sick time earned according to Sick Leave policy 8.03 will be deposited
into the employee’s HCSP.
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4/1/2014; 8/20/19; 12/7/2021

Purpose

To allow and encourage every eligible employee to renew their physical and mental
capabilities and to remain a fully productive employee. Vacation leave also covers
absences due to personal obligations, adverse weather conditions, and in lieu of sick
leave, illness in the immediate family.

Policy

Employees shall receive vacation leave hours based on years of continuous service
from initial date of benefit eligible employment and pro-rated based on hours worked
annually.
Any personnel action/ position status change (i.e. full time eligible to part time not
eligible or part time not eligible to full time eligible) which takes place during the
employee’s tenure shall result in an employee receiving vacation leave in accordance
with this policy..
Employees hired prior to January 1, 2022 and working more than 1,040 hours annually
(average of 20 hours per week) (January 1st – December 31st) are eligible for this
benefit.

Employees accrue vacation while in a paid status, excluding long term disability.
The Department Director/Manager shall be responsible for scheduling vacations to
allow for adequate staffing to meet the departmental workload. This scheduling may
specify periods during which some or all employees may not take vacation leave.
Accrual Rate

Vacation leave is earned on the following basis for full time (40 hours per week)
employment on a regularly scheduled basis:
Years of eligible
continuous service
0-4
Start of year 5-9
Start of year 10
Start of year 11
Start of year 12
Start of year 13
Start of year 14
Start of year 15

Hours earned
each pay period
(26 pay periods)

Hours earned
per year

Total days

3.40
4.61
4.92
5.23
5.53
5.84
6.15
7.2

88.40
119.86
127.92
135.98
143.78
151.84
159.90
187.2

11.00
14.98
15.99
16.99
17.97
18.98
19.98
23.4

Vacation leave is earned on the following basis for regular full-time employment of 30 to 39
hours per week:

Effective Date

Hours Earned

Section 8.01
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Each pay period
(26 pay periods)
December 26, 2021

Per Year

2.72

70.72

8.84

Vacation leave is earned on the following basis for part time employment on a
regularly scheduled basis of 20 -29 hours per week:
Effective Date

December 26, 2021

Maximum
Accumulation

Hours Earned
Each pay period
(26 pay periods)

Hours earned
Per Year

1.7

Total Days

44.2

5.525

The following is a table of maximum accumulation based on years of continuous
Service as a full-time employee on a regularly scheduled basis. Maximum
accumulation is twice the number of hours an employee earns during a 12-month
period.
Years of eligible
FT continuous service

Maximum
Hours

Maximum
Days

1 - 4 years
5 - 9 years
10 years
11 years
12 years
13 years
14 years
15 years

176.80
239.72
255.84
271.96
287.56
303.68
319.80
338.00

22.10
29.96
31.98
33.99
35.94
37.96
39.97
42.25

Eligible PT continuous
Service effective 12/26/ 2021

Maximum
Hours
88.4

Maximum
Days
11.05

Waiting Period

No waiting period. Employee earns vacation leave from date of employment.

Earned vacation
availability

The computer system will calculate vacation and post at the end of each pay period.
The accumulated leave hours will be available for use in the period in which it is
earned. Borrowing from future earned vacation hours or going into a negative vacation
leave balance is prohibited.
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It is the responsibility of the employee to be cognizant of his or her accrual from one
pay period to the next to ensure that the maximum accumulation listed above is not
exceeded.
Employees shall forfeit vacation leave that exceeds the maximum accumulation. There
are no exceptions to this policy, except for the following:


The City Administrator may waive this for a temporary period of time if the
City cancels a scheduled vacation or if a vacation request is turned down due
to workload or emergency. This is the exception not the rule.

Requesting timelines

The employee will complete a “Leave/Absence” form (see section 11) based on the
following:
 For each leave period requested, leave shall be taken in units of no less than
one hour.
 Vacation request of less than one day, one, two or three days must be
requested as soon as reasonably possible.
 Vacation request of greater than three days should be requested at least 14
calendar days in advance.

Vacation approval,
denial or cancellation

Vacation leave must be approved by the Department Director/ Manager and may be
denied due to inadequate notice, or interference with the City’s ability to perform
public service.
The employer will consider the preferences of the employee and the needs of the
department to provide public service when responding to a “Leave/Absence” form.
The Department Director/Manager will provide a signed copy of the “Leave/Absence”
form as a response to the Employee’s request for major vacations within ten (10)
working days of the Department Director/Manager receipt of the Leave/Absence form.
Failure of the Department Director/ Manager to provide the signed form within 10 days
will cause the vacation to be approved.
Should the Department Director/ Manager need to deny the vacation, the Department
Director/ Manager will void the “Leave/Absence” form and will write a brief memo to
the employee as to the reason for denial within 10 working days of the original request.
Vacation requests approved by the Department Director/Manager cannot be cancelled
unless the life and safety of the public is a concern.
If an employee does not work all hours scheduled in a pay period and has not requested
accrued leave, the employee’s paycheck will be supplemented with the employee’s
accumulated vacation time in order to make the employee’s paycheck whole.

Exceeding 81 hours

A vacation request exceeding eighty-one consecutive hours requires the approval of the
City Administrator.
Floating holidays, comp time, or holiday hours may not be used to extend the number
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of hours absent from work beyond the eighty-one hours of vacation leave without
approval of the City Administrator.
Holiday during
vacation leave

If a regularly scheduled holiday falls during an employee’s vacation, it will not be
considered vacation leave but holiday leave.

Sick leave during
vacation leave.

If an employee becomes ill or injured during a scheduled vacation leave, it will not be
considered vacation leave if the employee is able to provide adequate medical records.

Funeral leave during
vacation leave

If the employee suffers the loss of a family member or relative during vacation leave,
and funeral leave is appropriate, the time off for funeral leave will not be considered
vacation leave.

Vacation Buy Out

Employees may request up to forty (40) hours of accumulated vacation as cash instead
of time off once per year. Criteria for requesting a buy out:
 Employee will complete a “leave/absence” form (see section 11) to initiate the
buy out.
 Employee must submit “sell vacation or comp time hours” form four weeks in
advance of needing the buy out.

Resignation
Termination
Retirement

Any employee leaving the city in good standing, after giving proper notice of such
termination of employment, shall receive earned unused vacation to the date of
separation based on Health Care Savings Plan (HCSP) contract requirements.

Death of Employee

If an employee dies while in the employment of the City, the earned vacation hours
shall be paid to the employee’s estate.

Injury on DutyWorker’s
Compensation

An employee may utilize vacation hours while receiving worker’s compensation
benefits to receive uninterrupted wages and benefits. The employee must:
 Request vacation utilization during a worker’s compensation leave from the
Human Resources department.
 Endorse the worker’s compensation check received from the Worker’s
Compensation insurance company to the City.
 Human Resources will divide the worker’s compensation check amount by the
employee’s hourly wage resulting in an employee personal action form that
reinstates vacation hours to the employee’s vacation account.

Recruiting Balances

The City Administrator has the authority to establish beginning levels of vacation leave
for recruiting purposes. In making such a determination, the City Administrator will
consider the prospective employee’s qualifications, education, prior experience, length
of service in the same or similar jobs, and the needs of the City.

Disclaimer

Nothing in this section, regardless of its clarity or specificity, creates, or is intended to
create, and employee acknowledges that nothing in this section creates, or intended to
create, an express or implied contract, covenant, promise, representation between the
city and its employees or legal or equitable right related to Vacation Leave.
The city may change or eliminate this policy, or portions thereof, at its discretion at
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any time, and without notice.
This section does not vest in any employee a right, benefit, or privilege related to
Vacation Leave which cannot be changed or eliminated by the city council, in its
exclusive discretion, at any time without notice to employees.
Vacation Leave or any components thereof shall remain solely within the discretion of
the employer to modify, establish or eliminate.
The foregoing enumeration of the employer’s authority related to Vacation Leave shall
not be deemed to exclude other inherent management rights and functions.
The employer's failure to exercise any right, prerogative, or function hereby reserved to
it, or the employer's exercise of any such right, prerogative, or function in a particular
way, shall not be considered a waiver of the employer's right to exercise such right,
prerogative, or function or preclude it from exercising the same in some other way
related to Vacation Leave.
This disclaimer disclaims any employee from making any claim for Vacation Leave.
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VACATION LEAVE DONATION POLICY
Effective:
7/1/12
Updated:
5/6/14; 11/13/18

Purpose

The City recognizes the emotional and financial difficulties that an employee may
experience as a result of a serious illness or injury in which an employee has exhausted
all of his/her accrued leave. Therefore, a leave sharing program is established for the
purpose of permitting City employees, at no additional cost to the City other than
administrative costs of administering the program, to donate accrued vacation leave to
a co-worker.

Policy

The City shall provide examples and a process to allow employees to donate accrued
vacation leave to a co-worker whose absence from work is required due to a serious
illness or injury of one of the following persons:
•
•
•
•

The employee;
The employee’s dependents (children under age 26, foster child) or the
employee’s spouse;
The employee’s domestic partner as defined in City Code; and/or
The employee’s parents.

Employee must be:
• Eligible to accrue paid time-off leave.
• Have exhausted all forms of paid leave, or will soon exhaust all paid leave.
• Non-probationary status.
• Suffering from an illness or injury that poses a threat to life and/or requires
inpatient care, hospice or residential health care involving one of the persons
identified herein.
Nothing in this Policy shall be construed to limit or extend the maximum allowable
absence under the Family Medical Leave Act (FMLA).

Qualifying Exigency

An illness or injury that poses a threat to life and/or requires inpatient care, hospice or
residential health care. Examples include but are not limited to:
• Cancer
• Major surgery
• Maternity/Paternity
• Serious Illness
• Serious accident
• Heart Attack
Medical condition requires an employee to be off from work for twenty (20)
consecutive working days or more and which has caused or is likely to cause the
employee to take leave without pay or to terminate his/her employment.

Non - Qualifying
Exigency

, Examples of situations that do not qualify under this policy include but are not limited
to:
• Illness or injury covered by an employer paid long-term disability.
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•
•
•
Confidentiality

VACATION LEAVE DONATION POLICY
Effective:
7/1/12
Updated:
5/6/14; 11/13/18

Worker’s compensation.
Injury during the course of committing a felony.
Previously abused paid leave documented in employee’s personnel file.

Employee requesting a donation will note in writing specifically the medical or
personal information he/she authorizes the City to release to fellow employee(s) in the
leave request, including providing a completed informed consent form.
If employee is unable to make a vacation donation request, Human Resources will
contact the employee or immediate family member about this policy.
The employee acknowledges and agrees that the City is unable to control any
discussion by the employee with his/her co-workers about the medical or personal
information that caused the employee to request a leave donation.

Request Donation

Employee shall complete a request/application form, an informed consent for release
of data form, a request for leave of absence form and such other data or forms as
required by the City with respect to FMLA leave or otherwise, and submit the same to
Human Resources (HR) for review.
If employee is unable to complete a request/application form and qualifies for vacation
donation, Human Resources will seek verbal or written approval from employee or
immediate family member.
Donations cannot be used retroactively (i.e. for pay periods prior to receiving the
donation.)

Administration

Human Resources is responsible for coordinating donations, reviewing applications
and making a recommendation to the City Administrator for approval. In making a
recommendation, Human Resources shall consider the following:
• Employee’s application and adherence to this Policy;
• Verify exhaustion of all paid leave; and
• All medical evidence submitted by the employee on FMLA paperwork or other
medical evidence of an illness or injury.
If the request is approved, the Human Resource Department will send a request to City
employees for leave donation on behalf of the requesting employee.
No provisions of this Policy, its administration, or any decisions on eligibility and
distribution of donated leave shall be subject to any problem-resolution, grievance,
arbitration or appeal procedure of any collective bargaining agreement or otherwise.

Donate Leave

Employee requesting to donate leave time to a fellow employee shall fill out a leave
donation request form and return it to the HR Department. All vacation leave
donations/transfers are strictly voluntary and confidential.
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VACATION LEAVE DONATION POLICY
Effective:
7/1/12
Updated:
5/6/14; 11/13/18

Only previously accrued vacation time may be donated. Donating employee may not
donate if the donation will reduce their vacation leave bank to less than 0 hours.
Donating employee can donate a minimum of 4 hours and a maximum of 40 hours to
an employee in a rolling 12-month period. Donations must be in 2 hour increments
(i.e., 4 hours, 6 hours, etc)
Leave is donated on an hour for hour basis with no relation to actual earnings of either
the donor or the recipient.
Donations must be made in the form of time off from work and cannot be “cashed out”
for the equivalent dollar value of that time off.
Donations will not be reversed. By signing and submitting a donation form the
employee is approving HR to remove the time from their vacation bank.

Section 8.02
Page 3 of 3

Back to Table of Contents

Policy:
Effective:
Revised:

Sick Leave
October 1, 2007; September 13, 2019;
December 26, 2021
June 3, 2014; April 21, 2015;
August 20, 2019; December 7, 2021

Purpose

To provide an employee time off with pay for an illness, doctor’s appointments, shortterm disability and to comply with Minnesota Statute 181.

Policy

Sick leave may be granted when the employee is unable to perform work duties due to
illness, short term disability, the necessity for medical, dental, or chiropractic care,
childbirth, “safety leave” if used for the purpose of providing or receiving assistance
because of sexual assault, domestic abuse, or stalking, or exposure to contagious
disease where such exposure may endanger the health of others with whom the
employee would come in contact in the course of performing work duties.
Unless the employee has a serious medical condition that qualifies for Family Medical
Leave (see probationary employee) the City does not have unpaid leave. The
employee must accrue and use accrued sick leave for any safety leave and absence
related to illness or injury of self and/or family member. Family member is defined as
a child (under 18 years of age, or under age 20 and still attending secondary school),
adult child, spouse, domestic partner, sibling, parent, mother-in-law, father-in-law,
grandchild, grandparent or stepparent. An employee’s use of existing sick leave
benefits for absence due to safety leave, illness of or injury to the employee’s adult
child, spouse, sibling, parent, mother-in-law, father-in-law, grandchild, grandparent or
stepparent is limited to 480 hours in a calendar year.
If hired on or before January 1, 2022: Employees working a regular schedule of 20
hours or more per week, 1,040 hours per year (20 hours x 52 week) are eligible for sick
leave benefits.

Accrual Rate

Regular full time employees working 40 hours per week will accrue eight (8) hours of
sick leave per month.
Regular full-time employees working 30-39 hours per week will accrue (6.4) hours of
sick leave per month.
Regular part-time employees will accrue(4) hours of sick leave per month.
Sick leave hours or portion thereof shall be posted to the employees’ sick leave
account on the first pay period following the month of accrual.

Maximum Accruals –
Forfeiture–employees
hired BEFORE
January 1, 2007

Employees employed before January 1, 2007 shall receive sick leave in accordance
with the policy in effect at the time of the employee’s employment. The maximum
accrual limits and the severance benefits are listed on a table within this policy based
on the previous personnel policy, labor contracts and employee’s date of hire.
Exceptions to this policy would be promotion, demotion, union, management, etc.
Excess sick leave hours will be permanently lost should the maximum accrual rate be
exceeded. There are no exceptions to this policy.

Maximum Accruals
For full and part-

Regular full time employees may accrue up to 960 hours or regular part time
employees may accrue up to 480 hours. Excess sick leave hours will be permanently
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time -employees
hired ON OR
AFTER
January 1, 2007

lost should the maximum rate be exceeded.

There are no exceptions to this policy.

Waiting Period

The employee earns sick leave from date of employment or upon becoming eligible
(regularly scheduled 20 hours per week or more). Sick leave must be earned and posted
to the employee’s sick leave bank before an employee can use sick leave. Negative
sick leave balances are prohibited.

Recruiting Balances

The City Administrator has the sole authority to establish beginning levels of sick
leave for recruiting purposes. In making such a determination, the City Administrator
will consider the prospective employee’s qualifications, education, prior experience,
and length of service in the same or similar jobs.

Probationary
Employee

Employees with serious medical conditions within their first year of employment (not
eligible for FMLA or parental leave), may be granted an unpaid leave at the sole
discretion of the City Administrator. The employee is required to furnish appropriate
medical certification to Human Resources for consideration of the leave.
Probation is extended by the length of leave. Health insurance benefits may be
continued if paid by the employee.

Reporting

The employee must report his or her need for sick leave to the supervisor/manager as
soon as possible but prior to the employee’s scheduled shift. The employee must keep
the supervisor/manager informed daily of the employee’s condition and expected
return to work.
An employee is expected to call in and advise his or her Supervisor/Manager unless
employee is hospitalized and unable to communicate. Spouse or relative may call in
and keep the supervisor advised of employees’ status if the employee is hospitalized.
The employee must complete a “Leave/Absence” form (see section 11) upon return to
work. Failure to complete the form will result in the employee not receiving sick leave
pay and time taken will be charged to vacation leave.
After three days of sick leave, the employee is required to submit a medical
certification for the absence. Illness beyond three days may be considered a serious
medical condition and may require FMLA leave. Beyond three days, the employee
needs to work with the Human Resource Department. See Section 8.30 for further
information on FMLA.

Holiday during Sick
Leave

If a regularly scheduled holiday falls during your illness, it will not be considered sick
leave but Holiday leave.
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December 26, 2021
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Funeral Leave
during Sick Leave

If eligible full-time employees suffer the loss of a family member or relative during
sick leave and funeral leave is appropriate, the time off for funeral leave will not be
considered sick leave. See section 8.10 for funeral leave.

Severance – hired
prior to January 1,
2007.

After a minimum of five (5) years of service, severance pay shall be granted to an
Employee who resigns or retires in good standing. The severance benefits shall be
comprised of accumulated sick leave as follows:
Years of
Service
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21

Maximum
Amount
168
202
235
269
302
336
370
403
437
470
504
538
571
605
638
672
700

Severance –
employees hired on
or after January 1,
2007.

After a minimum of five (5) years of service, severance pay shall be granted to an
Employee who resigns or retires in good standing. The severance benefit shall be
comprised of one-third of all unused sick leave in the employee’s individual accrual
bank to a maximum of 320 hours.

Death of Employee

If an employee dies while in the employment of the City, the severance pay that he/she
would have been entitled to under the above conditions shall be paid to his/her estate.

Injury on DutyWorker’s
Compensation

In the event of on the job injuries or incapacities, the employee shall be entitled to the
following:
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Sick Leave
October 1, 2007; September 13, 2019;
December 26, 2021
June 3, 2014; April 21, 2015;
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Employee is required to use sick leave for days up to ten working days.
Employee receives worker’s compensation if injured on duty and absent from
work longer than ten working days.
Employee does not receive any compensation from the Employer.

Termination for
Cause

Severance pay will not be granted if discharged for just cause.

Violation

Any violation of this policy by a City employee will be cause for appropriate
disciplinary action up to and including discharge.

Disclaimer

Nothing in this section, regardless of its clarity or specificity, creates, or is intended to
create, and employee acknowledges that nothing in this section creates, or intended to
create, an express or implied contract, covenant, promise, representation between the
city and its employees or legal or equitable right related to Sick Leave.
The city may change or eliminate this policy, or portions thereof, at its discretion at
any time, and without notice.
This section does not vest in any employee a right, benefit, or privilege related to Sick
Leave which cannot be changed or eliminated by the city council, in its exclusive
discretion, at any time without notice to employees.
Sick Leave or any components thereof shall remain solely within the discretion of the
employer to modify, establish or eliminate.
The foregoing enumeration of the employer’s authority related to Sick Leave shall not
be deemed to exclude other inherent management rights and functions.
The employer's failure to exercise any right, prerogative, or function hereby reserved to
it, or the employer's exercise of any such right, prerogative, or function in a particular
way, shall not be considered a waiver of the employer's right to exercise such right,
prerogative, or function or preclude it from exercising the same in some other way
related to Sick Leave.
This disclaimer disclaims any employee from making any claim for Sick Leave.
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Holidays
M2007-0143
October 1, 2007; December 26, 2021
June 16, 2020; July 13, 2021;
December 7, 2021 August 1, 2022

Purpose

The City of Northfield will provide holiday pay to enable the employee to rest and relax
and celebrate with their families and or friends.

Policy

The City of Northfield recognizes twelve (12), eight-hour days and one (1), four-hour day
as paid holidays, which are pro-rated for employees that are eligible, but work more than
20 hours and less than 30 hours per week.
Any personnel action/ position status change (i.e. full time eligible to part time not
eligible or part time not eligible to full time eligible) which takes place during the
employee’s tenure shall result in an employee receiving holiday leave in accordance with
this policy.
Employees are paid holiday pay while in a paid status, excluding those on long term
disability.
The Department Director/Manager shall be responsible for scheduling the employee’s
personal day to allow for adequate staffing to meet the departmental workload. This
scheduling must not require overtime and or delay deadlines.

Scheduled Holidays

Benefit for full-time
employees regularly
scheduled 40 hours
per week

HOLIDAY

DATE OBSERVED

New Year’s Day
Martin Luther King, Jr-Birthday
President’s Day
Memorial Day

January 1st
Third Monday in January
Third Monday in February
Last Monday in May

Juneteenth

June 19th

Independence Day
Labor Day

July 4th
First Monday in September

Veteran’s Day
Thanksgiving Day
Day after Thanksgiving Day

November 11th
Fourth Thursday in November
Fourth Friday in November

Christmas Eve (4 hours)

December 24th

Christmas Day
Personal Day

December 25th
Employee's Discretion

Effective January 1, 2022, full-time employees hired regularly scheduled to work 40
hours per week are eligible for Holidays (8 hours).
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Benefit for part-time
employees regularly
scheduled 30 -39
hours per week

Effective January 1, 2022, part-time employees hired regularly scheduled to work 30 -39
hours per week are eligible for Holidays pro-rated based on a 32 hours per week regular
schedule (6.4 hours).

Benefit for part-time
employees regularly
scheduled 20 -29
hours per week

Effective January 1, 2022, full-time employees hired regularly scheduled to work 20 -29
hours per week are eligible for Holidays pro-rated based on a 20 hours per week regular
schedule (4 hours).

Floating Holidays

The nature of some division/departments is that they must remain open when other
division/departments are closed due to a holiday. As an accommodation the City allows
for a different day or “floating holiday”.
•
•
•
•
•

Floating Holidays –
Library

The floating holidays are determined by the division/departments
business/customer service necessity.
The floating holiday hours are posted on the first full pay period in January each
year.
Floating holiday hours can be used on or following the actual holiday.
An employee that terminates prior to a given holiday is not compensated for the
floating holiday (s).
An employee that terminates after a given holiday is compensated for the floating
holiday.

.
On holidays when the Library is not closed, floating holiday hours for such holidays will
be credited to holiday-eligible employees on the second paycheck of the new year.

Floating Holidays –
Liquor

On holidays when the Liquor Store is not closed, floating holiday hours for such holidays
will be credited to holiday-eligible employees on the second paycheck of the new year. If
an eligible employee works these holidays at the Liquor Store, the employee will be paid
at the rate of one and half-hours for each hour worked and the length of floating holiday
hours posted will be reduced for each such hours worked.

Saturday or Sunday

Unless the division/department is a six or seven day a week operation, when a holiday
falls on a Saturday, the previous Friday is designated as the holiday; when on a Sunday,
the following Monday is designated as the holiday.
If the division/department hours of operation include a Saturday, holidays that fall on a
Saturday are observed on the Saturday.
If the division/department hours of operation include a Sunday, holidays that fall on a
Sunday are observed on the Sunday.
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Holidays
M2007-0143
October 1, 2007; December 26, 2021
June 16, 2020; July 13, 2021;
December 7, 2021 August 1, 2022

In order to be eligible for paid holidays, employees must work their regularly scheduled
day before and day after such holiday, unless:
•
•
•

The employee’s regular part-time schedule does not include the day before and/or
the day after the holiday, or
The employee is on vacation leave or
The employee can furnish a doctor’s excuse for a sick leave absence.

Family Medical
Leave

Employees on FMLA will receive holiday pay if they are utilizing vacation, sick or comp
time for their leave. If an employee is on unpaid FMLA leave, the employee will not
receive holiday pay.

Holiday Work Pay –
Liquor Store

Regular Liquor Store employees not eligible for holidays will be paid for hours worked at
the rate of one and half-hours for each hour worked.

Employees Scheduled
to Work on a Holiday

The City of Northfield reserves the right to schedule employees to work on an observed
holiday, as it deems necessary. Work on an observed holiday will be paid at overtime rate
as if the day was a regularly scheduled day and the employee will also receive their
holiday pay. Should the combination of hours worked and holiday hours exceed forty
hours for the week, the hours exceeding forty will be paid overtime.

Long-term Disability

Employees on long-term disability will not receive holiday benefits. See Section 7.10

Workers’
Compensation

Employees on leave while receiving worker’s compensation payments will not receive
holiday pay unless they are using vacation, sick, and comp time to receive full pay and
signing over the worker’s compensation check to the City. See Section 9.30
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Funeral Leave
M2007-0143
October 1, 2007

Funeral Leave

Purpose

The purpose of funeral leave is to allow employees time off to deal with the emotional
impact that occurs when a family member dies, or to be able to support a spouse when
a death occurs in the spouses’ family. Funeral leave time is paid to lessen the financial
concerns an employee may have during this difficult time.

Policy

The City may grant funeral leave to an employee for the purposes of making funeral
arrangements, attending viewing or visitations, attending the funeral and/or attending
to the affairs of the deceased. The funeral leave may be up to twenty-four (24) hours
with pay. The leave will not be charged to vacation or sick leave.
Additional time off can be taken by the employee with the approval of their supervisor
and charged to vacation leave.

Employee’s family
members

Employee may request funeral leave for the death of the following employee’s family
members:














Spouse
Son/Daughter
Son-in-law/Daughter-in-Law
Sister/Brother
Sister-in-law/Brother-in-law
Mother/Father
Mother-in-law/Father-in-law
Grandparents
Grandparents-in-Law
Grandchildren
Stepparents and/or Legal Guardians
Stepchild/Foster Child
Domestic Partner

Request for Leave

Employees will complete a “Leave/Absence Request” form (see section 11) and submit
it to Human Resources. The request must state the name and relationship of the
deceased, and the number of days required. An obituary and/or funeral notice must
accompany the leave request.

Violation

Failure to provide an obituary and/or funeral notice or failure to complete the form in a
timely manner will cause time to be charged to the employee’s vacation leave.
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Jury Duty or Summons
M2007-0143
October 1, 2007

Jury Duty or Summons

Purpose

Comply with Minnesota Statute 593.50.

Policy

An employee required to attend court as a prospective juror, serve as a juror, or answer
a summons or subpoena (witness duty) will continue to receive their regular pay
without utilizing vacation, sick or comp time accruals. Witness duty for other than
City related business does not qualify.

Procedures

Employees will complete a “Leave/Absence Request” form (see section 11) and submit
it to their supervisor as soon as they receive notification from the courts that they are
scheduled for jury or witness duty.
Employees will provide documentation from the appointing authority that they have
been selected as a juror, received a summons or subpoena as a witness. The
documentation must state the dates the employee will or may be absent from work.

Excused Jury Duty

When employees are excused from jury or witness duty during their regular working
hours, employee must return to work if practical.

Status of Benefits

Employees will continue to accrue benefits while serving on jury or witness duty.

Probationary
Employee

If jury duty lasts longer than ten (10) working days, step increases and the length of the
duty may extend probationary periods and delay step increase.

Compensation

The employee will be paid the difference between their pay as a jurist or witness and
their normal rate of pay as an employee.
Employees will receive their regular paycheck as if working, but will be required to
reimburse the City for jury or witness monetary compensation. Employees will
provide the Human Resource Department with a copy of their jury or witness monetary
compensation statement. Compensation of the cost for parking and mileage fees are
not subject to this provision.

Summons/Subpoena
not work related

Employee may request one of the following options when a summons/subpoena is not
work related (this does not apply to Jury Duty):




Violation

Use vacation leave
Use comp time
Work additional hours within the same work week to make up for lost time
,provided work is available, and with the supervisor’s approval.

Failure to reimburse the city and or provide the appropriate documentation will cause
the employee’s regular paycheck to be paid utilizing accrued vacation hours.
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School Conference Leave
M2007-0143
October 1, 2007

School Conference Leave

Purpose

To comply with Minn. Stat. 181.912.

Policy

Employees with children will be allowed up to a maximum of sixteen (16) hours per
twelve (12) month period (January 1st – December 31st) to attend school conference
or school activities during working hours.

Scheduling

Employee must complete a “Leave/Absence” form (see section 11) and submit to his
or her supervisor as soon as reasonably practicable.
Leave is available only if the conferences or activities cannot be scheduled during
non-work hours. The employee should make a reasonable effort to schedule the leave
so it is least disruptive to the City and their co-workers.

Definitions

School conferences include various conferences during the school year including
parent/teacher, emergency and or special conferences called by the teacher and or
parent.
School activities include programs at the school involving the child.

Wage

Employee may request one of the following options:
Unpaid leave
Vacation leave
Comp time
Work additional hours within the same work week to make up for lost time, provided
work is available, and with the supervisor’s approval.
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Military Leave
October 1, 2007
10/13; 8/4/20

Military Leave
Purpose

To clarify under state and federal law employment protections and benefits for City
employees called to military service and leaves related to certain military events for
family members.

Policy

The City will comply with the state and federal laws governing the leave and
reinstatement requirements for employees serving in the military . The law
contains specific requirements for protected leave; benefits employees are entitled to
during military leave, and reinstatement to employment.

Military Training or
Active Service Leave

State and federal laws provide protections and benefits to City employees who are
called to military service, whether in the reserves or on active duty.
Such employees are entitled to a leave of absence without loss of pay, seniority status,
efficiency rating, or benefits for the time the employee is engaged in training or active
service not exceeding a total of 15 days in any calendar year. The leave of absence is
only in the event the employee returns to employment with the City as required upon
being relieved from service, or is prevented from returning by physical or mental
disability or other cause not the fault of the employee, or is required by the proper
authority to continue in military or naval service beyond the 15 day paid leave of
absence.
Employees on extended military leave under law will receive 15 days paid leave of
absence in each calendar year and unpaid leave, or, if requested by the employee, use
of accrued vacation or compensatory time, allow which cannot exceed a combined
five years.
If an employee has not yet used his/her 15 days of paid leave when called to active
duty, any unused paid time will be allowed for the active duty time, prior to the unpaid
leave of absence.
Eligibility for continuation of insurance coverage for employees on military leave
beyond fifteen 15 days will follow the same procedures as for any employee on an
unpaid leave of absence.

Military
documentation

Where possible, notice is to be provided to the City at least 10 working days in
advance of the requested military leave.

Reemployment

Employees returning from military service will generally be reemployed based on law
and circumstances within some time after the employee submits appropriate notice of
their intent to return to work in the job that they would have attained had they not been
absent for military service and with the same seniority, status and pay, as well as other
rights and benefits determined by seniority. Unpaid military leave will be considered
hours worked for the purpose of vacation leave and sick leave accruals.
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Leave to Attend
Pursuant to Minnesota Statute §181.948, employees whose immediate family
Military Ceremonies members (defined as a person’s spouse, parent, child, grandparent, legal guardian,
sibling, grandchild, fiancé or fiancée, parent or child) have been ordered into
active service in support of a war or other national emergency as a member of the
United States armed forces, will be granted a reasonable leave of absence not to
exceed one continuous day during any calendar year without pay to attend a sendoff or homecoming ceremony for the mobilized service member. Time off is for
the actual time necessary for the employee to attend the ceremony. Employee may
substitute paid leave if they so choose. The city may deny such leave if the leave
would unduly disrupt the operations of the city.

Military ceremonies,
family training, and
reintegration for spouse,
parent or child

Pursuant to Minnesota Statute §192.325, employees with an immediate
family member (defined as a person’s spouse, parent or child) will be
granted a reasonable unpaid leave of absence not to exceed two consecutive
calendar days or six days in a calendar year combined for attending the
following if invited or otherwise called upon to attend by proper military
authorities: (i) departure or return ceremonies for deploying or returning
personnel units’ (ii) family training or readiness events sponsored or
conducted by the military; and (iii) to attend events held as part of official
military reintegration programs.
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FMLA for Military Families

Purpose

To comply with H.R. 4986, the National Defense Authorization Act for FY 2008,
Public Law 110-181. Section 585(a) of the NDAA amending the FMLA leave rights
related to military service.

Policy

The City of Northfield will provide up to twelve (12) weeks of unpaid, job protected
leave for military families for any qualifyingexigency (see below) and up to a total of
twenty-six (26) weeks of unpaid, job protected leave for military families for any
caregiver (see below) of a covered service member who is recovering from a serious
illness or injury sustained in the line of duty on activity duty in a twelve month period.

Exigency Eligible
Employees

Spouse, parent, son, daughter or next of kin (closest blood relative) of a covered
service member.

Covered service
member for Exigency
Leave

A covered service member is a current member of the National Guard or Reserves.

Exigency Leave

An eligible employee will be granted up to 12 weeks of FMLA leave for “any
qualifying exigency” arising out of the fact that an employee’s spouse, son, daughter,
or parent is on active duty or has been notified of an impending call to active duty
status in the National Guard or Reserves in support of a contingency operation.

Qualifying Exigency

Includes:
1) short-notice deployment (seven days or less)
1) military events and related activities
2) childcare and school activities
3) financial and legal arrangements
4) counseling
5) rest and recuperation
6) certain post-deployment activities
7) additional activities where the employer and the employee agree to the leave.

Caregiver Eligible
Employee

Spouse, parent, son, daughter or next of kin (closest blood relative) of a covered
service member.

Covered service
member for
Caregiver Leave

A covered service member is a current member of the Armed Forces, including a
member of the National Guard or Reserves.

Caregiver Leave

An eligible employee (see above) of a covered service member who is recovering from
a serious illness or injury sustained in the line of duty while on active duty, is entitled
to up to 26 weeks of leave in a single 12-month period to care for the service member.
The 12-month period will begin the first day leave is used. An eligible employee may
be entitled to take more than one period of 26 work weeks of leave (in a subsequent
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12-month period) if the leave is to care for a different covered service member or to
care for the same service member with a subsequent serious injury or illness. In any
event, an employee’s FMLA leave may not exceed 26 weeks for all FMLA leaves
(military and other) in a 12-month period.
Qualifying Caregiver

The service member must be medically unfit to perform his or her duties for which the
service member is undergoing medical treatment, recuperation, or therapy; or, is in
outpatient status; or is on the temporary disability retired list.

Notice

Employees must provide sufficient information to the City to determine if the leave
qualifies for FMLA-Military Families protection and to determine the anticipated
timing and duration of the leave. Employees must complete a “request for leave”
form, marking the appropriate category, and submit it to the Human Resource
Department as soon as practicable.

Certifications

Employees must provide a certification for these FMLA military leaves. A
“Certification of Qualifying Exigency must be provided for Active Duty Leave. This
form can be obtained from the Human Resources Department and is completed by the
employee. Along with this form, the employee must submit written documentation
confirming the active duty or call to active duty status.
A “Certification for Serious Injury or Illness of Covered Service member” form must
be completed for Caregiver Leave. This form can be obtained from the Human
Resources Department. It is to be completed by the employee and health care
provider. Invitational Travel Orders (ITO’s) or Invitational Travel Authorization
(ITA’s) may be substituted for this form. The employee may be asked to provide
confirmation of their relationship to the ill/injured family member.

Intermittent Leave

Active Duty Leave and Caregiver Leave may be taken intermittently or on a reduced
schedule if medically necessary. See Section 8.30 in this handbook for more
information on intermittent leave.

Both Spouses
Employed by City

For Caregiver Leave when both spouses are eligible employees of the City, the 26
weeks of Caregiver Leave may be limited to a combined total of 26 weeks for both
spouses during the 12-month leave year. The leaves may run simultaneously.

General Summary

This policy is intended to be a general summary of the Military Leave portion of the
FMLA law. Each situation will be evaluated on a case-by-case basis. Where this
policy and Federal law conflict, Federal law will prevail.

Additional
information

For more information on FMLA leave, serious health conditions, insurance
continuation, or other FMLA items not addressed in this policy, see Section 8.30 in
this handbook. For more information on other military leaves for family members see
Section 8.25 in this handbook.
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Family Medical Leave Act (FMLA)

Purpose

To comply with Federal Law 29 U.S.C.A ~ 2611 – 2617. The Family Medical Leave
Act (FMLA) is intended to balance the demands of the workplace with the needs of
families, to promote the stability and economic security of families, and to promote
national interests in preserving family integrity. See Section 8.25 - FMLA for military
leaves.

Policy

The City of Northfield will provide up to twelve (12) weeks of unpaid, job protected
leave for the birth of a child, adoption, foster care and certain family and medical
reasons.

Eligible Employees

Eligible employees are those who have:
 Been employed by the City of Northfield for at least one year; and
 Have worked a minimum of 1,250 hours within the previous twelve- (12)
month period.

Circumstance
Covered by Family
Leave

FMLA leave will be granted to an eligible employee for any of the following
reasons:





Serious Health
Condition

A serious health condition is defined as any illness, injury, impairment, or physical or
mental condition that requires:




Leave Year

For incapacity due to pregnancy, prenatal medical care or childbirth;
To care for their child (after birth, or placement for adoption or foster care with
the employee);
To care for their spouse, son or daughter, or parent, who has a serious health
condition; or
A serious health condition that renders the employee unable to perform their
job duties.

Inpatient care (overnight stay) in a hospital, hospice, or residential medicalcare facility and any resulting period of incapacity and treatment.
Continuing treatment by a health care provider for a condition that either
prevents you from performing the functions of your job, or prevents the
qualified family member from participating in school or other daily activities.
The continuing treatment requirement may be met by:
1. A period of incapacity of more than three (3) consecutive calendar
days combined with at least two visits to a health care provider within
30 days of the date of incapacity, or one visit and a regimen of
continuing treatment; or
2. Incapacity due to pregnancy; or
3. Incapacity due to a chronic condition which requires at least two (2)
visits per year for treatment by a health care provider.

The leave year will begin the first day the employee is absent from work on FMLA
leave.
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Length of Leave

The length of FMLA leave is not to exceed twelve (12) weeks in any twelve (12)
month period. The entitlement to FMLA leave for the birth or placement of a child
expires twelve (12) months after the birth or placement of the child.

Notice

Employees must give the City at least thirty days (30) advance notice if the leave is
foreseeable. If that is not possible, the employee should give as much notice as is
practicable and must comply with the normal call-in procedures. When the City
receives the employee’s request, we will inform the employee if they are eligible for
FMLA leave and any additional information required as well as the employees’ rights
and responsibilities. If the employee is not eligible for FMLA leave, the City will
provide a reason for the ineligibility. Once a determination is made, we will provide
another notice stating whether the leave will be designated as FMLA-protected and the
amount of leave to be counted against your entitlement (if it can be determined). If the
leave is not FMLA-protected, the City will notify the employee.
Employees must provide sufficient information to the City to determine if the leave
qualifies for FMLA protection and the anticipated timing and duration of the leave.
This may include that the employee is unable to perform job functions, the family
members is unable to perform daily activities, the need for hospitalization or
continuing treatment by a health care provider.

Medical Certification

Employees must provide a medical certification for FMLA Leave. A “Certification of
health Care Provider” form can be obtained from the Human Resources department. It
is to be completed by the attending physician or practitioner. Employees may also be
required to provide periodic recertification supporting the need for leave. A
Certification of health Care Provider” is not required for pregnancy, or if the employee
is on workers’ compensation.
The City may require a second or third medical opinion at the City’s expense.

Use of Vacation Sick
Leave &
Compensatory Time

Employees must use all accrued vacation leave, sick leave and compensatory time
while on any FMLA leave prior to using unpaid leave.
The use of vacation leave, sick leave and compensatory time occurs simultaneously
with FMLA leave and does not extend the length of FMLA leave.
When an employee has used their total accrued paid leave time for a portion of
family/medical leave, the employee may request an additional period of unpaid leave
to be granted so that the total of paid and unpaid leave provided equals 12 weeks.

Less than 480 hours
of accrued leave

The City of Northfield will follow the guidelines of the Federal Family and Medical
Leave Act (FMLA) for employees that have less than 480 hours of accrued leave. If
the employee is unable to resume his/her regular assigned position, and the Employer
is not able to provide the employee a comparable position
within the organization, the Employer shall pay the employee the balance of the
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employee’s accrued paid leave, pursuant to the terms of the various paid leave policies.
Greater than 480
hours accrued leave

The City of Northfield will extend the FMLA guidelines for those employees with
accumulated paid leave greater than 480 hours to the extent of the accrued leave, but
not to exceed six (6) months. When the accrued paid leave is exhausted or the six (6)
months maximum has been reached, and the employee is not able to resume his or her
regular assigned position, and the city is not able to provide the employee a
comparable position within the organization, the city shall pay to the employee the
balance of the Employee’s accrued paid leave, pursuant to the terms of the various
policies.

Both Spouses
Employed by City

When both spouses are employees of the City, each spouse may take up to twelve (12)
weeks of FMLA leave per leave year, except for childbirth/adoption/foster care and to
care for a parent. In these instances the spouses are limited to 12 weeks combined in a
single leave year. The leaves may run simultaneously.

Insurance
Continuation

An employee on FMLA leave may choose to continue existing health care benefits
(health and dental) and life insurance if they so desire. These benefits will be
maintained under the same conditions, and at the same level of City contribution, as
before the employee goes on leave. If there are changes to the City’s contribution
levels and/or premium rates while the employee is on leave, those changes will take
place as if the employee were still on the job. The employee will be required to
continue payment of the employee portion of the health care and/or other insurance
coverage they choose to continue.
The employee may choose not to retain health care or other insurance coverage during
the FMLA leave. When the employee returns from leave, they will be reinstated on the
same terms as prior to taking leave, without any qualifying period, physical
examination, exclusion of preexisting conditions, or other requirement.

Premium
Reimbursement

The employee will be required to reimburse the City for any premiums paid during the
leave if the employee does not return to work for a minimum of thirty calendar days
(30).
If the employee cannot return to work due to the continuation of a serious health
condition of the child, spouse, parent or employee, or due to other circumstances
beyond the control of the employee, the employee will be required to reimburse the
City for any premiums paid during the leave.
Employees on intermittent leave, who do not return to work, will be evaluated on a
case-by-case basis with regard to the premium reimbursement requirement.

Status of Benefits

The employee will not accrue benefits such as vacation leave and sick leave while on
unpaid FMLA leave. Employee’s using a combination of paid and unpaid leave, or
intermittent unpaid leave, will accrue benefits on a prorated basis. Employees using
paid leave will continue to accrue benefits.

Section 8.30
Page 3 of 5

Back to Table of Contents

Policy:
Adopted:
Effective:
Revised:

Family Medical Leave Act (FMLA)
M2007-0143
October 1, 2007
October 5, 2009

Step increases may be extended by the length of the leave. Employees on intermittent
leave will be evaluated on a case-by-case basis with regard to extending the length of
the step increases.
Key Employees/
Return to Work

A key employee is defined as a “senior management” salaried employee. Key
employees may be denied reinstatement to the same or an equivalent position after a
leave if the denial is necessary to prevent substantial economic injury to the City’s
operations.
Employees who are not “key” employees will be reinstated to their same position or an
equivalent position upon return from leave, with equivalent pay, benefits and working
conditions.

Intermittent Leave

Leave may be taken intermittently or on a reduced schedule if medically necessary. If
not medically necessary, Department Director, Human Resources Director and City
Administrator approval is required. The City may require the employee to transfer to
an alternative position of like status and pay while on intermittent leave. Employees
must make reasonable efforts to schedule leave for planned medical treatment so as not
to unduly disrupt the City’s operations. If leave is taken intermittently, it will not affect
the status of an exempt employee under the Fair Labor Standards Act. All requests for
intermittent leave will be evaluated on a case-by-case basis.

Return to Work

The employee will be required to submit a “Fitness for Duty Report” (sample form in
section 11) to the Human Resources Director prior to returning to work if the FMLA
leave was for the employee’s own serious health condition.

Unpaid Leave of
Absence

This policy is not intended to conflict with the City’s Unpaid Leave of Absence policy.
That policy will continue to apply in situations which are not addressed by the FMLA.

When Policies
Conflict

Where provisions of other City policies are in conflict with the Family Medical Leave
Act (FMLA), those policies which are most beneficial to the employee will apply.

City Responsibilities

The City is prohibited from interfering with, restraining, or denying an employee any
right provided under the FMLA law. An employee may not be discharged or
discriminated against for opposing the City for unlawful practices under the FMLA or
for any involvement in a proceeding under or relating to the FMLA.

Enforcement of
FMLA

If an employee is dissatisfied with the City’s implementation of the FMLA, they may
file a complaint with the US Department of Labor, or may bring a private lawsuit
against the City. The FMLA does not affect any Federal or State law prohibiting
discrimination, or supersede any State or local law or collective bargaining agreement
which provides greater family or medical leave rights.

General Summary

This policy is intended to be a general summary of the law. Each situation will be
evaluated on a case-by-case basis.
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For more information, contact the Human Resources Director
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Pregnancy and Parenting Leave

Purpose

To comply with Minnesota Statute 181.941

Policy

Eligible employees are provided with up to twelve (12) weeks of unpaid leave in
conjunction with the birth or adoption of a child, or a female employee for prenatal
care, or incapacity due to pregnancy, childbirth, or related health conditions.

Eligible Employees

Eligible employees are those who have worked for the City of Northfield at least halftime for the twelve (12) consecutive months preceding the request for leave.

Concurrent Leaves

Family Medical Leave and Parental Leave run simultaneously.

Notice

Eligible employees must give the City at least thirty (30) days advance notice if the
leave is foreseeable. If leave must be taken in less than thirty (30) days, the employee
should give as much notice as is practicable.

Start of Leave

The leave begins at the time requested by the employee and may begin within twelve
(12) months of the birth or adoption. In the case where the child must remain in the
hospital longer than the mother, the leave must begin within twelve (12) months after
the child leaves the hospital.

Length of Leave

The length of the leave is determined by the employee, but may not exceed twelve (12)
weeks.

Unpaid Leave

If the employee does not receive sick or vacation benefits and is not eligible for the
Family Medical Leave Act, then the employee is unpaid.

Insurance
Continuation

Employee participating in health insurance at the time of the leave may continue the
existing health insurance during the leave period at their expense.

Adjustments to the Pay
Plan

Employee returning from a leave of absence is entitled to return to employment at the
same rate of pay the employee had been receiving when the leave began, plus any
adjustments by City Council in the pay plan that occurred during the leave period.

Return to Work

Employees returning from Parenting Leave will be reinstated to their same position or
an equivalent position of comparable duties, number of hours and pay.

Layoff

If the City of Northfield experiences a bona fide layoff and the employee would have
lost a position had he or she not been on leave ,the employee is not entitled to
reinstatement in the former or comparable position. In such circumstances, the
employee retains all rights under the lay-off and recall system, including a system
under a collective bargaining agreement, as if the employee had not taken the leave.

Section 8.35
Page 1 of 1

Back to Table of Contents

Policy:
Adopted:
Effective:
Revised:

Paid Family & Parental Leave
October 5, 2021
October 5, 2021

Purpose

To provide employees time to care for the serious injury or illness of an immediate
family member or bond with newborn or newly-adopted for foster children in hopes of
setting children up for long term health and wellbeing or for the employee’s own
incapacity due to pregnancy, prenatal medical care, or childbirth.

Eligibility

Eligible employees are those who worked or were on paid leave for the City of
Northfield at least 14 hours each week for the 12 consecutive months preceding the
date of the request for leave and who experience a serious injury or illness of an
immediate family member necessitating the employee’s care or a birth of a child or the
placement within the employee’s home of a newly-adopted or foster child. Immediate
family for the purposes of this leave solely includes the employee’s spouse, child,
sibling, or parent. Surrogate mothers and sperm or egg donors are not eligible for paid
family and parental leave.

Policy

Eligible employees are provided the following:
a. Up to twenty (20) workdays of paid leave per calendar year for the care of an
immediate family member with a serious injury or illness.
b. Up to thirty (30) workdays of paid leave per calendar year for the employee’s
own incapacity due to pregnancy, prenatal medical care, or childbirth and for
the birth of an employee’s child or the placement with an employee’s home of
a newly adopted or foster child.
Full-time employees may not receive more than 240 hours of these leaves combined in
a calendar year. This maximum amount of hours is pro-rated relative to a 40 hour
workweek for non-full-time employees based on the length of their workweek or
average workweek in the 12 months preceding the date of the request if their
workweek is not regular.
Neither of these leaves will be charged against the employee’s other paid leave
benefits, such as sick leave, vacation, compensatory time, or holiday.

Concurrent Leaves

Family Medical Leave and Pregnancy and Parenting Leaves in Employee Handbook,
Sections 8.30 and 8.35, run concurrently with this paid family and parental leave
policy leave of absence.

Notice

Eligible employees intending to use paid family and parental leave must submit a
request form to Communications & Human Resources reasonably in advance of the
beginning of the leave if the leave is foreseeable or as soon as practicable if the leave
is not foreseeable and, preferably, with Family Medical Leave (FML) and/or
applicable short term disability insurance documentation. In no event will the
combination of FML, pregnancy and parental leave, and paid family and parental
leave exceed 12 weeks duration.

Start of Leave

The leave begins at the time requested by the employee and if and when approved by
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the City, but for parental leave, it must begin within 12 months of the date of birth of
an employee’s child or the date of placement within the employee’s home of an
adopted or foster child.
Length of Leave

The total length of the leave and block of leave time used is determined by the
employee but may not exceed:
A. For the care of an immediate family member with a serious injury or illness,
10 workdays and 40 hours per week or the proportional regular workweek
hours for the employee if different than 40 hours per week.
B. For the employee’s own incapacity due to pregnancy, prenatal medical care, or
childbirth and for the birth of an employee’s child or the placement with an
employee’s home of a newly-adopted or foster child, 30 workdays and 40
hours per week or the proportional regular workweek hours for the employee
if different than 40 hours per week.
Each block of leave time taken must be at least three consecutive days.
Serious illnesses or injuries to the same immediate family member, serious illness or
injury to another immediate family member, multiple births or placement of adopted
or foster children (e.g., twins, triplets), and/or other circumstances will not provide
grounds to increase the length of paid leave granted. For the purpose of this benefit,
holidays will be counted as a regularly scheduled workday and will be included in the
work day count.
Full-time employees may not receive more than 240 hours of these leaves combined in
a calendar year. This maximum amount of hours is pro-rated relative to a 40 hour
workweek for non-full-time employees based on the length of their workweek or
average workweek in the 12 months preceding the date of the request if their
workweek is not regular.

Paid Leave

The paid family and parental leave benefit provides 100% of the employee’s regular
base wage (i.e., it does not include overtime, specialty pay, and/or other additional
pay) for regularly scheduled work hours, according to the employee’s normal work
schedule, for all leave time taken.
The benefit begins on the employee’s first scheduled workday on or after the first day
the employee requests that leave to begin. Employer benefit contributions and leave
accruals continue during paid family and parental leave, but if the employee does not
return to work after the paid family and parental leave time, the employee must
reimburse the City for a pro-rated amount of any contribution from the City for group
health insurance premiums during such time. Paid family and parental leave will run
concurrently with FMLA, pregnancy and parenting leave, Minnesota Pregnancy and
Parental Leave, and or short-term disability (voluntary benefit) and does not extend the
length of the leaves or programs.
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Insurance
Continuation

Employees participating in health insurance at the time of the leave may continue the
existing health insurance during the leave period under the same terms and subject to
the same conditions that existed on the workday that they began their leave.

Documentation

An eligible employee must furnish appropriate documentation for the incapacity due to
pregnancy, prenatal medical care, or childbirth and for the birth or placement of an
adopted or foster child (e.g. birth certificate or letter from an adoption agency or from
the attorney in cases of private adoptions) or serious injury or illness of an immediate
family member (e.g., medical certification from a health care provider with medical
facts sufficient to support the need for leave).

Return to Work

Employees returning from paid family and parental leave will be reinstated to their
same position or an equivalent position of comparable duties, number of hours, and
pay.

Section 8.36
Page 3 of 3

Back to Table of Contents

Policy:
Adopted:
Effective:
Revised:

Unpaid Leave of Absence
M2007-0143
October 1, 2007

Unpaid Leave of Absence

Purpose

To outline the availability of unpaid leave.

Policy

The City Administrator may grant unpaid leaves of absence to help alleviate difficult
situations that may arise during an individual’s course of employment.
Unpaid leaves of absence require that other appropriate leave accruals first be
exhausted.
Such leaves will not be granted automatically; authorization of an unpaid leave of
absence will be based upon the merit of the request, the needs of the City and other
relevant factors.
An unpaid leave of absence is not a guaranteed employment benefit; it is the exception
not the rule. It may or may not be granted based on a case by case review.
The length of leave granted is at the sole discretion of the City Administrator based on
the circumstances of the individual situation.

Probationary
employee

If an employee in a probationary period is approved for a leave of absence, the
probationary period will be suspended and reactivated upon his/her return to work.

Verification

Employees will be required to provide timely, appropriate verification for any leave of
absence request(not less than every thirty days), initially, to extend and/or to continue
the absence.

Return to work

Employees are required to return to work and fulfill the position requirements without
restrictions at the end of the leave of absence.

Provisions of FMLA

Absence from work consistent with the provisions of the FMLA will be applied
concurrently with qualifying absences due to: on the job injuries/worker’s
compensation, parental leave, personal or medical leaves of absence, whether the
employee is removed from payroll or compensation is continued via sick or vacation
leave.

Provisions of
Parental Leave

Absence from work consistent with the provisions of the Parental Leave Act will be
applied concurrently with qualifying FMLA, personal or medical leaves of absence
without pay.

Payment of benefits

Employees approved for an unpaid leave of absence must arrange with the Human
Resource Department for the payment of benefit plans during the leave. Failure to
make the required payment will result in the termination of the plan(s) coverage.

Not to exceed

Absence (paid or unpaid) from work cannot exceed six months regardless what
combination of leaves are utilized by the employee.
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Severe Weather Conditions

Purpose

The purpose of the Severe Weather Conditions policy is to allow employees to
determine the need to travel to or from work during severe weather, based on their
safety concerns.

Policy

City Hall offices and most other City facilities will remain open during regularly
scheduled hours regardless of weather conditions. City Hall offices and most other
City facilities can only be closed at the directive of the City Administrator or his/her
designee.
Employees may use their discretion in determining their safety needs during severe
weather and act accordingly.

Conditions

Severe weather may cause one or more of the following:
 Prevent employee from reporting for regularly scheduled work assignment and
or shift.
 Employee leaves work prior to regularly scheduled time.
 Administrator closes one or more of city owned facilities

Reporting

Employees who are not able to report to work due to weather conditions are required to
notify their supervisor immediately and to report to work when safety permits.
Employees must notify their supervisor prior to leaving work before the normal end of
a work shift during severe weather.
Police, fire and those employees necessary for safety purposes may be provided
transportation to and from their homes and worksites by the City during severe
weather.

Non-Exempt
Employees
(those eligible for
overtime)

Non-exempt employee will be paid for those hours actually worked. Hours not worked
may be compensated with one of the following:
 comp time, or
 vacation leave, or
 with prior approval of the supervisor, may work additional hours within
the same workweek to make up for lost time, provided work is available.

Exempt Employees
(not eligible for
overtime)

Exempt employees who do not report for work will have time-off charged to vacation
leave. Exempt employees who do report for work for at least part of the day will not
be required to use vacation leave for any part of the day.
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Election Day
M2007-0143
October 1, 2007

Election Day

Purpose

To comply with Minnesota State Statutes 204B.195

Policy

Employees who are eligible to vote in state and federal elections may take time off
during the morning of the election to vote without loss of wages or salary.

Voting Procedure

Employees will complete a “Leave/Absence Request” form (see section 11) ten (10)
working days prior to election day and submit it to their supervisor.

Retaliation

The City will not penalize or retaliate against an employee for utilizing time off to vote
under this provision.
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Election Judge
M2007-0143
October 1, 2007

Election Judge
Purpose

To comply with Minnesota State Statutes 204C.04

Policy

Employees may be absent from work to serve as election judges without utilizing
vacation, sick or comp time accruals.

Request for Leave

Employees must complete a “Leave/Absence Request” form (see section 11) and
submit it to their supervisor at least twenty (20) days in advance.
Employees must provide a certification from the appointing authority that they have
been selected as an election judge for a specific date. The certification must state the
hours the employee will work and the hourly compensation the employee will be paid
for their services.

Wages

The employee will provide the Human Resource Department with a copy of their
election judge paycheck. The employee will be paid the difference between their pay
as an election judge and their normal rate of pay.

Retaliation

The City will not penalize or retaliate against an employee for requesting time off to be
an election judge.
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Bone Marrow Donation Leave
M2007-0143
October 1, 2007

Bone Marrow Donation Leave

Purpose

To comply with Minnesota Statute § 181.945

Policy

Employees are eligible for a maximum of forty (40) hours of paid leave to undergo a
medical procedure to donate bone marrow. Time off is not charged against vacation
or sick leave.

Medical Certification

Employees will be required to provide verification by a physician of the purpose and
length of each leave to donate bone marrow.
If it is determined that the employee does not qualify as a bone marrow donor, paid
leave prior to the medical determination is not forfeited.

Request for Leave

Any employee averaging 20 hours or more per week qualifies for this leave provision.
The employee must complete a “Leave/Absence Request” form (see section 11) as far
in advance of the leave time as practicable and submit the completed form to their
supervisor.

Retaliation

The City will not penalize or retaliate against an employee for requesting or obtaining
a leave of absence as provided in this section.
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Civil Air Patrol Leave
M2007-0143
October 1, 2007
August 4, 2020

Civil Air Patrol Leave
Purpose

To comply with Minnesota Statutes, Section 181.946.

Policy

Northfield recognizes the need for employees who are members of the Civil Air Patrol
to be able to respond to service requests from the State or any of its political
subdivisions.

Practices

The City of Northfield will provide an unpaid leave to employees for time spent
rendering services as a member of the civil air patrol on the request and under the
authority of the State of Minnesota or any of its political subdivisions, provided that
such leave would not unduly disrupt the operations of the City.

Notification

An employee requesting this leave will contact their immediate supervisor prior to
taking the leave. The supervisor will notify the Human Resources Director. The
Human Resources Director and the direct supervisor together will grant or deny the
requested leave.

Verification

An employee may be required to provide verification of the leave from the Civil Air
Patrol.

Section 8.60
Page 1 of 1
Back to Table of Contents

Policy:
Adopted:
Effective:
Revised:

Furlough
M2010 – 0105
June 1, 2010

Furlough

Purpose

To comply with the Fair Labor Standards Act, Minnesota Public Employees Labor
Relations Act (MN Stat.  179A), Minnesota Public Employees Retirement (MN
Stat.  353.01 subd 16 (6), Title VII of the Civil Rights Act and the Minnesota
Human Rights Act.

Policy

City of Northfield is faced from time to time with difficult choices as it considers
solutions to budget shortfalls caused by the economy, unforeseen catastrophic
circumstances, cuts in federal and or state aid, falling interest income and property
values, inflation and rising costs. The City Council wishes to preserve as many City
jobs as possible during economically difficult times, and thus views furlough as one
means to achieve that goal. Furloughs, among other budget reduction strategies may be
used as a short-term solution to balance an adopted budget.

Eligible employees

All employees on the City’s pay plan may be impacted by furloughs based on regular
full time status and or regular part time status according to their full time equivalent
position. In-eligible employees include seasonal, temporary, and on-call firefighters.

Number of Furlough
hours

The number of hours regular full time employees and or regular part time employees
are required to take unpaid leave are as authorized by City Council and communicated
by the Administrator’s Office to Departments and employees for the adopted budget
year. Regular part time employees may or may not be subject to furloughs depending
upon the severity of the budget crisis.

Collective bargaining
agreement

For employees covered under a collective bargaining agreement (CBA), the CBA will
govern the hourly requirement for any furlough, along with any Memorandum of
Understanding with each group.

Notification

Each employee will receive a memo with the number of furloughed hours based on full
time equivalent that will be required to be scheduled and taken by no later than the last
full pay period of the budget year as far in advance as practicable.
Human Resources will provide each Department Director with a list of hours for each
regular full time employee and or regular part time employee based on full time
equivalent.

Flexibility

The greatest flexibility possible will be extended to employees to schedule furlough
days over the course of the adopted budget year. Furloughs must be scheduled by no
later than November 1st of the budget year and taken by no later than the last full pay
period of the budget year. Furloughs not scheduled by November 1st, will be
scheduled by the department director or supervisor to ensure the cost savings necessary
to balance the budget occurs prior to the end of the budget year.

Increments – Exempt

Employees considered “exempt” under the Fair Labor Standards Act (salaried and not
eligible for overtime pay) must take a minimum of eighthours of unpaid furlough time
off during any week in which furlough hours are taken.
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Increments
non-exempt-hourly

Furlough
M2010 – 0105
June 1, 2010

Employees considered “non-exempt” under the Fair Labor Standards Act (hourly)
must take a minimum of fourhours of unpaid furlough time off during any week in
which furlough hours are taken. Those employees regularly scheduled for time periods
greater than eight hours per day may take the number of hours of the scheduled shift.
Furlough hours cannot be taken in a week requiring an employee to work overtime.

Health Insurance

City contributions to employee health insurance for regular full time employees and or
regular part-time employees shall not be reduced because of the furlough.

Vacation & Sick
Leave Accruals

Employees taking furlough hours shall not have any reduction in accrual rates for
vacation or sick leave.

Retirement (PERA)

Employees have the ability to preserve their eventual retirement benefit by making a
voluntary contribution to PERA for the employee and employer share of PERA
reduced because of the furlough. Employees who believe their salary will be a part of
their “high five” for computing their PERA retirement benefit may want to make this
contribution. Payment must be made in accordance with PERA’s policy and must
occur by December 31 of the budget year. (special rules exist for employees
terminating employment during the year; payment must be made within 30 days of
termination). Under PERA policy, should an employee elect to make a contribution
related to a furlough, the City must make the employer matching contribution.

Seniority

Furloughs shall have no effect on the placement of any employee on a bargaining unit
seniority listing.

Interaction with
unpaid FMLA leave

Employees on unpaid FMLA leave during the budget year may count such unpaid
leave towards their required furlough hours.

Exchange or Trade

Employees may exchange or trade furlough hours with other employees (e.g., one
employee takes more furlough hours for another employee who takes less hours than
required). The maximum number of hours any one employee may furlough is 72 hours
(employee’s own furlough hours plus the furlough hours of other employees).
The exchange or trade must be on the “Exchange or Trade Furlough” form, signed by
both employees. The signed form must be submitted to the supervisor for review prior
to September 1, 2010.
The supervisor must review the request for purposes of work assignments and work
loads prior to approval.
HR must receive all exchange or trade arrangement as soon as approved.
The request for exchange or trade of furlough hours ends September 1, 2010.
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Furlough
M2010 – 0105
June 1, 2010

Unexpected
Circumstances

Employees unable to take planned furlough hours due to unexpected circumstances
must still reach the full annual requirement for unpaid time off. Employees in these
circumstances must communicate with their supervisor and re-schedule the needed
furlough hours before year-end.

Recording Furlough
Hours

Employees shall record furloughs hour taken on the bi-weekly timesheet under
“Furlough”. Such balances will appear on employee paycheck stubs and in payroll
reports provided to supervisors.

Payroll Deductions

Employees taking furloughs are responsible to ensure their biweekly pay will be
sufficient to cover any payroll deductions (such as health insurance, flexible spending
account withholding, or other deductions).

Supervisors

With the approval of Department Directors, supervisors shall review and approve
employee furlough schedules.

Failure to take
required furlough
hours

Employees not meeting their required furlough total prior to the last full pay period of
budget year will be sent home without pay for a duration sufficient to attain the full
balance of furlough hours required.

Violation

Falsification of timesheets, working while on furlough, or failing to take the required
furlough hours will be subject to discipline up to and including discharge.
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Employee Identification Card
M2007-0143
October 1, 2007
September 6, 2016

Purpose

To enhance customer service by affording the public immediate identification of a City
employee, to provide security, convenience and peace of mind for the customer, and to
provide safety and security for every employee.

Policy

Communications & Human Resources will issue all persons employed by the City of
Northfield one (1) official identification (ID) card. Each Department Supervisor has
discretion as to how their employees will display ID cards while at work. A card must
be on hand and available to be clearly visible to the public while working within the
City limits of Northfield.

Card

The official identification card will include the employee’s photo, first name below
photo, name of department, full name and job title on back of card, Vision Statement
on back of card and where to return the card should it be found.

Requirements

If an employee loses or damages his/her card, they need to contact Communications &
Human Resources staff.
Communications & Human Resources shall make available a variety of options to the
employee for attaching the card to clothing.

Termination

Identification Cards must be returned to the City on the employee’s last date of work
for the City.

Violations

Any employee fails to follow supervisor direction or repeatedly loses their
Identification Card will be subject to discipline, up to and including discharge.
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Purpose

Wellness Program
M2007-0143, M2008-0095
October 1, 2007
April 21, 2015; October 5, 2021

To encourage employees to eat healthy and keep physically fit.
Exercise and a healthy diet improve your mood, your health, and your productivity at
work and at home. Therefore, the City’s contribution toward a wellness program is a
win-win situation.
Wellness program activities focus on five pillars of wellness:
1.
2.
3.
4.
5.

Community
Financial
Mental
Social
Physical

It all adds up to improved morale, increased productivity, and a healthier workplace.
Every study available has shown that healthy and fit individuals are happier, healthier,
and more productive.
Wellness is defined simply as living in a way to encourage good health. In practice,
that means adopting preventive measures such as a healthful diet and exercise and
avoiding unhealthful behavior such as smoking. Recent studies have shown that the
benefits of exercise influence a wide variety of diseases and conditions affecting both
mental and physical health. Regular exercise can help prevent and treat coronary heart
disease, osteoporosis, diabetes, hypertension and depression.
Additional benefits to a healthy lifestyle, include increased self-esteem, reduced health
care costs, reduced absenteeism, reduced compensation costs and less employee
turnover.
Eligibility

All full time employees, part time employees and police reserves are defined as
“wellness participants” and eligible for wellness contributions.
Seasonal and temporary employees, or independent contractors are not eligible for this
benefit.

Policy

Eligible employees may choose one of the following options:
1. The City will pay up to $240 per year for wellness related materials; or
2. $20 to each employee who attends a health club ten (10) times in a given
month. The employee must show proof of attendance by asking the health club
to provide an attendance log; or
3. If an employee chooses to join a doctor approved weight loss program, the
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Wellness Program
M2007-0143, M2008-0095
October 1, 2007
April 21, 2015; October 5, 2021

City will pay 50% of their membership, up to $240 per calendar year.
To ensure prudent use of taxpayer’s money for the purposes of a healthy workforce,
each employee may only benefit financially from the three (3) wellness options listed
above.
Wellness Vacation
Hours

Each year, the City will offer biometrics screening to test in the areas of Glucose,
Cholesterol, Blood Pressure and BMI. The hours you earn will be based on, for lack of
a better term, a “pass/fail” of goals which are based on the gold standards from the
National Institute of Health. For each of the four biomarkers that you “pass”, you will
earn 2 wellness vacation hours, for a max of 8 hours.

Administration

The wellness participant must make the appropriate membership arrangement directly
with the athletic center, doctor approved weight loss program, or other wellness
related membership.
Financial arrangements are the wellness participant’s
responsibility and not in any way a financial obligation of the City.

Employee
Responsibility

1. If the employee chooses the purchase of a wellness related material: submit a
Wellness Reimbursement form and copy of your receipt to the
Communications & Human Resources department for processing.
2. If employee elects the exercise benefit: either the employee will bring in a
report on the athletic center’s letterhead that indicates the number of times the
employee exercised within the month or the athletic facility may electronically
transmit the report to the Communications & Human Resources department.
3. If employee elects doctor approved weight loss program the employee will
bring in proof of payment for their membership.

Employer
Responsibility

If a “wellness related material” purchase is questionable, a determination of
reimbursement will be made by the Wellness Committee. All reimbursements will be
processed in the following way:
•
•
•
•
•

Communications & Human Resources notifies payroll via the Payroll Advice
Form.
Payroll will process on the next payroll processing cycle.
Reimbursements are taxable.
Reimbursements do not impact PERA benefits.
All reimbursements must be made by the last payroll of the current calendar
year (or deadline determined by Human Resources) in order for the
reimbursement to be reported on W-2 forms.
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Family Membership

Wellness Program
M2007-0143, M2008-0095
October 1, 2007
April 21, 2015; October 5, 2021

The $240.00 wellness reimbursement is only available to an employee and not a
member of the employee’s family regardless the cost of the item or how many times
the family member attends the gym. The athletic center will only report on the
wellness participant’s monthly exercise. A Family member’s exercise may not
substitute for the wellness participant’s exercise requirements.

Examples of Approved
Wellness Related Materials
Equipment as approved by the Wellness Committee
Doctor approved weight loss program
Membership to Yoga studio
Fitness Tracker wearable or similar device
Fitness Classes
Race Fees
Bicycle
Weights
Tennis Shoes
Hiking Boots
Examples of Unacceptable
Wellness Related Materials

Workout clothing including socks
Fad Diets
Tanning Booth costs
Weight Loss Pills
Cosmetic related expenses
Weight Rack

Termination of City’s Reasons the City may terminate the wellness contribution:
Contribution
• Termination, for whatever reason, of the employee or police reserve.
• City discontinues the wellness program contribution.
• Athletic center no longer meets the guidelines of the City.
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Resignation
M2007-0143
October 1, 2007

Resignation

Purpose

To assist the city and the employee in a smooth transition when an employee is leaving
the work force of or employment with the City of Northfield.

Policy

An employee wishing to leave City service in good standing shall file with the
employee’s supervisor, at least 14 calendar days before termination of employment, a
written resignation.
Department Directors/Managers wishing to leave City service in good standing shall
file with the City Administrator at least 30 calendar days before termination of
employment, a written resignation.
Resignation letters become part of the employee’s personnel file.

Procedures

The letter of resignation should include the following:
 date of letter
 indication that resignation is voluntary
 reason for leaving
 last day of actual work (must correspond with the resignation date)
 employee’s signature.

Failure to Give
Notice

If an employee fails to submit a letter of resignation 14 calendar days (30 calendar
days for Directors/Managers) prior to their actual last day of work, it may result in loss
of “good standing” with the City and influence future employment opportunities with
the City of Northfield. In addition, it could impact the content of future reference
reports on the individual. Severance benefits may be compromised.
If an employee quits, but refuses to submit a letter of resignation, contact the Human
Resources Director. In this situation, the Department Director will need to complete a
written report on the circumstances surrounding the resignation.

Paid Leave after
resignation notice

Paid leave during the resignation period can only be authorized when it is determined
that it will not create a hardship for the City due to cross training and documentation
requirements.
Employee may not use paid leave for the last day of the resignation. An employee is
required to be present at the work site during regular work hours unless the City
Administrator determines that there are extenuating circumstances warranting the
employee’s absence.
Paid leave may not be used to extend the resignation time frame for the sole purpose
of acquiring additional health insurance benefits.

Unauthorized
Absence

Unauthorized absences from work for a period of three (3) consecutive workdays may
be considered as a resignation without proper notice. Unauthorized absences may
result in loss of “good standing” with the City and influence future employment
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Resignation
M2007-0143
October 1, 2007

opportunities with the City of Northfield. In addition, it could impact the content of
future reference reports on the individual. Severance benefits may be compromised.
Exit Interview

The original letter of resignation is forwarded to the Human Resources Director. The
Human Resource Director will set up an exit interview appointment with the employee
to correspond to the last day of employment, as applicable. Discussion will include:





Final pay check
Severance discussion
Return of City property
Other matters as may be appropriate
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Advance Resignation Notice Program
July 13, 2021
July 13, 2021

Purpose

The city’s Advance Resignation Notice Program is designed to improve the
efficiency and stability of the city’s workforce by encouraging employees to give
the city advance notice of their intent to resign. The purpose of this program is to
begin the process of replacing an employee who is leaving the city as soon as
possible after notice is received. This will reduce the time that the position
remains unfilled. The city reserves the right to not replace any employee who
resigns or to modify or eliminate the position and duties prior to hiring a new
employee. This decision will not affect an employee’s eligibility for an Advance
Notice payment.

Eligibility

This program is available to regular full-time employees.

Policy

In order for an employee in a non-management position to qualify for an Advance
Notice payment, each of the following must apply: (i) the city must receive written
notice of the employee’s resignation in the manner specified in Section 10.01
(Resignation) at least 90 calendar days before the employee’s last day of work
with the city in their regular, full-time position; (ii) the city must approve such
payment which approval is at its sole discretion; and (iii) the employee works a
normal work day for the city on the last date of work specified in the written
notice of resignation, unless otherwise expressly authorized by the City
Administrator. The city will provide a one-time lump sum Advance Notice
payment for non-management employees that qualify of $1,000.00.
In order for an employee in a a management position as specified by the city to
qualify for an Advance Notice payment, each of the following must apply: (i) the
city must receive notice of the employee’s resignation in the manner specified in
Section 10.01 (Resignation) at least 180 calendar days before the employee’s last
day of work with the city in their regular, full-time position; (ii) the city must
approve such payment which approval is at its sole discretion; and (iii) the
employee works a normal work day for the city on the last date of work specified
in the written notice of resignation, unless otherewise expressly authorized by the
City Administrator. The city will provide a one-time, lump sum Advance Notice
payment for management employees that qualify of $2,000.00.
The last day of work is defined, for this program, as the last day that an employee
will be actively working for the city and paid for actual time worked in their
regular, full-time position with the city.
The city reserves the right to approve or deny requests to be absent from work
regardless of any accumulated paid leave time during the period from the date the
city receives the employee’s written notice of resignation and their last day of
work. It is the policy and intent that an employee requesting an Advance Notice
Section 10.02
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Advance Resignation Notice Program
July 13, 2021
July 13, 2021

payment incentive remain actively working for the city and not be absent from
work for a cumulative amount of unreasonable time during the period from the
date the city receives the employee’s written notice of resignation and their last
day of work. If an employee is absent from work for a cumulative amount of
unreasonable time during such period, then such absences may result in the city
withdrawing its approval of the Advance Notice payment.
The city may withdraw its approval of the Advance Notice payment on or before
the employee’s last date of work with the city specified in the employee’s notice
of their resignation at its sole discretion. Circumstances that may result in the city
withdrawing its approval include, but are not limited to, the employee’s
performance, conduct, or behavior not meeting expectations, any complaint
against the employee, the employee being unable to work, or financial
considerations.
No employee is entitled to nor has any right to an Advance Notice payment, unless
and until they meet the qualification requirements specified herein.
The Advance Notice payment will be made through payroll for the pay period that
includes the employee’s last date of work for the city in their regular, full-time
position. Payment will not be made if the employee or city modifies or rescinds
the resignation. Payment is subject to taxation and required deductions.
The employee’s resignation cannot be modified or rescinded unless such
modification or recission is approved by the City Administrator. The recission of
the employee’s resignation will and any modification of the employee’s
resignation may preclude the employee from qualifying for any Advance Notice
payment by the city.
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Advance Resignation Notice - 90 Days
Date: _______________________
To: _____________________________________, (Department Director)
From: ___________________________________, (Employee)
Re: Voluntary Resignation/Retirement Notice

Voluntary Resignation or Retirement
I, _________________________________, voluntarily resign my position of
_________________________________, with the City of Northfield.
Job Title

My Last day of work will be: ________________________ (Termination Date)
By signing this document I am agreeing to the terms and conditions of the city’s Advance Resignation
Notice program. I understand that in order to be eligible for an Advance Notice payment I must give at
least 90 days notice before my last day of work and that any payment will be based on the actual
number of calendar days elapsed between the date of this notice and the last day of work. I also
understand that in signing this notice I am agreeing that there will no longer be a position available to
me after the stated termination date.
I understand that I have ten (10) calendar days from the date I sign to rescind this resignation. A
rescission must be in writing, dated, signed and delivered to the City Manager within the 10 calendar
day period. After the 10-day period my resignation is irrevocable, unless rescinded by the city.

_________________________________
Employee’s Signature

______________________
Date

Resignation Accepted
_________________________________
Department Director

_______________________
Date

_________________________________
City Manager

_______________________
Date
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Retirement
M2007-0143
October 1, 2007
April 16, 2019

Purpose

To assist the City of Northfield and the employee in a smooth transition when an
employee is retiring from the employment by the city.

Policy

The city provides certain benefits for employees upon retirement from public
employment.

Compensation

Employees that separate from employment with the city due to retirement may be
eligible for payment or distribution of paid leave as specified in Sections 6.15
(Overtime), 8.01 (Vacation), and 8.03 (Sick Leave).

Group Insurance

Employees that separate from employment with the city due to retirement may be
eligible to continue participating in city-provided group health, dental, and/or life
insurance plans under federal and/or state law.
If eligible, the employee participating in such plan(s) must pay the entire premium,
except as otherwise specified in this policy.

Retirement
Health Insurance
Premium Payment

The city will pay 65% of the premium for a city-provided group health insurance
plan for a retired employee and the employee’s dependents until the retired employee
is eligible for Medicare health benefits if the employee meets each of the following
requirements:
1.
2.

3.

4.

5.

6.

7.

Check Out

The employee began employment with the city before January 1, 2007
The employee had been continuously employed with the city: (a) since at
least December 31, 2006; and (b) for at least 15 years prior to the date of
separation from employment with the city.
The employee, and, for payment of the premium for a dependent(s), the
dependent, was enrolled in the city-provided group health insurance plan on
the date of separation from employment with the city.
The employee meets the age, service, and/or disability requirements for a
disability benefit or an annuity from a Minnesota public pension plan other
than a volunteer firefighter plan on the date of separation from employment
with the city.
The employee completes and submits all documents required by the
Minnesota public pension plan for applying for benefits within 30 calendar
days of separation from employment with the city.
The employee complies with the requirements for resigning from
employment in good standing as specified in Section 10.01 (Resignation)
and specifies that he or she is retiring.
The employee remains continuously enrolled in the city-provided group
health insurance plan from the date of separation from employment with the
city.

The original letter of retirement is forwarded to the Human Resources Director. The
Human Resource Director will set up an exit interview appointment with the
employee to correspond to the last day of employment as applicable. The exit
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Retirement
M2007-0143
October 1, 2007
April 16, 2019

interview will consist of the following:
•
•
•
Retirement Accounts

Severance discussion
Return of city property
Other matters as may be appropriate

Employees who intend to retire are encouraged to obtain forms and benefit
information from PERA and any deferred compensation plan at least one year in
advance of an estimated retirement date.
•
•
•
•

PERA - Public Employees Retirement Association – 1.800.652.9026 or
www.mnpera.org - all benefited employees have a PERA account.
Minnesota Deferred Compensation – 1.877.457.6466 or
www.mndcplan.com - participation is voluntary.
ICMA Retirement Corporation – 1.800.669.7400 or www.icmarc.org
participation is voluntary.
PEBSCO – Nationwide Retirement Solutions – 1.877.677.3678 or
www.nrsforu.com - participation is based on labor contract or the like for
unionized employees or agreement or policy for nonunion employees.

Employees uncertain as to participation can contact the Human Resources office.
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Policy

Dismissal
M2007-0143
October 1, 2007
July 21, 2015; October 3, 2017

The City Administrator requires the approval of a majority of all members of the City
Council to dismiss the finance director, city clerk and department heads. Department
heads includes only the Director of Public Works/City Engineer, Police Chief,
Director of Library & IT Services, and Director of Community Development. The
City Administrator may dismiss all other employees.

Procedures
If the disciplinary action involves the removal of a qualified veteran, who has
completed his/her initial probationary period, the appropriate hearing notice will be
provided and all rights will be afforded the veteran in accordance with Minnesota
law.
Final Pay

Employees who are involuntarily terminated will be paid through their termination
date through the normal payroll cycle or within twenty- four hours following written
receipt by the City Administrator or designee of written demand by the employee.
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Exit Interview

Purpose

The City of Northfield is committed to providing a good working environment for
all employees. Exit interviews can be an important tool for gathering the kinds of
information about the working environment. In an informal setting, exiting
employees can provide insights into the success of recruiting efforts, the
effectiveness of City’s benefits, compensation and training programs, as well as
information on the quality of work life and employee relations’ initiatives.

Policy

Supervisors are urged to encourage all regular employees who are leaving
employment to participate in the Exit Interview Program. Supervisors should notify
the Office of Human Resources as soon as they are aware that an employee is
leaving. With appropriate advance notice an appointment for the exit interview can
be set prior to the employee's leaving.

Confidentiality

Any information gathered by the Human Resources department is held in the
employee’s confidential file.
Information gathered is used by Human Resources to improve the recruiting and
/or working environment of all employees.
Information gathered is not shared directly with anyone unless there are serious
allegations and or someone’s safety is at risk.

Employee
Responsibilities

Complete the exit interview questionnaire during the scheduled appointment.
Discuss information contained in the questionnaire and any other relevant topics
with the Human Resources Director.
Bring all City property to the exit interview for return and completion of
appropriate paperwork.

Return of City
Property

An employee must return all City property (keys, phones, credit card, etc) in their
possession to Human Resources at the exit interview and sign a property release
form.

Final payroll

An employee will receive their final payroll within two to three weeks of the last
day of employment.
Final payroll will not occur without an exit interview and a signed property release
form.
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References

Purpose

To comply with Minnesota State Statutes 13.43. While the City understands the
employee’s need to receive substantive references for new jobs and school
applications, the City of Northfield must also protect itself from lawsuits stemming
from the provision of such references.

Policy

The City of Northfield provides reference information on former employees within
the scope of the Minnesota Government Data Practices Act.
Employers performing reference checks upon potential employees will be required to
obtain their information from the Human Resources department of the City of
Northfield. The Human Resources department will provide the public employment
data allowed by law as follows:
•
•
•
•
•
•

Confirmation that the individual was or is an employee of the City of
Northfield
Date of employment
Titles held
Wage rate/salary
Hours worked
Job description/duties

No other information will be divulged. Employees are not to provide employment
reference information about another employee or former employee.
Supervisors/managers are not to provide references on an employee
In no case shall a blanket “to Whom it May Concern” reference letters be proved by a
City employee for another employee or future employee.
Waiver of Liability

Employees are not to request references from their supervisors/managers without
having first signed and having on file a Waiver of Liability Regarding Reference
Request form.
Substantive references may be obtained only for those employees who have signed a
Waiver of Liability Regarding Reference Request form. The Human Resources
Director, with the aid of appropriate management/supervisory personnel, will provide
substantive references in writing only.
No substantive references will be given if the request was initiated by a phone call.
The supervisor/manager may draft an employee requested reference, however, the
Human Resources Director must review and give final approval.
Reference check requests and responses will be retained in the personnel files.

Additional

For additional information on employee records and data privacy, please see Section
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3.55 and/or contact the Human Resource Director.
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