Resolution 24-21
City of Calamus
Employee Personnel Policy

A RESOLUTION ADOPTING REVISIONS TO THE PERSONNEL POLICY
FOR THE CITY OF CALAMUS, IOWA

WHEREAS, the City of Calamus has full and part time employees and has
created a Personnel Policy for its employees;

WHEREAS, the City of Calamus works diligently to maintain 2 safe and

professional workplace; and,
overning manual for

WHEREAS, the Personnel Policy for the City of Calamus is the g
each employee; and,
WHEREAS, the occasional revisions or clarifications to the Personnel Policy Manual
may be necessary;

NOW, THEREFORE, BE IT RESOLVED by the
Towa, that the revisions as outlined in the attached exhibit
immediately, replacing the applicable sections of the Perso
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City Council of the City of Calamus,
«A” be adopted and effective
nnel Policy Manual revised .
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Exhibit A




City of Calamus Employee Manual
This manual contains the policies and regulations of the City of Calamus, Jowa relative to

personnel administration.
In situations where the rules within sections of the Code of Iowa apply to the city employees, the
provisions of the Code of Iowa shall supersede all others.

The City of Calamus operates under the Calamus City Council. The policies contained within
this manual are established by the City Council and apply to all employees. Therefore,

throughout the manual, when the term “City” is used, the City Council is included.
The use of masculine or feminine gender references or titles shall be considered to include both
genders.

It was the intention of the City to provide a good working environment and to welcome
comments and suggestions from interested parties.

Employment:

Each employee will serve a probationary period of six months unless waived by the City. An
employee may be terminated for just cause during this probationary period.

Full Time Employees:

A full-time employee is one who holds a position providing 2080 hours or more of regularly
scheduled work per fiscal year. Full time employees are eligible to participate in the City’s fringe

benefit programs.

Full time or part time employment is a classification that shall be designated by the City at the
time an employee is appointed. Permanent, full-time positions should be filled by full time
appointments. Temporary full time, temporary part time and permanent part time positions shall

be filled by employees classified as part time.

Part Time Employees:

A part time employee is one who holds a position providing for less than 1556 of regularly
scheduled work per calendar year. Part time employees are subject to the same work rules that

govern full time employees.

Any employee working less than 30 hours per week, shall not be eligible for paid vacation, paid
holidays, paid personal days, paid sick leave, paid maternity leave, paid maternity leave, paid

funeral leave and paid jury duty.
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Part time employee continued:

A part time employee who is regularly scheduled 30 hours or more work per week and have been
employed by the City for more than one year, shall be eligible for paid vacation, paid holidays,
paid personal days, paid sick leave, paid funeral leave and paid jury duty.

If a part time employee works more than 1556 hours for one calendar year, the employee must
bring this to the attention of the City. It will be the decision of the City at that time to either
restrict the employee’s hours to less than 1556 hours per calendar year or to put the employee on
full time status, eligible for all benefits. Part time employees are required to remain under 389
hours per calendar quarter (Jan-Mar, April-June, July-Sept, Oct-Dec).

The Mayor or majority of the City Council is authorized to consider and make the final decision
regarding an employees’ request for extra part time help, except in emergency situations.

Hours of Work:

City Clerk Availability hours are 4:15 p.m. to 6:15 p.m. the 2nd and 4th Wednesday of each
month. The City Clerk may flex these days as needed and shall post the changes at City Hall or

the city website.

Maintenance hours will typically run 7:30 a.m. to 4:00 p.m. unless emergency event requires a
change of hours. Monday through Friday, with one unpaid % hour for lunch.

The maintenance person scheduled to complete weekend water and sewer checks will be paid 2
hours minimum per day for checking water and sewer plants. The employee is recommended to
take off early during the remainder of the work week to offset the amount of hours equal to the
time spent completing the checks on the weekend to ensure no overtime is accumulated.

Hourly employees shall keep a detailed daily timesheet, which shall include: clock in time,
clock out time, number of hours worked in each department, lunch, and breaks. Timesheets will
be present at each regular council meeting for review upon request.

Employees are expected to have a representative of their department attend regular City Council
meetings. This employee will be paid to attend the meeting.

Flexible Scheduling:

As the need arises, the department head may change normal work hours. Whenever possible, a
three-day notice will be given to the affected employees. Such scheduling will not exceed five
working days.

Non Discrimination:

A; _prc_)vided 1n federal and state law, no appointment, recruitment, training, promotion,
discipline, termination, or any other aspect of personnel administration for any position with the
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