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CHAPTER 1
Purpose

A. Policy Statement

The City of Avondale, in extending services to its citizens, acknowledges that the
well being of its employees is essential to maintaining a high standard of operation.
A sound employee-management association makes it possible for the City Manager,
department directors/managers, and the employees to cooperatively develop an
adequate personnel program. These policies and procedures set forth the principles
and procedures, which will be followed by the City of Avondale in the administration
of its personnel program. It is not, however, a contract. They are intended to establish
an efficient, equitable, and functional system of personnel administration based on
merit principles.

B. Suggestions
Suggestions for the improvement of any portion of the City’s services are encouraged
and welcome. Suggestions will be submitted to the department manager and
forwarded to the City Manager.
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CHAPTER 2
Organization for Personnel Administration

A. Mayor/City Council
The Mayor and the City Council will be the ultimate policymaking authority for the
City of Avondale in matters pertaining to personnel administration.

B. The City Manager

The function of the City Manager is to aid in the formulation of personnel policies, to
prescribe policies, and administer policies and procedures with the aim of facilitating
personnel administration for the City departments. The City Manager is charged by
the City Council with insuring the continued fair administration of the human
resources programs which will include recruitment, interviewing, testing job
applicants (where applicable), maintaining eligibility lists from which appointments
are made, insuring that all appointments are made on the basis of merit, aiding in the
formulation and interpretation of personnel policy, maintaining the classification
plan, administering the pay plan, keeping records on all employees, supervising the
grievance procedures, promoting training programs, and fostering good employee
relations. The City Manager will be ultimately responsible for maintaining the
appropriate discipline among city employees and accomplishing such other personnel
matters as deemed appropriate by the Mayor and City Council.

C. Scope
The City of Avondale is divided into the exempt, nonexempt and temporary services.
The purpose of the exempt and nonexempt services is to facilitate efficient and
economical services to the public and to provide for a fair and equitable system of the
Human Resources Department. The policies established by these policies and
procedures will apply to all positions and employees in the exempt and nonexempt
services in compliance with applicable FLSA and DOL regulations.

1. Exempt Positions
Exempt positions include the following:

a.) All elected officials and members of boards and commissions.

b.) Volunteer personnel and personnel appointed to serve without pay on ad hoc
committees.

¢.) Consultants and counselors providing temporary professional service.

d.) The City Manager, Assistant City Manager, City Clerk, City Magistrate, City
Attorney, and other personnel meeting Fair Labor Standards Act guidelines
and so designated by the City Manager.

Adopted 07/15/02 Organization for Personnel Administration Effective 08/15/02
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2. Classified Positions
Classified positions include all regular, full-time, part-time, and temporary
positions provided for by these policies.

3. Temporary Positions
These positions involve temporary employment. The position will be no longer
than six (6) months in duration. Request for extensions will be forwarded to the
Human Resources Department.

D. Administration
The Human Resources program established by the policies and procedures will be
administered by the City Manager or his/her designee, the Human Resources
Director. The Human Resources Director will:

1. Attend all meetings of the Independent Hearing Officer.
2. Administer all provisions of these policies and procedures.

3. Prepare and recommend to the City Manager revisions and amendments to these
policies and procedures.

E. Administration of the Rules
The City Manager, or his/her designated representative, will be charged with the
responsibility for the administration of these policies and procedures.

F. Department Regulations
These policies and procedures will not be construed as limiting in any way the power
and authority of any department manager to make departmental policies and
procedures governing the conduct and performance of employees. Departmental
policies and procedures will not conflict with provisions of these policies and
procedures. If such a conflict exists, these policies take precedent over department
policies. Department policies and procedures, when approved by the City Council,
then published and distributed as herein provided, will have the force and effect of
policies and procedures of that department, and disciplinary action may be based
upon breach of any such policies and procedures. Department policies and
procedures will be reviewed and approved by the City Manager.
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CHAPTER 3
Applications

. Application Forms

All applications for employment must be submitted on-line at www.avondale.org.

. Americans with Disabilities Act

The City of Avondale endeavors to make all of its programs, services, facilities, and
employment opportunities available to, accessible for, and usable by qualified individuals with
disabilities. The City has adopted a procedure for prompt and equitable resolution of
complaints alleging discrimination by the City on the basis of disability or a violation of the
Americans with Disabilities Act. For individuals in need of some reasonable accommodations
in the application or interview process, or if such accommodations are denied, contact the
Human Resources Director.

. Pregnancy Discrimination Act

The City of Avondale will not discriminate on the basis of pregnancy, childbirth or related
medical conditions which constitutes unlawful sex discrimination under Title VII. The City of
Avondale will treat women affected by pregnancy or related conditions in the same manner as
other applicants or employees with similar abilities or limitations.

. Equal Employment Opportunity

All persons will be given equal consideration in hiring, promotion, compensation, training,
discipline, and all other terms and conditions of employment without regard to race, religion,
color, sex, age, national origin, disability, genetic and family medical history information,
medical marijuana cardholder status or any other legally protected status.

. Filing Application Forms

All applications for employment must be submitted online at www.avondale.org. Resumes
will be accepted only as a supplement to the application.

Applications will only be accepted for positions that are currently open.
A separate online application must be submitted for each position.

Completed applications and supplements (if applicable) must be submitted online by the date
and time indicated on the posting.

Applications will only be accepted when submitted online and fully completed.


http://www.avondale.org/

F. Screening of Applicants

Applicants for all examinations must meet the minimum qualifications for the class of
positions for which they are applying. Qualifications will be evaluated on the basis of
information provided on the application form. Failure to provide sufficient information may be
cause for rejection of the applicant. This list is without limitations. Other causes for rejection
include:

1. A lack of the minimum qualifications required for the position.

2. Whether the applicant is eligible to work in the United States.

4. If the applicant has made any false statement of any material fact or attempted to practice
any deception or fraud on his/her application or attachments or exams or resumes.

G. Drug Screening for New-Hires

Applicants selected to appointment to specified positions with the City of Avondale will first
successfully pass a drug-testing program. Failure to pass the test will disqualify an applicant
from any future consideration of employment for a period of one (1) year. If an applicant
begins employment before the results of the drug test are received, and the applicant tests
positive for illegal drug use, they will be immediately terminated from employment and not
eligible for consideration for re-employment for a period of one (1) year. The City of
Avondale complies with DOT drug testing guidelines.

H. Physical and Mental Fitness

All applicants for employment will meet the physical and mental performance requirements
of the positions they seek. Impairments will be favorably considered if the disabilities are
such that the applicant can be expected to perform the essential functions of the position
requirements with reasonable accommodation, if necessary. A physical and psychological
examination, if required, will be done by an Independent Medical Examiner. The expense of
medical examinations, when required, will be borne by the City of Avondale.

I. Examinations

Certain positions may be subject to competitive testing. Applicants will be informed of the
nature of such testing in advance.

J. Employment Certified Lists
As soon as possible after the completion of an examination or selection process, the Human

Resources Director will prepare and keep available an employment certified list consisting of
the names of candidates who qualified in the examination and are selected during the process.
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The certification list will be arranged alphabetically by name. An employment certified list
will also be maintained on all vacancy announcements that do not require examinations.

1. Duration of Certified Lists

Employment certified lists will remain in effect for up to six (6) months, unless sooner
exhausted, and may be extended, prior to their expiration dates, by action of the Human
Resources Director for additional periods, but in no event will employment certified lists
remain in effect for longer than one (1) year.

2. Removal of Names from Certified Lists

The name of any person appearing on an employment certified list, or a promotional list,
will be removed by the Human Resources Director if the eligible person requests, in
writing, that his/her name be removed, if he or she fails to respond to a notice of
certification mailed to his/her last known address, or for any of the reasons specified in
these policies and procedures. The names of persons on promotional employment lists who
resign from the service will automatically be dropped from such lists.

Revised 09/15 Applications
- Chapter 3 Page 3 -



CHAPTER 4
Recruitment and Selection

A. Equal Employment Opportunity
It is the policy of the City of Avondale to ensure equal employment opportunity without
discrimination or harassment on the basis of race, color, religion, sex, age, disability,
citizenship, genetic and family medical history information, medical marijuana cardholder
status or any other legally protected status. The City of Avondale strictly prohibits any such
discrimination or harassment. This policy applies to all terms and conditions of employment,
including, but not limited to, hiring, placement, promotion, termination, layoff, recall, transfers,
leave of absence, and compensation.

B. Affirmative Action Policy
The City of Avondale is committed to the principles of affirmative action and proactively seeks
to hire and promote qualified minorities, women, disabled persons, and veterans throughout all
levels of the organization.

C. Vacancies
All vacancies in any class of position in the exempt and nonexempt services will be filled by an
eligible applicant from an appropriate certified list or by means of voluntary demotion or a
lateral transfer as approved by the Human Resources Director.

D. An Applicant for Full-time Employment
An applicant for full-time employment must be at least eighteen (18) years of age by the date
of hire, and must be able to perform the essential functions and duties of the position, with or
without reasonable accommodation.

E. Preference Points

Preference points shall be applied in accordance with Arizona Revised Statutes (ARIZ. REV.
STAT. § 38-492).

F. Recruitment and Selection Process
1. Recruitment and Selection Process

The Human Resources Director is the final decision making authority with regard to the
entire recruitment and selection process.

2. Vacancies

Revised 6/11 Recruitment & Selection
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When a vacancy occurs, the department shall notify the Human Resources Department by
sending a Personnel Requisition Form (PRF). The Human Resources Department will
verify the information, check for a current eligibility list, and consider any special
circumstances.

3. Recruitment Strategy

Human Resources will meet with department representative(s) to determine the steps in
the recruitment and selection process and devise a recruitment plan. The position will
be reviewed and analyzed to make sure the job description is current and reflects the
current requirements of the position.

The Human Resources Department will advise departments on advertising and outreach
approaches to insure a diverse applicant pool. Labor market conditions and/or any
special requirements of the position will determine recruiting sources to be used, and
the recruitment time period.

Vacancies will generally be filled through an “open-competitive” recruitment process.
These recruitments are open to the public. Although the City aspires to attain these
goals, exceptions to the general rule will inevitably occur. The Human Resources
Director has the authority to approve any exception to these guidelines. “Closed-
promotional” recruitments are open only to City employees, and must be approved by
the Human Resources Director. A department director’s request for closed-
promotional recruitment must include a written explanation of how “closed
promotional” recruitments will meet the requirement for a diverse and qualified pool of
applicants.

4. Recruitment

a. Notices of all City recruitments will be posted on the City internet and any other
sources identified by the hiring department and the Human Resources Director.

b. All applications for employment must be submitted online at www.avondale.org.
Resumes will be accepted only as a supplement to the application.

c. Applications will be accepted only during the posted recruitment period. A separate
application must be submitted for each position.

d. Closing Date Deadline. Completed applications and supplements (if applicable) must
be submitted online by the date and time indicated on the posting.

e. Submission of Applications. Applications will only be accepted when submitted online
and fully completed.

Revised 06/11 Recruitment & Selection
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5. Examinations

a.

Screening Applications

(1

)

€)

The first step in the selection process is to screen applications for the minimum
qualifications (MQs). Each application is reviewed for the education and
experience to meet the stated MQs on the job announcement. Applicants who do
not meet the MQs for a position shall not be eligible for employment.

The Human Resources Director and the hiring department will generally
determine the method of evaluating the MQs prior to the job announcement.

The Human Resources Department will generally notify all applicants on the
status of their application after the screening process. All applicants who meet
the MQs will have their name placed on an eligibility list. Departments will use
this list to select the most qualified candidates who will continue in the selection
process. Job selection criteria must be job related and specific to the position that
is being filled.

Testing

(1)

)

€)

The selection process may contain one or more tests, including but not limited to
interviews, written tests, skill tests, physical ability/fitness tests, polygraphs,
psychological tests, medical tests, and background checks. Departments must
submit to the Human Resources Department the names of applicants to be tested,
criteria used for selection, test information, and panel composition prior to any
testing. The Human Resources Director will review and approve all tests and the
composition of interview panels.

The Human Resources Department will be responsible for the administration and
security of all tests and testing materials.

The Human Resources Department shall send notification to applicants on test
and selection results.

Reference and Background Checks

(1

)

The Human Resources Department will conduct background and reference
checks on all applicants that are being considered for hire.

Required education and professional certifications will generally be verified.

Revised 06/11
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6. Selection

a.

Conditional Offer

(1

)

Prior to making a job offer the hiring department shall consult with the Human
Resources Department to discuss the selection, starting date, salary offers, etc.
All background, reference, and testing information must be reviewed and
confirmed by the Human Resources Department before an offer will be made.

Once the candidate has been selected and a salary offer is confirmed, the Human
Resources Department will extend a conditional offer (contingent upon successful
completion of the pre-employment drug testing (specified positions only) and/or
medical examination(s) (specified positions only). When a candidate accepts, the
Human Resources Department will send an “offer letter” to the candidate.
Employees may not start work until the Human Resources Department has
notified the hiring department that the employee has successfully completed the
necessary pre-employment examination(s).

Medical, Psychological and Polygraph Examination

(1)

)

€)

(4)

A pre-employment drug screen (specified positions only) or medical examination
is required (specified positions only).

Once a conditional offer of employment has been made to the applicant, the
Human Resources Department will contact the candidate to schedule a pre-
employment drug screen (specified positions only) and, if required, a physical and
psychological examination (specified positions only).

The Police Department and Court require a pre-employment psychological and
polygraph examination for the majority of their positions.

After consultation with the department director and appropriate subject matter
experts, the Human Resources Director will make the final determination of
fitness for employment based on the results of pre-employment examinations.

Required Documentation

New hire paperwork must be carefully reviewed and completed within two days of the
start of employment. The paperwork to be reviewed, completed, and filed in the
Human Resources Department includes:

Personnel Action Form

Application for Employment

Retirement Enrollment Form

Loyalty Oath (Arizona Revised Statutes 38-231)
I-9 Form (Employment Eligibility Verification)

Revised 06/11
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e W-4 Form (Federal Withholding Allowance)

e A-4 form (State Withholding Allowance)

o Personnel Policy Manual Receipt and Acknowledgement Form

e Kronos Acknowledgment Form

o Information Technology Policy Receipt Acknowledgement Form
e Signed copy of the Job Description

New hires that fail to provide appropriate I-9 documentation are subject to termination
and will not be permitted to work for the City of Avondale.

Fingerprinting

The Human Resources Department will conduct fingerprinting for all employees and
volunteers.

The Human Resources Department will notify departments of any relevant criminal
history and assist with any follow-up necessary.

Returning Recruitment Materials to Human Resources Department

All recruitment and testing materials, including interview questions and rating forms,
must be returned to the Human Resources Department after the position has been filled.
All applications will be returned to the Human Resources Department. The application
of the selected applicant must be returned to Human Resources.

Training

All newly hired full-time and part-time regular status employees are required to attend
new employee training as soon as possible following their date of hire. Temporary and
contractual staff as well as volunteers may attend if referred by their supervisors.

The department must call the Human Resources Department to schedule all new full-
time and part-time employees.

Temporary Appointments

(1)  When the need for a temporary employee occurs, the department shall notify the
Human Resources Director by sending a personnel requisition form (PRF). The
hiring department will contact the Human Resources Department to discuss the
salary, length of employment, and options to be considered. A PRF must be
completed and approved by the Human Resources Director and Budget Manager
prior to an offer of employment being made to an individual.

(2) Length of Temporary Employment
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(@) In order to work within legal constraints and to preserve the “temporary”
status of temporary employment, the maximum length of continuous service
that a temporary employee can be employed will be one (1) year.

(b) An exception to the one-year time limit can be made for temporary
employees who are hired to work less than nineteen (19) hours per week.
Requests for exceptions to the one-year limit under this provision shall be
submitted in writing to the Human Resources Director for approval.

(c) Temporary employees categorized as “seasonal” are not subject to the one-
year service limit. “Seasonal Appointments” are defined as: performing
duties for only one season or project per year, working no more than six (6)
consecutive months during a twelve (12) month period, and having at least a
six (6) month break in service before being rehired for the next season or
project. This provision applies to all departments throughout the City.

(d) Some temporary employees work on an as needed basis for the City and are
kept on the records as active employees year round, even though they may
only work sporadically during the year. Department directors will notify
Human Resources of temporary employees working more than twenty (20)
hours a week for twenty (20) weeks in a fiscal year.

Temporary Agency Staffing

Temporary employees working through a temporary agency can be paid the
salary the department and agency agree upon. Temporaries hired through City of
Avondale must be hired within the pay range for an equivalent job. The Human
Resources Director will discuss the salary with the department at the time the
PRF is received.

Nepotism

As with all employees, the City’s nepotism policy also applies to all temporary
employees, including those hired through a temporary agency. It is the
department director’s responsibility to ensure compliance with this policy.

Payroll Taxes and Retirement Contributions

Temporary employees are subject to the normal payroll taxes including federal
and state income tax and social security tax. Temporary employees may be
subject to Arizona State Retirement System contributions if the employee works
twenty (20) or more hours per week for twenty (20) or more weeks per fiscal
year. The employee may also be subject to retirement contributions if the
employee is already contributing to the retirement system through another
employer. It is the responsibility of the department director to determine the
employee’s eligibility for retirement contributions.
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G. Seasonal Appointments

Seasonal appointments will be made to positions that are seasonal in nature. Initial
appointments shall be made from certified eligibility lists. A person who receives a seasonal
appointment is eligible for successive seasonal appointments to the same class without re-
evaluation procedure or re-certification. Appointments of seasonal employees will be limited
to a maximum of six (6) months of consecutive employment in a twelve (12) month period.

H. Limited Appointments

Limited appointments will be made to positions that are expected to support special projects for
a limited time period. Appointments shall be made for no less than twelve (12) months and no
more than three (3) years. The length of the appointment is dependent upon project needs,
available revenue from the funding source, and/or the City’s ability to fund the appointment.
Limited appointments shall be made from certified eligibility lists. Refusal of a candidate on
an eligibility list to accept an appointment to a limited position will not affect eligibility to a
regular appointment.

I. Non-budgeted Appointments

All requests for non-budgeted appointments must be made in writing through the Human
Resources Director and approved by the City Manager. Written approval from the City
Manager must be received by the Finance and Budget Department and the Human Resources
Department prior to the appointment of an employee.

J. Emergency Appointments

In the event of an emergency, the City Manager may select and appoint persons without regard
to the policies and procedures governing appointments, but in no case will such emergency
appointments continue longer than ninety (90) days nor will it be renewed after ninety (90)
days by successive appointment of the same person to the same class in the same department.

K. Probationary Period

All appointments to positions in the service of the City of Avondale are made subject to a
probationary period.

1. Purpose

The purpose of a probationary period is to provide a reasonable time for the employee to
perform the full range of duties of the position and allow the City a reasonable amount of
time to fully assess the employee in this position. All appointments to classified positions
in the City of Avondale are subject to an original probationary period consisting of full-
time, active, continuous employment. The probationary period may be adjusted to exclude
suspensions, leaves of absence, sick, and vacation leave or any other absences.
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a.

Types of Probation. There are two types of probation, original probation and
promotional probation.

(1) Original Probation.

(a)

(b)

(©

(d)

(©)

Duration of Original Probation. An original probationary period is one year
except as noted otherwise. Upon request of a department director, the
Human Resources Director may establish a longer period for any class of
positions in the department. In no case will the specified probationary
period for a class be less than one year.

Police. Sworn Police Officers shall complete a twelve (12) month original
probationary period following graduation from the training academy. All
other Police Department positions shall serve a twelve (12) month original
probationary period. Probation may be extended up to an additional six (6)
months. All certified detention staff will serve a twelve (12) month original
probationary period following graduation from the training academy.

Fire. Firefighters shall complete a twelve (12) month original probationary
period following graduation from the recruit training academy. All other
Fire Department positions under the Public Safety Retirement System shall
serve a twelve (12) month original probationary period. Probation may be
extended up to an additional six (6) months.

Extensions of Original Probation. A department director may extend an
employee’s original probationary period. These extensions must be made in
writing and acknowledged by the employee and the Human Resources
Department. No original probationary period may be extended beyond six
(6) months. The Human Resources Department must authorize any
extension of probation. The probationary period may be extended to
include suspensions, reductions in pay in lieu of suspension without pay,
sick, and vacation leaves, leaves of absence, or any other absences.
Employees on original probation may have their probationary period
extended due to performance concerns identified in their performance
evaluation.

Completion of Original Probation. The department director must evaluate a
probationary employee and submit an employee performance evaluation to
the Human Resources Department at least fifteen (15) days prior to the
expiration of the employee’s probationary period. If an employee
performance evaluation is not submitted fifteen (15) days prior to the
expiration of the employee’s probationary period, the probationary period of
the employee will automatically be extended for thirty (30) calendar days.
Written justification must be provided to the employee to extend the
original probation beyond the thirty (30) calendar day period. At the end of
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the thirty (30) day automatic extension the Human Resources Department
will bring the department management and the probationary employee
together to determine probationary status. Completion of probation shall
not be considered automatic and shall not occur by default. Completion of
probation shall be indicated by submission of a performance evaluation to
the Human Resources Department. A satisfactory performance evaluation
is required to justify completion of probation.

Termination. If the department director determines at any time during an
original probationary period that the services of the probationary employee
are no longer required for any reason or for no reason, the employee may be
dismissed without the right of appeal. A written notice of termination must
be provided to the probationary employee. All terminations of probationary
employees must be authorized by the Human Resources Department.

(2) Promotional Probation.

(a)

(b)

(©)

(d)

(©)

Duration. An employee who is promoted shall serve a six (6) month
promotional probationary period except as noted otherwise in these policies.
Employees on promotional probation may have their probationary period
extended due to performance concerns identified in their performance
evaluation. No promotional probationary period may be extended beyond
three months. The Human Resources Department must authorize any
extension of probation. The probationary period may be extended to
include suspensions, reductions in pay in lieu of suspension without pay,
sick, and vacation leaves, leaves of absence, or any other absences.

Police. All Police Department employees shall serve a twelve (12) month
promotional probationary period.

Fire. All Fire Department positions under the Public Safety Retirement
System shall serve a twelve (12) month promotional probationary period.

Extensions. The probationary period for fire employees under the public
safety retirement system and for all police employees may be extended to
include suspensions, reductions in pay in lieu of suspension without pay,
sick, and vacation leaves, leaves of absence, or any other absences.
Employees on promotional probation may have their probationary period
extended due to performance concerns identified in their performance
evaluation. No promotional probationary period may be extended beyond
six (6) months. Human Resources must authorize any extension of
probation.

Reversions. An employee who fails to successfully complete a promotional
probation shall revert to a vacancy in the current employing department in
the class in which regular status was held immediately prior to the
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promotion, without the right of appeal. A reversion shall not preclude the
imposition of any disciplinary action. A reduction in force may be
conducted if no vacancy exists.

Demotion

Except as otherwise provided in these policies, if a department director demotes an
employee, the employee shall not be required to serve a probationary period in the
position to which demoted unless the employee was still on probation at the time of the
promotion.

Reduction in Grade for Promoted Employees

Employees serving a probation period as a result of promotion may be returned to their
former positions for a variety of reasons. Promoted employees reduced in grade for
non-disciplinary reasons may be returned to their former positions in the classified
service without having to repeat the probation period for that position.

No Appeal Rights

The City may, within its sole discretion, suspend or dismiss any employee during
his/her original probationary period and demote any employee during his/her
subsequent promotional probationary periods. There is no right of appeal for such
actions.

Accrual of Leave
Employees serving an original probationary period will accrue leave. During the

original probationary period accrued leave may be granted with the approval of the
department director.
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CHAPTER 5
Classification and Compensation

A. Purpose of the Classification Plan

The City’s job classification system provides a structured, consistent method and
quantitative techniques for arriving at objective compensation and classification
decision. Some of the criteria used for determining job classifications include job
duties, education and training, decision-making authority, supervisory responsibility,
contacts with others as required by the job, working conditions, and other
qualifications.

1. Classification Plan

A position classification plan based upon and graded according to assigned work
duties and responsibilities will be developed and maintained by the Human
Resources Department to provide standardization and classification of all positions
in the City service. Before the implementation of said plan it will be approved by
the City Manager. With the approval of the City Manager, new classifications may
be established, combined, or abolished. The position classification plan will
include:

a. Outline of classes of positions in the classified service arranged in appropriate
occupational group.

b. Class specifications.
2. Administration of Classification Plan

The City Manager will instruct the Human Resources Director to conduct position
classification studies at such times as he/she deems it necessary or whenever the
duties and responsibilities of existing positions have undergone significant change.
In addition, a classification study will be made when new positions are to be
established, or may be requested by a department manager. If the Human
Resources Director finds that a substantial change in organization, creation of
change of position or other pertinent conditions warrant the amendment of the
existing class, he/she may amend the classification plans subject to review and
approval by the City Manager.



B. Compensation Plan

1.

Philosophy

The philosophy of the City of Avondale is to provide an equitable compensation
program for all employees. The basic concept of the pay system is that job
responsibility and job performance as well as market influence will be the key
determinants of an employee’s salary. The City is dedicated to providing an
atmosphere that demonstrates a commitment to service excellence and customer
satisfaction.

Purpose

The purpose of the City’s pay system is to attract, retain, and motivate employees
through the payment of financial compensation that is commensurate with the
individual’s ability, responsibility and contribution toward the City’s goals. This
program is designed to recognize and reward performance, and achieve internally
equitable and externally competitive market compensation.

Objectives
The objectives of the City’s compensation program are:

e To clearly define the essential functions of each position through written job
descriptions;

To provide compensation that is competitive with jobs outside the City;

To provide recognition for superior performance;

To comply with federal, state and local regulations;

To establish a system that is fiscally sound and cost effective;

To provide a program that is understood by employees;

To provide a pay system that can easily be administered and maintained; and
To establish a salary range for each job that is based on a systemic blending of
the job’s internal worth to the City and the job’s external value in the market.

Compensation Policy

The compensation program for the City is based on the following compensation
policy.

a. The City will provide total compensation opportunities of direct pay, specialty
pays, indirect pay (e.g. benefits), career opportunities, etc., that are a blend of
the total compensation opportunities offered by its competitors and the
objectives of the City’s compensation program.

b. Each job classification in the City will have a salary range defined by
minimum, mid, and maximum dollar limits. The ranges define the pay



opportunities for the job. Pay for each employee shall be within the assigned
range.

c. Each job classification in the City will have a written job description. Job
descriptions will be reviewed annually or as scheduled by the Human
Resources Department. Employee will be provided with a copy of their
respective job descriptions.

5. Maintenance of Compensation Plans

a. Compensation plans shall be reviewed by the Human Resources Department at
least every two (2) years or as directed by the City Manager. The Human
Resources Department will utilize current salary data obtained from relevant
competitive employment markets and other pertinent factors as a basis for
maintaining the compensation plans.

b. Periodic salary surveys will be used as a means to monitor the movement of
salaries within the market. Adjustments will be made to the compensation
plans subject to the City’s overall financial state as determined by the City
Council and City Manager.

6. Pay Computation

For hourly employees not exempt from the overtime requirements of the Fair Labor
Standards Act (“non-exempt”), gross pay is computed by the hours worked times
the rate of pay. Human Resources will determine whether an employee is eligible
to receive overtime pay. Net pay for all employees, both hourly and salaried, will
be computed by subtracting applicable deductions, e.g., federal and state income
tax withholdings, applicable Retirement System contributions, Social Security,
etc., from gross pay.

7. On-Call Policy

Certain departments may make non-exempt positions eligible for on-call
compensation when the employee is required to be on-call. The employee must be
accessible and available for work upon being contacted via telephone, cell phone,
or pager (beeper). The employee must be available to report to work within a
reasonable time (one hour) after being contacted by the City, if needed. The
employee must also be in a physical condition that allows him/her to resume duty.

a. Definitions
“On-call” means when an off-duty employee must remain available to be

called back to work on short notice if the need arises. An employee is
considered to be on-call only when assigned by the City.



“On-call pay” means the additional compensation awarded to employees who
are required to remain on-call during off-duty hours.

“On-call status” means the state of an off-duty employee required to remain
on-call. An employee is considered to be in on-call status only when assigned
by the City. Hours spent in on-call status will not be considered hours worked
for the purposes of calculating overtime compensation.

“On-call time” means the periods of time when an employee is off-duty but is
required to remain on, or close to, the City premises or to respond to a call or
page within a specified period of time, resulting in the employee being unable
to effectively use such time to attend to his or her own personal activities.
On-call time will not be considered hours worked for the purposes of
calculating overtime compensation.

“Callback” means when an employee has left the work site and is requested to
respond on short notice (either by returning to work or via telephone/computer)
to a work situation to:

(1) Avoid significant service disruption.

(2) Avoid placing employees or the public in unsafe situations.

(3) Protect and/or provide emergency services to people, property and/or
equipment.

(4) Respond to emergencies.

On-call/Callback Compensation
(1) On-call Pay Rate

An employee assigned to on-call status will be compensated at the rate of
two dollars per hour ($2.00/hr) as on-call pay of on-call time. On-call
hours begin after the completion of the on-call employee’s scheduled
workday and continue until resuming work the following workday.

(2) Callback Pay Rate

When an on-call employee is called back to work after completing the
regular work schedule and leaving the premises, the employee shall be
paid for time actually worked upon return or a minimum of two (2) hours
at their regular hourly or base rate, whichever is greater. Sworn police
employees covered under the Police Association shall refer to the MOU
for call back rate calculations.

(4) On-call Status Hours Not Included in Overtime Compensation
Calculation
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On-call time will not be considered hours worked for the purposes of
calculating overtime compensation. Only hours actually worked (over
forty (40) hours in a workweek) will be included in the computation of
overtime unless otherwise specified in these policies.

On-call Pay Exclusions
Employees will not receive on-call pay when they are:

e On vacation leave

e Onsick leave

e On administrative leave

Receiving short-term disability benefits
Receiving worker’s compensation benefits
On bereavement leave

On an approved leave of absence

Not available to work

Restricted to light duty

Restricted from performing work activities

c. On-Call Duty Requirements

(1

2)

3)

(4)

Employees serving on-call status must adhere to all of the following
requirements:

(a) Thoroughly check the working status of the cell phone before
on-call status begins and maintain it in operational mode at all
times.

(b) When notified, respond and arrive at work within one (1) hour or
less.

(c) Arrive fully capable of performing the function of the job.

If an employee does not meet the criteria as defined above, he/she will
forfeit the on-call pay from the time of the first attempt to contact him/her
to the end of the “on-call” time period.

Each employee will be responsible for documenting each time he/she is
on-call and forward to his/her supervisor to approve the on-call time.

An employee who is assigned to on-call status and cannot be reached or
does not report within one (1) hour of being contacted may face
disciplinary action.



8. Incomplete Pay Period

A nonexempt hourly employee who does not work his/her regularly scheduled
work week will be paid only for the number of hours actually worked in the pay
period at his/her regular hourly rate of pay, unless such absence is authorized by
his/her department director.

9. Overtime

a.

Policy

It is the policy of the City of Avondale to discourage overtime work for
non-exempt hourly employees, except when required to safeguard public
health, safety or property. However, overtime may be assigned by the
department director or City Manager as may be necessary to meet operating
needs. Non-exempt employees have the right to be paid for overtime worked.
Exempt employees are not eligible for overtime compensation. The Human
Resources Director determines the exempt and non-exempt status according to
the classification of the position, and in compliance with the Fair Labor
Standards Act (“FLSA™).

Overtime Authorization

An employee is expected to seek advance approval for overtime work and to
report overtime worked at the time of reporting other hours worked in a
work-reporting period. Overtime by non-exempt employees must be approved
in advance, but if worked it must be compensated, whether approved or not. An
employee that has worked unauthorized overtime may face disciplinary action
up to and including termination.

Overtime Compensation
(1) Overtime Pay Rate

When overtime work is performed and authorized, a non-exempt hourly
employee will be compensated at the rate of one and one-half (1.5) the
amount of his/her hourly rate for hours worked in excess of forty (40)
hours within the designated workweek, as provided by law or as
otherwise provided for in these policies.

(2) Compensatory Time Off

(a) In lieu of monetary payment at the overtime pay rate set forth in
these policies, non-exempt employees may elect to take
compensatory time off (“comp time”) for overtime hours worked,
with approval of the supervisor. Upon approval, overtime shall be



compensated at the rate of one and one-half (1.5) hours of comp
time for every one (1) hour of overtime worked by the employee.

(b) The maximum number of comp time hours that any employee will
be permitted to accrue shall be sixty (60) hours (forty (40) hours of
actual overtime worked). The use of comp time by the employee
shall be scheduled in accordance with departmental guidelines and
procedures. An employee shall be permitted to use accrued comp
time within a reasonable period after it is requested if, in the
judgment of the supervisor, it does not unduly disrupt the operation
of City services. Sworn police employees covered under the Police
Association shall refer to the MOU for comp time accrual
maximums.

(¢) The City reserves the right to pay out compensatory time balances to
the employee at any time.

(d) All compensatory time that is not used that remains on the books at
the close of the fiscal year will be paid out to the employee.

(¢) Upon separation from City employment, employees with a
compensatory time balance will be paid at their current regular rate
of pay. An employee who is promoted or reclassified to an exempt
position will be paid for any comp time balance at their regular rate
of pay prior to the personnel action.

10. Transfers

a. Employees may be voluntarily or involuntarily transferred from one position to
another within the same classification or salary range. The transfer must be in
the best interest of the City of Avondale and/or for the development of the
employee, as determined by the City Manager.

b. Employees desiring a voluntary transfer must submit a transfer request and an
application to the Human Resources Department. The transfer request and
application will be valid until December 31 of each year. Employees wishing
to remain on a transfer eligibility list must submit a new transfer request.

c. When an employee is transferred, the department director of the department to
which the employee is transferred may request an increase not to exceed five
percent (5%) if the employee possesses special qualifications of benefit in
meeting the needs of the new department. Justification for an increase must be
provided in writing to, and approved by, the Human Resources Department
prior to the effective date of the transfer. Otherwise, no increase shall be
granted.



11.

12.

13.

d. Transferred employees retain their review date for performance evaluations and
rate of pay. All leave accruals will remain the same.

Promotion

a. Employees promoted to a higher classification shall be placed in the new
classification salary range and shall receive an increase in their base pay in
commensurate with their experience, education, and current market conditions.
Justification needs to be submitted in writing to the Human Resources Director
and must be approved by Human Resources. Anything over midpoint of the
new classification range will also require approval of the City Manager.
Promotional increases shall not exceed the maximum of the new salary range.
Promoted employees will serve the appropriate promotional probationary
period applicable to the new position.

b. Promotional pay increases shall become effective at the beginning of the next
pay period.

Reclassification

A position may be reclassified on the basis of changes in the duties and
responsibilities or qualifications for the position. A reclassification or job title
changes requires approval of the Human Resources Director and the City Manager.

If a reclassification results in an employee being assigned to a higher pay range the
employee will be placed in the new pay range with a five percent (5%) increase
unless more is required to reach the minimum of the new range. A reclassification
shall not cause an employee to exceed the maximum of the new pay range.

If an employee is assigned to a lower pay range the employee will be placed in the
new pay range without any decrease in pay. If the employee’s rate of pay exceeds
the maximum of the new range then the employee will be ineligible for any base
pay increases. When the range increases to exceed the employee’s base rate then
the employee will again be eligible for base rate increases.

Involuntary Demotion

a. Employees, who are involuntarily demoted as a result of disciplinary action,
shall be placed in the new classification and their rate of pay shall be reduced by
at least five percent (5%) from their present rate of pay. The new rate of pay
shall not exceed the maximum of the lower salary range. The review date for
performance evaluations shall remain the same.

a. Reduction in pay as a result of involuntary demotion will be effective at the
beginning of a pay period.



14.

15.

16.

17.

Voluntarily Demotion (requested downgrade)

Employees may be voluntarily demoted from one position to another. Employees
who voluntarily demote from on position to another will have their rate reduced by
at least five percent (5%) from their present rate of pay. If the new rate of pay
exceeds the maximum of the range then the employee’s rate of pay will be frozen
until such time as the maximum of the pay ranges increases to include the
employee’s rate of pay. Employees will be required to satisfy selection
requirements for the new position to which the employee is voluntarily demoted.
The City reserves the exclusive right to consent to or deny a request for voluntary
demotion, depending on available positions, qualifications, departmental
workload, employee skill level, and the City’s need to hire and retain the most
qualified applicants.

Appointments
a. Temporary Employees

Pay for temporary employees will be consistent with duties and responsibilities
of the temporary position as outlined in the compensation plan. Pay for regular
part-time hourly employees will be based on the number of hours worked.
Such pay will normally be proportionate to the regular full-time pay rate for the
position.

b. New Hires

A department director may request to hire an applicant up to the midpoint of the
pay range for the position based upon an assessment of an applicant’s relevant
experience, training, education and a review of the current incumbents’ salaries
that are performing the same job. A summary of the findings shall be submitted
to the Human Resources Director for approval. Any request to hire an applicant
above the midpoint will require the prior approval of the Human Resources
Director and the City Manager.

c. Former Employee

Former employees must apply for open positions in the same manner as other
applicants for the position.

Wages In Advance
It is the policy of the City of Avondale that no advance of wages be made.
Termination Pay

a. Anemployee who voluntarily resigns will receive his/her final paycheck on the
first regularly scheduled payday following termination/separation of his/her



employment. An employee who is eligible for vacation time will be paid for all
unused vacation time and other leave as allowed in this policy upon
termination.

An employee terminated by the City shall receive payment for his/her wages
within three (3) working days of his/her termination from employment.

18. Pay During National Guard and Reserve Training

a.

All regular employees who serve as active members of the National Guard, the
Army Reserves, the Navy Reserves, the Air Force Reserves, Marine Reserves,
the Coast guard or other reserve military organizations, will be entitled to leave
of absence with pay from their respective duties on all duty days on which they
are actively engaged in training. However, such leave with pay will not exceed
thirty (30) days in any two (2) year period, or as otherwise required by law.

All regular employees who serve as active members of the National Guard, the
Army Reserves, the Navy Reserves, the Air Force Reserves, Marine Reserves,
the Coast Guard, or other reserve military organizations will be entitled to
compensation if called to active military duty in times of war or national crisis
as declared by the President of the United States. In accordance with Arizona
law, such employees shall receive military leave with pay for up to thirty (30)
days in any two (2) consecutive years.

19. Temporary Reassignment Pay

Regular status employees may be temporarily assigned to a classification in a
higher grade upon recommendation of the supervisor and with approval of the
department director. Eligible employees will receive a minimum of five percent
(5%) above their regular salary for the duration of the temporary detail or more, if
necessary, to reach the entry level rate of pay in the higher grade. The Human
Resources Director may authorize the placement of the employee at greater than
five percent (5%) based upon the scope and degree of the duties performed and the
anticipated duration of the assignment.

a.

The employee must fully perform the duties and responsibilities of the higher
classification for the duration of a minimum of twenty-one (21) consecutive
calendar days to receive temporary reassignment pay. Compensation shall be
retroactive to day one of the assignment.

If the temporary reassignment pay is for a period of six (6) months or less, the
reassignment may be made non-competitively. If the reassignment is for more
than six (6) months, then the reassignment shall be made competitively in
accordance with these policies and procedures or as approved by the Human
Resources Director. An extension may be requested in writing to the Human
Resources Director. No temporary reassignment shall extend beyond one (1)
year.
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21.

22,

23.

c. Employees on temporary reassignment shall have the right to return to their
previous regular position at the conclusion of the assignment.

d. Increases in pay for the temporary reassignment will be immediately
discontinued when the employee returns to their regular position.

Shift Differential

a. A shift differential shall be paid for regularly scheduled work shifts scheduled
to begin or end between the hours of 9:00 p.m. and 4:00 a.m. Shift differential
is not paid for hours worked over the regular shift when work is a continuation
of the regular shift. Employees who are called back or who are covering
another shift for another employee and perform work outside their regularly
assigned shifts do not receive shift pay. Shift differential is not paid to
employees on paid or unpaid leave.

b. Anemployee shall be paid a shift differential set by administrative policy when
working a shift that ends between the hours of 9:00 p.m. and 12:00 midnight, or
when working a shift that includes work between the hours of 12:01 a.m. and
4:00 a.m.

c. Only regular, non-exempt employees and sworn police employees below the
grade of lieutenant are eligible for shift differential. Temporary employees and
employees of the Fire Department are not eligible for shift differential.

Public Safety Dispatcher Pay

Public safety dispatchers, assigned by the Police Chief to fulfill the duties of public
safety training dispatcher, shall receive public safety training dispatcher pay at an
amount determined by administrative policy for the term of the assignment. Public
safety training dispatcher pay begins as soon as they begin performing in the
position. A public safety training dispatcher on administrative leave and/or on
medical leave in excess of eighty (80) hours shall not receive the public safety
training dispatcher pay until they are approved to return to full-duty status.

Battalion Chief Coverage Pay

Battalion chiefs regularly assigned to work the fifty-six (56) hour shifts may be
eligible to receive coverage pay at an amount determined by administrative policy.

Bilingual Pay
City employees may be eligible for bilingual pay for Spanish language skills.

Guidelines regarding eligibility and compensation are set forth in Administrative
Policy 36.
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Cost of Living Adjustment

Each budget year the City Council determines the amount, if any, of an
across-the-board salary increase for employees. This increase is subject to the
overall financial state of the City, as determined by the City Council and City
Manager. If provided, the increase will be applied at the beginning of the fiscal
year or at an alternate time period as specified by the City Council and City
Manager.

Merit Pay

Each budget year the City Council determines the amount, if any, of a merit pay
increase for employees. Regular status employee chosen to receive a merit increase
will receive the increase at the beginning of the fiscal year, or as specified by the
City Council and City Manager. Employees who are on their original/promotional
probation will receive their merit increase upon successful completion of their
probationary period. Merit pay increases will be subject to the overall financial
state of the City, as determined by the City Council and City Manager.

Uniform Allowance

Regular employees who perform work that requires an employee to wear a uniform
and/or safety shoes may be provided with a uniform and/or safety shoes or an
allowance as established by administrative policy for each participating
department.
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CHAPTER 6
Employee Benefits

Definitions

Throughout this policy, definitions set out in A.R.S. §23-371 are incorporated by
reference. In addition, the following definitions apply:

1.

2.

10.

City means the City of Avondale.

Department Director means the director of the City department to when the
employee is assigned or the department director’s designee.

Employee means an employee of the City.
Exempt employee means an employee who is deemed to be exempt from the
overtime and maximum hour requirements of the Fair Labor Standards Act, 29

U.S.C.A. § 213, and regulations of the United States Department of Labor.

Family Medical Leave (“FMLA”). Leave allowed pursuant to the Family Medical
Leave Act of 1993 and relevant statutes and regulations.

Full time employee means an employee who works thirty (30) hours or more
per week.

Non-Exempt employee means an employee who is not an exempt employee.

Part-time employee means an employee who works less than thirty (30) hours per
week.

Sick Leave means an approved period of absence granted to an employee
according to this policy. “Sick leave” has the same meaning as “earned paid sick
time” as that term is used in A.R.S. §23-371.

Fiscal year means the 365-day period (or 366 days in the case of a leap year) that
commences on July and ends on the next June 30.

Accumulation of Sick Leave

1.

Regular Full-time Employees will accrue sick leave at the rate of 3.70 hours per
biweekly pay period and these hours are accumulated without limit.

Regular part-time temporary, and seasonal part-time employees (working less
than thirty (30) hours per week) shall receive a bank of forty (40) hours of paid
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sick leave per year at the commencement of the fiscal year. They shall accrue no
other sick leave during the fiscal year.

3.  Newly hired regular part-time, temporary, and seasonal part-time employees
(working less than thirty (30) hours per week) are eligible to use sick leave from
their bank on the ninetieth calendar day after commencing employment.

4. When an employee is promoted, demoted or transferred, the employee shall retain
all accrued sick leave.

Sick Leave Usage
1.  Employees may use accrued paid sick leave time for any of the following reasons:

a. An employee's mental or physical illness, injury or health condition; an
employee's need for medical diagnosis, care, or treatment of a mental or
physical illness, injury or health condition; an employee's need for preventive
medical care.

b. Care of a family member with a mental or physical illness, injury or health
condition; care of a family member who needs medical diagnosis, care, or
treatment of a mental or physical illness, injury or health condition; care of a
family member who needs preventive medical care. For purposes of sick
leave usage under this section C, the term “family member” is as defined in
A.R.S. §23-371, which is the following:

1. Regardless of age, a biological, adopted or foster child, stepchild or legal
ward, a child of a domestic partner, a child to whom the employee
stands in loco parentis, or an individual to whom the employee stood in
loco parentis when the individual was a minor;

2. A biological, foster, stepparent or adoptive parent or legal guardian of an
employee or an employee's spouse or domestic partner or a person who
stood in loco parentis when the employee or employee's spouse or
domestic partner was a minor child;

3. A person to whom the employee is legally married under the laws of any
state, or a domestic partner of an employee as registered under the laws
of any state or political subdivision;

4. A grandparent, grandchild or sibling (whether of a biological, foster,
adoptive or step relationship) of the employee or the employee's spouse
or domestic partner; or

5. Any other individual related by blood or affinity whose close association
with the employee is the equivalent of a family relationship

c. Reasons related to child care, domestic violence, sexual violence, abuse or
stalking, and legal services as described in A.R.S. §§23-371 and 23-373.

2
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d. Closure of the employee's place of business by order of a public official due to
a public health emergency or an employee's need to care for a child whose
school or place of care has been closed by order of a public official due to a
public health emergency, or care for oneself or a family member when it has
been determined by the health authorities having jurisdiction or by a health
care provider that the employee's or family member's presence in the
community may jeopardize the health of others because of his or her exposure
to a communicable disease, whether or not the employee or family member
has actually contracted the communicable disease

e. In the case of adoption of a minor child, an employee who is a potential or
actual adoptive parent may request sick leave to include appointments with
adoption agencies, social workers, attorneys, court proceedings, required
travel and any other activities necessary and related to adoption of a minor
child.

2. An employee will not be subject to retaliation or discrimination for using sick
leave, so long as the employee complies with City policy.

3. An employee will not be required to search for or find a replacement worker to
cover the hours during which the employee is using sick leave.

4.  Employees are subject to discipline for misuse or abuse of sick leave or for
violation of City policy.

5. Sick leave may be taken when approved by the employee’s department director
according to the notification and documentation procedures of City policy.

6. An absence of three or more days shall be reported to the Human Resources
Department to determine if FMLA leave is warranted.

7. Sick leave hours taken will not count toward hours worked for purposes of
computing overtime.

8.  Sick leave must be used in increments of not less than fifteen (15) minutes per
occurrence for non-exempt employees.

Notification
1.  An employee shall notify his/her department director as soon as he/she knows that

he/she will be unable to work, but no later than the starting time of the employee’s
work day. The employee shall make a good faith effort to provide notice to the
department to which the employee is assigned in advance and make a reasonable
effort to schedule the time off in a manner that does not unduly disrupt the
operations of the department.
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An oral or written request by the employee is acceptable. The following methods
may be used:

a. Telephone call
b. Email
c. Text message

Employees are responsible to ensure text message or email was successfully
delivered. Supervisors shall confirm receipt of notification.

When possible, the employee shall include the expected duration of the absence in
the request.

An employee must notify his/her supervisor on each day of absence unless a
notification includes a specific number of days required for the leave or other
arrangements have been made er for FMLA. All FMLA must be approved
through Human Resources.

While on short term disability (see section H Short Term Disability), employees
are required to report periodically to the Human Resources Department, at least
every thirty (30) days, regarding the status of their medical condition and their
intent to return to work. Employees will be required to provide medical evidence
substantiating their need for continued leave to the Human Resources Department
who will then submit it to the Third Party Administrator (TPA) for review.

If an employee fails to return to work following any authorized leave and fails to
notify Human Resources of the need for an extension, the employee will be
considered to have abandoned the job.

a. Human Resources shall send written notice to the employee’s last known
address requiring the employee to return to duty within forty-eight (48) hours.

b. Failure to return to work within forty-eight (48) hours of receipt of the
notification will be cause for immediate discharge and the employee
automatically waives all appeal rights under this policy.

Documentation

1.

For earned paid sick time of three or more consecutive work days, a department
director may require reasonable documentation that the earned paid sick time has
been used for a reason or purpose set out in the definition of sick leave in this
policy. Documentation signed by a heath care professional indicating that earned
paid sick time is necessary shall be considered reasonable documentation for
purposes of this section. In cases of domestic violence, sexual violence, abuse or
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stalking, one of the following types of documentation selected by the employee
shall be considered reasonable documentation:

a. A police report indicating that the employee or the employee's family member
was a victim of domestic violence, sexual violence, abuse or stalking;

b. A protective order; injunction against harassment; a general court order; or
other evidence from a court or prosecuting attorney that the employee or
employee's family member appeared, or is scheduled to appear, in court in
connection with an incident of domestic violence, sexual violence, abuse, or
stalking;

c. A signed statement from a domestic violence or sexual violence program or
victim services organization affirming that the employee or employee's family
member is receiving services related to domestic violence, sexual violence,
abuse, or stalking;

d. A signed statement from a witness advocate affirming that the employee or
employee's family member is receiving services from a victim services
organization;

e. A signed statement from an attorney, member of the clergy, or a medical or
other professional affirming that the employee or employee's family member
is a victim of domestic violence, sexual violence, abuse or stalking; or

f. An employee's written statement affirming that the employee or the
employee's family member is a victim of domestic violence, sexual violence,
abuse, or stalking, and that the leave was taken for one of the purposes of
subsection A, paragraph 4 of this section. The employee's written statement,
by itself, is reasonable documentation for absences under this paragraph. The
written statement does not need to be in an affidavit format or notarized, but
shall be legible if handwritten and shall reasonably make clear the employee's
identity, and if applicable, the employee's relationship to the family member.

Compensation for Unused Sick Leave upon Resignation or Retirement.

l.

Compensation upon resignation will be 33.3% of accrued sick leave at the
employee’s current hourly rate.

Compensation upon retirement will be as follows:
a. Employees with 10 years of continuous service with the City will receive
100% of accrued sick leave up to 250 hours at the employee’s current hourly

rate, or 33.3% of the total balance of accrued sick leave, whichever is greater.

b. Employees with 15 years of continuous service with the City will receive
100% of accrued sick leave up to 375 hours at the employee’s current
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hourly rate, or 33.3% of the total balance of accrued sick leave, whichever
1s greater.

C. Employees with 20 years of continuous service with the City will receive
100% of accrued sick leave up to 500 hours at the employee’s current
hourly rate, or 33.3% of the total balance of accrued sick leave, whichever
is greater.

Employees who resign from their employment with the City but return to
employment with the City within a nine (9) month period shall have any unused
or unreimbursed sick leave reinstated upon rehire.

Family and Medical Leave Act (“FMLA”)

1.

General Provisions

It is the policy of the City to grant up to 12 weeks of FMLA leave during any
12-month period to eligible employees. The City may grant up to a maximum
of 26 weeks in a 12-month period for employees taking FMLA Injured
Servicemember leave. FMLA may be paid, unpaid or a combination of paid and
unpaid leave depending on the circumstances of the leave and as specified in this
policy. The City has the right to designate leave, paid or unpaid, as FMLA leave,
even if the employee does not request leave as FMLA. Sick leave may be granted
under Servicemember Leave of the FMLA and only during this time can sick
leave be used.

Eligibility

To qualify to take FMLA leave under this policy, the employee must meet all of
the following conditions:

a. The employee must have worked for the City for 12 months or 52 weeks. The
12 months or 52 weeks need not have been consecutive. For eligibility
purposes, an employee will be considered to have been employed for an entire
week even if the employee was on the payroll for only part of a week.

b. The employee must have worked at least 1250 hours during the 12-month
period immediately before the date when the FMLA leave is requested to
commence. The principles established under the Fair Labor Standards Act
(“FLSA”) determine the number of hours worked by an employee. The FLSA
does not include time spent on paid or unpaid leave as hours worked.
Consequently, these hours of leave will not be counted in determining the
1250 hours eligibility test for an employee under FMLA.

Types of Leave Covered



a. To qualify as FMLA leave under this policy, the employee must be taking
leave for one of the reasons listed below:

1. The birth of a child and in order to care for that child;

ii.  The placement of a child for adoption or foster care and to care for the
newly placed child;

iii.  To care for a close family member (usually a spouse, child, or parent)
with serious health condition; or

iv.  The serious health condition (described below) of the employee.

a. An employee may take FMLA leave due to a serious health
condition that makes the employee unable to perform the functions
of the employee’s position. A serious health condition can include
inpatient care at a hospital, hospice or residential medical care
facility, including any period of incapacity or any subsequent
treatment in connection with such inpatient care or a condition
which requires continuing care by a licensed health care provider.
However, a serious illness may also include other ailments short of
hospitalization.

b. This FMLA leave policy covers illnesses of a serious and long-
term nature, resulting in recurring or lengthy absences. Generally,
a chronic or long term health condition which, if left untreated,
would result in a period of incapacity of more than three days,
would be considered a serious health condition.

v.  Qualifying Exigency Leave (necessity) arising out of the fact that the
spouse, son, daughter or parent of the employee is on active duty (or
has been notified of an impending call or order to active duty) in the
Armed Forces in support of a contingency operation.

vi.  Service member Family Leave - An eligible employee who is the
spouse, son, daughter, parent, or next of kin of a covered service
member shall be entitled to a total of 26 work weeks of FMLA leave
during a 12-month period to care for the service member. The leave
described in this paragraph shall only be available during a single 12-
month period. During the single 12-month period, an eligible
employee shall be entitled to a combined total of 26 work weeks of
leave. If both spouses work for the City, each spouse may only take a
combined total of 26 workweeks of leave.

b. If an employee takes paid sick leave for a condition that progresses into a

serious health condition and the employee requests unpaid FMLA leave as
provided under this policy, the City may designate all or some portion of

2664717.6
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related leave taken as FMLA leave under this policy, to the extent that the
earlier leave meets the necessary qualifications.

Employees with questions about who and what situations are covered under
this FMLA leave policy or under the City’s sick leave policies are encouraged
to consult with the Human Resource Department.

The City requires an employee to provide a doctor’s certification of the
serious health condition. The certification process is outlined in this policy.
The City relies heavily on the physician’s assessment.

An eligible employee can take up to 12 weeks of leave under this policy
during any rolling 12-month period. The City will measure the 12-month
period forward from the date any employee’s first FMLA leave begins. Each
time an employee takes leave, the City will compute the amount of leave the
employee has taken under this policy and subtract it from the 12 weeks of
available leave, and the balance remaining is the amount the employee is
entitled to take at that time.

If spouses both work for the City, and each wishes to take leave for the birth
of a child, adoption or placement of a child in foster care, or to care for a
child, or parent with a serious health condition, each spouse may each take
12 weeks each of leave.

Employee Status and Benefits During Leave

a.

While an employee is on leave, the City will continue the employee’s health
benefits during the leave period at the same level and under the same
conditions as if the employee had continued to work.

If the employee chooses not to return to work for reasons other than a
continued serious health condition of the employee or the employee’s family
member or a circumstance beyond the employee’s control, the City will
require the employee to reimburse the City the amount it paid for the
employee’s health insurance premium during the leave period.

The employee pays a portion of the dependent health care premium. While on
paid leave, the City will continue to make payroll deductions to collect the
employee’s share of the premium. While on unpaid leave, the employee must
continue to make this payment, either in person or by mail. The payment must
be received in the Finance and Budget Department by the 10th day of each
month. If the payment is more than 30 days late, the employee’s health care
coverage may be dropped for the duration of the leave. The City will provide
15 days’ notification prior to the employee’s loss of coverage.

If the employee contributes to a dental plan, life insurance, disability plan or
any other type of insurance plan the City will continue making payroll
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deductions while the employee is on paid leave. While the employee is on
unpaid leave, the employee may request continuation of such benefits;
provided, however, that the employee shall pay their portion of the premiums.
If the employee does not continue these payments, the City may discontinue
coverage during the leave and Consolidated Omnibus Budget Reconciliation
Act (“COBRA”) would be offered. If the City maintains coverage, the City
may recover the costs incurred for paying the employee’s share of any
premiums whether or not the employee returns to work.

5. Employee Status After Leave

Upon return from FMLA leave, an employee is entitled to be returned to the same
position held when leave commenced, or to an equivalent position with equivalent
benefits, pay and other terms and conditions of employment.

6.  Use of Paid and Unpaid Leave

a. If the employee has accrued or earned sick leave, the employee must use paid
sick leave first and exhaust all accrued sick leave balances prior to taking any
portion of the 12 weeks as unpaid FMLA leave. An employee who is taking
FMLA leave because of the employee’s own serious health condition or the
serious health condition of a family member must use all sick leave prior to
being eligible for unpaid leave.

b. Disability leave for the birth of a child and for an employee’s serious health
condition, including Workers’ Compensation leave (to the extent that it
qualifies), will be designated as FMLA leave and will run concurrently with
FMLA leave. For example, if the City provides six weeks of pregnancy
disability leave, the six weeks can be designated as FMLA leave and counted
toward the employee’s 12-week entitlement. The employee may then be
required to substitute accrued (or earned) paid leave as appropriate before
being eligible for unpaid leave for what remains of the 12-week entitlement.

7.  Intermittent Leave or a Reduced Work Schedule

a. An employee may take FMLA leave in 12 consecutive weeks, may use the
leave intermittently (take a day periodically when needed over the year) or,
under certain circumstances, may use the leave to reduce the work week or
work day, resulting in a reduced hour schedule. In all circumstances, the leave
may not exceed a total of 12 work weeks over a rolling 12-month period. For
the birth of a child, the employee may take up to 12 consecutive work weeks.

b. The City may temporarily transfer an employee to an available alternative
position with equivalent pay and benefits if the alternative position would
better accommodate the intermittent or reduced schedule, for FMLA leave for
the employee or employee’s family member that is foreseeable and for
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planned medical treatment, including recovery from a serious health condition
or to care for a child after birth, or placement for adoption or foster care.

If the employee is taking FMLA leave for a serious health condition or
because of the serious health condition of a family member, the employee
should try to reach agreement with the City before taking intermittent FMLA
leave or working a reduced hour schedule. If this is not possible, then the
employee must prove that the use of the FMLA leave is medically necessary.
The City requires certification of the medical necessity as set forth in this
policy.

Employees using intermittent leave or leave on a reduced schedule must make
a reasonable effort to avoid disrupting operations, including scheduling
doctor's appointments outside of work hours, if possible.

i.  An employee using intermittent leave due to medical necessity should
notify his/her supervisor as soon as he/she knows that he/she will be
unable to work, but no later than the starting time of the employee’s
work day.

ii.  An employee must notify his/her supervisor on each day of absence
unless other arrangements have been made. Human Resources should
be contacted if there are additional questions on intermittent leave.

Certification of the Serious Health Condition

a. A serious health condition means an illness, injury, impairment or physical or

mental condition that involves inpatient care in a hospital, hospice, or
residential medical care facility; or continuing treatment by a health care
provider.

b. The City requires certification of a serious health condition.

i.  The employee shall make every effort to respond to such a request
within 15 calendar days of the request, or provide a reasonable
explanation for the delay.

ii.  Failure to provide certification may result in a denial of continuation
of FMLA leave.

1ii.  Medical certification may be provided by using the medical
certification form.

iv.  Request for a medical certificate must be made in writing as part of the
City’s response to employee request for FMLA leave.

10
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10.

c. If the employee plans to take intermittent FMLA leave or work a reduced
schedule, the certification must also include dates and the duration of
treatment as well as a statement of medical necessity for taking intermittent
FMLA leave or working a reduced schedule.

d. The City has the right to ask for a second opinion if it has reason to doubt the
certification. The City will pay for the employee to get a certification from a
second doctor, which the City will select. The employee will be temporarily
entitled to leave and benefits under the FMLA pending the second opinion.

Certification related to active duty orders or call to active duty.

The City may require that a request under active duty or call to active duty be
supported by a certification issued at such time and in such manner as prescribed
by Federal law. Please consult with the Human Resources Department for current
Federal guidelines regarding notification and documentation.

Procedure for Requesting Leave

a. All employees requesting leave under this policy must provide notice with an
explanation of the reason(s) for the needed leave to the Human Resources
Department and their immediate supervisor. If the leave is foreseeable, the
employee is required to provide a written request for leave and reasons(s) to
the Human Resources Department. The City will provide individual notice
of rights and obligations to each employee requesting leave as soon as
practicable.

b. When an employee plans to take leave under this policy, the employee must
give the City 30 days’ notice. If it is not possible to give 30 days’ notice,
the employee must give as much notice as is practicable. An employee who is
to undergo planned medical treatment is required to make a reasonable effort
to schedule the treatment in order to minimize disruptions to the City’s
operations.

c. If an employee fails to provide 30 days’ notice for foreseeable leave with no
reasonable excuse for the delay, the leave request may be denied until at least
30 days from the date the employer receives notice.

1. While on leave, employees must report periodically to the Human
Resources Department regarding the status of the medical condition
and their intent to return to work.

d. Employees who are unable to return to work at the end of the expected FMLA
leave should notify their supervisors and Human Resources in writing at least
two (2) weeks in advance or as soon as possible and must have the physician
re-certify that the extended leave is medically necessary.

11
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e. If an employee does not provide proper notification to Human Resources, the
employee will be considered to have abandoned the job and the employee will
be subject to disciplinary action up to and including termination.

11.  Job Benefits and Protection

a. For the duration of FMLA leave, the employer must maintain the employee’s
health coverage under the “group health plan” unless requested in writing
from the employee or other legal directives given.

b. Upon return from FMLA leave, most employees must be restored to their
original or equivalent positions with equivalent pay, benefits, and other
employment terms.

c. The use of FMLA leave cannot result in the loss of any employment benefit
that accrued prior to the start of an employee’s leave.

d. FMLA makes it unlawful for any employer to:

i.  Interfere with, restrain or deny the exercise of any right provided under
FMLA.

ii.  Discharge or discriminate against any person for opposing any practice
made unlawful by FMLA or for involvement in any proceeding under
or relating to FMLA.

e. Notwithstanding the exhaustion of FMLA leave, an employee may be granted
additional leave as required under the Americans with Disabilities Act. As an
accommodation, additional leave may be granted based on medical necessity
and the City’s requirements/ability to accommodate. Accommodations will be
evaluated upon request.

12.  Enforcement

a. The U.S. Department of Labor is authorized to investigate and resolve
complaints of violations.

b. An eligible employee may bring a civil action against an employer for
violations.

c. FMLA does not affect any federal or state law prohibiting discrimination or
supersede any state or local law which provides greater family or medical

leave rights.

Short-Term Disability

12
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The short-term disability benefit provided by the City is an income replacement for
employees who are unable to work due to illness or injury (non-job related).

l.

Eligibility

A regular, full-time employee who is unable to work due to illness or injury (non-
job related) is eligible for short-term disability benefits. The employee must have
exhausted all paid sick leave and be absent from work for a minimum of 14
consecutive calendar days prior to being eligible for the short-term disability
benefit. Employees changing leave status from Administrative Leave to Short
Term Disability will be subject to a 14-day waiting period. For injuries or
illnesses requiring immediate hospitalization, the benefit shall commence on the
date of hospitalization. An employee receiving Workers’ Compensation or
disability pay under any State of Arizona plan policy is ineligible for this benefit.
To be eligible for continued disability benefits, the employee must not engage in
outside employment and is expected to avoid activities that may delay recovery
and a return to work. While on short-term disability employees are not permitted
to report to work or participate with work activities unless specific prior
authorization has been approved in writing by Human Resources. Violations of
this policy will result in disciplinary action up to, and including dismissal from
City employment. Disability benefits cannot be collected while employed
elsewhere.

Benefit Payment

The short-term disability benefit payment is 60% of the employee’s base weekly
wages or salary, to a maximum of $1,500 per week. The benefit may be paid for a
maximum up to 25 weeks in a one-year period. Payments are made in accordance
with the City payroll periods. The benefit is taxable income.

Medical Certification

The employee must provide medical certification of the disability that includes
the starting and expected ending date of the disability. This certification will be
submitted to the City’s Third Party Administrator (“TPA”) who will review the
certification and make a determination on benefit qualification.

Reporting Requirement

While on short term disability, employees are required to report periodically to
the Human Resources Department, at least every 30 days, regarding the status of
their medical condition and their intent to return to work. Employees will be
required to provide medical evidence substantiating their need for continued leave

to the Human Resources Department who will then submit it to the TPA.

Return to Work

13
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The employee must return to work as soon as permitted by his or her healthcare
provider. The employee must submit a fitness-to-return-to-duty clearance to the
Human Resources Department prior to returning to work. An employee whose
absence has been designated as FMLA leave is eligible for reinstatement as
provided by the FMLA leave policy upon his/her return to work.

Employee Benefits

The City will pay its portion of the cost of the employee’s benefits including
health, dental, life and disability insurance benefits while an employee is on
FMLA with or without paid leave (vacation or sick). The employee must continue
to pay his or her portion of the benefits which may be made by payroll deductions
(when applicable) or by personal check which must be submitted to the Human
Resources Department. The payment must be received in the Human Resources
Department by the 10th day of each month. If the payment is more than 30 days
late, the employee’s health care coverage may be dropped. The City will provide
15 days’ notification prior to the employee’s loss of coverage. If the employee
fails to pay his or her portion of the benefits for more than 30 days, the
employee’s coverage(s) will be terminated and he/she will be offered COBRA to
continue benefits, excluding life and disability insurance.

When the twelve-week period for FMLA coverage has ended and the employee
has exhausted all paid leave, the employee will be responsible for the total cost of
the health insurance premiums on any health insurance coverage the employee or
the employee’s family is receiving through the City during this extended leave
period, unless otherwise provided by law.

Short Term Disability may only be used when an employee has a continuous,
incapacitating serious health condition as certified by a physician. Short Term
Disability cannot be used for an intermittent leave or to care for a family member.
Employees with any questions regarding this policy should contact the Human
Resources Department.

Leave Accruals

While on short-term disability leave accruals will discontinue until employee is
released back to work.

Vacation Leave

1.

Accumulation of Vacation Leave

a. All full-time employees, excluding sworn firefighters, will accrue vacation
leave as follows:

14



Tenure Hours per Pay Period Hours per Year

0-1.99 Years 3.7 96.2

2-4.99 Years 4.47 116.2

Non-Exempt 5-9.99 Years 5.39 140.12

10-14.99 Years 6.31 164.04

15+ Years 6.93 180.16

Tenure Hours per Pay Period Hours per Year

0-1.99 Years 4.62 120.12
Exempt 2-4.99 Years 5.39 140.12
5-9.99 Years 6.31 164.04
10 + Years 6.93 180.16

b. All assistant department directors will accrue vacation leave as follows:

ASSISTANT DEPARTMENT DIRECTORS
Tenure || Hours per Pay Period Hours per Year
First 5 Years | 6.31 164.04
5+ Years | 6.93 180.18
c. All department directors and Assistant City Managers will accrue vacation

d.

leave as follows:

Assistant City Managers

And
Department Directors
Hours per Pay Period Hours per Year
6.93 180.18
Battalion Chiefs

Tenure Hours per Pay Period Hours per Year
0-1.99 Years 11.21 291.46
2-4.99 Years 12.28 319.28
5-9.99 Years 13.57 352.30

10 + Years 14.44 375.30

€.

2664717.6

Upon hiring any employee, a department director may request that an
employee be hired with vacation leave already established up to a maximum

15
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of 80 hours for employees below the rank of department directors and 120
hours for department directors. The Human Resources Director must review
and approve this request prior to any official written offer of employment.

Part-time regular employees are not eligible to accrue vacation leave.

Vacation leave hours taken will not count toward hours worked for purposes
of computing overtime.

i.  Regular part-time employees (working 30 hours or less) hired after
September 15, 2009, are not eligible for vacation leave.

Maximum Accumulation of Vacation Time

Eligible employees have a maximum accrual of vacation time of 280 hours at the
end of the calendar year. Fire Battalion Chiefs assigned to a 24-hour shift
schedule will have a maximum accrual of vacation time of 392 hours at the end of
the calendar year.

a.

Employees must use all hours over the maximum accrual by the end of each
calendar year. Employees will lose any vacation leave hours over the
maximum accrual amount not used by December 31st of each calendar year.

Vacation leave accumulated in excess of 280 hours or 392 hours for Fire
Battalion Chiefs as of the last day of the last pay period starting in any
calendar year shall be forfeited, unless the City Manager authorizes an
exception in an individual case. The application for exception submitted
through the Human Resources Department shall contain a plan to use the
excess hours during the following calendar year, pay the employee for the
excess hours or a combination of both.

Use of Vacation Leave

Vacation leave shall be taken with the approval of the department director or
designee (i.e., immediate supervisor).

a.

C.

Vacation will only be granted during such time as it is not disruptive to the
work schedule of the department concerned.

During the original probationary period, vacation leave may be granted at the
discretion of the department director.

Vacation leave granted shall not exceed an employee’s accrued balance.

Vacation Sell Back
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Employees may be paid for a portion of accrued vacation. See Administrative
Policy 40 (AP-40) for guidelines.

Compensation for Vacation Leave
Compensation upon separation from the City will be 100% of accrued vacation

leave at the employee’s current hourly rate. An employee may not use vacation
leave after their last day worked. Vacation will be paid per city policy.

Holiday Leave Policy

Objectives

The objectives for the development of the holiday leave policy are:

a. Equalize the holiday leave allocation, so that each full-time regular employee
receives 88 hours of holiday leave hours per fiscal year and each part-time

employee receives 44 hours of holiday leave per fiscal year.

b. Identify the methods to maximize the number of days that City offices are

open to serve citizens.

c. Ensure that the adoption of a Green Friday schedule or other alternate

schedule does not increase the cost of doing business for the City.

d. Implement a system to increase the flexibility for employees to utilize their

holiday compensation.

Accumulation of Holiday Leave

a. The annual holiday leave bank for each full-time, regular employee is 88
hours and for each regular part-time employee is 44 hours per fiscal year.
Temporary and seasonal employees are not eligible for holiday compensation
or holiday differential pay. For the purposes of this policy, the holiday will be
defined as the 24-hour period (12:00 AM -11:59 PM) on the designated

holiday.

b. Employees will be provided with a bank of 88 hours (full-time) and 44 hours
(part-time) per fiscal year (July 1-June 30) to utilize for holiday compensation
for designated holidays or floating holidays as set forth below. The leave
banks will be populated during the first payroll period in July and January.
The first allocation will be in July for 50 hours (full-time) and 25 (part-time),
the second in January for 38 hours (full-time) and 19 hours (part-time). New

hires will receive a prorated number of hours based upon their hire date.

c. Regular part-time employees (working 30 hours or less) hired after September

15, 2009, are not eligible for holiday bank hours or holiday compensation.
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5.

Designated Holidays; Floating Holidays

A listing of City-designated holidays will be prepared for each fiscal year. This
listing will be included in the Administrative Policy and posted no later than June
1 of each year. The listing will specify any and all designated holidays for the
City.

a. If a designated holiday falls on a scheduled work day, employees will be
required to use their holiday leave to cover their scheduled work hours.
Employees required to work on a designated holiday due to business need, or
who are not scheduled to work on a designated holiday, will be not be
required to utilize their holiday leave. Any holiday leave hours not used for
designated City holidays shall be considered floating holiday leave.

b. In the event an employee is on paid leave when a holiday occurs, the
employee shall receive no pay in addition to holiday pay. Therefore, the
employee shall not be charged with applicable paid leave time (i.e., vacation
or sick leave).

c. Floating holiday leave shall be approved to be used at such a time that is
mutually agreeable to the employee and the employee’s supervisor. Holiday
leave will not be available for use on an unplanned or call-in basis.

Holidays Eligible for Differential Pay

a. Each June, a listing will be included in the Administrative Policy of any
holidays that will be paid a holiday differential. Non-exempt employees who
are required to work on one of the listed holidays shall be given, in addition to
regular hourly rate, holiday differential pay equal to one-half of their regular
straight-time hourly rate for hours worked on designated holidays. This
compensation may be in overtime or compensatory time, depending on the
needs of the department (compensatory time guidelines have been established
in Chapter 5 of the City of Avondale Policies & Procedures Policy Manual)
The additional compensation would only be for the actual day of the holiday,
not the Friday or Monday before or after (example: July 4th is on a Sunday;
employees working on July 4th would be eligible for additional compensation;
employees working on July 3rd or 5th would not).

b. Exempt employees would not be eligible for any additional compensation if
required to work on one of the holidays eligible for differential pay.

c. Regular part-time employees (working 30 hours or less) hired after September
15, 2009, are not eligible for holiday differential pay.

Use of Holiday Leave

18



2664717.6

a. It will be the employees’ responsibility to monitor their holiday leave usage.

b. Holiday leave must be used in full day increments. A full day will be
considered the number of hours scheduled for the day that the leave was taken
(e.g. employee was scheduled to work ten hours on a holiday, ten hours of
holiday pay would be utilized). In the event that the employee does not have
enough holiday hours in her/his bank to cover a full day’s absence, vacation
hours or compensatory time will be used to make up the difference. The same
concept shall apply to all regular part-time employees.

c. All holiday hours not taken prior to the last day of employment with the City,
shall be forfeited.

d. Holiday hours must be used by June 30 of each year or will be forfeited. There
will be no “cash out” or carryover of holiday hours.

e. In the event that an exempt or non-exempt employee does not have either
holiday hours, compensatory hours or vacation hours to cover a designated
holiday, they will be placed in a leave without pay (“LWOP”) status. This will
mean that both an exempt and nonexempt employee will have the
uncompensated hours deducted to cover their absence.

f. Holiday hours will not count toward hours worked for purposes of overtime
for hourly employees.

g. Holiday differential is paid in addition to any overtime pay due. Holiday
differential pay will not be included in determining the regular hourly rate of
pay for the purpose of calculating overtime payments.

Certain Police Employees Not Participating

Sworn police officers (except the Criminal Investigations and Professional
Standards Bureau) (“Specified Police Employees”) will not be participating in the
holiday leave program set forth above. Specified Police Employees will receive 8
hours of compensation for each of the following holidays as they occur in the
calendar:

SPECIFIED POLICE EMPLOYEE HOLIDAYS
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INDEPENDENCE DAY
LABOR DAY
VETERAN’S DAY
THANKSGIVING
DAY AFTER THANKSGIVING
CHRISTMAS DAY
NEW YEAR’S DAY
MLK
PRESIDENT’S DAY
MEMORIAL DAY
PERSONAL DAY TO BE SCHEDULED BY EMPLOYEE

a. Specified Police Employees will have one 8-hour personal day to schedule at
their discretion with their supervisor each fiscal year. Personal days and
holidays will not be carried over into a new fiscal year. A personal day (8
hours) will be given to the employee on July 1 of each fiscal year. New hires
will receive a personal day upon their hire. The personal day must be
scheduled in the fiscal year it is earned. Unused personal days will not be paid
out at the end of the fiscal year or upon resignation of the employee.

b. The Specified Police Employee holiday hours set forth above will not count as
hours worked for the purpose of overtime compensation. Employees who are
required to work on designated holidays shall be given, in addition to regular
hourly rate, holiday differential pay equal to one-half of their regular straight-
time hourly rate for hours worked on designated holidays.

Example 1: Employee works 14 hours on the holiday (Wednesday*) and works
three other days in the week.

Time Total M T W* | Th F S Su
Hours | 46 10 11 14 11
worked

End Result:

Hours worked 46

Holiday compensation at straight rate 8

Regular Hours at straight rate 40

Overtime at 1.5 6

Holiday Differential at .5 14

Example 2: Employee works 14 hours on the holiday (Wednesday*) and calls in
sick on Monday for the entire shift of 10 hours.

Time Total M T W* Th F S Su
Hours 36 11 14 11
worked
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Sick 10 10

Leave
End Result:
Hours worked 36
Holiday compensation at straight rate 8
Sick leave at straight rate 10
Regular Hours at straight rate 54
Overtime at 1.5 0
Holiday Differential at .5 7

Industrial Leave

l.

Workers” Compensation Coverage

The City provides Workers’ Compensation insurance coverage to employees at no
cost. If an injury or illness is determined to be job related, the employee will
receive medical benefits and, if eligible, temporary compensation.

Determination of Compensability

The City’s Workers’ Compensation carrier will determine compensability for
workplace injuries and illnesses.

Separation During a Claim

An individual who separates from City employment will only be entitled to the
compensation required under Arizona Workers’ Compensation Law.

Filing a Claim

An injury or illness is covered under Workers’ Compensation if it is determined
to be job related. It is the employee’s responsibility to make sure the injury is
reported to his/her supervisor as soon as possible. A claim must be filed within
one year of the date of injury. It is the employee’s responsibility to ensure the
claim has been filed. The supervisor will work with the Risk Management
department to provide information to assist in filing the claim. Risk Management
will serve as the point person for employees with questions regarding Workers’
Compensation.

Types of Claims
There are two types of Workers’ Compensation claims. One is called a “medical
only” claim, which means that only medical expenses are paid. The other is

called a “time lost” claim. This means that both medical expenses and temporary
compensation benefits for lost wages are paid.
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a. “Medical only” claims are those types of claims for which the insurance
company will pay all of the medical expenses associated with the injury, but
will not pay compensation benefits for lost wages, as the employee did not
lose more than seven days’ time from work.

b. “Time lost” claims are those claims in which the treating doctor states that the
employee is unable to work due to their injury and employee is off work more
than seven days. The employee would then be eligible for compensation for
their lost wages. The days off do not have to be consecutive (in a row) but are
cumulative (total). Entitlement to compensation is based on calendar days (not
work days) and includes Saturdays, Sundays and holidays.

Compensation for Time Lost Claims

The first seven days are not paid for lost wages unless the disability extends to 14
days. For example: If the employee is off ten days, they get paid for days eight,
nine and ten only. If the employee is off 14 full days, compensation is retroactive
(goes back) to the date of injury and is paid for 14 days. Compensation is not
generally paid for the date of injury, as the employee was working that day and
was typically compensated already for that day.

Compensation is based on 66 2/3% of the monthly wage up to the statutory limit
set forth in the Arizona Revised Statutes. The state law establishes a maximum
wage figure which can be used to calculate the average monthly wage. This
compensation is tax-free to the employee. Payments will be administered through
the City’s payroll system and will be issued on a bi-weekly basis.

Sick time or vacation time may be utilized to cover the seven-day waiting period
or to supplement their Workers’ Compensation payments. Employees would need
to notify Payroll in writing if they wish to utilize sick time or vacation time to
cover their waiting period or supplement their wages.

Requirements While Under Workers” Compensation

For public safety employees on Workers’ Compensation, retirement contributions
cease unless the injured employee fills out a form provided by the Risk
Management department.

An employee may not leave the state for more than two weeks while under active
medical treatment without approval from the Arizona Industrial Commission. If
the employee is planning to be outside the state for more than two weeks, the
employee must have written approval from the Arizona Industrial Commission
before the employee leaves the state.

Employees are not permitted to engage in outside employment while receiving

Workers’ Compensation from the City of Avondale unless written permission is
granted from Human Resources and Risk Management.
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FMLA leave, if eligible, will run consecutively while on Workers’ Compensation.
While under active medical care, the insurance company has the right to have the
employee periodically examined, at a reasonably convenient time and place, by a
doctor of its choosing. Failure to attend the examination could result in
suspension of Workers” Compensation benefits and the employee could be
required to pay for the cost of the missed examination.

Return to Work

While under active medical care, a doctor may release an employee to return to
modified duty or to the employee’s regular job.

If released to regular duty, an employee must be able to perform the essential
functions of the employee’s job, with or without reasonable accommodations. If
an employee requires accommodations, Human Resources will coordinate an
evaluation of the employee’s ability to return to the workplace.

If returned to work with restrictions, the physician must provide in writing a
detailed outline of what the restrictions are and the duration of those restrictions.
Human Resources, Risk Management and the department will work together to
determine if there is work available that meets the restrictions outlined. Modified
duty is not guaranteed. It will be up to the City to determine if work is available.
At no time will an employee be allowed to be on modified duty for a period of
time greater than twelve (12) months from the date of injury or date of onset of
illness. Modified duty work would no longer be available once an employee is
medically able to return to his or her regular job.

If an employee fails to accept a modified duty work assignment that he or she is
medically capable of performing, his or her compensation benefits may be
reduced or eliminated by the City.

Risk Management may require a fit for duty evaluation before an employee is
returned to regular duty.

Leave Without Pay

1.

Request and Determination

Employees may request, in writing, leave without pay (“LWOP”) for certain
restricted reasons. The department director, Human Resources and City Manager
will determine whether or not to approve the leave request.

Leave Accruals Discontinued

Vacation and sick leave accruals will discontinue at the point an employee goes
on leave without pay and will commence when they return to work.
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Insurance Discontinued

After two pay periods of leave without pay, health, dental, vision and life
insurance for the employee and any dependent coverage will discontinue.
COBRA coverage will be offered to the employee and dependents.

Unauthorized Absence

Any unauthorized absence of an employee from duty will be deemed absence
without pay and may be grounds for disciplinary action up to and including
dismissal from City employment.

Failure to Return After Notice

Failure on the part of an employee to return to duty within 48 hours after written
notice to return has been sent to his/her last known address will be cause for
immediate discharge and the employee automatically waives all appeal rights
under this policy.

Bereavement Leave

1.

General

Upon the death of an employee’s immediate family member, an employee may be
granted paid bereavement leave not to exceed five work days or 40 hours.
Additional hours beyond the limit may be charged to an employee’s sick leave or
vacation leaves at the employee’s discretion and with the department director’s
approval. Upon the death of an employee’s aunt, uncle, cousin, niece, or nephew,
an employee may be granted paid bereavement leave not to exceed one work day
or eight hours. Only full-time regular and/or probationary employees are eligible
for bereavement leave. Part-time employees are not eligible for bereavement
leave.

Immediate Family Defined

For purposes of bereavement leave, “immediate family” shall refer to a spouse,
son, son in-law, daughter, daughter in-law, mother, mother in-law, father, father
in-law, brother, brother in-law, sister, sister in-law, grandparent, grandparent in-
law, grandchild or step-child, step-parent, step-brother or step-sister.

Co-workers

At the discretion of the employee’s department director, an employee may be

granted up to four (4) hours of bereavement leave for attendance at a co-worker’s
funeral or memorial service.
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Military Leave

All regular employees who are or may be members of the National Guard or the Military
Reserves (U.S. Armed Forces) will be entitled to leave of absence with pay, upon written
request to the employees department director and submittal of appropriate documentation
of military active duty orders, from their respective duties on all days during which they
are employed with or without pay under the orders of or authorization of competent
authority, on active duty during training or duty with troops, field exercises or instruction
for a total period not to exceed the lesser of 30 working days or 240 hours in any two
consecutive years.

Civic Duty Leave

1.

General

Upon substantiated application, an employee shall be granted leave with pay as
civic duty leave while serving as a juror, complying with a subpoena and voting.

Use of Civic Duty Leave

Except for voting pursuant to ARIZ. REV. STAT. § 16-401 (primary elections) or
ARIZ. REV. STAT. § 16-402, (general elections) as amended, an employee granted
civic duty leave shall report for work whenever the employee’s presence is not
required for the civic duty, unless:

a.

The distance to the work location would preclude timely reporting for the
civic duty; or

The employee cannot return to work at least one hour before the end of the
work shift;

Civic duty leave will not count towards hours worked for purpose of
computing overtime.

General Election Day

a.

b.

The biannual general election day (the first Tuesday following the first
Monday in November of every even-numbered year) is not a legal holiday.
However, every public officer or employee is entitled to have adequate time to
vote, as set forth in ARiZ. REV. STAT. § 16-402, as amended. The three
consecutive hours immediately after the opening or the three consecutive
hours prior to the closing of the polls is provided for this purpose.

Arrangements must be made with the supervisor prior to general election day

and the supervisor may determine which hours are more suitable in
accordance with the needs of the department.

25



Q.

2664717.6

Appearance as a Witness

An employee who is subpoenaed as a witness by any court or administrative,
executive, or judicial body in this state may be absent with pay unless the
testimony or evidence to be given relates to the employee’s own personal
business.

Jury and Witness Fees
Employees who are granted civic duty leave when called for jury duty or

subpoenaed as a witness shall remit any fees to the City Finance and Budget
Department, except for mileage allowance.

Victim’s Leave

1.

Purpose and Eligibility

The City will allow employees who are victims of crimes to leave work to
exercise their right to be present at legal proceedings related to the crimes in
accordance with Arizona State Victim’s Leave Law (ARIZ. REV. STAT. §§ 8-420,
13-4439, 23-273) as amended. Any City employee is eligible for leave under this
policy, except if the employee’s family member is the victim and the employee is
in custody for an offense or is the accused.

Use of Victims Leave

A request for victim’s leave must be made to the immediate supervisor providing
as much notice as practical. In making this request, the employee shall provide
both of the following documents:

a. A copy of the form provided to the employee by the law enforcement agency.

b. A copy of the notice of each scheduled proceeding that is provided to the
victims by the responsible agency.

Leave records under this policy shall be maintained in a confidential manner.
When using victim’s leave, the eligible employee may use accrued sick leave,
vacation or time earned. Compensatory time earned may be used for non-exempt
employees to remain in a pay status while absent from work. If the employee has
exhausted all accrued leave balances or if the employee is not benefit eligible, the
leave of absence shall be unpaid and need to be approved by the City Manager.
While there is no maximum amount of time allocated for the victim’s leave, the
City reserves the right to limit the leave provided under state law if the
employees’ absence from work creates an undue hardship to City business.

Administrative Leave
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The Human Resources Department may authorize the granting of administrative leave to
temporarily relieve an employee of his/her duties during an investigation and/or pending
the outcome of a personnel or disciplinary hearing. Administrative leave may be
authorized with or without pay depending upon the specific circumstance.

Health, Dental, Life and Optional Insurances

Subject to the approval of City Council, the City provides health, dental and life
insurance to regular status full-time employees. Insurance coverage begins 30 days after
the first day of the month following the employee’s first day of employment. All regular
part-time employees hired after September 15, 2009, are not eligible for any health,
dental, life or optional insurances.

1.

Medical Insurance

Employees hired in 30-40 hour positions are covered by the City’s regular
medical insurance plans. Employees may elect to cover their dependents at the
cost which has been negotiated by the City and the insurance carrier. The City
may elect to pay a portion of the dependent’s coverage. Employees hired in a
position with hours less than 30 hours are not eligible to enroll in the City’s
medical insurance plans.

Dental Insurance

Employees hired in 30-40 hour positions are covered by the City’s dental
insurance plans. Employees may elect to cover their dependents at the cost which
has been negotiated by the City and the insurance carrier. The City may elect to
pay a portion of the dependent’s coverage. Employees hired in a position with
hours less than 30 hours are not eligible to enroll in the City’s dental insurance
plans.

Life Insurance

Employees hired in 30-40 hour positions are covered by the City’s basic life
insurance plan. These employees may purchase additional life insurance.
Employees hired in a position with hours less than 30 hours are not eligible to
enroll in the City’s life insurance plans.

Optional Insurance Benefits

The City may provide optional benefits through payroll deduction.

Continuation of Health Insurance under Consolidated Omnibus Budget
Reconciliation Act (“COBRA”)

Under the Consolidated Omnibus Budget Reconciliation Act of 1985, better known as
COBRA, if an employee terminates employment with the City, the employee is entitled
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to continue participating in the City’s group health plan for a prescribed period of time,
usually 18 months. (In certain circumstances, such as an employee’s divorce or death,
the length of coverage period may be longer for qualified dependents.) COBRA
coverage is not extended to employees terminated for gross misconduct.

If a former employee chooses to continue group benefits under COBRA, he/she must pay
the total applicable premium plus a 2% administrative fee. Coverage will cease if the
former employee fails to make premium payments as scheduled, becomes covered by
another group plan that does not exclude pre-existing conditions, or becomes eligible
for Medicare.

For detailed information or questions on COBRA, employees are requested to check with
the Human Resources Department.

Workers’ Compensation Insurance

1.

General

Workers’ Compensation provides a medical and hospitalization expenses benefit
as well as partial payment in lieu of salary for workers injured on the job. All City
employees are covered by this form of insurance at no cost to the employee from
the first day of employment. Benefits are based on 66 2/3% of the monthly wage
up to the statutory limit set forth in the Arizona Revised Statues.

Temporary Disability and Sick Leave

An employee receiving temporary disability payments pursuant to the laws related
to Workers’ Compensation may elect to use accumulated sick leave in order to
continue his/her regular income if employed with the City less than one year.
Sick leave must be used in increments of not less than eight hours per pay period.
The purpose of this policy is to ensure that an employee does not suffer economic
hardship as a result of his/her injury; however, the employee shall not make a
financial gain as a result of his/her injury or illness.

Reporting Period

All job-related personal injuries to employees must be reported to Risk
Management within 24 hours of the time the accident occurred.

Choice of Care Provider

The City has the right to request that an employee injured on the job, seek medical
assistance from a doctor of the City’s choice.

Retirement Plans
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Enrollment in the Arizona State Retirement System or the Public Safety Personnel
Retirement System or the Correctional Officers Retirement Plan will be determined based
upon eligibility. The Public Safety Personnel Retirement System is for certified peace
officers and firefighters.

Deductions for all plans are made from each pay period. The amount of the City’s
contributions, as well as employee contributions, is determined by state legislation.

Deferred Compensation Plan

Under this optional plan, which is governed by Internal Revenue Service (IRS) Code 457,

an employee may choose to defer a portion of his/her income through payroll deduction.

The deferred amount is not taxable until withdrawn, and various options are available for

the investment of these funds. There are no City matching funds for this benefit. By

deferring income, an employee may lower the income tax they currently pay.

Health Savings Account (“H.S.A.”)

1.  General

Health Savings Accounts (“H.S.A.”) were created by Public Law 108-173, the
Medicare Prescription Drug, Improvement, and Modernization Act of 2003.
H.S.A. are designed to help individuals save for qualified medical and retiree
health expenses on a tax-advantaged basis.

2. Employee Choice

Employees who select a high deductible health plan may be eligible to participate
in an H.S.A.

3.  City Contribution
The City may elect to contribute funds to employee’s H.S.A. accounts.
Flexible Spending Arrangements (“FSA”)
1. General

Health Flexible Spending Arrangements and Dependent Care Flexible Spending
Arrangements (“FSA”) allow employees to be reimbursed for medical expenses.

2. Process
a. Employees may contribute to FSA accounts up to the limit set by the City.

b. No employment or federal income taxes are deducted from employee
contributions to FSA accounts.
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CHAPTER 7
Drug and Alcohol Policy

A. Provisions Covered by the Rules

These policies and procedures will apply to all classified positions in all departments
of the City of Avondale and to such positions in the exempt and temporary service as
may be provided herein.

B. Drug and Alcohol Testing Policy
The City of Avondale (the “City”) believes that substance abuse is a serious threat to
the welfare of our employees, citizens, and the public. To address this problem, we
have introduced this policy with respect to the use, possession, or sale of drugs and
alcohol. By establishing this policy, we hope to:

1. Maintain a safe, healthy, and productive working environment for its employees.
2. Ensure the good reputation of the City and its employees.

3. And reduce accidents, tardiness, absenteeism, and indifferent job performance.

Typically, employees with drug and alcohol abuse problems make up only a small
part of the work force, so we regret any inconvenience to the majority of you that are
not substance abusers. We believe, however, that the benefits of our drug and alcohol
testing program will more than make up for any inconvenience. Thus, we ask for
your understanding and cooperation in implementing this policy.

C. Substance Abuse Policy

This policy requires all employees of the City to refrain from being involved in any
way with illegal drugs or from abusing alcohol, on or off the job.

D. Grounds for Termination or Discipline
The following are grounds for discipline up to and including termination, even for a
first offense.

1. Illegal Drug Use
Illegal drug use includes possessing, using, purchasing, distributing, or selling
illegal drugs, or reporting to work impaired by illegal drugs. Under this policy,
“illegal drugs” include any drug or drug-like substance which:

a.) Is not legally obtainable.

b.) May be legally obtainable but has not been legally obtained.

c.) Is being used in a manner or for a purpose other than as prescribed.



2. Alcohol Abuse
Alcohol abuse includes possessing, using, purchasing, distributing, or selling
alcohol beverages at any time during the hours between the beginning and ending
of the employee’s work day, or reporting to work or working while impaired by
alcohol in any way.

3. Failure to Participate

The following will be considered a failure to participate in the City’s drug and
alcohol testing policy:

a.) Failure to submit to drug or alcohol testing.

b.) Failure to immediately report for drug or alcohol testing when requested to do
SO.

c.) Refusal to sign all appropriate consent forms.

d.) Any other failure to cooperate to the City’s complete satisfaction.

4. Use of Legal Drugs

a.) In recognition of privacy concerns, the City will not solicit information from
an employee regarding medications that an employee may be taking absent an
indication that the employee is impaired or poses a safety hazard. The
exception to this section of the policy is Police Officers and Detention
Officers.

b.) It is the responsibility of any employee who is taking any medication,
including those sold without a prescription, which may interfere with the safe
and effective performance of duties to notify their supervisor before beginning
work. Disclosure of the specific medical condition or the specific medication
to the supervisor is not required (it may ultimately be required to be made to
City Human Resources or a City-contracted Physician). The employee shall
provide documentation from the treating physician of any limitations this may
impose on the employee. If the limitations are such that the employee cannot
safely and effectively perform his/her job duties, the employee may be placed
on sick leave and referred to the Human Resources Department for discussion
of reasonable accommodation.

c.) It is the employee’s responsibility to advise the City when the employee is no
longer using the medication in question.

d.) Any medical documentation shall be sent to City Human Resources for filing
in the employee’s confidential medical file.
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E. Testing

1. Pre-Employment Drug Abuse Screening
The City will test all applicants who, as required by AZ Peace Officers Standards
and Training Board and Federal/state law, receive an offer of employment prior to
commencing employment, in an effort to detect individuals who currently use
illegal drugs.

2. Reasonable Suspicion Testing

The City will require an employee to submit to alcohol and/or drug testing when
there is reasonable suspicion to believe that the employee is engaged in illegal
drug use or alcohol abuse. For purposes of this policy, “reasonable suspicion” will
be based on specific observations concerning the appearance, behavior, speech or
body odors of the employee, including, without limitation, slurred speech, red
eyes, dilated pupils, incoherence, unsteadiness, unexplained carelessness or
accidents, erratic behavior, inability to perform the job and other unexplained
behavioral changes. These observations must be made by a supervisor or other
City official who has been trained to recognized signs of alcohol and/or drug use.

3. Random Testing

The following employees are subject to unannounced random screening for illegal
drug use

a.) Certified police officers

b.) Police reserve officers
c.) Firefighters
d.) Firefighter reserve employees.

F. Consequences of Violating This Policy

1. An employee who tests positive, refuses to submit to drug or alcohol testing,
refuses to sign all appropriate consent forms, or otherwise fails to participate in
this policy to the City’s complete satisfaction, may be subject to discipline up to,
and including, immediate termination.

2. The appropriate level of discipline will be determined on a case-by-case basis at
the City’s discretion, and may include treatment or rehabilitation under terms
established by the City in consultation with a substance abuse professional.

3. This policy shall be construed in accordance with federal and state laws, including
the Americans with Disabilities Act, the Family and Medical Leave Act, and the
——OMNIBUS FranspertationEmployee Festing Aetof 04—
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4. Rehabilitation is the responsibility of the individual employee. An employee with
a drug or alcohol abuse problem is encouraged to use whatever treatment or
rehabilitative services are available under the City’s group and health plan in
effect at that time.

5. The City may not keep an employee in any particular job classification or position
after the employee, either voluntarily or as a result of a positive drug test, seeks
treatment or rehabilitation, unless otherwise required by law.

G. Federal Highway Administration Controlled Substances and Alcohol Use
Testing Requirements
The United States Department of Transportation (DOT) has adopted mandatory rules
which require employers to adopt and maintain substance abuse prevention programs,
including drug and alcohol testing.

1. Rules
These rules apply to every person who performs a safety sensitive function on a
commercial motor vehicle (CMV) and is required to hold a commercial driver’s
license (CDL) to perform his or her job duties.

a.) All employees required to hold a CDL as part of their job with the City must
always be immediately available to perform any safety sensitive function, and
must comply with these rules at all times while on duty.

b.) Any questions concerning the DOT drug and alcohol testing rules should be
directed to the Human Resources Department.

2. Definitions

a.) Alcohol use means the consumption of any beverage, mixture or preparation,
including any medication, containing alcohol.

b.) Controlled substances are marijuana, cocaine, opiates, amphetamines and
phencyclidine.

c.) A commercial motor vehicle is any motor vehicle used to transport
passengers or property if it has a gross vehicle or combination weight of
26,001 or more pounds, is designed to transport 16 or more passengers,
including the driver, or is used to transport placarded hazardous materials.

d.) A driver is considered to be performing a safety sensitive function during any
period in which he or she is doing any of the following with respect to a
CMV; waiting to be dispatched, inspecting, servicing, conditioning, driving,
loading or unloading (whether supervising, assisting or merely attending),
repairing, obtaining assistance, waiting for held while the vehicle and all other
time in or upon the vehicle
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e.) A refusal to submit to alcohol or controlled substance testing includes any of
the following:

1.) Failure to provide adequate breath for alcohol testing without a valid
medical explanation.

2.) Failure to provide an adequate urine sample for controlled substances
testing without a genuine inability to provide such a sample.

3.) Or any other conduct that obstructs the testing process.

3. Prohibitions
The City will not permit any driver to operate or continue to perform safety
sensitive functions if he or she:

a.) Has an alcohol concentration of 0.04 or greater.

b.) Is using alcohol while performing any safety sensitive function.

c¢.) Has used alcohol within 4 hours of performing any safety sensitive function.
d.) Has used a controlled substance.

e.) Or has tested positive for any controlled substance.

f.) If a driver has an alcohol concentration of 0.02 — 0.039, he or she will not be
allowed to perform any safety sensitive function for the City for at least 24
hours.

g.) The City also will not permit a driver to operate a commercial motor vehicle if
the driver possesses alcohol or if the driver refuses to submit to required
alcohol or controlled substance testing.

4. Required Testing

a.) Pre-Employment Testing
The City will not permit any driver to perform safety sensitive functions
unless that driver has received a controlled substances test result from the
medical review officer (MRO) indicating a verified negative result. The only
exception to this rule is if the driver is excused from the pre-employment
testing requirement pursuant to 49 C.F.R. 381.301 (c).

b.) Post Accident Testing
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d.)

As soon as practicable following an accident, the City will test each driver for
alcohol and controlled substances if:

1.) The driver was performing a safety sensitive function with respect to the
vehicle, and the accident involved the loss of a human life.

2.) Or the driver receives a citation for a moving traffic violation arising from
the accident, and the accident resulted in bodily harm to any person
requiring medical treatment away from scene of the accident

3.) Or there is disabling damages to any of the vehicles involved in the
accident.

4.) An alcohol test will be administered within 8 hours and a drug test will be
administered within 32 hours of the accident. If these tests are not
performed within these periods, the City will cease its testing efforts and
prepare to record identifying the reason(s) why one or both of these tests
were not administered.

5.) A driver who is subject to post accident testing shall remain readily
available for such testing or may be deemed to have refused to submit to
testing.

6.) A driver may not consume any alcohol for 8 hours following an accident,
or until tested, whichever occurs first.

7.) A driver must contact his or her supervisor immediately after an accident
so that the need for alcohol and drug testing can be assessed and to ensure
that the driver will be able to comply with the DOT rules. Failure to report
an accident involving a commercial motor vehicle may be grounds for
disciplinary action.

Random Testing
The City will also randomly select a number of drivers each calendar year for
drug and alcohol testing at an annual percentage rate determined by the
FHWA Administrator. Currently, the annual percentage rate for covered
drivers is 25 percent for alcohol testing and 50 percent for controlled
substances testing.

Reasonable Suspicion Testing

The City will require drivers to submit to alcohol and/or controlled substances
testing when there is reasonable suspicion to believe that the driver has
violated the DOT rules concerning alcohol use or controlled substances.
“Reasonable suspicion” will be based on specific, contemporaneous,
articulable observations regarding the appearance, behavior, speech or body
odors of a driver during, or just before or after. The period of the work day
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f)

that the driver is required to be in compliance with the DOT rules. These
observations will be made by a supervisor or City official who has been
trained to recognize signs of alcohol and/or controlled substance abuse.

When the City reasonably believes a driver is impaired, that driver will not be
allowed to perform any safety sensitive function until

1.) An alcohol test is administered and the alcohol concentration is less that
0.02;

2.) Or 24 hours have elapsed since the reasonable suspicion determination.

Return to Duty Testing

Before returning to duty requiring the performance of any safety sensitive
function following alcohol-related conduct prohibited by the DOT rules, a
driver must undergo a return to duty alcohol test with a result indicating an
alcohol concentration of less than 0.02.

Before returning to duty requiring the performance of any safety sensitive
function following controlled substances related conduct prohibited by the
DOT rules, a driver must undergo return to duty controlled substances testing
with a result indicating a verified negative result for controlled substances.

Follow Up Testing

A driver who has been determined to need assistance in resolving problems
associated with alcohol misuse and/or controlled substances is subject to
unannounced follow up testing as directed by a substance abuse professional.
There must be at least 6 follow up tests within the first 12 months after a
driver returns to duty, follow up testing will not exceed 60 months from the
date of the driver’s return to duty.

Testing under paragraphs c, d, and f will occur while the driver is performing
safety sensitive functions, or just before the driver is to perform safety sensitive
functions or just after the driver has ceased performing such functions.

5. Testing Procedures

a.)

Revised 09/15

Controlled Substances
Precautions will be taken to ensure that a urine specimen is not adulterated or
diluted during the collection procedure, and that information on the urine
bottle and on the urine custody and control form identifies the driver from
whom the specimen was collected. These precautions will include placing a
bluing agent in toilets when possible, securing and monitoring water sources
and positively identifying the driver as the employee selected for testing.
Additionally, drivers will be required to remove any outer garments and
personal belongings (such as purses or briefcases) in which items may be
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Under normal circumstances, the actual collection of the urine specimen will
not be observed unless:

1.) The urine specimen falls outside the normal temperature range and the
driver either declines to allow measurement of his or her body temperature
or his or her oral body temperature varies by more than 1.8 degrees
Fahrenheit from the specimen;

2.) The driver’s previous specimen did not register a normal measurement of
specific gravity and creatinine;

3.) The collection site person observes conduct clearly and unequivocally
indicating an attempt to substitute or adulterate the specimen; or

4.) The driver has previously been determined to have used a controlled
substance and the particular test was being conducted under DOT agency
regulation providing for follow up testing upon or after the driver’s return
to duty.

5.) If the temperature of the specimen falls outside of the normal range, the
assumption will be that it has been altered or substituted. The driver may
volunteer to have his or her oral temperature taken to counter this
presumption. In all circumstances, the collection site person will inspect
the specimen to determine if it has been contaminated, and will note any
unusual findings on the custody and control form. All specimens
suspected of being adulterated will still be forwarded for testing.
Whenever there is reason to believe that a specimen has been altered or
substituted, a second observed specimen will be obtained from the driver
as soon as possible.

Both the driver and the collection site person must be present when:
1.) The specimen is labeled;
2.) The driver initials the label to confirm that it is his or her specimen,;

3.) The collection site person enters the information to identify the specimen
and

4.) Signs the custody and control form;

5.) The driver reads and signs the statement of the form certifying that the
specimen is the one he or she provided; and

6.) The driver signs a consent or release form if specified by DOT rules or is
required by the collection site or laboratory
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b.)

c.)

The collection site person will note any refusal to cooperate with the testing
process on the custody and control form and will notify the City.

The City will use a “split sample” method of testing performed by laboratories
certified under the HHS “Mandatory Guidelines for Federal Workplace Drug
Testing Programs.” If the initial screening test is positive, the driver may
request that the MRO send the split specimen to another HHS certified
laboratory to test for the presence of the drugs for which a positive result was
initially obtained. This request must be made within 72 hours of the driver’s
notification of the test results.

The MRO will review the final confirmed test results before they are
transmitted to the City. However, the MRO will first contact a driver to
discuss a confirmed positive test result. If the MRO is unable to contact the
driver directly, he or she will attempt to do so through a designated City
official. The MRO may verify a test result as positive without communicating
with the driver if:

1.) The driver declines to discuss the test with the MRO;

2.) More than 5 days pass since the time the designated City official informs
the driver that he or she should contact the MRO; or

3.) Other circumstances provided for in DOT agency rules.

Following verification of a positive test result, the MRO will refer the case to
the City’s Human Resources Department.

Alcohol Testing

The City will conduct a screening test for alcohol use using either an
evidentiary breath testing device (EBT) or a non-evidential screening device
approved by the National Highway Traffic Safety Administration. If the
screening test yields an alcohol concentration of 0.02 or greater, a
confirmation test will be performed between 15 and 30 minutes after the first
test using an EBT. If the two tests yield different results, the confirmation test
will be deemed to be the final result upon which any action is based.

The City will comply with the quality assurance plan and the manufacturer’s
instructions for each screening device used, and shall maintain records
relating to the inspection, maintenance, compliance with the quality assurance
plan, calibration and qualifications of individuals using each screening device.

Handling of Test Results
Test results will be kept confidential except as required by law or expressly
authorized by the DOT rules.
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The City will notify driver applicants of pre-employment test results if the
driver requests such results within 60 days of being notified of the disposition
of his or her application.

The City will notify a driver of the results of random, reasonable, suspicion,
and post accident test results verified as positive for controlled substances, and
identify for the driver the controlled substances that were detected and
verified.

6. Consequences for Engaging in Prohibited Conduct
A driver who engages in conduct prohibited under the DOT rules must be
evaluated by a substance abuse professional who will determine what assistance,
if any, the driver needs in resolving problems associated with alcohol or
controlled substances use.

Additionally, the driver will not be allowed to perform any safety sensitive
function for the City until meeting the requirements for referral, evaluation and
treatment, and has taken and passed a return to duty test.

H. Other Policies

This appendix is in addition to the City of Avondale Drug and Alcohol Abuse Policy
adopted by the City pursuant to all employees. All City employees are subject to this
general drug and alcohol testing policy and the City may, independent of the rules
described in this Appendix and the DOT rules, require any City employee to submit
alcohol and/or drug testing in accordance with that policy. Any employee who
violates that Policy is to be subject to discipline under its terms and provisions, which
may include termination of employment.

I. Drug Free Awareness Program
To educate employees about the dangers of substance abuse, the City has established
a drug free awareness program along with the availability of counseling, and the
City’s policy regarding substance abuse.

The City has also established a training program for all Commercial Motor Vehicle
operators and supervisory employees, which includes information on the effects and
consequences of controlled substances and training to detect controlled substance
abuse.

1. Treatment

a.) The City encourages employees with substance abuse problems to avail
themselves of any available treatment or rehabilitative services available
under the City’s group health plan.

b.) Information regarding these services can be obtained from the Human

Resources nppqr‘rmpnf
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2. Discipline

a.) An employee who tests positive, refuses to submit to drug or alcohol testing,
refuses to sign all appropriate consent forms, or otherwise fails to comply with
this policy to the City’s complete satisfaction may be subject to discipline up
to, and including, immediate termination.

b.) The appropriate level of discipline will be determined on a case by case basis
at the City’s discretion, and may include treatment or rehabilitation under
terms established by the City.

c.) The City is entitled to rely on the results of its drug or alcohol test to
determine whether the employee has violated the policy prohibiting drug or
alcohol.

J. Other Laws
This policy will be construed in accordance with federal, state, and local laws,
including the Americans with Disabilities Act the Family Medical Leave Act, and the
OMNIBUS Transportation Employee Testing Act of 1991.
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CHAPTER 8
Nepotism/Outside Employment

A. Employment of a Relative

Employment of immediate family, including step-family, will apply at all times to all
positions within the City of Avondale. Immediate family members will not be employed in
positions where one is in the supervisory chain of the other. Employees who become
relatives after appointment will not continue to be employed in violation of this policy. One
of the two employees must be appointed to an appropriate vacancy in accordance with these
policies or resign. If the two family members cannot determine which one will resign the
Department Director shall make the decision based on seniority within that department.

B. Outside Employment

Employees of the City of Avondale may take part-time jobs if there is no conflict with
normal working hours, the employees’ efficiency in their work is not affected, or there is no
conflict with the interest of the City.

The following activities, not all-inclusive, are considered to be in conflict or incompatible
with City employment:

1. Any outside employment or activity that conflicts with the employee’s City position
while on active FMLA or Workers Compensation status.

2. Any employment, activity, or enterprise which involves the use, for private gain, or use
of the City’s time, facilities, equipment, or supplies, or the prestige or influence of the
City office or equipment;

3. Any activity which involves receipt or acceptance by an employee of any money or other
consideration from anyone other than the City for performance of an act which the
employee should be required or be expected to render in the regular course of his/her city
employment or his/her duty as an employee;

4. Any activity which involves a performance of an act other than in the capacity of a City
employee which may later be subject to the control, inspection, review, or enforcement
by the employee or the department by which he/she is employed; and

5. Any activity which involves so much of the employee’s time that it impairs his/her
attendance or efficiency in the performance of his/her duty.

6. The City Manager will make a final determination as to whether a specific activity is
prohibited.

Revised 6/11 Nepotism/Outside Employment
- Chapter 8 Page 1 -



CHAPTER 9
Appearance and Conduct

A. Appearance
All employees are required to maintain a clean well-groomed appearance in
conjunction with the position they hold.

1.

Department managers are responsible for enforcing the proper dress, personal
appearance, hygiene, and service provided by their department.

Dungarees or similar clothing will not be worn by office personnel or personnel
other than those persons for whom such clothing is appropriate due to the nature
of their work.

a.) However, the City Manager may, at his/her discretion, authorize the wearing
of such clothing for special occasions.

B. Conduct
All employees shall:

1.

Treat their co-workers, supervisors, department manager, City Manager and
Council Members with appropriate respect for the positions they hold, and carry
out all instructions from management to the best of their ability.

Conduct themselves in a manner so as to be a credit to the City both on and off
duty.

Be just and honorable in all their relations with each other. They will not make
false reports and statements or gossip to the discredit or injury of another City
employee or concerning municipal matters; nor will they act in a manner directed
toward creating a disturbance or dissension within City departments.

Not consume or have in their possession, while on duty, or during any authorized
work break any alcoholic beverage or unlawful drugs.

Not possess any gambling devices or paraphernalia on City property with the
intent to use the same for an unlawful purpose, nor will employees conduct or
attend or make any bet, lottery or gambling for profit during working hours.

Adhere to the City’s Drug and Alcohol Policy to ensure that all employees are
free from drug and alcohol abuse. Consequently, the use of alcohol and illegal
drugs while on duty is prohibited. The City has a zero tolerance policy against
drugs and alcohol. This policy is to ensure a positive and productive work
environment.

Adopted 07/15/02 Appearance and Conduct Effective 08/15/02
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C. Attendance
Employees are required to be at their assigned work stations prepared to work, on
time, and as scheduled each day.

1. If an employee, for some unavoidable reason, cannot report for work, he/she will
notify his/her supervisor or department manager prior to the first normal duty
hours, or within thirty (30) minutes following the time scheduled to report for
work.

2. Failure on the part of an employee to comply with these policies will be cause for
disciplinary action.

D. Hours of Work
Hours of work will be established by each department manager and upon approval of
the City Manager.
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CHAPTER 10
Use of City Property

A. City Property

1.

2.

Any employee of the City of Avondale found responsible for damage to or loss of
city property through negligence or abuse will be subject to disciplinary action
and may be required to reimburse the City for such damages or loss.

No city equipment, materials or supplies will be removed from their locations
without the approval of the department manager or City Manager.

B. Uniforms
Uniforms and protective clothing provided by the City to employees or owned
clothing bearing city identification, will be worn only for official city duties and,
except in the performance of official duties in no event will be worn in liquor
establishments or places of public entertainment.

C. Use of City-Owned Vehicles

1. Policy Statement
The City of Avondale will provide for and maintain certain vehicles and
equipment for the purpose of conducting certain city business. This business will
be governed by the following vehicle use policy. The City Manager will oversee
and direct where needed the powers of this policy.
2. Department Manager Vehicles
The City Manager will make all department manager vehicle assignments and
such assignments will conform to the Internal Revenue code.
3. Departmental Vehicle Assignments
Each department manager will assign vehicles in their respective departments
with the approval of the City Manager, in accordance with Internal Revenue
codes.
4. Vehicle Use
a.) Seat belts will be worn by all drivers and passengers at all times while in city
vehicles.
b.) No tobacco products will be used in any city vehicle or equipment.
c.) All city vehicles and equipment will be operated by a legally licensed
operator.
Revised 12/01 Use of City Property
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d.) Operators will keep vehicles or equipment clean inside and outside at all
times.

e.) Operators will inspect fluid levels, tires, lights, and glass on a regular basis.

f.) All city vehicles and equipment will be operated in a safe manner and all city
vehicles and equipment will be operated for official use only. The following
are not considered official uses:

1.) Operating a city vehicle or equipment under the influence of alcohol or
unlawful drugs.

2.) To and from establishments where discredit can be brought to the City.

3.) For the transportation of alcohol and unlawful drugs or drug
paraphernalia, except for public safety vehicles.

4.) For the use of conducting business for personal profit.
5.) For the use of committing an unlawful activity.

5. All airbag equipped vehicles will have the airbags fully operational
At no time will any city vehicle equipped with airbags, be deactivated. This
includes passenger airbags also. On pickup trucks equipped with a passenger
airbag deactivation switch, at no time will any person place this switch in the
“off” position. Any tampering of, or manipulation of the airbag operating system,
that will cause it to not operate as designed, will be subject to disciplinary action
as prescribed by the policies and procedures.

6. Accidents
All accidents will be reported in accordance with Risk Management regulations.

7. Compliance
Any operator found to be in violation of any part of this policy will be subject to
disciplinary action as prescribed by these policies and procedures.
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CHAPTER 11
Safety Policy

A. Policy
The City of Avondale (the “City”) strives to provide safe working conditions for its
employees. The HR Director (the “HR Director”) is responsible for the administration of
safety programs throughout the City under the direction of the City Manager.

1. General Employee Responsibilities

a.) Each employee is responsible to be familiar with the emergency policies and
procedures contained herein.

b.) Each employee must know the location of first aid supplies and the automated
external defibrillator.

c.) Each employee must observe traffic laws and regulations when driving or
operating City vehicles and equipment.

d.) Each employee shall wear safety belts when operating City vehicles or
equipment or when operating his/her personal vehicle while performing City
business.

e.) Each employee is required to report to his/her immediate supervisor the use of
medication that may impair his/her ability to drive or operate equipment.

f.) Each employee is strictly prohibited from driving or operating equipment
while under the influence of alcohol or drugs.

g.) Employees are expected to follow good safety practices and are subject to
disciplinary action for failure to do so.

B. Reporting Accidents and Injuries

1. Employees shall notify their immediate supervisors to report safety issues,
injuries and accidents as soon as possible after discovery of the safety issue,
injury or accident. If the employee’s immediate supervisor is not available,
he/she should report the issue or incident to the department director. The City
will not tolerate any form of retaliation for such reporting.

2. All injuries or accidents need to be documented whether or not medical treatment
is sought. Once notified of an accident or injury, the supervisor or director will
report immediately to the City’s Safety & Risk Coordinator.

3. Injuries requiring only minor first-aid may be treated at the job site or department
office.



4. Within twenty-four (24) hours of any accident or injury, the supervisor receiving
the report of the accident or injury will file a supervisor’s report of injury form
with the Safety & Risk Coordinator for insurance purposes.

5. Employees who have an accident with a City-owned vehicle must first notify the
appropriate law enforcement agency and then their supervisors or department
directors.  All accidents, no matter how minor, require law enforcement
notification so that a traffic report can be generated.

6. Employees will be tested for drugs following any accident involving a City
vehicle.

a. While the City is waiting for the results of the drug test to be received, the
employee shall be assigned work duties that do not involve driving or
safety-sensitive equipment, such as a clerical/administrative position. If
no position is available, the employee shall be placed on administrative-
leave until the employee has been authorized to return to work by the
Human Resources Department.

7. Each department is responsible for maintaining thorough records of all accidents
and injuries, including the charging of responsibility where it can be determined.
Records kept on file should include a copy of the supervisor’s report of injury
form, a copy of any traffic report generated and notes of any conversations related
to the accident or injury.

C. Workplace Violence Policy

1. Purpose
The City and its employees have a mutual obligation to ensure a safe and healthy
work environment. The purpose of this policy is to provide guidance and
direction to all personnel regarding workplace violence issues. Any questions
regarding this matter should be directed to the HR Director or the Safety & Risk
Coordinator.

2. Definitions

a.) Workplace - Any location where an employee is working or conducting
business for the City.

b.) Threatening Behavior - Any intimidating or bullying type of behavior, verbal
or nonverbal, that would cause a reasonable person to feel physically in
danger.

¢.) Harassment - Where one or more employees engage in a pattern of behavior
to annoy, pester, tease, torment or disturb another employee in a manner that
prevents the targeted employee from being able to effectively perform his/her
duties at work. In severe cases isolated incidents of this behavior may be
considered harassment.
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3. Policy

a.) Zero Tolerance

1.

Violence or the threat of violence by or against any City employee is
unacceptable and will not be tolerated.

The City will take any steps deemed necessary to protect its workforce
from violence. An employee who commits or encourages violence in the
workplace will be subject to serious disciplinary action, up to and
including termination.

The City will fully cooperate with the efforts of law enforcement
personnel to prosecute anyone who subjects employees to violent acts or
threats of violence.

b.) Reporting

1.

It is the mutual obligation of all City employees to prevent violent
behavior and threats of violent behavior.

All threats, harassment and violent acts that may impact the workplace,
whether by co-workers or individuals not employed by the City, must be
promptly reported to an employee’s immediate supervisor or, if the
immediate supervisor is unavailable, to the employee’s department
director.

Employees acting in good faith who report violent behavior, threats of
violent behavior or harassment will not be subject to retaliation or
harassment based upon their report. If there is uncertainty as to whether a
situation constitutes violent or threatening behavior, the employee is
encouraged to discuss the matter with his/her immediate supervisor or
department director.

Employees must take all threats and violent behaviors seriously, whether
directed at the employee or another, and have a duty to report them.

Supervisors, managers and directors shall monitor their workplace and
report all threats and violent behaviors immediately to the HR Director,
regardless of whether the person engaged in the behavior is a direct
subordinate or no complaint has been made.

The first response to serious violence should be to call 911.

Failing to report violent acts or threatening behavior can be a serious
offense and may result in discipline, up to and including termination.
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¢.) Weapons

1.

Except for sworn police officers and detention officers, the possession, use
or threat of use of any weapon, including all firearms and other objects,
which could be used as weapons likely to cause serious injury, is
prohibited in the workplace and within any City property, including City
vehicles.

An employee found with an unauthorized weapon on City property shall
be subject to disciplinary action, up to and including termination.

Employees who feel they have a special need for added personal safety
should contact the HR Director. The HR Director should consult with the
Chief of Police to determine if additional measures for safety are
necessary.

d.) Risk Reduction Efforts
The City strives to use the following management tools in an attempt to
reduce the risk of violence in the workplace:

1.

Prompt reporting is required of any and all threatening and violent
behavior.

Probationary periods and performance evaluations.
Discipline policy.
New hire training.

Educational efforts provided through the employee newsletter, the HR
Department and division staff meetings.

Background checks.

4. Addressing Workplace Violence

a.) Employee Response to Violence in the Workplace

1.

Actual Or Potential Confrontation

Violence in the workplace may occur as a result of poor relations among
co-workers or with supervisors, negative contact with the public or from
personal disputes with family members or neighbors. When faced with an
actual or potential confrontation, employees should:

e Be alert, calm and respectful in order to diffuse a situation;

e Have an agreed-upon danger signal to alert co-workers in your work
area to trouble; and
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b.)

e Be observant and listen to the person. This will serve the purpose of
potentially defusing the situation and will make it more likely that
employees will remember details when reporting the incident.

2. Emergency Situations
The first response to serious violence should be to call 911. If a City
phone is used, dial 9, listen for the dial tone and then dial 911. Be
prepared to calmly state your exact location, your name and the specific
nature of the problem. As soon as practicable, contact your supervisor,
who then will inform the department director and the HR Director.

3. Non-Emergency Situations
Individuals involved should be separated if separation can be
accomplished safely. The supervisor will notify the department director
and the HR Director of the situation and report the action taken. The
department director and the HR Director should be advised promptly
about the confrontation or altercation and will determine further action.

4. Court Orders

If an employee obtains a restraining order or an order of protection from a
court due to an off-the-job situation, and the order includes the workplace,
the employee is required to inform the Human Resources Department of
the issuance of such a court order and provide a description of the
individual cited in the order. The Human Resources Department will
notify the employee’s Department Head and will decide decide the
appropriate steps to take and further notifications required to protect the
workplace.

Supervisor Response to Violence in the Workplace

Supervisor/director personnel shall take the following action upon receiving a
report of an actual or potential workplace violence or harassment situation and
immediately advise the Human Resources Department:

1. Initial Response
e Immediately evaluate the severity of the situation.

e If the situation appears urgent or criminal in nature, contact the police
department immediately.

2. Investigation
The HR Department will initiate a prompt and thorough investigation of
all reported violence or threats of violence. If the alleged perpetrator is a
City employee, he or she may be questioned and/or put on administrative
leave pending the investigation. At any time, the police department may
be contacted and may be present during questioning.

3. Search
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c.)

d.)

All City property, including work areas, offices, lockers, file cabinets,
desks, vehicles or other City property, is subject to a search. These areas
are not considered personal or private. No personal locks will be allowed
to secure any City property (i.e., tool boxes, lockers, desks, etc.). All
locks are subject to removal by the City. The City shall supply a City-
owned lock for any area the employee and his or her supervisor deem
appropriate to maintain in a secured manner. No search pursuant to this
policy should be made of the employee’s person or of close personal
items, such handbags, briefcases or private automobiles, without the
consent of the employee. Should such a search be desired and consent
refused, law enforcement will be consulted.

4. Alternatives
Depending upon the nature or severity of the violent threat, act or
harassment, the department director or the HR Director may take or
recommend any of the following specific actions:

e Contact the police department for assistance.

e Place the employee on administrative leave pending an
investigation.

e Refer an employee for counseling through the employee assistance
program.

e Notify other employees to be alert.

e Obtain an injunction or restraining order.

e Pursue criminal charges against the individual.

e Provide additional security at the workplace as needed.
e Take other measures as deemed appropriate.

Privacy/Confidentiality

Disclosure of violent acts or threats and the identity of the employee will be
limited to those who have a need to know. However, if the threat is directed
at a number of individuals or is directed at the entire workforce, the City’s
need to maintain a safe work environment for its employees will outweigh the
person’s expectation of privacy, confidentiality or protection of their
reputation.

Critical Incident Debriefing

The City recognizes that the trauma and stress created by a violent incident
can affect many individuals such as witnesses, victims and bystanders. Often,
professional intervention is needed after an incident. Should this happen, the
HR Department will make arrangements with the employee assistance
program to conduct stress intervention. The HR Director will conduct
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debriefing sessions before employees are permitted to leave the workplace for
the day. Attendance at the debriefing session will most often be mandatory
for all those involved in the incident. The contents of any debriefing or stress-
related sessions shall be treated as confidential. An employee’s
attendance/participation in such a session shall not be the subject of any
documentation maintained in the employee’s personal file.

D. Emergency Evacuation
Employees are required to evacuate from the building immediately when an
emergency alarm is sounded. To assist in the evacuation of buildings, employees are
responsible for the following:

1. Knowing how to activate the fire alarm or designated evacuation signal for their
building.

2. Knowing two evacuation routes from their area and safe areas once outside the
building.

3. Being able to assist visitors and others in the building that are unfamiliar with
evacuation procedures and exit routes, including designated safe areas in the
buildings where persons who would have difficulty evacuating the building may
await rescue.

4. No employee shall re-enter an evacuated building unless specifically authorized
by the incident commander or the “all clear” is given.

5. Each employee is responsible for reviewing the emergency evacuation procedure.

E. Exposure Control Plan
This Exposure Control Plan is provided to eliminate or minimize occupational
exposure to bloodborne pathogens in accordance with the Occupational Safety and
Health Act. This plan applies to all affected departments except for the fire
department and the police department. Fire department employees shall follow the
department’s infectious control plan that includes bloodborne pathogens. The police
department employees shall follow the department’s exposure control plan.

1. Any employee at risk of an occupational exposure will be offered, at no cost to
the employee, the Hepatitis B Vaccination Series. = This vaccination series
consists of three shots administered at zero, one and six-month intervals.

2. Employees may decline to receive the Hepatitis B Vaccination Series but may
receive them at a later date. Employees must sign a declination form if they
decline the series.

3. Exposure control training will be conducted annually for areas that have
employees at risk for exposure and every two years for other employees.

4. All personal protective equipment shall be provided to employees by the City at
no cost to the employee.
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5. In the event of an exposure, the employee must report the exposure immediately
and complete the supervisor’s report, report of significant work exposure to
bodily fluids and the addendum to the Industrial Commission of Arizona report of
significant work exposure to bodily fluids.

6. Each employee is responsible for reviewing the Exposure Control Plan and must
acknowledge that the Exposure Control Plan materials have been received.

F. Personal Protective Equipment (PPE)
All employees that have work situations that expose them to potentially hazardous
conditions must wear the following personal protective equipment:

1. Employees are required to use eye and/or face protection when exposed to
hazards from flying particles, liquid chemicals, acid or caustic liquids, chemical
gases, vapors, potentially damaging light radiation and at all times when in the
field, around construction and maintenance projects/sites.

2. Employees are required to wear hard hats where there is a potential for injury to
the head from the impact of flying, falling, moving or propelled objects or from
electrical shocks or burns.

3. Employees are required to wear protective footwear when working in areas where
there is a danger of foot injuries due to falling and rolling objects, or objects
piercing the sole, and where such employee’s feet are exposed to electrical
hazards.

4. Hand protection shall be worn when hands are exposed to hazards such as those
from skin absorption of harmful substances, severe cuts or lacerations, severe
abrasions, punctures, chemical burns, thermal burns and harmful temperature
extremes.

When PPE is required to perform job tasks safely, supervisors are responsible for
enforcing these requirements. If injury occurs and an employee did not wear PPE in a
situation where an employee should be reasonably expected to wear PPE, that
employee may be disciplined for violating this policy in accordance with the City’s
Policy and Procedures Manual. Employees who refuse to wear PPE or are not
consistent in its use will be disciplined in accordance with the City’s Policies and
Procedures Manual. Each employee is responsible for reviewing the Personal
Protective Equipment Procedures. Each employee shall acknowledge that the
Personal Protective Equipment Procedures have been received.

G. Occupational Safety and Health Act Readiness Plan
The William-Steiger Occupational Safety and Health Act (OSHA) was enacted by the
U.S. Congress to ensure, as far as possible, safe and healthful working conditions for
the nation’s men and women. This is the purpose with which the City fully agrees
and maintains for the health and safety of our employees. It is important that each
facility understand the principle features of the Act and the following responsibilities:
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1. Whenever there is an occupational death or one or more employees are
hospitalized, the City’s Safety & Risk Coordinator will notify OSHA.

2. The OSHA Compliance Officer may inspect pre-determined areas to ensure City
compliance with OSHA regulations.

3. If the OSHA Compliance Officer (the “CO”) arrives during an off-shift time
period or a weekend, the CO will be instructed to return during regular business
hours.

4. The Safety & Risk Coordinator will greet the CO and verify identification.

5. Each department should determine an inspection route to meet the CO’s
inspection objectives. Do not walk through areas that are not part of the
inspection.

6. Every document request will be made through the Safety & Risk Coordinator.
Refer all CO document requests to the Safety & Risk Coordinator.

7. Employees are to be courteous and answer questions factually when asked by the
CO. Employees should not give opinions or speculate.

8. Each employee is responsible for reviewing the OSHA Readiness Plan. Each
employee shall acknowledge that the OSHA Readiness Plan has been received.
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CHAPTER 12
Solicitation, Conflict of Interest &
Political Activity

A. Solicitation
Employees may not distribute literature or printed materials of any kind, sell
merchandise, solicit financial contributions, or solicit for reasons of personal gain,
unless approved by the department director.

B. Conflict of Interest
No employee will engage in any activity or enterprise that conflicts with his/her
duties as a city employee or with the duties, functions, and responsibilities of
the department in which he/she is employed. The following activities will be
considered conflicts of interest in city employment, and it should be noted that
the list of activities deemed to be conflicts are not intended to be all-inclusive:

1. Any employment, activity or enterprise that involves the use, for private gain,
of the City’s time, facilities, equipment, or supplies or the badge, uniform,
prestige, or influence of the office of employment; or

2. Any employment, activity or enterprise that involves the receipt or
acceptance by an officer or employee of any money or other consideration
from anyone other than the City for the performance of an act which an officer
or employee would be required or expected to render in the regular course of
city employment or as part of his/her duties as a city employee; or

3. Any employment, activity or enterprise that involves the performance of an
act in other than his/her capacity as a city officer or employee which may later
be subject, directly or indirectly, to the control, inspection, review, audit, or
enforcement by such officer or employee of the department within which
he/she is employed; or

4. Any employment, activity or enterprise that involves so much of the
employee's time that it impairs his/her attendance and efficiency in the
performance of his/her duties as a city officer or an employee.

C. Prohibition of Political Activity

1. Employees, including exempt/nonexempt or temporary employees, are strictly
prohibited from engaging in the following activities associated with a City
election for the election of a City Council Member or the recall of a City
Council Member.
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a. Running as a candidate for the Avondale City Council. Any employee
interested in running for a seat on the Avondale City Council must resign
from City employment at the time the employee files for candidacy.

b. Signing or circulating nominating petitions pertaining to candidates for the
Avondale City Council (i) while on-duty or while wearing an official uniform
or insignia of the City, or (ii) at City-sponsored events.

c. Signing or circulating petitions for the recall of a City Council member.

d. Making campaign contributions to a candidate for Avondale City Council or
for the recall of an Avondale City Council Member.

e. Advocating for or against a particular candidate for Avondale City Council or
for recall of an Avondale City Council Member (i) while on-duty or while
wearing an official uniform or insignia of the City, or (ii) at City-sponsored
events.

f.  Any other involvement with an Avondale City Council candidate’s campaign,
other than casting an individual ballot.

g. Using City resources to influence the outcome of a City election.

2. Employees, including exempt/nonexempt or temporary employees, may sign
petitions or express personal opinions on referendum and initiative measures
pertaining to Avondale City ordinances or on bond elections called by the
Avondale City Council, so long as the employees are not (a) on-duty or
wearing official uniforms or insignia of the City, or (b) at City-sponsored
events. No City resources may be used. It must be clear that any opinion
expressed by a City employee is strictly an individual, personal opinion and in no
way represents the City’s position on the issue.

3. In all cases, pursuant to state law, City employees shall not use the authority of
their positions as City employees to influence the vote or political activities of
any subordinate employees with respect to any election.

4. Political activity on the national, state or county level is unrestricted, except
that any employee desiring to hold such office will refrain from any campaign
activity (a) while on duty as an employee or while wearing the uniform or
insignia of the City, or (b) at City-sponsored events. The state level includes
any governmental subdivision of the State, except the City of Avondale.
Holding a state or county office shall be subject to laws governing
incompatible offices.

D. Conlflicts Between Policies
To the extent that any provision in this Chapter 12 conflicts with any Administrative
Policies or directives, the provisions of this Chapter shall govern.
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CHAPTER 13
Employee Records & Reports

A. Maintenance of Records

The Human Resources Department will be responsible for maintaining records on
each employee to include pertinent personnel data such as name, address, telephone
number, title of position held, the department to which assigned, current salary, and
change in employment status. Records will also include information relative to
completion of training programs as well as professional and technical courses,
accomplishment of work, conformance to expected standards, disciplinary actions,
awards and such other information as deemed by the HR Director as important. Each
employee will be advised as to the content of his/her record, upon request. Records
will be for official use only. The only exceptions to this requirement are:

1. The AZ-POST file maintained by the Police Department on each sworn police
officer.

2. All Fire-Medical personnel training records, response records and equipment
records will be maintained by the Fire Department. This does not include any
City-mandated training courses, which would be maintained by the Human
Resources Department.

B. Access to Personnel Files

All personnel files of employees are the property of the City. No employee or other
person may obtain or possess personnel records maintained by the City except as
specifically stated herein. Access to an employee’s personnel file shall be limited to:

1. The employee or authorized representative of the employee for review of his/her
own individual personnel file.

2. The City Manager.

3. City, State or Federal Auditors with a business purpose.
4. Presiding City Judge, for City Court Personnel.

5. The employee’s supervisor and department director.

6. The Hearing Officer, when considering any employee appeal, may review an
employee’s personnel file.

7. Attorneys or authorized staff members of the City Attorney’s Office, or legal
counsel representing the City, when necessary to provide legal advice or
representation to the City.

8. Employees or agents of companies providing employee benefits, when necessary
to determine eligibility or otherwise administer benefits to the employee.



9. Personnel records that are subpoenaed.

10. Any person or organization that receives a signed written release statement from

the

employee whose records are in question.

C. Procedures for Access to Personnel Files

1. Access by Employee. Employees wanting to inspect their personnel records will
submit a written request to the Human Resources Department. Within five (5)
days of receiving the employee request, the Human Resources Department
schedules an appointment during which the employee can review his or her files.

All

appointments are scheduled during regular business hours.

Inspections. All personnel record inspections take place in the Human
Resources Department in the presence of a Human Resources representative.
The employee cannot remove any files from Human Resources.

Copies. An employee can obtain photocopies of any documents in their file by
requesting such copies through the City Clerk’s office. Copies of the
documents are provided to the employee within a reasonable period of time
after a request has been made. In the case of copy requests that are time
consuming or involve an extensive number of documents, the City Clerk’s
office may charge the employee a reasonable fee to cover its copying costs.

Internal Requests. A request to view personnel files must be in writing and
directed to the Human Resources Department. Such requests must be made
during the regular business hours of the Human Reources Department. Except
for the requests by the employee, a request to review a personnel file requires
a legitimate business necessity.

Public Record Requests. All requests [other than those described in section
C.1 and 2, above] to inspect and/or copy information contained in an
employee’s personnel file shall be directed to the City Clerk.

2. Information Verification/Reference Checks. All persons or entities wishing to
obtain a reference check and/or verify information concerning a current or former
employee of the City shall provide the Human Resources Department with a
signed written release statement from the employee whose records are in question.

3. Public Record Requests. All requests to inspect and/or copy information
contained in an employee’s personnel file shall be directed to the City Clerk and
such records shall be disclosed as required by law.

D. Reporting Changes in Contact Information
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Employees will promptly report to Human Resources through the city’s personnel
system any changes of name for tax and insurance purposes, or any changes in
address, telephone number, or contact information. Employees will be
responsible for updating such information in the city’s personnel system within
five (5) working days of any change.
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CHAPTER 14
Employee Education Assistance

A. Policy

The City of Avondale values the importance of the individual growth of each
employee because it is seen as a contributing factor in the growth of the City.
Therefore, it is the City’s policy to encourage employee development through
educational reimbursement and training opportunities. Affirmative action will be
taken to assure that there is equal opportunity to participate in development programs
without regard to race, color, religion, sex, national origin, age or disability.

B. Purpose

The City recognizes that we increasingly need our employees to develop their
knowledge, skills, and abilities in order to keep pace with the rapid changes in
technology, methodologies, and work place diversity. This program has been
established so the City of Avondale and its employees may benefit from the rewards
of additional education. The purpose of this program is to increase an employee’s
competence in his/her current position and to broaden his/her career opportunities
with the City.

C. Employee Eligibility

1. Any regular, full-time employee holding an exempt or non-exempt position and
who has successfully completed their original probation is eligible to participate
in the employee education assistance program.

2. Any employee on original probation is not eligible for the education assistance
program.

3. The resignation or termination of an employee prior to the completion of a course
will automatically terminate his/her eligibility for reimbursement under this
program.

4. A layoft or approved leave of absence status of an employee after the approval of
his/her application for education assistance will not alter their eligibility for
reimbursement.

D. Course Eligibility

1. Educational assistance will be provided for courses of instruction taken at, or
through, private and public institutions of learning such as universities, colleges,
trade schools, and technical institutions. All eligible institutions must be fully
credited by a regional institutional accrediting association such as, the North
Central Association of Colleges and Secondary Schools.



To be eligible for reimbursement, a course will be taken on an employee’s
personal time and the employee will have personally paid the fees for which they
are requesting reimbursement.

a.) Employees who receive financial assistance for their education from another
source (i.e. scholarships, grants, military education benefits, etc.) must
disclose the source and the amount at the time they apply for course
reimbursement. If an employee receives 100% funding for his/her education
from another source, the City shall not provide reimbursement.

1) Under certain circumstances, coordination with other funding sources is
possible.  In all instances, total financial assistance and tuition
reimbursement shall not exceed the educational expenditures incurred.

To be eligible for reimbursement, an employee will submit an application for
education reimbursement at least five (5) days prior to the beginning of a course.
Reimbursement will not be approved if an application for this reimbursement is
received after a course has been completed.

To be approved for reimbursement, a course must result in formal college credit
and will meet one of the following criteria:

a.) It relates directly to the job classifications of the employee’s present position,
or it relates to the job classification of a position, which would be career
advancement for the employee and thereby makes an employee more in line
with career progression.

b.) Courses taken as electives by employees in a degree program are acceptable;
however, the Human Resources Director must approve other elective classes.

¢.) Courses taken to complete a General Education Diploma “GED”.

Courses will be taken for an academic grade. A course taken for pass/fail credit
may be approved if an academic grade (A-F) is not available. Audited courses
will not be eligible for reimbursement.

Courses will be completed with a grade of “C” or better, to qualify for
reimbursement.

The Human Resources Director will issue the final decision of whether an
educational course meets these requirements and contributes to the employee
development supported by this policy.
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E. Reimbursement Eligibility and Level of Assistance

1.

The City will reimburse for the tuition cost up to $5,000 in eligible education
expenses per calendar year pending sufficient availability of department funds.
All other costs are the responsibility of the employee.

Educational reimbursement is not available, more than one time, for the same
course.

The calendar year in which the course ends will determine the year in which the
course is eligible for reimbursement.

F. Reimbursement

1.

Upon successful completion of the course(s), reimbursement is contingent upon
the employee submitting the following documentation to the Human Resources
Department:

a.)) A copy of the HR Department approved application for education
reimbursement

b.) A copy of the official grade report or transcript from the educational
institution.

¢.) An original paid tuition receipt. The receipt should indicate the method of
payment, such as by personal check, credit card, or student loan.

d.) These documents must be submitted within 60 days after completion of the
course(s).

e.) When all requirements are met, the Human Resources Director will approve
reimbursement and a check will be issued to the employee.

No advance payment will be made to employees for educational expenses covered
under this policy and no payment will be made directly to an institution.

The employee is expected to make personal payment to their educational
institution, and this benefit will only reimburse employees, for approved
expenses, after the satisfactory completion of the course.
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CHAPTER 15
A. WORKPLACE HARASSMENT AND DISCRIMINATION

1. Purpose

It has long been the City’s policy that all employees have a right to be free from
any form of discrimination and workplace harassment, including sexual
harassment. The city is committed to maintaining a workplace free of
discrimination and harassment, and such behavior will not be tolerated. The
purpose of this policy is to make it clear that the City has zero tolerance for any
form of harassment or unlawful discrimination in the workplace, and to establish
procedures for reporting behavior prohibited by the law and this policy.

Historical Note: Adopted Effective: 8/15/02
Amended Effective: 7/21/04

2. Policy
The City strictly prohibits any form of workplace harassment and discrimination.
Complaints of behavior in violation of this policy will be investigated, and
violators will be appropriately disciplined, up to and including termination. This
policy applies to all employees of the city. Supervisory or managerial personnel
are responsible for taking proper action in accordance with this policy.

Employees who are unclear about whether conduct is in violation of this policy
are encouraged to contact the human resources to discuss it.

Historical Note: Adopted Effective: 8/15/02
Amended Effective: 7/21/04

3. Definitions
a. Discrimination. Discrimination means to exclude individuals from an
employment opportunity based on the individual employee’s race, color, religion,
sex, age, disability or national origin.

b. Harassment. Harassment means an act or a series of acts of an offensive
nature between employees, that (i) are offensive to a reasonable person; (ii) are
offensive to the employee subjected to the harassing conduct; and (iii) serve no
legitimate purpose. Harassment in violation of this policy may include, but is not
limited to, the following behavior and conduct:

1. Offensive physical actions by an employee toward another
employee, including, assault.
2. Offensive verbal actions by an employee toward another

employee, including derogatory, prejudicial, stereotypical or
otherwise offensive comments, slurs, jokes, posters, cartoons,
pictures, e-mails, voice mail or any form of communication or
computer media where a person is depicted in an insulting or
demeaning manner.
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c. Sexual harassment. Conduct constituting sexual harassment is as defined
in the equal employment opportunity commission guidelines, and includes, but is
not limited to sexual advances, expectations, requests, demands or pressure for
sexual favors or express or implied promises or threats that participation in sexual
conduct might affect a person’s job in some way.

d. Workplace harassment. Workplace harassment includes harassment and
sexual harassment, as defined in this policy.

Historical Note: Adopted Effective: 8/15/02
Amended Effective: 7/21/04

4. Responding to Workplace Harassment and Discrimination

a. Allegations of workplace harassment and discrimination. Employees who
feel they have been subjected to conduct in violation of this policy must report it
immediately to his or her supervisor. If the employee’s supervisor is (i) the
source of the alleged conduct or (ii) not available, or if the employee is
uncomfortable discussing it with the supervisor, the conduct should be reported to
the Human Resources Department.

Any supervisory or managerial personnel who becomes aware of possible
workplace harassment or discrimination must immediately advise the human
resources department so that the matter can be investigated in a timely manner.

b. Investigation. All allegations of workplace harassment and discrimination
will be thoroughly investigated. to the extent possible, the identity of the
employee alleging conduct in violation of this policy will be treated as
confidential, as well as the identity of (i) any witness(es) and (ii) the alleged
violator. All city employees who are involved with or aware of investigations are
expected to maintain the same level of confidentiality. The city has a
responsibility to all employees to thoroughly investigate all allegations of conduct
in violation of this policy, which may include interviewing alleged offenders and
witnesses. When the city’s investigation is complete, employees involved with
the investigation will be informed of the outcome.

Historical Note: Adopted Effective: 8/15/02
Amended Effective: 7/21/04

5. No Retaliation
Under no circumstances will anyone be retaliated against or disciplined for
complaining in good faith about or otherwise reporting discrimination or
workplace harassment.

Historical Note: Adopted Effective: 8/15/02
Amended Effective: 7/21/04

6. Discipline
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Discrimination, workplace harassment and retaliation are considered to be forms
of employee misconduct. Disciplinary action, up to and including termination,
will be taken against any employee engaging in behavior in violation of this
policy. Supervisory and managerial personnel who have knowledge of such
behavior, but fail to take action to address it, will be subject to disciplinary action,
up to and including termination.

Historical Note: Adopted Effective: 8/15/02
Amended Effective: 7/21/04

B. Fraternization

The City has adopted this section in recognition of its responsibilities to provide
guidelines on and caution employees of the potential problems posed by intimate
relationships with other employees. These problems include conflict of interests,
interference with productivity of co-workers, and potential charges of sexual
harassment. These problems can be particularly serious in situations in which one
person has a position of authority over the other, such as in a supervisor-subordinate
relationship.

1. Restrictions on Employee Conduct
The City does not prohibit consensual relationships between employees, but it
does impose the following restrictions:

a.) The City strongly discourages supervisors and managers from engaging in
sexual or otherwise intimate relationships with subordinates within the same
department and requires the employees involved to disclose the existence of
such relationship to the Human Resources Director or the City Manager.

b.) Additionally, supervisors and managers are required to take the steps to
resolve any actual or potential conflict of interest or impropriety created by
the relationship.

2. Disclosure

Once disclosed, the Human Resources Director and the City Manager must assess
the situation and make a recommendation to resolve any actual or potential
conflict of interest or impropriety created by the relationship. Such
recommendation can require the supervisor or non-supervisory employee to
transfer to another department or facility where the supervisor is prohibited from
having any involvement in professional decision-making affecting the partner
who transfers.

3. Discipline
Failure to comply with the recommendation to resolve a conflict with this policy
can result in discipline up to and including termination of employment.
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C. Prohibited Conduct
Employees are prohibited from engaging in sexual conduct of any kind on City
property or on City time.
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CHAPTER 16

Information and Communications Technology Policy

Policy Statement

The City shall maintain its information and communications technology
environment to enable efficient, secure, legally compliant, and effective work by
staff. The function of the Information Technology Department (IT) is to fulfill
these technology, communications, and collaboration needs in a well-planned
manner.

Key Definitions

1.

Access Control. Limits placed on the ability to interact with networks,
hardware, and/or software. Limits can be physical or logical in nature,
affecting access to computing hardware, resources on data networks, entry
into and use of business software, and ability to work with data.

Backup. A copy of original content that is transferred to a separate
location(s) and/or medium(s) to safeguard the content for later restoring
information in the event of unwanted deletion, alteration, or disaster.

De Minimus Use. Personal employee use of City IT resources that is
nominal, irregular, and within ethics standards.

Information Systems. Computer hardware, software, storage, networking,
procedures and processes used in collecting, processing, storing, sharing, or
distributing information.

Information Security Officer (ISO). City employee(s) designated by the
Chief Information Officer to serve as the point-of-control for
technology-related security issues. The individuals are designated in IT
employee listings.

Malware. Any code, script, or other software that disrupts proper operation
of systems, provides unauthorized access to network and/or systems,
gathers/shares information without knowing consent, or otherwise causes
undesired and compromising activity.

Mobile Devices. Portable communications and computing devices, such as
cellular-based smartphones, tablet computers, and portable personal
network cards/peripherals.



10.

11.

Password. A sequenced combination of characters and numbers used to
confirm that a user requesting access to a network or system is permitted to
do so. Typically, a unique User Access Account is paired with a password
to manage access. The password, known only to the user who generated it,
is entered to verify identity. A password is deemed “strong” if requirements
for length, character use, and pattern significantly impede malicious and/or
unintended access.

Private and Sensitive Data. Information defined by law, policy, or
regulation as warranting controls over access, storage, release,
modification, destruction, loss, and/or misuse.

Technology Assets and Resources. The City’s computers, servers, mobile
devices, printers, computing peripherals, software and licenses, data
communications network, technology vendor contracts, and services
agreements.

User Access Account. An electronic identity used to access to specific
resources.  Paired with a password and/or additional means of
authentication, User Access Accounts allow secure use of information
assets, resources, and tools.

Information and Communications Technology Usage

1.

Accountability. All employees are responsible for all activity occurring
under their User Access Accounts. For information security purposes,
employees shall not permit or make it convenient for individuals to use
accounts not assigned to that person.

Privacy. No person using City technology and communications resources
has any right or claim to privacy. Conduct on City resources, at City
facilities, and/or during work time is subject to monitoring and recording as
approved by the City Manager and/or designee(s).

Appropriate Use. City employees shall use City technology assets and
resources in a professional, legal, and ethical manner. Misuse of
technology assets and resources may result in discipline up to and including
termination. The following are expressly prohibited:

a. Originating or relaying materials that discriminate or cause
discrimination as defined under local, state, and Federal laws.

b. Originating or relaying intimidating, hostile, and/or threatening
communications.



C. Altering messages to attribute and relay incorrect informations.
d. Violating copyrights, trademarks, or licenses.

e. Knowingly introducing malware and security risks into the City
technology and communications environment.

f. Accessing the secure files and/or the communications of others
without prior approval by the City Manager or designee.

g. Using City technology and communications resources to benefit
personally, apart from employment terms.

h. Using City technology and communications resources of assigned
work hours without current supervisor permission.

1. Any political activity defined as inappropriate under local, state, and
Federal laws, and not approved as part of the City’s approved
legislative efforts.

4. Personal Use. The technology and communications resources of the City
are for business use. De minimus personal use is permitted if extenuating
circumstances exist and provided the employee does not violate Federal or
state laws. It is the responsibility of the employee to ensure the limits on
personal usage of public assets are understood prior to making such use.

5. Informal Communications. Instant messaging, voice mail, and text
messages are informal tools for coordination purposes. Communications on
these tools may fall under Arizona Public Records laws and corresponding
retention schedules.

6. Recording. City of Avondale employees may not record images or sound of
City work, programs, services, projects, employees or activities while in the
course and scope of their employment unless it is for City business purposes
and is either: (1) specifically authorized in writing by their supervisor or
manager or (2) pursuant to department policy. Such recordings may fall under
the Arizona Public Records laws and corresponding retention schedules.

Absent preauthorization, when urgent circumstances reasonably prevent the
employee from first seeking the prior written approval from their supervisor or
manager for the specific use in question, employees may record the images and
sound and obtain approval after the fact.

7. Preventative Monitoring. IT shall maintain solutions to prevent malware
and to filter materials of a discriminatory, prohibited, and/or illegal nature.



If activities of these types are detected, employee conduct will be addressed
by the employee’s managers and the Human Resources Department.

8. Telecommuting. Support for employees to work from home can benefit
City services and operations by improving staffing flexibility in desired
situations. If granted by the City to sustain operations, IT shall maintain the
ability for required employees to remotely and securely access the City
network to perform essential job functions. Specialized costs in addition to
core network services are to be addressed by the requesting department and
IT. Any employee approved for and who accepts a telecommuting
assignment is responsible for ensuring the security of City assets at all
times.

9. Research and Development. Exceptions to Chapter 16 may be allowed to
support testing of new technologies. The purposes of these initiatives are to
pilot viability of new services, improve existing services, and/or reduce
costs. In all instances, testing must be approved by the City’s Chief
Information Officer, not interfere with City operations, and ensure private
and sensitive data is not placed at risk.

D. Information and Systems Security

1. Intent. IT shall ensure the City’s technology and communications
environment is secure, reliable, and usable.

a. Information Security Officer. The City shall name an Information
Security Officer (ISO) and at least one alternate to coordinate
information security efforts, address security incidences as they
occur, and complete investigations approved by the City Manager
and Chief Information Officer, or their designee(s).

b. Access. Permissions shall be based on an assessment of the City's
potential exposure to unauthorized access, theft, destruction,
alteration, or misuse of information resources.

1. Security and controls shall be applied in a least-permissive
manner. Employees, interns, volunteers, and contractors
shall be granted and exercise only those rights needed to
perform their assigned duties and to perform required
administrative tasks.

ii. Critical technology assets and resources — e.g., servers,
security gateways, network equipment, system consoles —
shall be physically secured in protected areas with access
logging. Security designs must be approved through IT.



1il. Employee technology and security training is required at
least annually and shall be tracked by the Human Resources
Department.

v. Only personnel authorized by IT shall have access to the
City data center, network closets, server rooms, control
centers, or network operation centers.

V. The Human Resources Department, Facilities Division, and
IT shall coordinate a program for badges and physical access
controls for the City.

Access Forms. All employees, volunteers, interns, contractors, and
other users of the City IT resources shall be required to sign an
acknowledgment of the City’s Information and Communications
Technology Policy prior to starting work for the City.

1. Signed employee, volunteer, and intern forms are to be
maintained by the Human Resources Department.

il. Signed contractor forms are to be maintained by IT.
Individual access may not exceed six months, after which
access must automatically terminate, unless departments
review and reauthorize access.

11l. IT shall review associated forms at least annually and shall
maintain the forms on the City Intranet for easy access and
use.

Notification. Hiring managers and supervisors must submit signed
forms to IT at least three work days prior to the arrival,
reassignment, and separation of all employees, interns, and
volunteers.

Secure Computing. All computing devices connecting to City
technology networks and assets must have appropriate
countermeasures installed and active as deemed appropriate by IT
under applicable agreements or standards. Countermeasures must
include the following:

1. Anti-malware, anti-virus, email scanning, and firewall
software/hardware.

il. Secure password usage.



1il. Setting to purge or lock device if an incorrect password is
used excessively.

iv. Active permissions allowing IT to remotely wipe City
information.

V. Pre-boot encrypted hard-drives for City-owned computers.

f. External Security Requirements. IT shall be responsible for

coordinating all external security requirements placed on the City,
including audits and any mandates from state and/or Federal
agencies.

Position Coordination. The Human Resources Department shall consult
with IT when filling positions that are technology-focused. IT shall ensure
that consistent position descriptions exist for City technical staff,
individuals with appropriate technical qualifications are hired for City IT
positions, and security needs for specialized positions required by City
departments are properly addressed.

Incident Response. IT shall be the central authority for computer and data
security.

a. Definition. An incident is defined as any event wherein the security
of City data, hardware, software, and/or network is potentially
compromised.  This includes suspected malware infection,
loss/theft of a computer(s), loss/theft of data media, discovery of
inappropriate sharing of private and confidential data, etc.

b. Employee Responsibility. City employees and departments are
responsible for notifying the IT Help Desk and/or Information
Security Officer of any malware infections, hardware loss, or data
loss upon discovery.

c. Coordination. IT shall notify the City Manager, City Clerk, and
City Attorney of any security incident that rises to the level of
security breach, as defined under Arizona law. The City Attorney
and IT will coordinate to fulfill legal requirements as needed. In
such an event, the responsible department shall be first to cover
expenses to address the breach.

Technology Acquisitions. IT shall serve as the central authority for
acquisition, asset management, and licensing compliance of City
technology assets. City departments shall work with IT to minimize



redundant technology purchases in favor of enterprise-wide, secure, and
economical approaches. The Finance and Budget Department, City
Attorney, and IT shall jointly ensure the City’s interests are protected in
technology-related contracts.

a. Approval. All technology hardware, software, and services for use
by the City must be approved through IT prior to procurement and
purchase.

b. Procurement. IT shall have a voting member on all procurement

selection committees for software, technology hardware, and/or
technology services. The role of IT in procurements is to ensure
successful integration and execution of technology-related projects,
systems, and services. All technology -related purchases must
comply with the requirements of the Avondale Procurement Code
(Municipal Code, Chapter 25) and Procurement Administrative
Policy.

C. IT Asset Management. IT shall be responsible for the following IT
Asset Management functions:

1. Accepting delivery of technology assets.

il. Maintaining accurate asset inventories and tracking.

iii. Complying with all appropriate licensing requirements.

1v. Disposing of hardware in an environmentally-responsible
manner.

V. Restricting software, hardware, and services that

unnecessarily compromise the security and/or reliability of
the City’s information technology environment.

Vi. With the Finance and Budget Department, maintaining cost
allocation and capital plans for the City’s software licensing,
hardware replacements, and central services funds.

d. External IT Services. For all vendor-provided products and/or
services, City departments are responsible for working with IT to
ensure:

1. Security of City information and data.

11 Appropriate vendor staff expertise.



1il. Required performance.

v. Preservation of data by the City upon conclusion of services.
V. Contractual allowances for migration to alternative, future
services.
Vi. Adequate long-term funding to maintain services.
5. Audits. IT will ensure the City’s compliance for secure computing and
licensing.
a. IT shall conduct audits of physical, network, system, data,

application, and operational information systems security at least
once every two years. Results will be shared with the City Manager
and department directors for corrective action.

b. IT shall periodically review licensing for software and services to
verify the City meets required obligations and limits under its
service agreements and contracts.

6. Review of Use. Requests to examine a specific employee’s use of City
technology and communications resources must be approved by the City
Manager; and the Human Resources Director, or their respective
designee(s).

E. IT Asset Allocation
1. Computers.

a. Primary Use Computers. Centrally allocated computers shall be
those assigned to employees for the primary performance of their
duties. Computers are to be budgeted and assigned on a one
computer per FTE basis.

b. Special Use Computers. Special Use hardware are those devices
deemed necessary by departments for specific, non-convenience
uses — e.g., grant-funded programs, Council Chambers, library
patron use, unique public safety and public works field applications,
et al. Special Use computers must be approved by the responsible
department director and IT prior to purchase and paid for from
respective department operating funds, unless otherwise arranged
through the Finance and Budget Department.



Standard Specifications. IT is charged with responsibility for
setting standard specifications for computers, and including
assignment of desktop/laptop/virtual units.

Lifecycle. Computers are to be managed, inventoried, and
maintained through IT . Computers shall be replaced on an
equipment lifecycle defined by IT. The lifecycle shall balance costs
and the usable life of equipment.

Inventory Recovery. Computers replaced shall be reclaimed by IT
for secure disposal, ensuring equipment has not been lost/stolen,
and for removing assignments of licensed software. Departments
may temporarily retain replaced computers for short periods in
special circumstances, as approved by IT.

Technology Replacement Fund. Replacement costs for Primary
Use computers shall be budgeted for and charged to departments as
part of the City’s annual capital plan. Cost allocations shall be set in
the City’s budget by the Finance and Budget Department and IT,
with City Council and City Manager approval.

2. Servers, Communications Hardware, and Reprographic Equipment.

a.

Efficient Deployment. Servers, telecommunication equipment, and
multi-function  printers/copiers/scanners shall be managed,
inventoried, and maintained through IT. All departments are
responsible for minimizing costs while meeting functional needs in
specific areas of the City organization.

Special Uses. Departments may request and pay for specialized
equipment and service in specific areas through IT. Special Use
equipment must be approved by IT prior to purchase and paid for
from respective department operating funds, unless otherwise
arranged through the Finance and Budget Department.

Lifecycle.  Servers, telecommunication equipment, and
multi-function printers/ copiers/scanners shall be replaced on an
equipment lifecycle defined by IT-in administrative procedures.
The lifecycle shall balance costs and the usable life of equipment.

Technology Replacement Fund. Replacement costs for servers,
communications hardware, and reprographic equipment shall be
budgeted for and charged to departments as part of the City’s annual
capital plan. Cost allocations shall be set in the City’s budget by the



Finance and Budget Department and IT, with City Council and City
Manager approval.

3. Mobile Communications and Computing.

a. Provision. Mobile devices should not be purchased by the City
except for special needs. Technology stipends should be used as the
standard solution to address needs for key department personnel to
be reachable and/or have extra mobility for work purposes.
Departments are responsible for minimizing costs while meeting
these functional needs.

b. Approval Process. Requests for stipends and reimbursements
should be submitted by employees via their department director to
IT, the Human Resources Department, and the City Manager for
approval. Hourly employees may not access City resources outside
of working hours unless otherwise approved by their respective
department. Mobile communications and computing devices
should be paid for from respective department operating funds,
unless otherwise arranged through the Finance and Budget
Department.

F. Records Administration

1.

Intent. IT shall maintain City information and data to support operating
needs, including disaster recovery, business resumption, and data loss
prevention. Standards shall be set between the City Clerk and IT to meet
requirements and standards set by ARIZ. REV. STAT.§ 39-101, as well as
departmental needs.

Archiving and Recovery. IT shall configure systems to save central data
and information to recover from corruption and loss. Recovery will include
full, incremental, and differential backups to allow the City to restore to
past days, weeks, months, and years as required by records retention
schedules published by the Arizona State Library, Archives and Public
Records and administered by the City Clerk. IT is charged with conducting
central backups, testing backups for the ability to successfully restore
systems and information, ensuring the ability to resume business in the
event of a disaster, and maintaining the ability to retrieve information from
required legacy files and formats. City employees are charged with
ensuring their work products and information are saved to central IT
resources to be backed up and archived.

a. Email. Electronic messages will be saved per the current records
retention schedules published by the Arizona State Library,



Archives and Public Records and coordinated by the City Clerk.
Storage options will be provided for longer-term storage as
determined necessary by the City Clerk and departments.

Files. Electronic files will be saved per the records retention
schedules published by the Arizona State Library, Archives and
Public Records and coordinated by the City Clerk. Archived files
will consist of most recent backup copies and year-end copies.

Databases. Databases will be saved per the current records retention
schedules published by the Arizona State Library, Archives and
Public Records and coordinated by the City Clerk. Archived
databases will consist of most recent backup copies and a defined
schedule of periodic copies.

Records Hold. The City Attorney and IT shall provide processes and tools
for saving files related to known legal actions. The City Clerk, City
Attorney, and City departments will train to appropriately manage
departmental files and information to comply with legal requirements.

G. IT Protocols and Guidelines

1.

IT Administrative Policies and rules shall be reviewed and updated at least
annually to ensure they continue to meet the requirements of the City and its
departments.

IT shall maintain and publish operating guidelines to employees via the
City Intranet. Standard guidelines include those of the following:

a.

Standard specifications for computers used by employees by
utilization  type — e.g., administrative  computers,
GIS/developer/engineer workstations, and semi-rugged and
fully-rugged computers

Support for Mobile Communications Devices

1. Advanced support for smartphones and tablet computers.

il. Supported service for access to City email, schedules, and
contacts.

iii. Supported online storage services for saving work for

backup and public records searches.

v. Supported note-taking and mark-up applications.



V.

Supported wireless access methods.

Security Standards

ii.

1il.

1v.

Security Signature Forms .
Password Complexity and Expiration.
Incident Response and Monitoring Processes.

Access Audits.

Technology Reimbursements and Stipends

The City Manager shall set technology and
telecommunications stipend/reimbursement standards for
the City to address eligibility, stipend and reimbursement
rates, approval process, and authorization forms to be used.



CHAPTER 17
Separations

A. Resignation

1. Any employee who desires to resign his/her position with the City and be in good
standing with the City will provide a written resignation to his/her department
manager or the City Manager stating the effective date and reason for such action.

2. Notification will be provided at least two weeks prior to the effective date unless
otherwise waived by the City Manager.

3. Employees who resign will be entitled to compensation for their earned and
unused vacation leave.

4. Employees will not be compensated for any unused holiday leave.

B. Layoff

1. The City Manager, with the concurrence of the City Council, may separate any
employee without prejudice because of lack of funds or curtailment of work, after
giving notice of at least thirty (30) days to such employee.

2. However, no regular employee will be separated from any department while they
are trial, part-time or temporary employees serving in the same class of positions
in that department.

3. Whenever possible, employees who are to be laid off in one department will be
integrated into another department by transfer.

4. When layoffs are required, they will be in the inverse order of the relative length
of service of the employee-that is, the employee with the longest service time will
be the last to be laid off.

5. Any employee affected by layoff through no fault of his/her own will be eligible

for re-employment with preference for rehire.

C. Retirement

A full-time regular employee in the City will be eligible for retirement benefits in
accordance with the Arizona State Retirement System or the Arizona Public Safety
Personnel Retirement System. Refer to Chapter 6 for compensation information.



D. Involuntary Terminations
1. The City may dismiss any regular status employee for cause.

a) A written statement of reasons for the dismissal will be provided to the
employee.

2. The City may dismiss any original probationary employee at its sole discretion.
a) No written statement of reasons for dismissal is required.

3. An employee who is involuntarily terminated will not be compensated for any
unused sick leave.

4. An employee who is involuntarily terminated will not be compensated for any
unused holiday leave.

E. Return of City Property
1. Any employee leaving the City service whether through resignation, layoff, or
dismissal is responsible for returning any City property, which he/she may have in

his/her possession.

2. All City property must be returned to the department manager or the Human
Resources Director prior to receiving a final paycheck.

Revised 08/18 Separation
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CHAPTER 18
Discipline

A. Statement

This Chapter applies to all employees including represented and certified employee units. Any
action that reflects negatively upon the City of Avondale will be considered good cause for

disc

iplinary action against any officer or employee. For all disciplinary actions that are

implemented in hours, a 1.4 times conversion rate will be applied to sworn fire personnel on a
56 hour schedule.

As way of example only, the following are the types of behavior that constitute grounds for
termination. These examples are simply that, and do not constitute an all-inclusive list:

L.

2.

B. Unl

1.

2157732.2

Incompetency, inefficiency or in attendance to, or dereliction of duty.

Dishonesty, intemperate conduct, insubordination, discourteous treatment of the public or of
fellow employees, any act or commission or omission tending to injure the public service,
any failure on the part of the employee to properly conduct himself or herself, or violations
of the Arizona Revised Statutes, City ordinances, or other rules and regulations applicable
to the employee.

Any violation of the City’s substance abuse policy.

Conviction of any felony or misdemeanor that involves dishonesty, scandal, or in any other
way may bring disrepute to the employee or the City.

Arrest for any matter that makes it impossible and/or impractical to properly complete
his/her duties.

Any violation of the policies contained in this manual, departmental rules, supervisory
instructions, any other City rules/policies (e.g. those contained in the Ethics Handbook), or
any other conduct that may bring discredit to the City.

awful Acts Prohibited

No person will willfully make any false statement, certificate, mark, rating, or report in
regard to any application for employment, test, rating, certification, or appointment held or
made under these policies and procedures or ordinances of the City of Avondale. Such
conduct may be grounds for disciplinary action, up to and including termination.

No person seeking appointment to or promotion in any position in the City service will
either directly or indirectly give, promise, render, or pay any money, service, or anything
else of value to any person for, on account of, or in connection with his/her test,
appointment, proposed appointment, promotion, or proposed promotion.

Discipline
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C. Procedures

The City does not have a progressive discipline policy. It may take varying forms of discipline
against its employees, as best serve the City’s and the citizens’ interests in each particular
circumstance. The City reserves the right to take any appropriate disciplinary action that
circumstances require. Temporary and probationary employees have no appeal rights for
actions outlined in these policies. Part-time employees hired before June 18, 2014 have appeal
rights for actions outlined in these policies, but part-time employees hired after June 18, 2014
have no appeal rights for actions outlined in these policies. When a department director
identifies the need for employee discipline he/she shall meet with the Human Resources
Director or designee prior to any discussion with the employee. Before any employee is given a
letter of reprimand, notice of intent to suspend without pay, notice of intent to reduce pay,
notice of intent to demote, or notice of intent to terminate, the Department Director shall consult
with the Human Resources Director or designee. Below are examples of forms of discipline
that the City may take. However, this is not an exclusive list.

1. Formal Reprimand

a. The immediate supervisor, department director, one of the Assistant City Managers, or
the City Manager may formally reprimand any employee under his/her supervision for
cause.

b. Such a formal reprimand will be in writing and addressed to the employee.

c. A signed copy will be forwarded to the employee and the Human Resources Director
for inclusion in the employee’s personnel file. The City Manager will also be notified
of the reprimand.

d. Formal reprimands cannot be appealed to the Independent Hearing Officer.

e. However, within ten (10) working days of receipt, the employee may file a letter of
response to the reprimand, which will be attached to the reprimand in his/her file. In its
sole discretion, City management may choose to modify or revoke the reprimand after
reviewing the employee’s letter and circumstances surrounding the discipline.

2. Suspension

a. The City Manager or an Assistant City Manager, at his/her own discretion or upon the
recommendation of a department director, may suspend an employee for cause without
pay for a period or periods not exceeding thirty (30) calendar days in any twelve (12)
month period — except as provided in subsection (2)(d) below.

b. Suspensions of 40 hours or less cannot be appealed to the Independent Hearing Officer,
except as specified for law enforcement officers and detention officers in ARIZ. REV.
STAT. § 38-1101; however, the employee may request review of the decision within ten
(10) working days of the notice. Upon receipt of the employee’s request for review, the
Human Resources Department shall coordinate and appoint another department director
or supervisor to review the matter. The designated department director or supervisor
will issue a written memorandum either upholding the non-appealable suspension or

2157732.2 Discipline
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suggesting that the City Manager reverse or modify the discipline. If the designated
department director or supervisor suggests a reversal or modification, the City Manager
will review the matter and make a final decision.

If an employee appeals his/her suspension of more than 40 hours, he/she must first
receive a hearing before the Assistant City Manager or designee prior to suspension.
After the hearing, the Assistant City Manager or designee will determine whether this
action is appropriate. The City Manager will be notified of the decision. If the
suspension is upheld, the employee may request an appeal to the City’s Independent
Hearing Officer within ten (10) working days of receipt of the hearing decision. The
appeal must be in writing and submitted to the Human Resources Director as outlined in
Chapter 19. After the Independent Hearing Officer conducts a hearing as outlined in
Chapter 19, he/she will make a written recommendation within (10) working days to the
City Manager or designee for final determination. The Independent Hearing Officer
serves an advisory role to the City Manager or designee.

Any regular employee who is arrested for a serious public offense, other than minor
traffic violations, whether imprisoned, pending probation or released on bail, may be
suspended without pay until such time that judgment is rendered by the court; provided,
however, if the employee is found not guilty, he/she will receive compensation for the
period of suspension. The employee may not appeal a suspension under this provision.

3. Reduction in Pay in Lieu of Suspension

2157732.2

a.

A department director may choose to impose a reduction in pay of an employee instead
of a suspension without pay. Any reduction in pay in lieu of suspension that is equal to
forty (40) hours or less cannot be appealed to the Independent Hearing Officer, except
as specified for law enforcement officers and detention officers in ARIZ. REV. STAT. §
38-1101; however, the employee may request review of the decision within ten (10)
working days of the effective date. Upon receipt of the employee’s request for review,
the Human Resources Department shall coordinate and appoint another department
director or supervisor to review the matter. The designated department director or
supervisor will issue a written memorandum either upholding the non-appealable
reduction in pay or suggesting that the City Manager reverse or modify the discipline.
If the designated department director or supervisor suggests a reversal or modification,
the City Manager will review the matter and make a final decision.

The total dollar amount of the reduction in pay shall not exceed the dollar amount of the
suspension for which the reduction is substituted.

The reduction in pay shall not reduce the employee’s salary below the Federal
minimum wage.

If an employee appeals his/her reduction in pay in lieu of suspension (for amounts
equivalent to or more than forty (40) hours’ suspension), he/she must first receive a
hearing before an Assistant City Manager or designee prior to implementing a reduction
in pay in lieu of suspension. After the hearing, the Assistant City Manager or designee
will determine whether this action is appropriate. The City Manager will be notified of
the decision. If the reduction in pay in lieu of suspension is upheld, the employee may
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appeal the decision within ten (10) working days of receipt of the hearing decision. The
appeal must be in writing and submitted to the Human Resources Director as outlined in
Chapter 19. After the Independent Hearing Officer conducts a hearing as outlined in
Chapter 19, he/she will make a written recommendation within (10) working days to the
City Manager or designee for final determination. The Independent Hearing Officer
serves an advisory role to the City Manager or designee.

4. Demotion

The City Manager or an Assistant City Manager, at his/her own discretion or upon the
recommendation of a department director, may demote an employee for cause. If
appealed pursuant to subsection 4(b) below, the City Manager or designee will make
the final determination after receiving a recommendation from the Independent Hearing
Officer.

If an employee appeals his/her demotion, he/she must first receive a hearing before the
Assistant City Manager or designee prior to implementing the demotion. After the
hearing, the Assistant City Manager or designee will determine whether the demotion is
appropriate. The City Manager will be notified of the decision. If the demotion is
upheld, the employee may request an appeal to the Independent Hearing Officer within
ten (10) working days of receipt of the hearing decision. The appeal must be in writing
and submitted to the Human Resources Director as outlined in Chapter 19. After the
Independent Hearing Officer conducts a hearing as outlined in Chapter 19, he/she will
make a written recommendation within (10) working days to the City Manager or
designee for final determination. The Independent Hearing Officer serves an advisory
role to the City Manager or designee.

All regular employees demoted for disciplinary reasons will not be eligible for
promotion or an increase in compensation for a period of one (1) year from the time of
the demotion.

5. Termination

2157732.2

The City Manager or an Assistant City Manager may terminate for cause any employee
of the City by delivery of a Notice of Intent to Terminate, which outlines a statement of
reasons for potential termination. In most cases, the Assistant City Manager or
designee will make the initial termination decision. If appealed, the City Manager or
designee will make the final determination after receiving a recommendation from the
Independent Hearing Officer.

Part-time employees or employees serving in the probationary period need not receive a
Notice of Intent to Terminate prior to termination.

Pre-Termination Hearing

If an employee appeals his/her termination, he/she must receive a pre-termination
hearing before the Assistant City Manager or designee prior to termination.

Final Decision

Discipline
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6.

After the pre-termination hearing, the Assistant City Manager or designee will
determine whether termination is appropriate. The City Manager will be notified of the
termination decision. If terminated, the employee may request an appeal Independent
Hearing Officer within ten (10) working days of receipt of the hearing decision. The
appeal must be in writing and submitted to the Human Resources Director as outlined in
Chapter 19. After the Independent Hearing Officer conducts a hearing as outlined in
Chapter 19, he/she will make a written recommendation within (10) working days to the
City Manager or designee for final determination. The Independent Hearing Officer
serves an advisory role to the City Manager or designee.

e. Process

Managers requesting termination of an employee as a disciplinary measure will first
consult with the Human Resources Director or designee.

Exit Interviews

Any employee leaving the City’s services is given the option to provide Human Resources
with an exit interview.

D. For the purposes of this Chapter:

L.

2.

2157732.2

“Working Days” means Monday through Thursday, exclusive of City designated Holidays.

“Law Enforcement Officer” means an individual, other than a probationary employee, who
is certified by the Arizona Peace Officer Standards and Training Board and employed by
the City of Avondale.

“Detention Officer” means a detention officer, other than a probationary employee, who is
employed by the City of Avondale.
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CHAPTER 19
Grievances

A. Statement

This Chapter applies to all employees including represented and certified employee units.
The City of Avondale, in keeping with its policy of maintaining satisfactory working
conditions, will provide a means to ensure fair handling of employee complaints and
grievances. Any employee whose state of mind is so affected by a grievance that he/she will
not endeavor to, or cannot do the proper thing in course of performing his/her regular duties
should immediately pursue the prescribed procedures for grievances.

B. Matters Subject to Grievances

1. For the purpose of this Chapter, a grievance means any dispute regarding the meaning,
interpretation, or alleged violation of these policies and procedures.

2. Any employee in the classified service will have the right to appeal, under this rule, a
decision affecting his/her employment, over which his appointing power has partial or
complete jurisdiction, with the exception of suspensions, demotions, reductions in pay in
lieu of suspension, or terminations which will be appealed directly to the Independent
Hearing Officer, through the Assistant City Manager or designee as provided by these
policies.

C. Matters Not Subject to Grievance

As discussed above, suspensions, demotions, reductions in pay in lieu of suspension, and
terminations are not grieveable. In addition, an employee cannot grieve the contents of a
performance evaluation, the lack or amount of a pay increase (merit or otherwise) or any
form of reprimand. In addition, an employee that is a member of a certified Employee Group
pursuant to Chapter 2, Article II, Division 4, Section 2-56 of the Avondale City Code, may
not grieve any issue covered under a Memorandum of Undertanding. In addition, part-time
employees are not entitled to any rights pursuant to this Chapter. Finally, an employee may
not file a grievance for any concern more than fifteen (15) working days after the employee
first becomes aware of it.

D. Procedures
1. Informal Grievance Procedure

a. An employee who has a problem or complaint should first try to get it settled through
discussion with his/her immediate supervisor without undue delay.

b. If, after this discussion, he/she does not believe the problem has been satisfactorily
resolved, he/she will have the right to discuss it with his/her supervisor’s immediate



department director. If the employee’s supervisor does not have a department
director, he/she shall discuss the matter with Human Resources. In some
circumstances, Human Resources will determine that matter should be referred to the
City Manager, or his/her designee, at this stage.

c. Every effort should be made to find an acceptable solution by informal means at the
lowest level of supervision. If an employee fails to follow this informal procedure,
the grievance will be denied and he/she will not be permitted to proceed to the formal
grievance procedure outlined below.

2. Formal Grievance Procedure
Levels of review through the chain of command are listed below:
a. First Level of Review

(1) If the employee has properly followed the informal grievance procedure and the
matter is not resolved, the employee is eligible to elevate the grievance to the
first level. Initially, the employee must reduce the grievance to writing citing
the article and section of the personnel policies and procedures alleged to be
violated, the date of the violation that is the basis for the grievance, the nature of
the grievance, and the relief requested.

(2) This grievance should be presented to the employee’s immediate supervisor,
within fifteen (15) working days of the occurrence, and no later than ten (10)
working days after the informal grievance procedure has been fully exhausted.
The supervisor will render his/her decision and comments in writing and return
them to the employee within fifteen (15) working days after receiving the
grievance.

(3) If the employee does not agree with his/her supervisor’s decision, or if no
answer has been received within fifteen (15) working days, and the employee
wishes to continue in the grievance process, the employee may present the
grievance in writing to his/her supervisor’s immediate department director (the
“second level supervisor").

(4) Failure of the employee to take further action within ten (10) working days after
receipt of the written decision of his/her supervisor or within a total of twenty-
five (25) working days after presentation of the grievance to the employee’s
immediate supervisor if no decision is rendered, will constitute a withdrawal of
the grievance.

b. Further Level(s) of Review as Appropriate

Adopted 5/19/14 Grievances
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The second level supervisor receiving the grievance will review it, render
his/her decision, and comments in writing, and return them to the employee
within fifteen (15) calendar days after receiving the grievance.

If the employee does not agree with the second level supervisor’s decision, or if
no answer has been received within fifteen (15) working days after the second
level supervisor received the grievance, and the employee wishes to continue in
the grievance process, he/she may present the grievance in writing to the City
Manager — through the Human Resources Director.

Failure of the employee to take further action within ten (10) working days after
receipt of the decision, or within a total of twenty-five (25) working days of
referral to his/her second level supervisor if no decision is rendered, will
constitute a withdrawal of the grievance.

c. City Manager

(D

2)

€)

Upon receiving the grievance, the City Manager or designee should discuss the
grievance with the employee and with other appropriate persons.

The City Manager or designee may designate a fact-finding committee or
supervisor to advise him/her concerning the grievance.

The City Manager or designee will render a final decision. Grievances may not
be appealed to the Independent Hearing Officer.

3. Appeal to the Personnel Board

a. Right to Appeal

Any regular employee in the classified service will have the right to appeal to the
Independent Hearing Officer any disciplinary action by the City which involves
termination, demotion, suspension without pay, or reduction in pay in lieu of
suspension without pay, except in instances where the right of appeal is specifically
prohibited by these policies.

b. Methods of Appeal

(1)

Adopted 5/19/14

Appeals will be in writing, signed by the appellant, and delivered in person,
email or by first-class mail to the Human Resources Director. Appeals must be
delivered to the Human Resources Director within ten (10) working days of the
date of the disciplinary action to be appealed. The formality of a legal pleading
is not required. However, failure to file the appeal on time will constitute a
waiver, and the decision will become final.

Grievances
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Within ten (10) working days after receipt of the appeal, the Human Resources
Director will notify the Assistant City Manager, the Independent Hearing
Officer, and such other persons named or affected by the appeal.

Upon filing of an appeal, the Independent Hearing Officer will set a date for a
hearing on the appeal not less than ten (10) working days or no more than thirty
(30) working days from the date of filing.

The Human Resources Director will notify all interested parties of the date,
time, and place of the hearing. The Human Resources Department will provide
administrative assistance to the Independent Hearing Officer.

The appeal will be a written statement, addressed to the Independent Hearing
Officer, explaining the matter appealed, the specific grounds for the appeal
(explaining why he/she believes the decision appealed is incorrect), and setting
forth therein a statement of the action desired by the appellant. The written
appeal will constitute the entire matter before the Independent Hearing Officer.
The appellant may not add new matters, grounds, facts, or theories to those
already stated in the original appeal. The Independent Hearing Officer will not
have jurisdiction to consider any such additional matters, grounds, facts, or
theories outside of the written appeal.

c. Independent Hearing Officer

(1) Pursuant to a periodic solicitation of qualifications or through cooperative

2)

€)
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solicitation, the City shall establish a list of at least three attorneys (or fewer if
an insufficient number of qualified candidates respond to the solicitation), who
are licensed and in good standing with the State Bar of Arizona and who have at
least five years of experience and knowledge or municipal law and/or
employment law, to serve as the Independent Hearing Officer. Upon receipt of
a written appeal, the City Manager or designee shall select the Independent
Hearing Officer from the qualified list.

The City shall pay the reasonable fees and costs of the Independent Hearing
Officer; however, the Independent Hearing Officer will not represent either the
City or the appellant. The duties of the Independent Hearing Officer are toe
rulings and determinations pursuant to these rules.
Independent Hearing Officer
The Independent Hearing Officer shall have the following duties and authority.
(a) Pre-Hearing:

1. Consider and rule on any pre-hearing motions, including those that

could result in the dismissal of the appeal for failure to follow these
rules.

Grievances
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ii.  Set reasonable restrictions and deadlines for the timing and conduct
of the hearing.

iii.  Prepare the hearing notice and agenda.
(b) Presiding over the Hearing

1. Rule on objections and motions by a party, unless they are
dispositive of the appeal.

ii.  Submit his/her findings and recommendations on the merits of the
appeal; in accordance with the timeframe and procedure set forth in

subsection (f) below.

iii.  Prepare a written report and recommendation for the City Manager.

d. Pre-hearing Procedures.

As outlined above, the Independent Hearing Officer shall set the time and place for
the hearing. Prior to the hearing, the Independent Hearing Officer shall do the
following:

(1)

2)

€)
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Within five (5) working days of filing the written appeal with the Human
Resources Director, the appellant may request his/her personnel record from the
City. Neither party shall be entitled to any additional discovery in this process,
except as outlined below.

At least seven (7) working days prior to the hearing, the City and the appellant
shall disclose to one another the witnesses that each anticipates calling, a
synopsis of their testimony, and any documents each anticipates presenting to
the Independent Hearing Officer. The proposed testimony and exhibits must
relate to the written appeal filed by the appellant. Any proposed testimony or
exhibits that do not relate to the written appeal shall not be considered or
presented. The Independent Hearing Officer will make this determination, as
necessary.

Not less than three (3) working days after the exchange of proposed testimony
and exhibits, the parties shall work together to determine if either side objects to
any exhibits, and work through those objections. If after consulting with one
another, there is still a disagreement, the parties shall file a brief letter (no more
than one page) outlining the disputed items to the Independent Hearing Officer.
The letter must be filed at least two (2) working days prior to the hearing. If
there is no dispute, no letter need be filed. The Independent Hearing Officer
shall rule on any disagreement prior to the hearing. All exchanged exhibits will
be deemed admissible and presented to the Independent Hearing Officer at the
hearing.

Grievances
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e. Hearings

(1)

2

3)

“4)

©)
(6)

()

(8)

The appellant shall appear personally and testify before the Independent
Hearing Officer at the time and place of the hearing.

The proposed testimony and exhibits used by the appellant shall only be those
permitted pursuant to subsection (d) above. No other witnesses or documents
will be considered by the Independent Hearing Officer unless (i) the party can
show that it was newly discovered, there was prompt disclosure, and the
evidence is crucial or (ii) the Independent Hearing Officer may, at his/her
discretion, exclude certain witnesses or documents even if timely disclosed if
such evidence would be irrelevant, cumulative, redundant, or overly prejudicial.

The appellant may be represented by any person (other than the Independent
Hearing Officer) or attorney as he/she may select, and at the hearing may
produce on his/her behalf relevant oral or documentary evidence.

The City will present its case first, establishing the reasons for the employment
action. At the conclusion of the City’s case, the appellant will then present
his/her case in opposition. Each side may call its disclosed witnesses. The
parties are responsible for securing the attendance of their own witnesses, but
the City will make City employees available for the hearing if timely disclosed.
The parties do not have any subpoena power to compel a witness’s attendance.

Cross-examination of witnesses will be permitted.

The conduct and decorum of the hearing will be under the control of the
Independent Hearing Officer, with due regard to the rights and privileges of the
parties.

Hearings need not be conducted according to technical rules relating to evidence
and witnesses.

Hearings will be closed or held in executive session, as applicable, unless the
appellant, in writing, requests an open, public hearing. A closed hearing does
not preclude the attendance of (i) persons necessary to assist in the presentation
of evidence and arguments, (i1) the Human Resources Director or authorized
designee or (iii) the appellant’s department director or authorized designee.

f. Findings and Recommendations

(1)
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The Independent Hearing Officer will, within fifteen (15) working days after the
conclusion of the hearing, submit his/her findings and recommendations that
will be advisory to the City Manager. The Independent Hearing Officer may
recommend that the City Manager affirm, revoke, or modify the employment
action taken.
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(2) The City Manager or designee will review the findings and recommendations of
the Independent Hearing Officer. He/she may then affirm, revoke, or modify
the employment action taken as in his/her judgment seems warranted.

(3) The City Manager or designee will inform the appellant within twenty (20)
working days of his/her decision. The action of the City Manager or designee
will be final.

(4) Any member of the Board may submit a minority or supplemental finding and
recommendation.

4. Conduct of Appeal Procedure

The time limits specified above may be extended to a definite date by mutual
agreement of the employee and the reviewer concerned.

E. Matters Subject to A.R.S. § 38-531

This section does not apply to any persons outside the definition of Employee (as
hereinafter defined). When a complaint is filed by a former or current employee (the
“Employee”) as defined by A.R.S. § 38-531, alleging violation of A.R.S. §§ 38-531 er.
seq., the City Manager shall convene an ad hoc independent personnel board (“Board”)
pursuant to A.R.S. §§ 38-532 and 534, which shall consist of five (5) members having the
following qualifications:

1.

Three (3) members who are residents of the City, not employed by the City, and not
related to the Employee;

One (1) member who is employed by another municipality as an administrator in the
department of human resources or personnel and who is not related to the Employee;
and

One (1) member who is employed by another municipality, who does not belong to any
professional organizations or affiliates that the Employee belongs to and who is not
related to the Employee.

The members of the Board shall meet, hear evidence, and decide the following:

1.

The validity of the complaint.

2. Whether a prohibited personnel practice, as defined by A.R.S. § 38-532(A), was

committed against the employee or former employee as a result of disclosure of
information by the employee or former employee.

The provisions of A.R.S. § 38-532 are incorporated by this reference.

Adopted 5/19/14 Grievances
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E. For the purposes of this Chapter:

1. “Working Days” means Monday through Thursday, exclusive of City designated
Holidays.

Adopted 5/19/14 Grievances
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CHAPTER 20
Definition of Terms

The following words and phrases will have the meanings indicated throughout these rules
except where the context clearly indicates otherwise.

A.

Allocation

The establishment of a position in a department budget and approved by the City
Council.

Anniversary Date

The calendar date upon which employment started with the City of Avondale by a
specific employee. The effective date of any salary increase or decrease will also
constitute the employees’ anniversary date for such an increase or decrease. An
anniversary date will be adjusted to exclude the calendar days of suspension and
leave of absence without pay.

Appeal

A request to the Independent Hearing Officer. Such will be limited to action taken by
the City which involves, as a disciplinary action, dismissal, demotion, suspension
without pay of more than 40 hours, suspension without pay for more than eight hours
for law enforcement officers and detention officers pursuant to Ariz. Rev. Stat. 38-
1101, reduction in pay in lieu of suspension without pay of more than 40 hours, or
reduction in pay in lieu of suspension without pay for law enforcement officers and
detention officers pursuant to Ariz. Rev. Stat. 38-1101. All other appeals to the
Independent Hearing Officer are specifically prohibited. The right of appeal
hereunder extends to all regular employees in the classified service.

Appointing Authority

An employee, or the City Council, having the power of appointment and removal of
subordinate positions in any office authorized by the City Council in the budget, or
any group of persons having the power by other lawfully delegated authority to make
appointments to specific positions in the municipal service of the City of Avondale.

Appointment
The designation of a person to a position in classified or temporary authorized by the
City Council in the budget.

Class

One or more positions sufficiently similar in respect to assigned work duties and
responsibilities that the same class title may be reasonably and fairly used to
designate each position allocated to the class and that the same minimum education
and work may apply with equity.

Revised 12/01 Definition of Terms
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G. Class Series

The arrangement in sequence of classes that are alike in type of work and
responsibility, but not at the level of assigned work and responsibility.

H. Class Specification
A written statement of the characteristics, duties, responsibilities, and qualification
requirements that distinguish a specific class from other classes.

I. Classification
The original assignment of the position to an appropriate class on the basis of the
type, difficulty and responsibility of work.

J. Classified Service
All regular full-time, part-time, and temporary positions.

K. Compensatory Time Off
Time off from work in lieu of monetary payment for overtime work in the same pay
period. Compensatory time off is restricted, by City ordinance, to sworn police
personnel only.

L. Continuous Employment
The time from original employment to the current date of employment excluding the
calendar days when an employee is absent without leave or when an employee is
under suspension. An employee who returns to work following a resignation or
discharge will be considered as a new employee and previous employment will not be
considered as part of continuous employment.

M. Department
A major functional unit of the City of Avondale governmental structure.

N. Department Director
The officially appointed director of any department who is directly responsible for the
administration of the department.

O. Emergency
A sudden and unforeseen happening that requires the unscheduled service of an
employee to protect the health, welfare, and safety of the community.

Revised 12/01 Definition of Terms
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. Employee
An employee may be defined as:

1. Regular, full-time

This person is expected to work at least forty (40) hours per week in his/her
assigned classification.

2. Regular, part-time

This person may be employed on a regular schedule of thirty (30) hours or
less per week throughout the year.

3. Temporary
This person may be employed for any number of hours per week in positions
declared to be temporary in nature. This person may be assigned to a
classification temporarily vacated by a regular employee while on military
duty or other authorized absence, and is excluded from receiving normal
fringe benefits.

. Employee Evaluation
A written appraisal of the job performance of an employee designed to inform the
employee of the manner in which he/she is meeting standards of performance
established by the supervisor, department manager, or City Manager

. Grievance

A grievance means any dispute regarding the meaning, interpretation, or alleged
violation of these policies and procedures.

. Holiday
The twenty-four (24) hour period starting at midnight and ending at midnight of the
day observed

. Immediate Family
Husband, wife, (common-law spouse), son, daughter, mother, father, brother, sister,
son-in-law, daughter-in-law, parent-in-law, brother-in-law, sister-in-law, grandparent,
or grandchild of an employee or other legal dependent

. Independent Hearing Officer
An attorney licensed and in good standing with the State Bar of Arizona with at least
five years of experience and knowledge of municipal law and/or employment law that
the City Manager or designee selects to hear an appeal from the City’s list of
qualified independent hearing officers on a rotational basis.

Revised 12/01 Definition of Terms
-Chapter 20 Page 3 -



Layoff

The separation of an employee from city service which has been made necessary by
the lack of work or funds or other reasons not related to fault, delinquency, or
misconduct on the part of the employee

. Leave

An authorized absence from regularly scheduled work hours, which has been
approved by proper authority

Merit Pay Increase

An increase in pay from one percentage to the next higher percentage in the same pay
grade of the pay schedule which is granted to any employee who is consistently
proficient in his/her duties, and exceeds the standards of performance expected of a
competent employee, over a period of time (usually one (1) year or more)

Overtime
Authorized time worked by a regular full-time employee in excess of a standard
workweek (more than forty (40) hours in one week).

Pay Grade
The identifying number for a single rate or a range of pay rate as established in the
salary grade table.

AA. Pay Reduction

BB.

CC.

DD.

EE.

A decrease in pay, which may result from reduction in grade or reallocation of a
position to a lower grade

Regular Employee
A regular employee who is not serving a probation period

Personnel Action Form (PAF)
A form that is completed before any change of employment status of an employee
is official

Promotion
The movement of any employee from a position of one class to a position of
another class in a higher maximum salary rate

Reduction in Grade

The movement of an employee from a position in one class to a position in the same
or another class having a lower maximum salary rate because of disciplinary
reasons, incapacity to perform the work, inefficiency, or unsatisfactory work
performance

Revised 12/01 Definition of Terms
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FF. Reprimand

GG.

HH.

II.

JJ.

KK.

LL.

A formal disciplinary action designed not only to admonish or warn an employee,
but also to lead, guide, direct, and instruct the employee in how to correct and avoid
repeating a mistake, infraction, inefficiency, or problem

Resident

A person whose principle place of domicile is within the corporate boundaries of
the City of Avondale

Separation

The termination of employment by reason of disqualification, end of temporary
assignment, layoff, resignation, retirement, dismissal, or death

Shift Worker

An employee whose normal work day consists of an eight-hour (8) shift, which is a
part of a twenty-four (24) hour per day operation three hundred sixty-five (365)
days per year

Sick Leave Day

A day off (equal to eight (8) hours) granted to an employee due to illness, injury, or
quarantine, provided, however, that in the case of firemen working on twenty-four
(24) hour shifts, such sick leave day will be equal to one (1) twenty-four (24) hour
shift

Supervisor
An employee having authority to, in the interest of the city, direct the work efforts
of other employees and evaluate and recommend their promotions, discipline and
termination

Suspension

A form of discipline consisting of relieving an employee from work without pay for
a specific period of time, depending upon the seriousness of the act bringing about
disciplinary action

MM. Termination

NN.

The permanent separation of an employee from the City of Avondale

Transfer

The movement of an employee from one department, division, or unit of municipal
government to another class having the same maximum salary rate, involving the
performance of similar duties and requiring essentially the same qualifications

Revised 12/01 Definition of Terms
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0O. Trial Period
Generally a probation time that is a working test, unless otherwise extended as
provided, during which a newly appointed or promoted employee is required to
demonstrate his/her ability for the new appointment or promotion

PP. Vacation Day
One vacation day will equal eight (8) hours, provided, however, that in the case of
firemen working on twenty-four (24) hour shifts, such vacation day will be equal to
one (1) twenty-four (24) hour-shift

QQ. Vacancy
A duly created position which is not occupied and for which funds have been

provided

RR. Workers’ Compensation
Benefits received by an employee who is injured while carrying out his/her
assignment as determined by the applicable Arizona state law

Revised 12/01 Definition of Terms
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CHAPTER 21
Changes and Amendments

The City retains the right to change or amend these rules or regulations at any time,
provided, however, such changes or amendments will be communicated to
employees before becoming effective.

Adopted 07/15/02 Changes & Amendments Effective 08/15/02
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CHAPTER 22
Ethics Policy

A. Purpose

“Ethics” is defined as a system of principles governing the appropriate conduct of an
individual or group. The purpose for this policy is to address ethical issues and to clarify
standards of behavior. The policy establishes expectations for employee behavior,
requires the avoidance of conflicts of interest, defines acceptable outside employment,
prohibits the acceptance of gratuities and protects confidential information.

B. The City of Avondale Ethics Handbook

To further the policy set forth in this Chapter, the City Manager may establish an Ethics
Handbook to provide definitions, examples and guidelines to clarify the application of the
standards set forth herein. All employees shall be required to acknowledge (i) his or her
understanding of this policy and (ii) the receipt of the Ethics Handbook, both of which
shall be kept on file with the employee’s personnel records.

C. Policy
1. Each City employee is required to uphold, promote and demand the
highest ethical standards when representing the City in the course of
employment.
2. All City employees should maintain personal integrity, truthfulness,

honesty and fairness in carrying out their public duties.

3. Any employee who is unsure of how to respond to a particular situation
should first seek the guidance of his or her supervisor to determine the
appropriate course of action. If it is not possible or practical to obtain
guidance from his or her supervisor or department director, an employee
shall contact the Ethics Standard Committee for advice and direction. This
Committee shall be chaired by the Human Resources Director and shall
include the following members as appointed by the City Manager:

a.) An Assistant City Manager
b.) Finance and Budget Director
c.) Two members at large

4. The Ethics Standards Committee shall recommend a course of action for
the individual(s) making an inquiry. All decisions shall be forwarded to
the City Manager for final approval. Decisions made by the Ethics

Adopted 8/16/2004 Ethics Policy Effective 9/15/2004
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Standards Committee and approved by the City Manager shall be recorded
and shall be used as a guide when determining future cases.

5. The City’s policies and procedures shall be used as a reference in
determining the recommended course of action. No retribution or
disciplinary action shall be taken against employees for bringing issues
before the Ethics Standards Committee.

6. City employees shall be provided with mandatory, annual training
concerning ethical standards and behaviors. In addition, optional ethical
and character-based training will be offered to employees periodically.

Adopted 8/16/2004 Ethics Policy Effective 9/15/2004
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@l Avondale

Aspiring. Achieving. Accelerating.

Ethics Handbook

City Mission Statement:
Serving the citizens of Avondale: Building community...celebrating
diversity...fostering pride.

City Values:
We value integrity, communication, customer service, innovation,
creativity, and our history and culture as we fulfill our mission.



INTRODUCTION

Ethics is defined as a system of moral principles governing the appropriate conduct of an
individual or group. Ethical behavior is the foundation for excellent customer service. The
City’s ethical performance standard is guided by the simple principles of:

e Knowing right from wrong,
e Acting in accordance with what is right
e Avoiding even the appearance of what is wrong.

Avondale employees demonstrate these principles through the practice of ethically-driven
customer service:

Empathetic,
Thoughtful,
Honest,
Intelligent, and
Caring
Service.

This handbook reviews various ethical scenarios that relate to the Policy and Procedures Manual.

The handbook’s purpose is to provide examples of ethical behavior to ensure that each employee
maintains public trust through ethically-driven public service.

SETTING THE STAGE

Q: Have you ever been asked to do a favor for a member of the public that caused you some
concern?

Q: Has someone offered you a gift, asked for a break, or requested an exception?
Q: Have you seen a co-worker take something from the City?
Q: Are you aware of a co-worker working under the influence of drugs or alcohol?

Q: Are you aware of an employee treating another employee or a member of the public
inappropriately?

Q: Have you observed situations or actions of others that may seem wrong and wondered what
to do about it?

If you answered ves to any of the questions listed above, the following information may
help vou to face the challenges of making the right decision.
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ETHICAL AREAS AND EXAMPLES

Alcohol Use

Drinking alcohol of any kind during the work hours (to include breaks and meal periods) or
during off-hours while wearing City of Avondale apparel is not acceptable and will result in
disciplinary action.

Example: An employee goes out to lunch at a restaurant and orders a beer with lunch. A
resident observes this behavior and recognizes this person as an Avondale employee because
he/she is wearing a uniform/apparel with the Avondale logo. The resident calls City Hall to
complain that an employee is drinking on the job.

Policies and Procedures Manual, Chapter 7

Appearance

Staff is required to project the appropriate image and appearance for the work they perform.
Appropriate attire, grooming, and behavior are required of each employee in his/her job and
relationship with the public. Neatness, cleanliness, and good judgment are required of all
employees when dressing for work. If a supervisor deems the dress to be inappropriate for
the position, the employee will be sent home to change.

Example: An employee who has direct contact with the public comes to work in clothes that
had been previously worn and not washed. The clothes are also wrinkled and stained. The
supervisor directs the employee to go home and change into cleaner and more presentable
clothes.

Professional Image and Appearance Administrative Procedure AP-10, October 6, 2003

Compensation and Employee Benefits

Compensation is the payment and the provision of an assortment of employee benefits that
are given to employees in exchange for work performed as it relates to their duties.
Employees are required to work the hours for which they are being compensated. Supervisors
must be notified when employees have personal issues to address during work hours.
Employees shall compensate the City for personal time taken by a.) working to make up for
the personal time taken, or b.) by submitting the appropriate leave forms. Repeated
violations of misreporting hours are grounds for dismissal.

Example: An employee drives a city vehicle home for lunch. The drive takes 10 minutes
from the job site. The vehicle is parked on the curb outside the employee’s home for 90
minutes. The return trip to the job-site takes 15 minutes. The employee works 60 minutes
past the traditional end of the work day and marks 60 minutes overtime on the time card.
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This example presents two ethical problems. The first is the appearance of the city vehicle in
front of an employee’s home for an extended period of time during the workday. The second
issue is clocking 60 minutes overtime at the end of the day when the lunch period was not
reported as being extended 60 minutes, assuming the lunch period is sixty minutes.

Policies and Procedures Manual, Chapter 5

Confidentiality

An employee is never to use or disclose any confidential information acquired in the
performance of governmental duties as a means for personal/professional gain. Employees
are expected to keep confidential various aspects of city business not intended for public
disclosure. This is important for building trusted relationships between city employees and
residents, stakeholders, and others doing business with the City. Abuse of confidential
relationships and attempts to gain from confidential information will not be tolerated.

Example: As part of his/her job duties, an employee has access to residents’ addresses and
phone numbers. A member of the public asks the employee to divulge this information.
Agreeing to give out that information would be considered a breach of confidentiality. Being
paid for that information is not only unethical; the employee may also face criminal charges.

As described by applicable city departmental policies and signed confidentiality agreements.

Conflict of Interest

A conflict of interest occurs when an employee is no longer able to remain impartial or
objective in choosing between the interest of the City and his or her self-interest. Conflicts of
interests may develop directly or indirectly from a relationship with a vendor, a supplier, a
customer, a competitor or any other person or company who deals with the City of Avondale.
No employee shall engage in any activity or enterprise that conflicts with his or her duties as
a City employee or with the duties, functions, and responsibilities in the department that he
or she is employed. Employees must manage business affairs within City procurement
guidelines and personnel policies to avoid conflicts and the appearance of conflicts of
interest. Employees should immediately tell their supervisor or a manager if they become
involved in a situation which might cause a conflict of interest or the appearance of a conflict
of interest. Employees must ensure that they treat all businesses and individuals equitably
and fairly. The most ethical City business practice regarding all purchasing activities is to
ensure that all actions are fair and equitable and provide the City with the optimum of
quality, value and cost-savings. The Charter & Procurement Codes address employee
contractual processes and procedures. Deliberately trying to steer business to a particular
company or firm is grounds for termination.

Example: A city department has previously done business with a regional screen printer for
a variety of clothing needs. The department is looking at sponsoring a larger event that would
necessitate ordering enough screen printed items to exceed the $2,000 threshold triggering
the need for three quotes. The employee approaches three screen printing vendors -- the
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wholesale vendor who had done business with the City in the past, and two retail vendors, to
generate quotes. The wholesaler submits the lowest bid. This action is unethical because of
the different pricing mechanisms offered by the wholesaler and the retailers. In this instance,
the bidding process has been steered to favor the wholesale screen printer.

Example: The City has vacant property that an individual wants to buy. The potential buyer
has access to a fix and repair service and offers the employee handling the transaction free
assistance if the employee can ensure the transaction price is within a certain dollar range.
The employee respectfully declines and informs the potential buyer the asking price for the
land will be based on established appraisal values and city interests.

Policies and Procedures Manual, Chapter 12; Article VIII in the City Charter and Chapter 25 in
the City Procurement Code

Drug Use

Drug use is defined as the use of any illegal drug at any time or the use of any legal drug that
impairs an employee’s ability to perform his/her job competently. Illegal drug use on the job
is not acceptable and will lead to termination. Employees must report any legal drug use that
may impair their ability to perform their job to the supervisor. Failure to do so can lead to
serious consequences.

Example: An employee is taking a prescription anti-depressant drug that impairs his/her
ability to drive. The employee did not inform the supervisor of the drug use before driving a
city vehicle. The employee was in an accident and it was discovered that the employee had
taken the prescribed drug one hour before driving the vehicle. The employee may not have
been at fault in the accident. However, the city may be placed in a difficult position with
regard to any liability claims as a result of the actions of this employee.

Policies and Procedures Manual, Chapter 7

Emplovee Records

Employee records are any information submitted to the Human Resources Department from
the time an individual submits and application for employment to the end of that individual’s
employment with the City. Employees must accurately report and submit to Human
Resources, accurate documents pertaining to education, training, medical/ insurance issues,
previous work experience, and all other records. It is unethical, and in some cases illegal, to
submit false documentation to Human Resources. Employee records are kept in seven
different files. They are: the main personnel file, pay file, medical file, background file,
disciplinary file, investigative file, and safety file. The only file available for public viewing
is the main personnel file.

Example: An applicant applies for a job that requires a bachelor’s degree from an accredited
university or college. The application submitted states that a bachelor’s degree was earned at
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a particular university. After the applicant is hired, it is discovered that the employee was
short 12 credits from obtaining the degree.

Example: An employee signs up for a half-day training course off-site and attends for 45
minutes, leaving at the first break. The employee runs errands, has a leisurely brunch and
returns to the work site in the afternoon. The employee reports that training was completed.

These two examples demonstrate unethical behavior, which impacts the City’s efforts to
employ the most qualified people available for the position, as well as the City’s efforts to
improve employees’ work skills.

Policies and Procedures Manual, Chapter 13
Favoritism

Favoritism is defined as providing preferred service or granting special concessions to one
person or business over another. All customers, both internal and external, will be treated
fairly and with equity. If some customers are served before others, it is because it is based on
an urgency/greatest need standard established by individual service functions. Otherwise,
customer service requests will be handled in chronological order, providing thorough
responses to each person’s inquiries and requests, so that the appearance of favoritism is
eliminated.

Example: Two people apply for the same job and will be interviewing for the position the
next day. An employee happens to know one of the two applicants and calls this person up to
offer information about the position, the way the department works, as well as other
information that gives this particular applicant an edge over the other.

This example demonstrates unethical behavior, which affects the City’s ability to treat
applicants fairly and to employ the most qualified applicant for the position.

Reflected in various city policies that address procurement, employment, and customer service

Financial Responsibility

Employees will use City purchasing authority/credit cards for City business only. Employees
will not exert pressure to borrow money from other City employees, supervisors, or
subordinates.

Example: A City employee makes a purchase at Home Depot for city materials using the
City credit card. The employee also purchases a personal item with the credit card within the
same transaction. The employee writes a check to reimburse the City a week later before the
City receives the billing statement.

It is never acceptable to use to use the City credit card for transactions that are not City-
related. Such actions will lead to discipline by the City, up to termination from employment.
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City Charter, Chapter 25; Procurement Code, Finance Department Credit Card policy statement
Fraternization

Fraternization is defined as an intimate, sexual relationship between employees.
Fraternization among supervisors and managers with employees from the same department is
not permitted. Sexual liaisons between employees are absolutely forbidden while on duty and
will lead to termination whether they occur on city property or not.

Example: Two employees from separate departments who both report to work at 8:00 a.m.
meet during the lunch hour at one of the employee’s homes and extend their liaison for two
and one half hours. They return to work and leave at 5:00 p.m. giving themselves credit for
an eight-hour work day.

Problems can and do arise in the workplace when employees have intimate, sexual
relationships with other employees. Potential problems include conflict of interest, reduced
productivity, and potential charges of sexual harassment. Sexual encounters while “on the
clock” will not be tolerated.

Policies and Procedures Manual, Chapter 15

Future Employment

City employees applying for positions with companies that do business with the City are
vulnerable to offers of future employment in exchange for favors and/or information obtained
through the employee’s position. Employees must disclose possible future employment with
companies doing business with the City to the Ethics Standards Committee within three
business days after a job interview takes place. In addition, an employee will be expected to
sign a confidentiality statement limiting the disclosure of City information with any company
that is involved in potential business with the City for one year.

Example: A City employee leaves to take a position with a private corporation that does
development business with the City of Avondale. Privately-held City information that is not
part of the public record, such as potential land purchases or targeted amounts for future
capital improvement projects, could be used to the advantage of the employee’s new
employer when making bids for specific projects. Ethically, that employee should not be the
representative for the company in work with the City until one year has passed.

Policies and Procedures Manual, Chapter 8

Gifts and Gratuities

Employees should always decline any gift, regardless of value, for themselves or their
families if it appears to, or is intended to influence decisions they make for the City of
Avondale. Employees should immediately tell their supervisor or a manager if they become
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involved in a situation which might cause a conflict or even the appearance of a conflict.
Employees should never accept, for themselves or their families, any favors or special
benefits that might be perceived as influencing the performance of their governmental duties.
When the employee has lunch with a vendor, the employee should pay for his or her own
meal.

Example: A resident wants to purchase property from the City and offers the employee
handling the transaction gardening services for the employee’s home as a token of
appreciation. The employee must refuse the offer.

Policies and Procedures Manual, Chapter 12 A. Solicitation; B. Conflict of Interest; City
Charter, Chapter 25, Procurement Code

Grievance

A grievance is defined as any dispute regarding the meaning, interpretation, or alleged
violation of the policies and procedures. It is unethical to treat any employee unfairly while
that employee is going through a grievance process. The grievance process is established to
enable employees to continue to interact in a professional, ethically-driven customer service
approach while the grievance process works it way to conclusion. Unethical treatment of an
employee in the grievance process will be grounds for discipline.

Policies and Procedures Manual, Chapter 19

Illegal Activity

All employees will be expected to engage in activities that are lawful. Employees must
uphold the constitution, laws and legal regulations of the United States, the State of Arizona,
the City of Avondale, and other legally incorporated governments. Misdemeanors and
felonies committed by employees will be examined on a case-by-case basis and may be cause
for action by the City against the employee. Illegal actions performed on the job will lead to
termination.

Example: An employee driving a city vehicle is involved in an accident and leaves the scene
of the accident. This behavior is illegal. All accidents involving city vehicles, or personal
vehicles while on City business, must be reported to the Police Department, Risk
Management and your supervisor.

Inappropriate Use of City E-mail System and Internet

Employees will not use the City’s computer system and associated software and hardware for
personal profit or personal use not related to work assigned. Use of the city’s property to
carry out activities that lead to personal profit or reduce the employee‘s productivity on the
job is considered a misuse of city funds and equipment and is not acceptable. Examples of
such use include surfing the Internet for pornographic materials, financial and stock market
information for personal investment purposes, personal banking, on-line auction
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participation, fantasy sports leagues, chain letters of any type, and other uses not pertinent to
one’s employment duties.

Example: An employee receives a message from a friend with a sexually oriented cartoon
attached. The employee forwards the cartoon to several other employees. This is a violation
of City policy and will result in disciplinary action, potentially including termination.

Policies and Procedures Manual, Chapter 19

Nepotism

Nepotism is defined as the paid employment of family members, friends, or associates in
positions with the City, whether the positions are temporary or permanent, without a proper
posting of an open position and a review of qualifications by Human Resources, or the
competitive bid process if contracting for services. Although the Policies and Procedures
Manual defines “family” as immediate members; an ethical definition of family should
include those family members that have a reasonably close relationship with the hiring
supervisor that leads to preferential hiring treatment.

Wherever possible, hiring should be an open, competitive process to ensure that the best
qualified person available at the time is hired by the City to fulfill the temporary or
permanent vacant position. This eliminates nepotism and favoritism when hiring. Policies
and Procedures Manual, Chapter 8 addresses situations when relatives are hired or a marriage
takes place that creates a potential ethical conflict.

Example: A temporary administrative position opens within the City and the department
hires directly a family member of one of the employees without posting the position or going
through a temporary help service. This action constitutes a violation of city policy.

Policies and Procedures Manual, Chapter 8

Open Meetings and Public Records

State law requires that meetings of public bodies be open to the public and that public records
be available for inspection. Quick response to open meeting or records requests is important.
Internal work groups consisting of employees and others are not subject to open meeting
laws unless public input is requested at the work group meeting. All public meetings must
have an agenda produced and posted twenty-four hours in advance. As a matter of good
management practices, all internal meetings should have an accompanying agenda.

Example: Internal meetings with a developer to review plans with city staff are not
considered a public meeting. Once staff and the planner come to agreement to the plans and
proposed stipulations made by the City, the entire project is brought forward for public
comment through the Planning and Zoning Commission or a Council agenda item. It is at this
time that public concerns with a project can be publicly addressed.
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Outside Employment

Outside employment is allowed, provided that a.) there is not a conflict of interest, b.) the job
does not interfere with the time and attention an employee must devote to the City job, and
c.) City equipment or use of proprietary information will not be involved.

Employees must notify their immediate supervisor of their intent to engage in outside
employment. Supervisors who have questions regarding possible conflicts with an
employee’s outside employment should contact the Human Resources department.
Employees are not to engage in outside work if they are not working due to any disability
status in their City employment. City obligations take precedence over outside employment
requirements at all times.

Example: An employee works for a local retail store on weekends. During the Holiday
season the store Manager requires the employee to come in to work on Mondays and
Wednesdays at noon. The employee asks for a revision in her City work schedule. The
supervisor, after speaking with Human Resources, informs the employee that she must
continue to work her regular work schedule. The employee must give precedence to her City
job and should inform the store Manager that she cannot work the additional days.

Policies and Procedures Manual, Chapter 8

Personal Conduct

Employees are expected to conduct themselves at all times in a manner that brings credit to
the City. This includes:

e Providing a full day’s work for a full day’s pay and performing those duties to the
employee’s best efforts.

e Providing all employees, stakeholders, residents, and others doing business with the City
with Empathetic, Thoughtful, Honest, Intelligent, and Caring Service.

e Working with all parties in a professional and equitable manner. Employees shall not
discriminate in any way on the basis of race, color, religion, sex, age, national origin,
veteran status, handicap, marital status, disability, sexual orientation, or any other bias.

e Dressing appropriately for the position hired.

e Demonstrating common sense, professionalism, productive effort that promotes public
acceptance for city employee and organizational effort.

e Participating in off-duty activities that will not result in publicity that harms the City.

Example: An employee is assigned to visit a local retail store to purchase supplies for a City
event. While paying for the merchandise the employee notices that the clerk has overcharged
for the purchase. The employee becomes very agitated and starts screaming at the clerk,
saying “I work for the City of Avondale and I don’t have to put up with this horrible

service”. The employee goes on to swear at the clerk. This behavior is inappropriate and
brings discredit to the City.
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Policies and Procedures Manual, Chapter 9

Political Involvement in the Community

Employees are encouraged to exercise the right to be active members of the community at
large in such a manner that is lawful and ethical. An employee’s involvement in the
community shall be positive and reflect well on the City. Participating in City Council
campaigns is strictly prohibited by the City Charter. Political activity at any other level of
government shall comply with the applicable laws that govern that activity.

Example: A local city council candidate asks an employee to help place election signs at
various corners and vacant lots in the City to publicize the candidate’s re-election campaign.
The employee declines and immediately reports the incident to the City Manager. This could
be considered an election violation with possible consequences faced by the candidate.

Policies and Procedures Manual, Chapter 12

Productive Work Effort

Employees are expected to perform assigned work effectively and efficiently. Deliberate
misuse of time and not accounting for that time properly is an unethical acceptance of
compensation from the City. Leave is provided in order for employees to ethically account
for time periods when work cannot be performed to meet the weekly compensation for work
performed.

Example: An employee works at a desk from 8:00 a.m. — 5:00 p.m. in an office. After taking
a full lunch, the employee shuts the door and takes a nap for 45 minutes. The employee
leaves at 5:00 p.m. and claims a full day of work. Sleeping on the job is not considered
productive work.

Policies and Procedures Chapter 5

Rumors and Gossip

A rumor is defined as a circulated story, report, or statement without facts to confirm its
truth. Gossip is defined as conversation about personal or intimate rumors or facts, especially
when malicious. Rumors and gossip are not accepted in the workplace.

Example: Disciplinary actions, including terminations, and the reasons why an action was
taken are not discussed by Human Resources personnel or the responsible supervisors to
ensure the confidentiality of the affected employee is maintained. Initiating or spreading
rumors creates an unhealthy work environment. Gossiping about a fellow employee is
disrespectful and unprofessional, as well as a waste of City time. Repeated incidences of
such behavior will result in disciplinary action.
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Sick Leave

Sick leave is an approved period of absence granted to an employee due to:

e Illness, injury, or other medical condition which renders the employee unable to fulfill his
or her duties.

e Illness, injury, medical condition evaluation or procedure, or treatment for a medical
condition for a member of the employee’s immediate family, defined as parent, sibling,
in-law, grandparent, or legal dependent.

Improper reporting of sick leave is not allowed and could lead to disciplinary measures,

including termination. Frequent use of sick leave may lead to the City requesting medical

verification for illness as described in the policies and procedures. Sick leave is an employee
benefit that involves compensating employees monetarily for missed work days -- either by

a) ensuring that compensation continues for the duration of sick leave or b) if unclaimed, a

reimbursement of sick leave for monetary gain for the employee at the time of retirement

based upon the number of hours sick leave accumulated and the number of years a person has
worked for the City.

Example: An employee calls in sick for the day and goes out golfing instead. This is an
improper use of City time.

Policies and Procedures Manual, Chapter 6

Undue Influence on Subordinates

Supervisors and managers are expected to engage in the highest level of professional
behavior when dealing with employees whom they supervise. Favored treatment due to
personal friendships will not be tolerated. Supervisors should not exert verbal or non-verbal
pressure on subordinates to grant personal favors and complete requested work while off
duty, nor should they request monetary favors or contributions.

Example: A supervisor requests that his subordinate helps with a charity event during a
Saturday night. The supervisor hints that it may lead to a favorable performance review, and
implies that not helping will lead to an unfavorable review. This action needs to be reported
to the Ethics Standards Committee.

Policies and Procedures Manual, Chapter 9

Use of City Equipment

Employees will only use City-owned equipment for City-related work. City equipment is not
available for personal/private use by employees. Employees will be fully trained in the use of
all City equipment that pertains both directly and indirectly to the performance of their
duties.
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Example: Landscaping tools are used by a grounds employee to landscape his own home
over the weekend. This is unethical and improper use of city equipment for personal benefit.
Disciplinary action will be taken against the employee.

Policies and Procedures Manual, Chapter 10

Use of City Logo

Use of the City logo or name is for City purposes only. Clothing bearing the City of
Avondale name or logo shall be worn only for official City purposes or business and shall not
be worn while consuming alcoholic beverages.

Example: A group of employees forms a softball team and finds a sponsor to support the
team’s purchases for softball, bats, and T-shirts. The sponsor requests a letter of request on
City letterhead to send it to its corporate offices to honor the request. The team captain
explains to the sponsor that this team does not represent the City of Avondale. He drafts the
letter instead on plain paper to distinguish this activity from official city business.

Policies and Procedures Manual, Chapter 10

Employee Ethics Handbook Page 13 of 15



“THE ETHICS TEST”

When you face a situation that causes YOU to question vyour ethical conduct, ask yourself these

questions:

©)

How does this situation make me feel about myself?

How would my family react to knowing about this and my role/decision?

Would it pass the “headline test?” How would the community react?

How does the decision and my proposed action align with the City’s mission and values?
Will it violate a law or a City policy?

Is my action or potential outcome/solution balanced? Will it be fair to all concerned?
How will this affect other decisions I may be called upon to make in the future?

Could I disclose, without reservations, my decision or action to my family, my peers, my
superiors, or the community?

When you observe a situation or the actions of OTHERS that cause you to question their

conduct, ask yourself these questions:

o

(0]

Have I defined the ethical question/problem accurately?

How would I define it if I stood on the other side of the fence or if I placed myself in the
other’s situation?

Can I discuss this with the affected parties before I bring it to the attention of my
supervisor?

What is my intent in making the decision to alert my supervisor?
What result or outcome do I expect to achieve to resolve the problem?

How do these results compare with my intent in bring this to the attention of my
supervisor?

Could my decision or action unfairly injure someone or something?
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WHERE TO GO FOR HELP

If an employee is unsure of what the “right thing to do” is, he/she should first seek the guidance
of the supervisor to determine the right course of action. If an employee determines that ethical
guidance will be compromised by seeking out his or her supervisor or department director,
employees may contact the Human Resources department or the Ethics Standard Committee for
advice and direction. The Ethics Standards Committee shall include the following members as
appointed by the City Manager:

¢ Human Resources Director, (Committee Chair)
e Assistant City Manager

e Finance and Budget Director

e Two members at-large

If ethical guidance is sought, the Ethics Standards Committee shall recommend a course of
action for the individual(s) making an inquiry. All decisions shall be forwarded to the City
Manager for final approval. Decisions made by the Ethics Standards Committee and approved by
the City Manager shall be recorded and shall be used as a guide when determining future cases.

Employees wishing to discuss and/or report unethical behavior/problems or issues are
encouraged to contact the Human Resources Department. An employee may request his or her
supervisor present the issue on the employee’s behalf. Issues that are reported from an
anonymous source will not be accepted for review. To the extent possible, information
provided will be held in the strictest of confidence.

The City of Avondale is committed to ethically-driven customer service. Contact the Human
Resources Department (623-333-2200) if you wish to initiate a report.
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SECTION: ADMINISTRATIVE POLICY 1

‘ TITLE: Participation in City Elections

L. PURPOSE AND SCOPE

The purpose of this policy is to provide guidance to all employees on the personnel
policies that restrict employee participation in City of Avondale elections. Please
carefully review the following restrictions and make sure that all employees are
informed. This policy applies to all City employees, full or part-time, regular status or
temporary; there are no exceptions.

This policy is in addition to state law that prohibits the use of City resources for the
purpose of influencing the outcomes of elections. A.R.S. § 9-500.14. The term “City
resources” includes, but is not limited to, “monies, accounts, credit, facilities, vehicles,
postage, telecommunications, computer hardware and software, web pages, personnel,
equipment, materials, buildings or any other thing of value of the City.”

IL. POLICY STATEMENT

It is the City policy that City employees are strictly prohibited from engaging in certain
activities associated with certain City elections.

1. POLICY PROVISIONS

A. City of Avondale employees are strictly prohibited from engaging in the following
activities associated with a City election pertaining to the election of City Council
members or recall of an Avondale City Council member.

1. Running as a candidate for the Avondale City Council.

a. Any employee interested in running for a seat on the City Council
must resign at the time of filing for candidacy.

2. Signing or circulating nominating petitions pertaining to candidates
for the Avondale City Council or for the recall of an Avondale City
Council member.

3. Making campaign contributions to a candidate for Avondale City Council
or for the recall of an Avondale City Council member.

4. Advocating for or against a particular candidate for Avondale City
Council or for recall of an Avondale City Council member.

5. Any other involvement with an Avondale City Council candidate’s
campaign, other than casting an individual ballot.
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IV.

6. Using City resources to influence the outcomes of a City election,
except as allowed by State law.

. With respect to referendum and initiative measures pertaining to Avondale City

ordinances, City employees may sign petitions or express their personal opinions on
the referendum or initiative, so long as their activities take place on their own time
and they do not use City resources, except as allowed by state law. It must be clear
that any opinion expressed by a City employee is strictly an individual personal
opinion and in no way represents the City’s position on the issue.

. With respect to bond elections called by the Avondale City Council, employees may

express their personal opinions as long as their activities take place on their own time
and they do not use City resources, except as allowed by state law. It must be clear
that any opinion expressed by a City employee is strictly an individual personal
opinion and in no way represents the City’s position on the issue.

. In all cases, pursuant to state law, City employees shall not use the authority of their

positions as a City employee to influence the vote or political activities of any
subordinate employee with respect to any election.

PROCEDURES

. These restrictions only apply to City elections.

. Employee participation in national, state, county or school district elections or

elections held by other municipalities or special districts is not restricted except that
the following applies:

1. No campaign activity may be conducted while a City employee is
on-duty or while wearing an official uniform or insignia of the City.

2. The use of any City resources is strictly forbidden, except as allowed
by state law.

. Employees who have questions about this administrative policy should contact an

Assistant City Manager.

APPROVAL

ey

L / .
David F1tzhugﬁ/, Avondale City Manager

January 11, 2017

Date of Avondale City Manager’s Approval
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SECTION: ADMINISTRATIVE POLICY 2

‘ TITLE: Administrative Procedure for Employee Discipline

L. PURPOSE AND SCOPE

The purpose of this policy is to outline the procedures City of Avondale (City)
Department Directors must follow prior to disciplining a City employee. This policy
applies to all City employees.

II. POLICY STATEMENT

It is the Policy of the City of Avondale to ensure that policies and procedures pertaining
to City employee discipline are appropriately followed and that all City employees in
similar circumstances receive the same or similar treatment during disciplinary
proceedings.

I1I. PROCEDURES

Department Directors

A. When a Department Director identifies the need for employee discipline he/she
shall meet with the Human Resources Director or designee prior to any discussion
with the employee.

B. Before any employee is served a letter of reprimand, notice of intent to suspend
without pay, notice of intent to reduce pay, notice of intent to demote, or notice of
intent to terminate, the Department Director shall meet and confer with the Human
Resources Director or designee.

1. It is not sufficient for a Department Director to review a City employee’s
supervisor’s recommendation.

Human Resources Department

A. The Human Resources Director shall review all documentation and assist the
Department Director in preparing the written notification(s).

1. Performing this type of review will ensure that policies and procedures are
appropriately followed and that other City employees in similar circumstances
received comparable treatment.

B. The Human Resources Director shall determine when the disciplinary action against
a City employee shall be communicated to the employee.
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1. Prior to communicating any disciplinary action to an employee, the City Manager
shall be advised of the date and time that the employee will receive notification of
the disciplinary action the City intends to impose.

C. When communicating a disciplinary action to an employee, the Human Resources
Director or a representative from the Human Resources Department shall be present.

1. This presence will ensure that the disciplinary action is properly communicated,
employee questions about processes and procedures are answered and to protect

the Department Director from charges of impropriety.

City Emplovees

A. City employees facing disciplinary action should refer to the City of Avondale
Discipline Policy Chapter 18: Grounds for Discipline/Termination located on the
City’s shared drive or online on the City’s website.

IV.  APPROVAL

Q044

David F itzhuglf/Clt/; Manager

October 11, 2016
Date of City Manager’s Approval
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SECTION: ADMINISTRATIVE POLICY 3

TITLE: Public Information & Media Relations

IL.

I1I.

IV.

PURPOSE AND SCOPE

The purpose of this Policy is to: ensure useful and accurate information is provided in a
timely and professional manner regarding City business, service, and special events;
ensure information is presented in a manner that is consistent with Avondale City
Council’s policies and philosophies; ensure as much as possible that consistent
information is being disseminated by the organization; ensure that the City Council, staff,
media, and general public are aware of any communications issues; ensure a cooperative
working relationship is fostered between the City of Avondale and the media, and to
ensure the media is being used as a resource particularly in emergency, disaster or crises
situations; and to establish procedures for responding to media inquiries, including
identifying a City spokesperson. This Policy applies to all City employees.

POLICY STATEMENT

The City of Avondale, to the best of its ability, will ensure the accurate and prompt
exchange of information with the news media in accordance with this policy. The City
will generally provide a response to media inquiries within 24 hours.

DEFINITIONS

A. Spokesperson: Individuals designated to speak on the City’s behalf.
POLICY PROVISIONS

A. Spokespersons

1. In most cases, there will be one spokesperson designated for response to each
inquiry.

2. Individuals designated to speak on the organization's behalf are: the City
Manager, Assistant City Manager, City Attorney, Community Relations &
Public Affairs Director and/or Public Information Officer (PIO),
Intergovernmental Affairs Manager, the Police Chief, Fire Chief, and others
specifically designated by the City Manager and/or Community Relations &
Public Affairs Director to address a particular issue or incident. No one other
than these individuals (with the exceptions noted below) should represent the
City’s position to the media.
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V.

3. Exceptions

a.

d.

PROCEDURES

When inquiries require a technical explanation, a spokesperson may
be designated to address a particular issue. That spokesperson will
usually be a department director, a senior staff person or a staff
member proficient in a certain area or subject matter (such as water
conservation or recycling), or an outside expert who is qualified to
speak on the City’s behalf on the issue in question. Whenever
possible, staff should have the PIO present at person-to-person
interviews in order to evaluate the effectiveness of the staff, evaluate
the interaction with media, and offer assistance to staff and media.

The Police Chief and Fire Chief may also designate their own
department spokespersons to handle media inquiries related
specifically to public safety (for example crimes, investigations, fires,
accidents, etc.) Staff members who provide emergency medical care to
the public should refrain from speaking to the media and refer them
instead to their department’s designated Public Information Officer
(P1O).

Routine media requests: Employees may respond to the media when
inquiries are of a routine nature, involving a response of a factual,
incidental or inconsequential nature, for example, the time and
location of a meeting or special event; the process for applying for a
business license or permit; the number of people employed by the
City. The employee should subsequently notify the Community
Relations & Public Affairs Director/PIO of the media contact.
Non-routine requests should be forwarded to the Public Information
Office prior to response. These may include responses that require
interpretation of policy, employee information and emergency
situations.

A. Media Relations Procedures

1.

2.

Media inquiries, whether verbal or written, are to be directed to the
Community Relations & Public Affairs Director who will evaluate the request
and provide an answer, or direct it as appropriate to the following:

a.

To the City Manager, Assistant City Manager, City Attorney,
Intergovernmental Affairs Manager, or a designated senior staff
member, if the inquiry involves City policy or positions; or

The Mayor or City Council, if the inquiry pertains to Council policy or
opinions.

All media contact should be immediately reported to the Community
Relations & Public Affairs Director for tracking purposes.
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3. Errors in reporting will be brought to the attention of the Community
Relations & Public Affairs Director and/or PIO.

4. News Releases: All news releases—with the exception of public safety alerts
and advisories from the Police and Fire departments—will be issued as
deemed necessary and relevant by the Community Relations & Public Affairs
Director.

a. The City Manager will approve all news releases prior to distribution.
b. The Community Relations & Public Affairs Director or PIO shall have
discretion to re-write draft news release submitted by a department.

c. Department staff who initiates a news release and department directors
shall have the opportunity to review any edits before its release.

5. News Briefings may be conducted to educate the news media about
potentially controversial issues and provide reporters with an opportunity to
ask in-depth questions. In most briefings, the City will provide background
materials, fact sheets and explanatory materials.

6. The Community Relations & Public Affairs Director and/or PIO will be
responsible for scheduling any such briefings.

7. News Conferences will be held at the discretion of the City Manager or Mayor
(or designee) to announce or respond to an issue of significance or
controversy with a united voice pertaining to facts, information, rules, and
emergency or crises situation or the established policy/rules of the City. A
news conference allows city officials to effectively respond at one sitting
rather than responding individually to many media contacts. A news
conference also conveys the City’s willingness to openly discuss an issue. A
news conference may be called when:

a. The issue to be announced is best conveyed at a news conference.

b. Major participants of a project are available to highlight their
participation and respond to media inquiries “together.”

c. The issue is likely to produce controversy.

d. News conferences will be planned in advance and coordinated by the
Community Relations & Public Affairs Director or PIO. A
spokesperson for the news conference will be selected by the City
Manager, or if appropriate by circumstances, the Mayor. Additional
personnel may be required to attend who can provide background
information and details.

8. Emergency Media Relations In the event of a disaster or emergency that
requires the City of Avondale Emergency Operations Center (EOC) to be
activated, the City PIO (or designee), the Avondale Police and Fire PIO’s (or
designees) will be responsible for primary media relations, including
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preparing for news conferences and media briefings, and arranging for media
interviews with elected officials and key participants.

9. Editorial responses from staff: The PIO will monitor the editorial column of
local newspapers and if deemed necessary by the City Manager, forward them
to the appropriate staff for response.

a.

Editorial responses shall be reviewed by the City Manager and PIO in
advance. These may be shared in draft with the City Council if
appropriate. Council shall be advised of editorial responses prior to
publication.

“Letters to the Editor” may be submitted to clarify the City’s position,
educate readers about a city service, or express the city’s gratitude to
the community. Such letters shall be submitted to the media through
the PIO.

B. Guidelines for Employees Acting as Private Citizens

1. The following guidelines are offered for employees who may choose to
contact the media as a private citizen. These guidelines do not prohibit such
contact but support other city polices regarding improper use of city
equipment and property. These guidelines also apply to employees responding
to or initiating media contact as official representatives of employee groups.

a.

oao o

Letters to the Editor may not be prepared on city time, printed on city
letterhead stationery, or mailed at city expense.

Telephone contact may not be made on city time using city telephones.
Use of city email is prohibited.

Use of city facilities or supplies is prohibited.

Responses or letters should not include the employee’s official title or
imply that the response is on behalf of the City of Avondale
organization.

Statements made to the media shall not disrupt public meetings or
interfere with the City Manager or designee in carrying out the day-to-
day management of responsibilities of the City.

C. City Employees/Department Director Guidelines

1. Significant Events

a.

It is the responsibility of employees to immediately notify their
supervisor or Department Director, who should in turn notify the City
Manager or PIO, of significant issues that occur and may be of major
interest to the general public.
The City Manager will determine the appropriateness of contacting the
City Council. Examples include, but are not limited to:

i.  Injury, termination, serious illness, or death of an employee.
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ii.  Major malfunctions of city equipment, city facility or
infrastructure that could impact the general welfare of the
public, environment or ability to provide service.

iii.  An unexpected work stoppage or inability to provide critical
city service.

iv.  The arrest of an employee.

v.  Programs and employees receiving awards.

2. Media Contact Guidelines

a.

o

o a0

D. Distribution

Respond to inquiries within your purview. Do not respond to matters
that do not directly relate to your professional responsibility for the
City.

Do not make judgmental comments, particularly about individual
councilmembers, council actions or official city policies.

Do not offer legal opinions on city policies or activities.

Do not discuss employees or personnel actions.

Do not speculate about what action the City will take.

Media inquiries shall be responded to within 2 to 4 hours of receiving
the request.

Inquire of the story’s focus, the reporter’s deadline and story
publication date.

1. The PIO shall maintain a media contact list.
City news releases will be distributed to the City Council and staff.

3. News releases shall be distributed electronically (email) and via facsimile to
appropriate media (newsprint, television, and radio).

4. News releases shall be posted on the City’s official website.

E. Violations of the Media Policy

Any employee found to be in violation of the City’s media policy will be subject to
disciplinary action, up to and including dismissal.

VI.  APPROVAL

20444

David Fitzhugh, Acting City Manager

June 24, 2014

Date of City Manager’s Approval
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SECTION: ADMINISTRATIVE POLICY 4

TITLE: Surplus or Obsolete Property Disposal

I. PURPOSE AND SCOPE

This policy establishes procedures for the proper disposal of the City of Avondale's
surplus or obsolete property. This policy shall apply to all City departments and
personnel, except for the Avondale Police Department's disposal of evidence, seized
property, service firearms, and service animals.

II. POLICY STATEMENT

All City surplus or obsolete property shall be disposed of in accordance with the
procedures set forth herein. Depending on the type of surplus or obsolete property, the City
may utilize any one of the disposal methods detailed below, as determined by the
Procurement Manager to be in the City’s best interest.

III. POLICY PROVISIONS
A. Administrative Approval Prior to Disposal

1. Department heads must review and approve the disposal of department surplus or
obsolete property valued at $25,000 and under.

2. The City Manager must review and approve the disposal of City surplus or
obsolete property valued over $25,000.

3. Surplus or obsolete property shall not be dismantled or artificially fragmented to
circumvent the administrative review and approval process.

B. Inventory of Surplus or Obsolete Property

1. Each City department shall maintain a record of department surplus or obsolete
property and provide a copy of the record to the Procurement Office. (see form
AP4-B located on ACES/Forms/Finance Forms)

2. A listing of all City surplus or obsolete property shall be maintained by the
Procurement Office and such property shall be transferred between departments,
as needed, prior to pursuing any disposal method.

IV. PROCEDURES

A. Disposal Methods for Surplus or Obsolete Property. After determining that the
surplus or obsolete property is not needed by any department, the City, through the
Procurement Office, unless otherwise stated herein, may:

1. Trade the property for credit against new purchases.
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2. Trade the property to another public entity for property beneficial to the City.

3. Donate the property to a non-profit organization or community program, or to
another public entity, including schools. (see Attachment A. Form AP4-A located
on ACES/Forms/Finance Forms)

4. Establish the fair market value and sell the property through an advertisement
in appropriate publications or a posting on the City website.

5. Solicit written offers from interested persons and dispose of the property to
the person making the most advantageous offer, pursuant to the rules and
procedures set forth below in Section B.

6. Auction the property, pursuant to the rules and procedures set forth below in
Section C.

7. Recycle property which may not be suitable for discarding.

a. A contracted third party may be used to recycle plastics, metals, other
recyclable materials, and hazardous materials.

8. Discard property which is broken, unusable, or determined by the Procurement
Office to realize little to no value by using any other disposal method.

B. Offers to Purchase. The City may solicit offers to purchase upon determining that
the property is of such a nature as to make such solicitation advantageous to the City.

1. Solicitations for offers to purchase must be issued by the Procurement Office.

2. Solicitations for offers to purchase shall include a description of the property
for sale and all terms and conditions applicable to the sale.

3. Reasonable notice of the solicitation shall be given before the date set forth in
the offer to purchase for final acceptance of offers. Said notice stating the
general property description shall be published in a newspaper of general
circulation or posted on the City website.

4. The property shall be sold to the offeror making the most advantageous offer
to the City.

C. Auction Process for Surplus or Obsolete Property. The City shall utilize a licensed
and qualified contractor to provide auction services. The following procedures
shall be followed when disposing of City property by auction:

1. After review and approval by the Procurement Office, a department
representative shall contact the Facilities Manager and complete an internal
work order to have the property picked up and prepared for auction.

2. The Facilities Manager shall coordinate the pick-up, storage, and preparation of
the property for auction.
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3. Once the property is prepared for auction, the contractor shall collect the
property and serve as the City's agent until the conclusion of the auction.

4. Once the auction is complete, all fees due to the contractor will be deducted
from the final auction sale price and the remaining proceeds shall be paid to
the City.

D. Proceeds from Surplus or Obsolete Property. Proceeds received from the disposal of
surplus or obsolete property shall be deposited in the City's General Fund, except for
the following:

1. Proceeds from the sale of surplus or obsolete property that was purchased with
restricted funds, such as Arizona Department of Homeland Security and
Racketeering-Influenced and Corrupt Organizations (RICO) must be deposited in
the appropriate City accounts.

a. 80% of the proceeds from the sale of RICO surplus or obsolete property are
deposited into the City account, and 20% of the proceeds are deposited with
the Maricopa County Attorney’s Office to support the costs of adjudication.

2. Proceeds from the sale of surplus or obsolete property purchased with Enterprise
Funds, such as Sewer and Water, must be deposited into the same fund from
which the purchase was made.

E. Grant Funded Surplus or Obsolete Property. Surplus or obsolete property purchased
with grant funds shall be disposed of in accordance with the requirements of the grant
agreement or any applicable law, rule, regulation, or procedure.

F. Employees Prohibited from Acquiring Surplus or Obsolete Property. No City
employee shall directly or indirectly purchase or agree with another person to
purchase surplus or obsolete City property, except an employee may purchase City
surplus or obsolete property through the auction process. An Avondale police officer's
purchase of his/her service firearm or service animal is exempt from this prohibition.

G. Questions. Disposal process for surplus or obsolete property questions should be
directed to the Procurement Office.

V. APPROVAL

This policy is approved by Avondale City Manager, Charles A. Montoya on _ 08/11/20
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Attachment A

DONATION STIPULATIONS

The City of Avondale, an Arizona municipal corporation, duly organized and existing
under the law of the State of Arizona (hereinafter “City”) hereby donates the described
below (hereinafter “property”) to Agency Full Name, a public entity or non-profit
organization or community program, lawfully organized and operating under the laws of
the State of Arizona(hereinafter “Agency abbreviated name”). The City, operating
through its City Procurement Agent, is authorized to make this property disposition by City
Code, Section 25-27.

City hereby donates to Agency abbreviated name the property, the item(s) described
below. This donation is made with the following restrictions:

City is donating this item “AS IS” with no warranties, whatsoever, as to its fitness for any
particular purpose.

City is donating this item to Agency abbreviated name with the intent that the item be
used for its infended purpose.

Dated this day of , 20

Name of public entity/non-profit: Agency Full Name

*Printed name of representative receiving donated items:

*Signature of representative receiving donated items:

Qty | ltem Description

AP4-A Form P601A
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SECTION: ADMINISTRATIVE POLICY 5

TITLE: Safety Shoe Reimbursement Policy ‘

II.

I1I.

IV.

PURPOSE AND SCOPE

The purpose of this Policy is to establish a reasonable amount for safety shoe reimbursement
that is responsive to changes in pricing. The scope of this policy covers all City of Avondale
employees who require the use of safety shoes based on their work.

POLICY STATEMENT

The City of Avondale has a primary concern for the safety of all their employees and
requires safety shoes for many positions held by City employees. Therefore, if safety
shoes are identified as necessary personal protective equipment for the job duties that
are performed, it is the policy of the City to partner with those identified employees and
share in the responsibility of supporting safety shoe requirements.

DEFINITIONS

A. Supervisors Discretion- A decision left to the supervisor on frequency of need
for safety shoes based on work and the requirement for replacement shoes.

B. Safety Shoe- A shoe that meets all the requirements for footwear as defined in
ANSI Z41.1

POLICY PROVISIONS

A. To provide protection from hazards as a critical component in the safety of
City employees.

B. If there is any question on the type of shoe that will provide the most protection,
please contact Health and Safety for a PPE (Personal Protective Equipment) Survey.

C. Any exceptional physical or medical condition(s) that require a specialty made or
modified shoe will require a Physician’s note.

D. Safety Shoe reimbursement is available to each eligible employee for up to $150.00
per pair by providing an original receipt of payment for each reimbursement.

E. The frequency of safety shoe replacement may occur twice a year based on
supervisor’s discretion.

F. Newly eligible employees are authorized to purchase safety shoes at on-boarding.
Employees would not be eligible for a new pair of safety shoes at the City semiannual
scheduled intervals, if the safety shoes are less than three (3) months old.
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G. Safety shoes may be purchased through a City authorized vendor and all purchases must
be in compliance with AP-23 Procurement Policy.

H. Safety Shoe trucks may visit Municipal Operations Service-Center in January and
July.

I. The reimbursement amount will be revisited by Health and Safety every
three (3) years.

J.  The Safety Shoe reimbursement may not be rolled over to any other time interval.

VI.  APPROVAL

Cynthia See]hz‘mzﬁner, Avondale City Manager

07/03/18
Date of Avondale City Manager’s Approval
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SECTION: ADMINISTRATIVE POLICY 6

‘ TITLE: Reclassification, Position Change & New Classifications ‘

I.  PURPOSE AND SCOPE

The purpose of this Policy is to establish procedures for reclassifications, position changes,
and the development of new job classifications within the City of Avondale, and the process
to formally request these changes. This Policy applies to all City of Avondale employees.

II. POLICY STATEMENT

The City’s job classification system provides a structured, consistent method and quantitative
techniques for arriving at objective classification decisions. The City will evaluate the need
for reclassifications, position changes, and the addition of new positions as needed and
according to the established procedures.

[I.  POLICY PROVISIONS and PROCEDURES

A. Reclassification Process

1. A reclassification may occur when a group of positions within the same
classification have undergone a significant change in type, difficulty, or degree of
responsibility entailed in the work performed within that classification. Such a
situation may result in a reclassification to a higher, lower, or similar
classification based on the type of changes that have occurred.

2. A reclassification is only appropriate on a City or department-wide basis.

3. The concept of reclassification will not be used to circumvent promotions into a
higher job classification.

B. Position Change Process

1. A position change results from changes in the workload or desired workload
within a City department, which shifts service obligations from one position to
another. In such a case the department can request that one or more of their
authorized positions within one classification be changed to one or more positions
in another classification.

2. To be eligible for a position change, the new duties to be performed must be
substantially different than those performed in the current classification and duties
that cannot be performed by the current classification.

3. Approval of the position change will result in the addition of a new position and
the subtraction of one position for each position changed.

4. Except as stated in this section, the new position will be filled through the
competitive selection process.
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5. A position change will not require recruitment if the following conditions exist
and are documented in the Position Change Request Form:

a.

C.

The employee has regularly and consistently performed work outside
of the employee’s current classification for a period greater than six (6)
continuous months;

No open position exists within the department matching the target
classification; and

All other requirements of a position change are satisfied.

Under such circumstances, the position will be changed and the current incumbent
will be left in the newly created position. If the position change is approved, back
pay will be awarded to the incumbent to the date of the request to evaluate the
position change.

Changes in compensation, if any, due to a position change shall be according to
Chapter 5 Classification and Compensation.

C. Development of New Job Classifications

The classification system is responsive to organizational and environmental changes.
The Human Resources Department will assist with the revision of classification
specifications and the development of new classification specifications within the
broad classification concept as necessary to meet the ongoing operational
requirements of the City.

D. Requests

1.

Reclassification Requests

a.

b.

A reclassification request can be made by a Department Director by
submitting an authorized Reclassification Request Form to the Human
Resources Department.

Reclassifications must be approved by the City Manager in writing.

2. Position Change Requests

a.

b.

A position change request can be made by a Department Director by
submitting a Position Change Request Form to the Human Resources
Department.

Position changes must be approved by the City Manager in writing.

3. New Position Requests

a.

The process to assign a new position to a classification, revise existing
classification specifications, and develop new classification specifications
begins with the completion of a Job Description Questionnaire (JDQ) by
incumbent employees.

This process may be initiated by an employee or group of employees through
the Department Director.
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c. The Department Director will determine whether the request will be
forwarded to the Human Resources Department.

d. The Human Resources Department will review completed JDQ’s and
determine the appropriate classification for a new position, whether an

existing classification should be revised, or whether a new classification
should be created.

e. New Position Requests must be approved by the City Manager in writing.

IV.  APPROVAL

Cynthia Seelhzimﬁner, Avondale City Manager

06/19/18
Date of Avondale City Manager’s Approval
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SECTION: ADMINISTRATIVE POLICY 7

TITLE: Fitness Room Use \

IL

I1I.

IV.

PURPOSE AND SCOPE

This policy provides direction for employee safety and promotes the proper care of the
City of Avondale’s (City) fitness rooms by establishing rules for their use. This policy
applies to all employees.

POLICY STATEMENT

The City provides a fitness room for employees to utilize in an effort to support their
overall wellness.

DEFINITIONS

Employee - any person employed by the City on a regular, full or part time, or temporary
basis. Only City employees are authorized use of the fitness rooms.

POLICY PROVISIONS

A. The safety of our employees is our primary concern. All persons using the fitness
room does so at their own risk and agrees to abide by these rules. The City does
not assume responsibility for any accident or injury incurred in connection with
the use of the fitness room or for any loss or damage to personal property.

B. The fitness room is available for use twenty-four (24) hours a day, seven (7)
days a week.

C. Keeping the fitness room clean is everyone's responsibility.

D. Lockers are for use during workouts and are not intended for long-term storage.

E. The time limit on each piece of equipment is thirty (30) minutes unless there

is no other demand for the equipment.

F. Unauthorized persons are not allowed in the fitness room. Anyone allowing
access to unauthorized individuals will risk the loss of their fitness room
privileges.
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V.

L.

DO’S AND DON’TS IN THE FITNESS ROOM/CENTER

A.DO -
1. Talk with your physician before beginning any fitness program
2. Use the fitness room equipment at your own risk
3. Know your own limitations
4. Be considerate of others
5. Dress appropriately — no bare feet and no dress shoes
6. Rack your weights and put away any equipment when done
7. Wipe up your own seat and clean up your own mess
B. DON’T —
1. Bring food and drink into the fitness room (except water)
2. Bring glass or any breakable object
3.  Workout in the dark
4. Bring your cold to the fitness room
5. Forget to wash your hands
6. Be distracted by using your cell phone while on equipment
7. Forget to turn out the lights and close the door when you are done

APPROVAL

ey

David Fitzhugl{/Clt/y Manager

October 11, 2016

Date of City Manager’s Approval
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SECTION: ADMINISTRATIVE POLICY 8

TITLE: Lactation/Breastfeeding Support Program

II.

I1I.

IV.

PURPOSE AND SCOPE

The purpose of this policy is to comply with section 7(r) of the Fair Labor Standards
Act (FLSA) guidelines to accommodate employees who are nursing mothers. The City
of Avondale recognizes the need to promote a work environment that is supportive of
breastfeeding employees who wish to continue nursing their children when they return
to work by expressing breastmilk during their workday when separated from their child.
This policy applies to all city employees.

POLICY STATEMENT

The City encourages employees and management to have a positive, accepting attitude
of working women and breastfeeding. It is the policy of the City to accommodate nursing
employees’ lactation needs by providing reasonable break time to express milk or
breastfeed and an appropriate private space. Lactating mothers are covered under this
policy up to one year following the birth or adoption of her child.

DEFINITIONS

A. Mamava Lactation Suite (Mamava): A self-contained mobile pod with comfortable
benches, a fold-down table, an electrical outlet for plugging in a breast pump, and a
door that can be locked for privacy that offers nursing mothers a safe, clean, and
private space to pump/nurse when they are away from home or at work.

B. Private Space: A place other than a bathroom, that is shielded from view and free
from intrusion from coworkers and the public.

POLICY PROVISIONS

A. Time to Express Milk or Breastfeed (Lactation Time)

1. An employee who is breastfeeding her child will be provided up to two (2) paid
thirty (30) minute breaks per shift to express milk for her baby, in addition to her
lunch break.

a. Uniformed personnel will receive an additional five (5) minutes for
donning and doffing.

2. Employees who work over a ten (10) hour day and may need additional breaks,
should work with their supervisor and the Human Resources Department for a
reasonable accommodation.
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V.

3. The Department must make separate time available if an employee needs

different time than their regularly scheduled breaks. The lactation breaks will
run concurrently with normally scheduled break time.

Travel time to/from the location used to express milk should not be counted
towards the thirty (30) minutes. However, nursing mothers must use the closest
private space in proximity to their work area that is available for expressing milk.

B. An Appropriate Private Space

I.

An appropriate space shall be provided with reasonable efforts made for the
location to be in close proximity to the nursing employees’ work area. The space
should be equipped with an electrical outlet, and comfortable seating.

The City of Avondale has a Mamava Lactation Suite, which is located at the City
Hall complex. Procedures for access to the Mamava can be found below.

The location may be the place where the nursing mother normally works, if there
is adequate privacy (e.g., the employee’s private office, a supervisor’s private
office, or a conference room that can be secured.)

Areas such as restrooms, closets or storage rooms are not appropriate spaces for
lactation purposes. However, a separate anteroom (women’s lounge) or separate
changing area within or next to a bathroom is permissible. Closets or storage
rooms that do not contain health hazards may be converted to be acceptable
private spaces.

C. Zero Tolerance/Complaints

1.

Breastfeeding should not constitute a source of discrimination in employment

or in access to employment. It is prohibited under this policy to harass a
breastfeeding employee; such conduct unreasonably interferes with an employee’s
work performance and creates an intimidating, hostile or offensive working
environment. Any incident of harassment of a breastfeeding employee will be
addressed in accordance with the City’s Chapter 15 Workplace Harassment and
Discrimination Policy.

2. Nursing mothers who feel they have been denied appropriate accommodation are
encouraged to contact the Human Resources Department.
PROCEDURES

A. Lactation Accommodation Request Procedure

1.

Employees requesting an accommodation under this policy should contact the
Human Resources Department.

Supervisors who have an employee needing accommodation under this policy
should contact Human Resources.

B. Use of the Mamava

1.

Nursing mothers wishing to use the Mamava must request access through
Human Resources.
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2. A calendar on Outlook will be used to assist with scheduling and coordinating
the use of the Mamava.

3. Only employees who are issued a key by Human Resources are authorized to
enter the Mamava during their scheduled time.

4. If an employee is not able to use the Mamava during their scheduled time, they
should first check the calendar to limit disruption to other nursing mothers who
may be scheduled to use the suite.

5. Employees utilizing the Mamava are responsible for cleaning up after themselves
and leaving a clean environment for the next user.

C. Storage of Breastmilk

1. Employees may bring a cooler with ice packs for the storage of their breastmilk.
There are lockers available near the Mamava, which can be used to store the
cooler. Employees are encouraged to bring a small personal lock for the lockers.

2. Employees may also use the refrigerator at City Hall, or a refrigerator within their
Department, for the storage of their breast milk.

a. Any breastmilk stored in a refrigerator must be labeled with the
name of the employee and the date of expressing the breast milk.

b. Any nonconforming products stored in the refrigerator may be disposed of.

3. Employees storing milk in the refrigerator or in a locker without a lock, assume
all responsibility for the safety of the milk and the risk of harm for any reason,
including improper storage, refrigeration and tampering.

VI.  APPROVAL

LIS

David Fitzhugh, City Manager

November 15, 2017
Date of Avondale City Manager’s Approval
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SECTION: ADMINISTRATIVE POLICY 9

TITLE: Mail Room Services |

IL

III.

IV.

PURPOSE AND SCOPE

This policy establishes procedures for the processing of U.S. mail and procedures for
daily mail pick up, daily mail delivery, bulk outgoing mail, personal mail, and package
delivery and mailing. This policy applies to all City of Avondale employees and
volunteers.

POLICY STATEMENT
It is the City of Avondale policy to make mail services accessible to all city departments.
POLICY PROVISIONS

With the exception of the City Court, it is the responsibility of the City Clerk’s
Department to provide mail services to all city departments by retrieving U.S. mail from
the cluster boxes, sorting it and distributing in the mail slots in the mail room located on
the second floor at City Hall. City Clerk’s staff also processes outgoing U.S. mail by
postmarking it and delivering to the post office. Departments are responsible for covering
the cost of postage.

PROCEDURES
A. Outgoing Mail
1. Outgoing mail should be delivered to the mail room by 3:00 p.m. each day.

a. City Clerk staff will process outgoing U.S. mail starting at 3:00 p.m.
each day. Any mail brought to the mail/copy room after 3:00 p.m.
will be processed the following day.

b. All personal mail must be stamped. At no time can postage be
purchased from the City Clerk’s Department for personal mail use.
City Clerk’s Department staff will deliver stamped mail to the post
office, but will not buy postage or mail packages for personal reasons.

c. The sender must complete all paperwork for Certified mail. Forms
may be obtained from the City Clerk’s Department.

d. Large mailings will be processed as time allows. The City Clerk’s
Department staff cannot guarantee that a large mailing will be
processed on the same day it is delivered to the mail room. Please
plan accordingly and allow at least two (2) business days for large
mailings to be processed.
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B. Miscellaneous Mail Services

1. Each department will prepare and call for pickups from Fed-Ex, UPS, etc.
Packages to be picked up should be delivered to the front desk immediately
after calling for pick up.

2. Incoming packages from Fed-Ex, UPS, etc. will be received at the front
desk and should be picked up immediately upon notification of delivery.

C. Incoming Mail

1. City Clerk’s Department staff is responsible for retrieving mail from the
cluster boxes and delivering to each department’s mail slot in the mail
room located on the second floor at City Hall.

2. To ensure fast and expedient delivery, staff must ensure that complete
address, including name and suite number, is provided to vendors when
ordering supplies or any other product.

3. City Clerk’s Departments staff does not process interoffice mail.

Employees should deliver and retrieve interoffice mail from department
mail slots.

VI.  APPROVAL

s

David Fitzhugl{/A\/;/ondale City Manager

March 15. 2017
Date of Avondale City Manager’s Approval
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SECTION: ADMINISTRATIVE POLICY 10

TITLE: Professional Image and Appearance

L. PURPOSE AND SCOPE

The purpose of this policy is to promote a professional atmosphere and project an image
of credibility and competence to our citizens, fellow employees, and the public we serve.
This policy applies to all City of Avondale employees and volunteers.

II. POLICY STATEMENT

The primary goal of the policy is to ensure that the dress, demeanor, appearance, and
overall perception of our staff is positive and appropriate for the work they are
performing. The policy also empowers supervisors to address issues of professionalism
with the assistance and advice of the HR staff. This policy is intended to allow
Department Directors to provide policy clarification based on the requirements of their
department and the level of professionalism and appearance required.

II.  POLICY PROVISIONS
A. Appropriate attire, grooming, and behavior are required of each employee in their job
and in their relationship with the public. Therefore, it is essential that staff project the

appropriate image and appearance for the work they perform.

B. Although the manner of dress will vary with the type of work performed, neatness,
cleanliness and good judgment are required of all employees.

C. Department Directors will interpret the intent of this policy based on the particular
type of work being performed by each employee.

D. It is understood that different job classifications may require clothing not appropriate
for all departments.

IV. PROCEDURES
A. General Dress Standards

1. A professional, business-like appearance is required of all staff working in an
office environment, particularly those with direct customer contact.

2. Clean, neat, and presentable uniforms in good repair are required of all
uniformed personnel unless otherwise directed.
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3.

4.

Field personnel are required to wear appropriate clothing that provide the
necessary safety and functionality of their job as assigned.

Any employee may be requested to return home to change from clothing that
is inappropriate or unsuitable according to the intent of the standards
established by this policy.

B. Summer and Casual Attire

1.

At the direction of the department director, employees may wear cooler less
restrictive clothing during the hot summer months (the period between
Memorial Day and Columbus Day) or on designated casual days.

“Less formally” and “less restrictive” does not mean “wear anything”.
Employees should dress in appropriate business casual clothing, and always
dress appropriately for the work they are performing.

Employees who wear uniforms should continue to wear their official uniform
unless a summer uniform is authorized.

Attention should be paid by employees directly serving the public that their
appearance is always professional and dignified for the work being performed.
A department director may choose whether or not to implement the summer
business attire option for business reasons particular to their department.

C. Employees who have any questions regarding this policy should contact Human
Resources.

V. APPROVAL

a4

David Fitzhugh, Acting City Manager

May 15, 2014

Date of City Manager’s Approval
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SECTION: ADMINISTRATIVE POLICY 11

TITLE: Avondale Municipal Complex Meeting Room Use |

IL.

I1I.

IV.

PURPOSE AND SCOPE

This policy provides guidelines and sets procedures for the use and reservation of
Avondale Civic Center facilities. (Lobby areas, amphitheater, large downstairs
conference room, small downstairs conference room, Council Chambers). This policy
applies to all City employees and all organizations renting/using an Avondale Civic
Center facility.

POLICY STATEMENT

It is the City of Avondale policy to make meeting rooms and the amphitheater available
to accommodate the needs of Government, Avondale residents, and the community on an
individual or group basis.

DEFINITIONS
A. Official government functions: Activities carried out in accordance with local,

county, state, or federal laws or procedures. The rules and regulations being
carried out by school districts are also included.

B. Civic Organizations: Arizona not-for-profit organizations, fraternal organizations
and community service organizations or committees and businesses. (i.e.: VFW,
Girl and Boy Scouts, Lions Club, local school districts, etc.) General social and
recreational groups and Homeowner's Associations.

POLICY PROVISIONS

A. The City of Avondale Civic Center does not compete with private businesses in
renting room space; however, the facilities are available for the following uses:

1. Official government functions for the City of Avondale

Official government functions for other political agencies such as: federal,

state, county, other cities and school districts.

Civic Organizations

4. Any uses not mentioned shall be approved by the City Manager’s Office
through the City Clerk’s Department

5. City meetings shall be given preference at all times in scheduling use of the
facilities. Other meetings will be scheduled on a first-come, first-served basis.
A group or agency may be required to relocate their meeting in the event that
unanticipated circumstances require the use of the facility for a city function.

(98]
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B. Available Facilities

1.

There are four meeting rooms, an amphitheater and Council Chambers
available for use by the community at the Civic Center. All rooms are
reserved as-is and must be returned to original setup.
a.The Sonoran room is located on the first floor, has a conference table
and can accommodate between 20 and 50 people depending on the
setup
b.The Mojave room is located on the first floor, has a conference table
and can accommodate between 12 and 30 people depending on the
setup
c.The Mesquite room is located in the second floor, has a conference
table and can accommodate a maximum of 30 people
d.The Ocotillo room is located in the second floor, has a conference
table and can accommodate a maximum of 10 people
e.The amphitheater is located outside, south of the City Hall Building. It
has a stage and seating for approximately 300 people.
f. The Council Chambers seats 296 people and has full audio/visual
capabilities.
g.The Civic Center rooms are available for use during the following
hours:
i.  Regular Hours:
a. Monday through Thursday - 7:00 am to 6:00 pm
ii.  After Hours:
a. Monday through Thursday - 6:00 pm to 9:00 pm
iii.  The Civic Center facilities are available for use during City
observed holidays and weekends for an additional fee (see fee
schedule).
iv.  Restroom facilities are available in the first floor lobby.

C. Rules of Usage and Conduct

1.
2.

3.
4.

Facilities may not be used for any illegal or commercial purposes.

All activities must be under adult supervision, 18 years of age or older, for all
groups.

NO FOOD or BEVERAGES are allowed in the Council Chambers.

Smoking and/or gambling activities are strictly prohibited in the entire
facility.

. No signs or notices will be posted upon the premises. Nothing may injure,

mar, or in any way deface the premises. Nails, hooks, adhesive fasteners,
scotch tape, tacks or screws are not allowed on any part of the building or
premises.

The total number of people cannot exceed the posted capacity of any of the
meeting rooms.

The event shall be confined to the reserved area and shall not interfere with
the General Public or any other activities ongoing within the facilities.
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8. Visitor parking is available to the southwest and northeast of the City Civic
Center. The secured parking south of the Police and Courts facilities is not
available.

9. The use of the City of Avondale name is strictly prohibited by any
organization or person for any purpose in connection with the use of the
meeting rooms for publicity or otherwise, except to identify the location of the
event. Unapproved use of the City of Avondale name or logo shall be grounds
for termination of the use agreement and may be subject to other legal actions.

10. No animals shall be allowed upon the premises, except service animals.

11. Certificates of insurance may be required for some uses.

12. No political activity.

13. No religious activities of any kind shall be conducted in City facilities except
for the Amphitheater.

a.The amphitheater is considered an open-public space and use by
religious organizations is allowed on a limited basis and shall not be
allowed for recurrent gatherings.

14. Furniture/Equipment:

a.The City will not be responsible for any furniture or equipment brought
by the lessee and such equipment must be removed at the conclusion of
the event.

b.No city furniture shall be moved between rooms by the lessee.

c.The City will not store equipment, supplies, materials, etc., for
organizations using the rooms.

d.The Lessee must provide additional equipment such as tables, chairs,
etc.

15. Special Event Licenses:

a.A special event permit may be required for some uses.

b.Alcoholic beverages are only allowed with a special event liquor license
or a special event permit. The Police Department will determine
required security according to the size of the event. If allowed, alcohol
may only be served and consumed outside of regular business hours.
Applicant must provide a plan to ensure that alcohol will only be served
to persons over 21 years old.

16. Lessee’s Responsibilities

a.The City provides one security guard. Additional security is the
responsibility of the lessee.

b.The lessee will be responsible for cleaning up the room and removing
any trash from the room.

c.Any group using the facilities shall conduct their meetings and
themselves in a professional and courteous manner.

d.The responsible party must restore the facilities to their original
condition. No custodial services are provided with the use of the
facilities.

e.Any group using the facilities shall not discriminate on the basis of race,

color, national origin, sex, religion, age, or disability.
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f. Groups utilizing any of the meeting rooms must comply with the
provisions in Title IT A of the Americans with Disabilities Act

V. PROCEDURES

A. The City Clerk’s Department shall be responsible for scheduling the facilities and
will maintain a calendar of scheduled uses including; purpose of the meeting, time
and date of meeting, any special setup and the person responsible for the meeting.

1. Meetings may be scheduled up to three (3) months in advance.

2. Tentative reservations can be taken over the telephone. Use agreements and
deposits (if applicable) must be turned in no later than five (5) days after the
tentative reservation has been made. If the agreement and deposit is not
received the tentative reservation will be cancelled.

B. Meetings sponsored or co-sponsored by the City of Avondale:
1. Room Reservations shall be made through the City Clerk’s Department
2. Requests for technical assistance from the Information Technology
Department should be made directly to that department

C. Contact the City Clerk's Department at 623-333-1200 for availability and scheduling
of the facilities.

1. Organizations or groups wanting to schedule use of the facilities must
schedule at least seven (7) working days prior to the event or meeting. A use
agreement must be completed and include the necessary information.

2. The person scheduling and signing the use agreement must be at least 18
years of age and should be in attendance during the event

D. The following fee structure will apply to all meetings held in the Avondale Civic
Center with the exception of City Council meetings and City Board, Commission
and Committee meetings only. After hours use by City Departments for any other
activity or meeting will be subject to the applicable fee.

Fee Schedule
Deposit $100.00
Hourly fee $25.00
After hour rental fee | $65.00

1. All fees must be paid in full at the time the room is reserved, along with a
completed use agreement including a check or money order. Fees must be
paid to cover use in hourly increments.

2. A security deposit of $100 is required for all conference rooms. Cash or
check only. The deposit will cover damage to the walls and furniture repair at
contractor cost. Carpet stains will require the entire room to be cleaned at an
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additional fee. Any excessive cleaning will be charged at an additional fee
per hour. The deposit will be kept for any damage to the audio/visual
equipment.

3. Ifthere is no damage to the rooms/center, the deposit will be returned within
fourteen (14) working days after the completion of the meeting or event. If
there is damage to the rooms/center, the deposit will be returned within
fourteen (14) working days, minus the cost to repair the damage.

4. Fees may be waived by the City Manager on a case by case basis. Fee
Waiver will only be granted to non-profit or community organizations whose
purpose is to build community or educate the public.

VI.  APPROVAL

Pl

Charles McClendon, City Manager

February 12, 2014
Date of City Manager’s Approval
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SECTION: ADMINISTRATIVE POLICY 12

TITLE: City Vehicle Usage

I.  PURPOSE AND SCOPE

The purpose of this policy is to establish guidelines for the appropriate use of City of
Avondale (City) vehicles. This policy applies to all departments in the City, unless a
department has more stringent guidelines (with written permission of the City Manager).

II. POLICY STATEMENT

All city vehicles are leased or owned and provided to employees to enable the provision
of safe, efficient and essential services to the citizens of Avondale.

III.  POLICY PROVISIONS

A. Responsibility
1. All personnel driving City vehicles shall:

a. Have a valid State of Arizona Driver’s License with the appropriate
license classification for the type of vehicle they are operating.

b. Acquire a complete knowledge and understanding of vehicular operations.

c. Obtain all necessary approvals and complete all required City vehicle
driving courses before operating a City vehicle.

d. Ifa City employee should lose their driver’s license for any reason,
that employee shall notify their supervisor at the beginning of their
next working shift.

2. The responsibility for assuring complete compliance with the provisions of
this policy rests with the Department Director, supervisors at all levels, and the
individual employee involved.

3. Department Directors will designate all take-home vehicles. Take-home city
vehicle assignments must be reviewed and approved based on established and
documented performance measures clearly indicating the public benefits derived
from any authorized take-home assignment.

IV.  PROCEDURES

A. The use of City vehicles shall be restricted to official business, subject to the
following guidelines:

1. Transporting of passengers shall be limited to City employees, persons in
advisory capacity to the city, persons participating in approved City programs
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(such as the Ride-Along program), and other agency representatives on
City business.

Employees assigned a vehicle for use during their normal workday schedule
must exercise discretion in its use. City vehicles shall not be used for personal
business.

Alcoholic beverages shall not be consumed or transported in City vehicles nor
shall any City employee have consumed any alcohol or any other controlled
substance (as defined by the City’s Drug and Alcohol Policy — Chapter 7) while
operating a City vehicle.

It is inappropriate for a City vehicle to be parked in front of certain types
of businesses, such as a liquor store or bar, unless the vehicle is being used
to conduct official City business, such as an inspection. Considerable
discretion should be exercised when using the vehicle for the purposes
noted in this paragraph.

B. Department Directors may assign vehicles for overnight use:

1.

To employees who are frequently required to use a City vehicle at night, during
the weekend, of if they have substantial emergency responsibilities. This does not
include employees whose homes are outside City limits unless the City’s
emergency response or other important City business would be greatly facilitated.

In situations where the conduct of City business can be facilitated by overnight
use of a City vehicle by an employee who normally does not keep a City vehicle
overnight.

To any number of employees rotating a specific assignment and vehicle at night
or on weekends.

All employees making overnight trips with a City vehicle must have prior
approval from their Department Director.

C. Take-Home Vehicles

1.

Take-home vehicles may be assigned to those employees who respond to
emergencies that require immediate response to protect life or property or if the
employee needs specialized equipment or a special vehicle to perform work
outside an employee’s normally scheduled workday (on-call).

Authorization — Take-home vehicle authorizations are not transferable and must
be re-justified annually.

a. Any work assignment changes that increase or decrease the number of
vehicles approved for each program (cost center) effectively invalidates
previously authorized take-home vehicle authority.

b. Supervisors must re-justify the take-home authorization with their Department
Director by completing the electronic Take Home Vehicle Justification Form
located on ACES under the Frequently Used Forms tab. The justification
topics to be completed on the form include the following:

1) The category of assignment, i.e., long-term, on-call, etc.
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2) Explanation of vehicle usage and nature of any personal use to be
authorized, i.e., commuting, qualified non-personal-use, etc.

3) A narrative describing how the specific work assignment meets the
policies and criteria for a take-home vehicle.

4) Additional data demonstrating the actual number and nature of emergency
responses, if emergency response is being used as justification, along with
an explanation as to why alternative forms of transportation cannot be
used to respond to the emergencies or pick up city-owned assigned
vehicles at the designated parking area.

5) Calculation of savings to the City, if economic justification is used. In
addition, there must be an explanation as to why alternative forms of
transportation cannot be used to respond to the emergencies or pick up
City-owned assigned vehicles at designated parking area.

6) An explanation of special vehicle characteristics required to fulfill the
work assignment’s business purpose, i.e., van, pickup, large capacity,
special equipment, etc.

7) Designation by Fleet Services as to the appropriate class of vehicle for the
intended use and concurrence with the request.

8) Approval by the requesting department’s upper level management.

c. The Take-Home Justification Form shall be completed annually by the
Department Director or his/her designee. Upon submission, the form is routed
to the City Manager’s Office, Fleet Services and Risk Management.

d. Risk Management will manage the form and notify the Department Director
once the approval process is complete.

3. Categories of Assignment

1) Long Term Assignment — The authorization of assigned take-home vehicles
may be granted for a period of not more than twelve (12) months, unless re-
assignment is approved. Emergency response assignments should be
supported by data demonstrating the actual number and nature of emergency
responses in the prior year and estimates of future emergency responses. In
addition, there must be an explanation as to why an employee cannot use
alternative forms of transportation to respond to the emergencies or pick up
city-owned assigned vehicles at the designated parking area.

2)  Requirement to Respond — “On-Call” — Employees must be on call when
taking a City-owned vehicle home and must have primary responsibility to
respond to calls. Employees are required to leave word as to where they may
be reached at any given time and be available to willingly respond to and/or
report to work when called.

3)  Special Public Safety Programs — Employees who are assigned to public
safety programs may be allowed an assigned take-home vehicle, provided it is
a fully marked vehicle used for the special public safety programs.
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4)  Rotating Assignment — City vehicles may be assigned as take-home to a
specific division, without being assigned to a specific employee when several
division employees share the on-call responsibility. It is the responsibility of
the division to track the take-home vehicle assignments. Take-home vehicles
assigned by division must meet the following conditions:

1) Division employees share the requirement to respond “On-Call”
on a rotating basis.

2) The assigned take-home vehicle is marked and/or equipped to facilitate
response (i.e. lights, sirens, specialized equipment).

3) The employee(s) participating in the rotating assignment must reside
within reasonable distance of anticipated response location. Reasonable
distance is defined as: the employee’s home address is within ten (10)
miles of City of Avondale boundaries.

D. All City vehicles shall be operated in a responsible, safe manner, as outlined below:

1. Seatbelts shall be worn by all employees or passengers using a City vehicle and
the vehicle shall not be operated until all vehicle occupants have buckled their
seat belts.

2. Employees shall not utilize cellular phones to converse or text while operating a
City vehicle. If cellular phone use for any reason is required, the employee must
pull the vehicle to a safe location to utilize the cellular phone.

City vehicles shall be driven in compliance with all motor vehicle traffic laws.

4. Vehicle users involved in a traffic accident while driving a City vehicle should
immediately report the accident to the Risk Manager as outlined in Administrative
Policy 14 (AP 14).

5. All employees who operate a City vehicle shall become familiar with policies
and procedures relating to the reporting of accidents. Employees involved in an
accident may be required to submit to a test for drugs or alcohol (including
possible urine or blood screenings). Such tests will be conducted in accordance
with City regulations.

6. Employees operating City vehicles are responsible for keeping them clean and
litter free. Employees assigned to a specific City vehicle on a regular basis are
also responsible for ensuring the vehicle is in good working order at all times.
Any known defects or malfunctions of a City vehicle are to be reported promptly
to Fleet Services.

7. Routine maintenance and repair of City vehicles will be supervised through
Fleet Services.

E. City Administration Pooled Vehicles

1. The City Administration Pooled Vehicles (pooled vehicles) include City vehicles
assigned to City Administration, Economic Development & Engineering Services,
Finance, HR, City Clerk’s Office, Neighborhood and Family Services, and IT.

2. The responsibility for pooled vehicles is shared by all users. Employees using a
pooled vehicle must adhere to this policy.

November 24, 2009; Revised 10/8/14; 5/16/19; 6/27/19 Page 4 of 6



| Title: City Vehicle Usage AP 12 ‘

3. The procedures for reserving or using City pooled vehicles are as follows:

a. Employees needing to reserve a pooled vehicle should call 623-333-1200.
City Clerk’s staff will assist with the reservation.

b. All pooled vehicles and keys must be checked out using the City of Avondale
Pool Vehicle Sign-Out form found on ACES under the Frequently Used
Forms tab. Upon submission, the form will be routed to the proper
Department location. Employees will be required to complete and submit the
form for approval prior to receiving the vehicle and keys. The procedure is as
follows:

1) The employee fills out the electronic form

2) The form is submitted electronically to Risk Management/Safety

3) Safety completes a Motor Vehicle Report

4) Safety Determines if employee is approved based on driving history

5) The employee completes online training (Training will be offered in
SafePersonnel.)

6) Once all items are completed, Safety sends a “list” to the City Clerk for
reference to the approval: “OK to check out car”

c. As a courtesy to the next user, vehicles must be taken to Public Works for
refueling when the fuel level is at or below 4 tank of gas.

d. Vehicle users should report any mechanical problems they notice while
driving the vehicle to City Clerk’s staff when returning the vehicle keys. City
Clerk’s staff will in turn notify Fleet Services.

e. Pooled vehicles will be scheduled for periodic maintenance through
Fleet Services.

f. Employees must use the pooled vehicles when available. Employees will not
receive personal vehicle mileage reimbursement without prior approval from
their immediate supervisor.

V.  TRAFFIC VIOLATIONS

A. Any employee who receives a citation from a traffic violation, including photo radar
citations, while driving a City of Avondale vehicle is personally responsible.
Employees shall promptly report the incident to their supervisor and payment of fines
related to the citation received while using a City vehicle will be the employee’s
responsibility. Under no circumstances are these citations to be paid for using City
funds. All moving traffic citations shall be reported within twenty-four (24) hours to
the appropriate Department Director.

B. Any traffic violation (i.e., suspended driver’s license, DUI, excessive speeding
citations) that could potentially impact an employee’s ability to perform the essential
functions of their job shall be reported within twenty-four (24) hours to the
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appropriate Department Director, the Human Resources Department and Risk
Management.

1. Violations for not reporting traffic citations may result in disciplinary
action up to and including termination.

2. The City may obtain a motor vehicle record to determine continued
driving eligibility.

3. Employees may be required to participate in relevant remedial training.

C. All employee traffic violations will be reviewed by the City and if the offense is
serious in nature or repeated, employees may face disciplinary actions up to and
including termination.

VI.  EXEMPTIONS

A. Public safety employees acting under their department policy are exempt
from certain aspects of this policy as outlined in their respective department’s policy.

B. Employees who have any questions regarding this policy should contact
Human Resources.

VII. APPROVAL

This policy approved by Avondale City Manager, Charles Montoya on 08/05/19.
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SECTION: ADMINISTRATIVE POLICY 14

‘ TITLE: Risk Management

L. PURPOSE AND SCOPE

The purpose of this Policy is to ensure every employee is aware of and takes action
to reduce potential risks to the City. There are no exceptions to this Policy; all City
employees must adhere to this Policy.

IL POLICY STATEMENT

A. The goal of the Risk Management division is to protect the City from any losses
that, in the aggregate during any financial period, could significantly affect
personnel, property, the budget, or the ability of the City Council to continue to
fulfill its responsibilities to the public.

B. As a self-insured entity, the City’s goal is to reduce premiums. However, to do so,
the City must increase its self-insured loss potential. The best assurances for holding
down both insurance premiums and self-insured loss is through the continuous
application of Risk Management and Safety efforts as an integral part of the City’s
work processes.

C. Employees who have any questions regarding this policy shall contact the
City’s Risk Manager.

III.  POLICY PROVISIONS
A. All City employees shall be aware of the potential for risk in operational areas:

1. Risk on public property — In addition to employees, the City is committed
to preventing injuries to citizens. Public buildings, public grounds and
public streets all harbor preventable risks.

2. Risks operating equipment or vehicles — While exposure to accidents as a
result of operational errors is obvious, the severity of the consequences is
often not as clear. For example, a collision between a City vehicle and a
citizen’s vehicle may result in several employees being injured (Worker’s
Compensation), several citizens being injured (bodily injury), both cars
being damaged (property damage), and several claims against the City for
punitive damages (general liability).
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3. Risks handling money, securities and the property of others — Loss of
money and securities can occur in many ways and by various means.
Without strict handling procedures, tight security, and total accountability,
losses in this area can be financially significant. Revenue losses directly
affect the City’s ability to function as planned.

4. Risks in handling records — Lost or inaccurate public records can cause a
financial loss to the City or to a citizen. Improperly handled or incomplete
procedures concerning paperwork can result in a false arrest, wrongful
incarceration in the City’s jail, erroneous release of information affecting
reputable citizens, etc. Breach of an agreement or failure to fulfill an
obligation can result in a lawsuit and ultimately in significant cost to
the City.

5. Risks associated with properties — As a property owner the City is faced
with the potential loss of buildings and inventories by fire or other causes.
Liabilities from accidents occurring on unsafe or neglected property also
exist. Property leased to others or property the City leases presents special
problems as does construction and remodeling.

6. Risks in contractual agreements — Whether contracts are for special
projects, maintenance, construction, supplies, managerial services,
operational agreements or leases, there is risk potential for both parties that
must be dealt with to insure equitable handling of foreseeable liabilities.
When this is ignored or overlooked, one party can be left with significant
potential liabilities while the other party is totally free of any responsibility.

7. Risks in legal considerations — Judicial pronouncements occur on liability
and tort exposures, legislative actions change legal obligations, benefits as
prescribed in the Worker’s Compensation laws change, federal and state
laws on occupational safety and health change, State laws on insurance and
financial responsibility change. Operational risks are often increased by
such changes, and ignorance of these changes can increase the risk of loss.

8. Risks of liability exposure — This type of liability is the most serious for
the City. The potential for very high losses exists from incidents resulting in
bodily injury, death, or property damage. Poorly maintained premises, errors
in law enforcement procedures, court administrative errors, medical
malpractice, errors and omissions, contractual breaches, poor judgment,
negligence, improper personnel conduct, or failure to comply with statutes
can all lead to liability claims or litigation.

IV.  PROCEDURES
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A. The application of Risk Management practices is required in virtually every
operation carried out by City employees, elected officials, appointed officials, and
volunteers during the course of their duties. Wherever there is a probability that a
single act or a certain condition can result in an injury or financial loss, steps must
be taken to prevent the loss or lessen its consequences.

1.

Although City employees and Public Officials are critical to successful
risk management, only the Risk Manager, City Manager, or Assistant City
Managers have the authority to accept any responsibility on behalf of the
City in any matter that may result in a financial or any other type of
obligation to the City.

B. The following procedures apply to all City employees involved in a traffic
accident involving personal injury or property damage:

1.

Assist individuals in any way to prevent further injury or damage to
property; however, do not make any repairs or obligate the City to make
any repairs.

Call for professional help, an ambulance, rescue, fire department, etc.

Document all the details possible following a traffic accident whether or
not it is considered to be a possible liability. Send documentation to the
Risk Manager within twenty-four (24) hours. Documentation may be
submitted through email or on paper.

Call the Police Department to investigate and document the scene
following a traffic accident. It is vital to establish facts in any case in
which the City is involved, regardless of fault.

Contact the Risk Manager immediately. Make an appropriate report to the
Risk Management division (Outlook Address: claims) within twenty-four
(24) hours of the occurrence so the City’s exposure can be evaluated and
the appropriate people can be notified.

DO NOT make statements to the media or anyone at the accident scene to
indicate a personal assessment of the City’s responsibility regarding the
incident or personal feelings on the matter. “NO COMMENT” is the
expected reply at this point.

DO NOT, even if the accident is the employee’s fault, make any promises
or commitments to the other party involved except to indicate that Risk
Management will be informed for further determination of what action the
City will take.
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8. If there are any injuries to City employees to report, document in a
“Supervisors Report of Incident” found on ACES.

9. If the accident involves a citizen injury or any property damage, document
in “Risk Managers Report of Incident” found on ACES.

C. Preventative Procedures

1. City employees are the first line of defense against potential loss or damage.
Be aware of potential hazards and conditions that could lead to personal
injury or property damage.

2. The following procedures apply to all City employees that observe or witness
any potential hazards, conditions, or damage that could cause potential liability
to the City:

a.

Report any damage or malfunctioning City property such as streetlights,
traffic signals, damaged road signs, utility covers, potholes, water leaks,
etc. to a supervisor or the appropriate department.

Report any damage on private property that may or may not lead to City
liability to the Risk Manager using the “Risk Managers Report of
Incident” found on ACES.

Always report any damage involving City property or equipment to the
immediate supervisor. No City employee will be penalized for reporting
a potential loss to the City.

Supervisors and Department Directors are responsible for notifying the
Risk Manager of any and all incidents involving loss or potential loss to
the City using the “Risk Managers Report of Incident” found on ACES.

V. APPROVAL

2y

/
David Fitzhugl{/Avondale City Manager

June 27, 2017

Date of Avondale City Manager’s Approval
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SECTION: ADMINISTRATIVE POLICY 15

TITLE: Emergency Closing

IL

I1I.

I1I.

PURPOSE AND SCOPE

This policy provides direction in the event the closing of the City of Avondale (City)
offices due to natural or human caused emergencies, including but not limited to, severe
weather, a declared state of emergency, utility disruption, natural disasters, or terrorist
acts. This policy applies to all City employees.

POLICY STATEMENT

It is City policy to make every effort to remain open for business on scheduled work
days. However, emergency situations may prevent the City from doing so. In all cases,
employee safety is the primary consideration in determining the City’s ability to stay
open for business.

The following procedures will set forth City and employee obligations regarding
reporting to work, use of leave, and pay issues when circumstances impact the City’s
ability to be open for business.

DEFINITIONS

A. Emergency: Any natural, nuclear, man-made or war-related disaster, any health
related catastrophe or any phenomenon which disrupts City operations.

POLICY PROVISIONS

A. The City will follow the guidance, as reported on local news stations, related to the
status of the State of Arizona government offices in Maricopa County. However, the
City Manager will make the final determination to close City offices. Every effort
will be made by the City to notify the local news stations in the event of a closure.

B. Department Directors will determine which employees within their departments will
be required to report to work in the event of a City closure.

C. If City offices are open, employees are expected to report to work on time, as
scheduled. Employees who fail to report to work will be considered to be out for
personal reasons and will be granted unpaid leave on a full day basis for the first
occurrence. Subsequent occurrences may subject the employee to consequences under
the City’s leave policy.
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D. If the City offices are closed, as determined by the City Manager, non-exempt (i.e.,
hourly) employees will be paid their regular pay for up to three (3) full days of
emergency closure pay per fiscal year. If closures exceed three (3) days per fiscal
year, they will be considered on unpaid leave unless an employee has accrued
vacation or compensatory time they wish to use.

E. If the City offices are closed, as determined by the City Manager, exempt (i.e.,
salaried) employees will be paid their normal weekly salary for any workweek in
which any work is performed. Given the nature of exempt jobs, it is assumed that at
least some work will continue (e.g., checking emails, voicemails, etc.) during
situations where the office is closed. However, if that is not the case and a week
passes where no work is performed, such individuals may use vacation leave. If no
vacation leave is available, the employee will be deemed to be on unpaid leave.

F. In the event of a partial day closure, all employees will be paid their normal pay for
the day. This is true whether the closure is due to early closing or late opening in
accordance with procedures specified above.

G. The City reserves the right to make decisions regarding emergency closings that are
believed to be in the best interests of and the safety of all employees, even if the State
of Arizona does not announce a closure of its own.

H. In the event of a City designated closure, emergency contact information will be used
to notify employees who are not at work at the time a decision is made. It will be the
responsibility of each Department’s supervisory staff to notify employees of a City
designated closure.

IV.  APPROVAL

MW

David Fitzhugh, Acting City Manager

March 19, 2014

Date of City Manager’s Approval

October 25, 2004; March 5, 2014 Page 2 of 2



SECTION: ADMINISTRATIVE POLICY 16

\ TITLE: Cellular Telephone Stipend

L. PURPOSE AND SCOPE

The purpose of this Policy is to provide a set of guidelines governing the use of cellular
telephones and monthly stipends for eligible employees and elected officials of the City
of Avondale.

II. POLICY STATEMENT

Elected officials and certain employees are eligible for monthly stipends when a cellular
telephone is necessary in order to carry out their job duties.

II1. POLICY PROVISIONS

A. Eligible Use — The following persons are eligible to receive a cellular telephone
monthly stipend:

1. Elected Officials
2. City Department Heads

3. Employees with a work schedule that requires more than eighty (80) percent
of their time away from a designated desk or workstation, subject to
department head approval.

a. Department heads are encouraged to evaluate less costly communication
options such as radios for field personnel.

4. Public Safety employees as deemed necessary to their job function by the
Department Head; and

5. All other employees as deemed necessary by the City Manager.

B. Stipend Amount — The amount of the monthly stipend shall be determined
through an evaluation of the position need and usage. The stipend amount may
only be used for those employees or elected officials that have provided
documentation of usage and service levels appropriate for their job role and
approved by the City Manager. The determination of placement in an amount
category shall be made by factoring the employee or elected official’s assigned
duties with expected cellular phone usage, service offering and rate plans. The
categories used for consideration are as follows:

1. Employees:
= Level 1) Low usage, cellular phone/basic text only. $50/month.

= Level 2) High usage, smart phone. $100/month.
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2. Elected Officials:
= Mayor — Up to $150/month.
= Council — Up to $130/month.

3. The monthly stipend is subject to all applicable state and/or federal payroll
taxes, and will be the responsibility of the employee.

C. Personal Safety and Safeguarding Equipment

1. To ensure the safety of employees and the general public, employees are
not permitted to use cellular telephones, personal or city —issued, while
operating any city equipment or vehicle, including personal vehicle while
on city time, unless they are using a hands free system or there is an
emergency.

IV.  PROCEDURES

A. All employees and elected officials receiving the monthly stipend shall be solely
responsible for acquiring their own cellular telephone, replacing the batteries,
maintaining the cellular telephone, paying the cellular telephone bill, and the
remainder of the contract should the employee separate employment with the
City for any reason.

B. Prior to receiving the monthly stipend, then employee or elected official shall
provide the following:

1. The “Stipend for Personal Cellular Telephone Use” form with the
department director and if needed the City Manager’s signature.

2. A current cellular telephone number to be kept on file at all times. The
employee or elected official is solely responsible for notifying their
department head with any changes to the cellular telephone number.

V. APPROVAL

ey

/
David Fitzhugl{/Avondale City Manager

June 27, 2017
Date of Avondale City Manager’s Approval
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SECTION:

ADMINISTRATIVE POLICY 17

TITLE: Tobacco and Vapor Use Policy

IL

POLICY STATEMENT

The City of Avondale (the “City”) is committed to providing a safe and healthy
workplace and to promote the health and wellbeing of its employees and citizens. The
following policy applies to smoking and vaping, as well as the use of smokeless tobacco
and herbal tobacco products by all employees, volunteers, visitors, vendors, contractors
and consultants.

DEFINITIONS

As used in this Policy:

A.

“Designated smoking area” is defined as an area that is either identified by
signage or an area outdoors that is at least 25 feet from all entrances to city
buildings and out of the view of the public.

“Herbal tobacco product” means any product that imitates a type of tobacco, but
which does not contain tobacco and may or may not contain nicotine.

“Smokeless tobacco” means tobacco products that are used by means other than
smoking and includes, but is not limited to, dipping tobacco, chewing tobacco,
snuff, tobacco gum and dissolvable tobacco.

“Smoking” means the act of lighting, inhaling, exhaling or carrying a lighted or
smoldering cigar, cigarette or pipe of any kind.

“Tobacco product” means tobacco in any form, including, but not limited to,
cigarettes, cigars and smokeless tobacco products defined above.

“Vapor product” commonly known as an “electronic cigarette” means any
product that employs a heating element, power source, electronic circuit or other
electronic, chemical or mechanical means, regardless of shape or size, to produce
a vapor (that may or may not include nicotine) that is inhaled by the user of such
product.
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G.

“Vaping” means the act of inhaling vapor from a vapor product, as defined above.

II1. POLICY PROVISIONS

A.

The use of tobacco products, vapor products, smokeless tobacco products and
herbal tobacco products is not permitted in any City building at any time.

Signs will be placed at entrances to all City buildings advising employees and
visitors that the City maintains a tobacco and vapor-free environment.

Smoking and vaping, as well as the use of smokeless tobacco products and herbal
tobacco products, will be permitted in designated outdoor areas during lunch and
breaks.

Individuals are expected to make every effort to use ashtrays and not allow ashes,
butts or other by-products to fall on benches or on the ground. Vapor product
components and smokeless products should be placed in sealed opaque packaging
and disposed of in garbage cans.

The use of tobacco products, vapor products, smokeless tobacco products and
herbal tobacco products is not permitted in any City owned or leased vehicle or
equipment at any time.

Employees are not permitted to use tobacco, smoking vapor, smokeless tobacco or
herbal tobacco products while performing their work-related duties and will
utilize the appropriate disposal practices referenced above.

While in attendance at City-sponsored, off-site conferences and meetings, the use
of tobacco products, vapor products, smokeless tobacco products and herbal
tobacco products is permitted only in designated areas.

IV.  APPROVAL

MW

David W. Fitzhugh, City Manager

October 16, 2014

Date of Approval
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SECTION: ADMINISTRATIVE POLICY 18

TITLE: Cash Handling

II.

I1I.

PURPOSE AND SCOPE

The purpose of this policy is to provide direction for City of Avondale (City) departments
in the collection, custody, and reporting of cash and cash equivalents, and outline cash
handling procedures for department use.

The City of Avondale must follow proper procedures and exercise strong internal
controls when handling the collection and depositing of cash and cash equivalents. A
system of internal controls is designed to provide reasonable assurance that theft, fraud,
or errors will be detected and corrected in the normal course of activities.

Many locations within the City of Avondale have employees who are required to receive,
deposit, disburse, and safeguard cash and cash equivalents in their possession. Custodians
of cash and cash equivalents are responsible for its safeguarding.

These policies and guidelines are for the protection not only of City cash and cash
equivalents, but also City employees.

POLICY

It is the policy of the City to establish and document the flow of cash and cash receipts
and provide guidelines for the proper management of cash and cash equivalents for those
employees responsible for receiving, handling, and ensuring safeguards from
mismanagement or misappropriation of City cash and cash equivalents as well as
safeguards for the personal safety of City employees.

Employees who are found to have failed to follow this policy are subject to disciplinary
action as outlined in the City of Avondale Discipline Policy — Chapter 18, up to and
including termination.

DEFINITIONS

A. Cash — currency and coin; personal check, certified check, bank/cashier's check,
debit and credit card payment, money order, electronic funds transfer, wire transfer,
interactive voice response telephone payment, or on-line payment.

B. Cash Equivalents — gift cards, gift certificates, postage stamps, tickets, pre-paid debit
cards, bus passes.

C. Cash Drawer — a fixed amount of currency and coin maintained for processing daily
receipts, which is authorized by the Finance and Budget Department.

D. Cash Receipting — payment acceptance and recordation; balancing cash drawers at
the end of the day to verify cash matches records.
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E. Sensitive Authentication Data — credit/debit card magnetic strip or chip information,
the card validation code, and personal identification number; prohibited by security
standards from being stored by the City under any circumstances.

F. PCI-DSS — Payment Card Industry Data Security Standards; umbrella term used for
a comprehensive security program to protect credit card information from accidental
disclosure which provides protection for all participants in a credit card transaction.

IV.  PROCEDURES

A. Each department is unique in its cash handling requirements which may require
additional policies and procedures.

B. The following cash control procedures are based on four (4) main areas:

1. Physical Security

a.

Many locations within the City of Avondale have employees who are
required to receive, deposit, disburse, and safeguard cash and cash
equivalents in their possession.

Cash and cash equivalents must be promptly stored in a secure location which
may be accessed only by a limited number of authorized employees.

Employee may not take City cash or cash equivalents out of City secure sites
for any reason except for authorized City activities.

Cash handling sites should have a cash register and a safe. Sites which do not
have access to a cash register or a safe must utilize locking cash drawers and
appropriate key control. Keys must be recovered from departing employees as
part of the separation from service procedure.

Lost keys must be reported to management and the risk of loss assessed.

Safe combinations must be comprised of random numbers and must be
changed twice a year and when employee turnover occurs.

City employees handling cash and cash equivalents should be working within
a controlled access area, so that members of the public or other unauthorized
personnel may not enter. Effective physical barriers must be provided
wherever possible between the cash handling employee and the public.
Examples include, but are not limited to, high counters, computer work
stations facing away from the public area, and locking access doors.

2. Segregation of Duties

a.

One of the most important steps to protect cash and personnel is to separate
cash handling duties among different individuals. Segregation of duties serves
two (2) key purposes:

1) It ensures that there is oversight and review to catch errors.

2) It helps to prevent fraud or theft because it requires two people to collude
in order to hide a transaction.

April 30,2019
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b. The following segregation of duties matrix provides an example of the
minimum segregation of duties for the cashiering process. The matrix is a
guide in determining whether cash handling tasks are properly separated
among employees.

Segregation of Duties Matrix

Tasks Employee #1 Employee #2
Accept Payments v

Run Reports

Provide Documentation v

Prepare Deposits

Reconcile Reports v
Validate Deposits

Facilitate Armored Vehicle Pickup v

3. Accountability

a.

Cash accountability ensures that cash is accounted for, properly documented
and secured, and traceable to specific cash handlers. When proper cash
accountability exists, the following questions can be answered: who has
access to cash; why they have access to cash; where cash is at all times; and
what has occurred from the transaction's beginning to end. A clear and
unbroken chain of custody over cash must be maintained.

Payment processing

1)

2)

Departments must request cash drawer establishment through the Revenue
Manager in the Finance and Budget Department by means of a
memorandum which sets out the amount requested, the purpose of the
cash drawer, the account string to charge the transaction to, and the timing
needed, including beginning/ending dates (if applicable).

Finance and Budget will assist departments in setting cash drawer amounts
which will be based upon business needs.

a) Cash drawers must not exceed $1,500 currency at any time. If the
drawer exceeds $1,500, the cashier must count and bundle a portion of
the currency and secure it in the safe or a locking drawer until the
drawer is balanced at the end of shift.

b) Changes in the amount or location of cash drawers must be approved
by the Revenue Manager.

¢) The cash drawer amounts must be reviewed periodically by
department for continued need.

April 30,2019
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3)

4)

S)

6)

7)

8)

9)

Currency must be United States currency. International currency will not
be accepted. Fifty-dollar bills or higher value bills must be visually
inspected for authenticity (see www.secretservice.gov for further
information).

The cashier, in receipt of a check, must verify that the check includes an
individual or business name, is drawn on a U.S. banking institution or
"Payable in U.S. Funds," is dated, shows the City of Avondale as payee,
has matching written and numeric amounts, and is properly endorsed
(signed).

All incoming cash and cash equivalents must be documented by some
form of a record.

In the instance the cashiering system is not functioning, manual pre-
numbered multi-part cash receipt books must be used.

a) Receipt books are provided by Finance and Budget upon request.

b) Finance and Budget will log which City department receives the
pre-numbered receipts, including name of the employee receiving
the books, office location, and receipt book numbers issued to
each department.

¢) Manual receipts in a pre-numbered receipt book must be used in
numerical order and duplicates maintained intact in the book.
Voided or missing receipt numbers must be researched and validated
periodically by the supervisor.

d) Manual pre-numbered receipt books must be secured in a locked area
with access limited to authorized employees.

Cash drawers for a register must be counted and verified to the authorized
beginning balance at the start of each shift.

Each cashier must have a unique identifying code with which to log into
the cash register and a unique cash drawer for his or her sole use. When
not working the register, the cashier must log out of the cash register and
secure his or her cash drawer in the location's safe or a locked drawer.

At the close of the business day or the end of a shift, the cashier will close
out the cash register, balance daily activity, and return cash drawer to its
authorized beginning balance.

Payment processing by mail

1))

Payments to the City received via mail delivery, must be opened with dual
custody or under video surveillance and entered into the cashiering
system.

a) Currency/coin payments that require additional investigation, must be
entered into the cashiering system upon receipt. Payment research and
determination should be completed within three (3) business days.

April 30,2019
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2)

i. If payment is found to be erroneous, a refund check shall be issued.

b) Check payments that require additional investigation, must be logged,
stamped with a restrictive endorsement (For Deposit Only City of
Avondale), and placed in a safe upon receipt. Payment research and
determination should be completed within three (3) business days.

1. If payment is found to be erroneous, the payment check shall be
returned to the sender.

Payments received by a non-cash handling department/division/employee,
must be promptly hand-delivered to the cashiers at City Hall for
processing.

Payment processing by card

1)

2)

3)

4)

S)

Departments must request card payment processing services/equipment
through the Revenue Manager in the Finance and Budget Department by
means of a memorandum which sets out the purpose, account string(s),
and desired implementation timing.

a) Finance and Budget will ensure the selection of appropriate card
payment processing services/equipment.

The City complies with Payment Card Industry Data Security Standards
and noncompliance could lead to financial penalties.

In departments where debit/credit card transactions may be accepted by
phone, a card authorization must be obtained from the payment card issuer
while the customer is on the phone.

a) Best practice is to avoid writing down any credit card payment
information (primary account number, card validation code, etc.)
collected over the phone. If any credit card payment information is
written down, it must be promptly destroyed after processing by
marking through with a black permanent marker and shredding the
document.

Computer-stored credit/debit card data must be securely deleted so the
data cannot be retrieved. Sensitive authentication data obtained by swiping
the card may not be retained under any circumstances.

a) Written or computer-stored customer debit/credit card data other than
sensitive authentication data may not be retained after the transaction
is complete unless for an official business purpose approved by the
Revenue Manager, for example, where the payee has a standing
automatic payment order. Data must be secured at all times in a locked
drawer or safe within a controlled access area, or if stored on a
computer, file must be secured.

b) Information Technology employees are available to provide assistance
in meeting these requirements

Debit/credit card numbers must never be sent through email or fax.

April 30,2019
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c.

Deposits

1y

2)

3)

4)

S)

An individual employee must prepare daily deposits, run system reports,
and reconcile deposits to system reports with dual custody or in a secured
location under video surveillance. Cash must be placed promptly in an
assigned locking bag and secured in the safe or transferred to the next
employee assigned to the process.

An individual employee independent of the payment acceptance process
must reconcile reports and all forms of payments to verify daily deposit
worksheets and bank deposit slips with dual custody or in a secured room
with video surveillance. Once payments are reconciled to records and a
bank deposit slip is verified, the deposit must be placed in a secure bank
bag and placed in the safe until armored car service pick up. Refer to the
segregation of duties matrix (Section IV. B.2.b) for an example of
segregation of duties for cash handling.

Armored car pick up service must be used for bank deposits. Employees
may not hand-carry deposits to the bank.

If taking the locked bank bag to another site such as the "City Cashier"
location for deposit is unavoidable, the bank bag key must be left at the
secure site and the bank bag transported by two (2) employees. (Dual
custody practice to minimize risk).

All departments must forward receipting and deposit information
to Finance and Budget.

Over/Shorts

)

2)

An Over/Short is the difference between cash receipt records and an actual
cash drawer balance. Over/shorts must be documented through the use of
an Over/Short Reporting Form or a Memo.

Management must periodically review all overages and shortages.
Management must look for items such as unexpected trends, patterns,
unexplained items, or recurrence by a cashier. Items identified must
be investigated for misappropriation of assets or need for additional
cashier training.

a) Employees may be subject to formal counseling and/or discipline
if the following occur:

i. Three (3) occurrences of overage/shortage of $5.00 or less in a
three (3) month period.

ii. Total overages/shortages of $10.00 or more in a six (6) month
period.

g. Theft

1))

In cases of theft, notify the City of Avondale Police Department (APD)
and the Revenue Manager as soon as the theft is discovered.

April 30,2019
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2)
3)

APD will investigate and complete a report.

Departments must notify the Finance and Budget Director or designee in
the Finance and Budget Department by means of a memorandum, which
provides details of the event and offers preventative corrections for
reducing future occurrences.

a) An official police report must be included with this
memorandum request.

Voids

1)

2)

A void will reverse the transaction and document it within the system.

a) A supervisor or manager must review voids and authorize their entry
into the cashiering system.

Voids must be periodically reviewed by management. Management must

look for items such as unexpected trends, patterns, unexplained items, or

recurrence by a cashier. Items identified must be investigated for

misappropriation of assets or need for additional cashier training.

Refunds

1)

2)

3)

4)

City customers may be refunded provided the reason for the refund is
documented and signed by the customer or approved by a supervisor if the
customer is not physically present.

Same-day refunds can only be refunded using the same "tender type" as
the original transaction and processed by the same cashier.

a) Debit/credit transactions must be refunded on the same debit/credit
card by matching the last four numbers of the card number.

b) Check transactions require the check recipient to sign a photocopy
of the check to be returned.

Other than same-day transactions, refund requests must be submitted
through the Accounts Payable disbursement process.

Refunds must be periodically reviewed by management. Management
must look for items such as unexpected trends, patterns, unexplained
items, or recurrence by a cashier. Items identified must be investigated for
misappropriation of assets or need for additional cashier training.

Training

1)
2)

3)

Employees must understand their accountability for all cash and cash
equivalents, which are the property of the City.

Assigned employees must complete the City's Cash Handling Training
Process upon hire and annually thereafter.

Departments must maintain records of this training for each employee.

April 30,2019
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k.

4) To aid in counterfeit money identification, employees should access the
Secret Service guide on the Secret Service website, Know your Money
(https://www.secretservice.gov/data/KnowY ourMoney.pdf).

Counterfeit money

1) If a counterfeit bill is suspected, the employee must accept the
bill and complete the transaction with the customer.

2) Cashier must write their initials and the date in the white border
areas of the suspect note.

3) Under no circumstances will the suspected bill be returned to
the customer.

4) The employee must carefully place the note in a protective covering such
as an envelope and include a copy of the customer receipt with the time
stamp.

5) The APD must be contacted and informed of the issue.

6) Notify the Revenue Manager and IT Security to secure surveillance
images.

7) The face value of the counterfeit bill will be lost to the City.

4. Management Oversight

a.

City management must reconcile and review activities to confirm that
transactions are recorded correctly while ensuring proper documentation and
transaction approvals.

City management must ensure that all employees assigned cash handling
duties have completed required training prior to undertaking their duties.

Supervisors must periodically inspect manual pre-numbered receipt books to
verify that receipts were used in numerical order.

In areas with video surveillance over cash handling, management must review
periodically a sample of electronic recordings or live observation and create a
viewing log.

Supervisors must ensure that employees who handle cash take at least five (5)
consecutive business days off every year.
Where practicable, cash handling duties should be rotated among employees.

Supervisors and managers must monitor over/shorts and voids for trends in an
effective but efficient manner.

City department management must periodically make unannounced reviews
to count cash drawers and reconcile balances to the system of record.

Periodically, sample/test reconciling must be done between general ledger,
cashiering system, and department revenue subsystems to verify information
is being accurately posted to the system.

April 30,2019
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V. APPROVAL

This policy approved by Avondale City Manager, Charles Montoya on 05/02/19.
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SECTION: ADMINISTRATIVE POLICY 19

TITLE: External Messaging — Message Boards; Signs; Banners and Billboards

I.  PURPOSE AND SCOPE

This policy provides direction for the use of City of Avondale (City) owned
electronic messaging signs. The City has been innovative in using external messaging
in both electronic and stagnant displays on various messaging mediums, to include
street pole banners, kiosk signs, billboards, vehicle display boards, and Variable
Message Signs (VMS) to communicate information pertaining to promoting City
campaigns, initiatives, and events to its residents, businesses, and visitors.

II. POLICY

It is City policy to ensure that these messaging mediums continue to meet the needs
of the City in communicating important events and/or projects to our residents,
businesses, and visitors and to ensure fairness in granting requests for their use. All
messages placed on these means are limited to those pertaining to events or projects
that are City related, City funded, or City sponsored.

III.  MESSAGE BOARD TYPES & DEFNITIONS

A. Variable Message Board (VMS) — electronic portable message signs. Signs
are maintained and administered out of the Parks, Recreation & Libraries
Department, Facilities Division. Typical uses for these signs include street
closures, and upcoming event notifications. Message cycle typically runs
three (3) to seven (7) days.

B. Kiosk at American Sports Center (ASC) — electronic visual digital sign located
at the City Center Randall McDaniel Sports Complex, viewable from Avondale
Blvd. This medium is maintained by the Economic Development department.
Uses for this includes general welcome messaging, notification of upcoming
citywide events, or programs associated with the Randall McDaniel Sports
Complex facility. Message cycle is typically for a one-month placement.

C. Billboards (Avondale AutoMall, Becker Board, Clear Channel) — large digital
billboards that are viewable from the I-10 corridor. The city receives a limited use
allocation annually. Coordination is maintained by the Community Relations &
Public Affairs Department. Typical uses for this is to promote upcoming large-
scale events, and Valley wide campaigns and initiatives. Message cycle is
typically for one-week to one-month placement.

D. Vehicle Displays (side panels of Sanitation Trucks, Zoom Bus internal posters).
Sanitation Trucks are maintained by Public Works. Zoom Bus is maintained by
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SECTION: ADMINISTRATIVE POLICY 19

TITLE: External Messaging — Message Boards; Signs; Banners and Billboards

Department of Community Relations & Public Affairs. Marketing use is typically
service related. Cost associated for printed materials. Messages are usually
replaced seasonally.

E. Street Pole Banners — Approximately 70 banner brackets on street light poles
located in four (4) busy street corridors — Avondale Boulevard, McDowell Road,
Dysart Road and Western Avenue. Contract is maintained by Parks, Recreation
and Libraries Department. Signs are intended to promote seasonal events, arts
initiatives, and citywide campaigns. Departments are responsible for costs
associated with printing, installing and removing banners. Message placement
is seasonal.

IV.  POLICY PROVISIONS

A. Message Boards

1. Requests from city departments are granted on a first-come, first-serve
basis and are based on message board availability.

2. Construction and safety-related projects are given a priority over
special events.

3. Outside agencies using their own portable message boards are not permitted
to place them within the City’s right of way and must comply with the City’s
sign ordinance.

B. City Center Electronic Sign

1. Because the City Center electronic message sign is intended for the generation
of revenue based on advertising from current and future tenants, requests for
public benefit or public service-type messages from City departments are
granted on a first-come, first-serve basis based on availability of the billboard
or upon the urgent need to disseminate or promote specific information
and events.

V. POLICY PROCEDURES

A. Message Boards

1. The Facilities Division is responsible for the placement of message boards
with direction provided by the Community Relations & Public Affairs
Department.
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SECTION: ADMINISTRATIVE POLICY 19

TITLE: External Messaging — Message Boards; Signs; Banners and Billboards

2. All requests to utilize portable message boards must be made to the Public

Information Officer of the Community Relations & Public Affairs Department

for review and approval. Forms are made available on the intranet under the
Community Relations tab, or can be requested from the Public Information
Officer directly.

3. Please provide at least eight (8) business days’ advance notice for placement
of the message board.

4. The Facilities and Public Information Offices have the discretion to remove
messages without notice if a more urgent need arises, as street and/or traffic
messaging, public safety, and emergency notifications prioritize use of
message boards.

B. City Center Electronic Sign

1. For all City-related advertising, all requested notices for placement on the
electronic sign must be made to the Director of the Community Relations &
Public Affairs Department or their designee for review and approval.

a. Any graphic and/or design costs associated with the creation of ads to
meet the sign ad specifications for Department campaigns are the
responsibility of the requesting Department.

2. Please provide at least twelve (12) business days advance notice for ad
placement on the sign.

3. The City has the discretion to remove City-related and tenant and/or
subcontractor notices or ads without notice if a more urgent need arises.

VI.  APPROVAL

Cynthia Seelha‘uyﬁner, Avondale City Manager

06/05/18
Date of Avondale City Manager’s Approval
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SECTION: ADMINISTRATIVE POLICY 20

TITLE: Emergency Service Pay

L. PURPOSE AND SCOPE

This policy provides direction for paid leave for employees providing emergency
services. It applies to all City of Avondale employees.

IL POLICY STATEMENT

It is the City of Avondale policy to assist other agencies during a declared emergency, so
long as the assistance does not create a hardship for the City of Avondale.

I1I POLICY PROVISIONS

A. The City of Avondale will pay an employee his/her regular salary and benefits during
assignment of up to thirty (30) calendar days to provide requested professional or
technical services for a declared emergency.

B. The request for professional services must be through a professional association, the
American Red Cross, or by direct order of a municipal, state, or federal agency. The
declaration of an emergency situation may be by order of the President of the United
States or the Governor of the affected state or states.

C. The extension of the paid leave period will be considered by the City Manager on a
case-by-case basis.

IV.  PROCEDURES

A. The leave request must be approved by the employee’s department director and City
Manager; it may be denied if the employee’s absence creates a hardship for the
department.

V.  APPROVAL

MW

David Fitzhugh, Acting City Manager

March 19, 2014

Date of City Manager’s Approval
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SECTION: ADMINISTRATIVE POLICY 21

TITLE: Solicitation

L. PURPOSE AND SCOPE

The purpose of this Policy is to outline the rules regarding solicitation. This Policy
applies to all city employees.

IL POLICY STATEMENT

With the exception of City of Avondale sponsored promotions, or other periodic city
sponsored activities; solicitations, and/or distribution by employees of printed matter, or
solicitations in any form including e-mail, for funds, products, services, memberships, or
for any other reason on City property is not permitted.

I1I. DEFINITIONS

A. Solicit: To ask for something (such as money) from people, companies, etc.
B. Work-time: time when an employee’s work duties require that he/she be engaged
in work tasks.

IV.  POLICY PROVISIONS

A. While our work place may provide an attractive forum for other activities, our
primary responsibility is the performance of City of Avondale functions. Activities
other than the performance of these duties may be considered intrusions by other
employees and by visitors to our workplace. Solicitation by an employee of another
employee is prohibited during the working time of either person.

B. Annually, the City will participate in the United Way Campaign; all other charity
activities and solicitations for charities are prohibited unless authorized and approved

in writing by the City Manager.

VI.  APPROVAL

MW

David Fitzhugh, Acting City Manager

June 11, 2014

Date of City Manager’s Approval
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SECTION: ADMINISTRATIVE POLICY 22

TITLE: Specialty Pay Rates

L. PURPOSE AND SCOPE

This policy provides direction for determining when shift differential pay may be
warranted. This policy applies to all regular, full-time, non-exempt employees.

IL POLICY STATEMENT

It is City of Avondale (City) policy to compensate qualified employees for inconvenience
experienced when assigned to shifts that fall outside of the regularly scheduled daytime
shift. Regular, full-time, non-exempt employees who are scheduled to work between 9:00
p.m. and 4:00 a.m. shall receive differential pay.

I1I. DEFINITIONS

A. Shift differential pay: The premium pay added to regular pay for regular, full-
time, non-exempt employees when regularly scheduled to work between 9:00
p.m. and 4:00 a.m.

IV.  POLICY PROVISIONS
A. A Shift Differential shall be paid for regularly scheduled work shifts including
any hours between 9:00 p.m. and 4:00 a.m. Employees shall be paid an additional
hourly rate of:
1. $0.35 per hour for hours worked between 9:00 p.m. and 12:00 a.m.;
2. $0.50 per hour for hours worked between 12:01 a.m. and 4:00 a.m.
V. PROCEDURES

A. The eligible employee’s supervisor is responsible for ensuring that the employee’s
biweekly time sheet is completed correctly to reflect the appropriate time.
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VI.  APPROVAL

é’é I Pl

Charles McClendon, City Manager

September 4, 2013
Date of City Manager’s Approval
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November 8, 2011 W

All Employees
Charlie McClendon —~
AP-23 Procurement Policy

The procurement policy is hereby amended and approved.

Revisions to the policy include:

Elimination of verbal quotes

Increase in Open Market Purchase threshold from $1,999 to $4,999.
Written quotes required for purchases from $5,000 to $24,999.

Formal Quotations required for purchases of $25,000 to $49,999.
Clarification of non-competitive procurements

Contracts are required for all services

Cooperative procurements are the sole responsibility of the requesting
department.

The $50,000 aggregate purchase threshold is for the desired contract term
Construction and related solicitations are to be coordinated by the City
Engineer

Procedures will be amended and procurement training will be provided to
disseminate these changes.

Please contact Loretta Browning or Pilar Aguilar for any questions regarding this

policy.
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City of Avondale AP-23 Procurement Policy

1. City of Avondale Policy.

It is the policy of the City of Avondale (the “City”) to promote and facilitate economical and
timely acquisitions from sources of supplies, equipment and services necessary for City
departments to accomplish their assigned responsibilities, while ensuring a fair and open
process that maximizes competition. It is the policy of the City that the acquisition process is
carried out in compliance with the City Charter, the Procurement Code set forth in Chapter
25 of the Avondale City Code (the “Procurement Code”), ordinances and the administrative
policies and procedures set forth herein (the “Procurement Policy”), including the official
procurement procedures manual (the “Procurement Manual”). City staff will take affirmative
steps to encourage participation by disadvantaged businesses as provided in the Procurement
Code.

2. Procurement Office-- Designated Authority.

The City Charter (i) requires that all contracts be drafted under the supervision of the City
Attorney and (ii) grants procurement authority to the City Manager, who may designate such
employees as necessary to directly oversee and provide guidance on the purchase or
acquisition of goods or services. The Procurement Office has been delegated the
responsibility for enforcing procurement process and procedures for the acquisition of goods
or services on behalf of the City. The City Engineer has been delegated the responsibility for
enforcing the procurement process and procedures for the acquisition of design and
construction services for City infrastructure projects. The Procurement Officer and the City
Engineer shall be referred to herein as the “Procurement Agent” as applicable.

2.1.  Revenue Producing Contracts and No-Cost Contracts:
Revenue-producing contracts and No-Cost Contracts, while they may not impose an
immediate expense to the City, are subject to these same procurement policies, rules
and regulations, and shall be procured in accordance with the appropriate
procurement process as set forth in Sections 6 nd 7 below.

2.2.  Disadvantaged Business Enterprise and Local Supplier Outreach:

The City supports the promotion of Disadvantaged Business Enterprises (DBE) and
local supplier participation in each of the competitive bid or proposal processes. In an
effort to support this vendor category, departments shall attempt to contact and invite
at a minimum one DBE and/or local firm to participate as a bidder in their
procurement process. The Procurement Office shall be contacted for direction if
procuring department does not have knowledge of an eligible DBE and/or local
supplier.

2.3.  Public Release Period and Outreach Requirements:

The Procurement Code mandates that solicitations be publicly advertised for a
sufficient timeframe to allow for an open competition with an adequate number of
qualified providers and adequate length of time before the offer due date. Publication
and posting of solicitations in the local city newspapers or E-Procurement Website
requires coordination with the Procurement Agent. The Public Release Period and
Outreach Requirements are dictated by the procurement method used and total
anticipated expenditure amount as follows:

1577321.3v3 1



City of Avondale AP-23 Procurement Policy

2.3.1. Formal Procurement Process or Total Contract Value Exceeding $50,000
(fifty-thousand dollars): A legal advertisement must be published in the Official
City newspaper as well as posting on the Procurement Office webpage and City’s
E-Procurement website.

2.3.2. Informal Procurement Process or total contract value exceeding $10,000 but
less than $50,000: While it is not considered mandatory, it is preferred that at a
minimum the bid or proposal opportunity be posted on the E-Procurement
Website to document and ensure maximum outreach.

3. Employee Responsibility.

It is the responsibility of each City employee involved in the procurement process to review,
understand and comply with the City Charter, the Procurement Code, applicable ordinances,
this Procurement Policy and the Procurement Procedures Manual. If there are any questions
or concerns relative to either the applicable policies or procedures, or the ability of the
employee to respond effectively to the requirements of the procedures, then it is the
responsibility of the employee to bring such matters to the attention of the Procurement
Office immediately. Each employee will be required to sign an Annual Conflict of Interest
Disclosure Statement (Form AP-23PP3) to ensure compliance with State law. Any purchase
utilizing City funds, regardless of dollar amount, must be for a valid public purpose.

4. General Procurement Provisions.

4.1.  The Procurement Agent shall be informed and involved in all Formal Solicitation
(major purchase) discussions and decisions.

4.2. All City purchases and contracts for goods and services shall be subject to the rules
and regulations of the Procurement Code, the Procurement Policy and the Procurement
Procedures Manual.

4.3. All reasonable attempts shall be made to obtain competitive bids or proposals by
appropriate solicitation method, as prescribed in this Procurement Policy.

4.4. Purchases shall not be contracted for or made unless sufficient funds have been
budgeted in the year in which the term of the contract commences. Funds must be re-
appropriated for each subsequent year or part of a year within the term of the contract.

4.5. Purchase of any technology or communications good or service must undergo review
and approval of the Information Technology Department. (Refer to Information and
Communications Technology Policy AP-16)

4.6. There shall be no fragmentation or division of contracts or purchase orders in order to

circumvent the provisions of the Procurement Code, this Procurement Policy or the
Procurement Procedures Manual.
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4.7.

4.8.

4.9.

4.10.

4.11.

4.12.

4.13.

4.14.

4.15.

4.16.

4.17.

The Procurement Agent must be notified of any specific procurement requirements of
any grant, gift bequest or cooperative agreement by the procuring department.

All reasonable attempts shall be made to publicize anticipated purchases or contract
opportunities to applicable vendors, contractors and suppliers.

When it is advantageous to the City, Citywide term contracts should be initiated for
use by one or multiple City departments for those services or supplies routinely
purchased.

All contracts are to be drawn under the supervision of the City Attorney.

Contracts for services and labor require review by the City Attorney, regardless of
dollar amount. Procurement of commodities by Open Market Purchase may be made
without additional City Attorney review so long as the vendor executes the standard
terms and conditions prepared by the City Attorney.

The City shall fully justify and directly negotiate a reasonable price for the services for
instances in which either (i) maintenance, support or membership is required and there
is no possibility of price competition; or (ii) continuity of services is deemed in the
best interest of the City and continuity cannot be ensured with a competitive process.

Generally a competitive process shall be used to solicit offers from interested parties
for no-cost or revenue producing arrangements.

Contracts shall be monitored for compliance to terms, expiration and renewal
requirements. Departments shall ensure fully executed copies of their respective
contracts, including all amendments, bonds and certificates of insurance are on file
with the City Clerk.

Vendor demonstrations, free trials or testing of products or services is initiated with a
Vendor Demonstration Letter (Form AP-15.11A) and requires a vendor’s signed
Statement of Vendor Understanding (Form AP-23PP15.11B) with approval from the
Department Head and the Procurement Office. Demonstration or trials of products
with an estimated purchase price exceeding $25,000 must be approved by the City
Manager. The City shall not be obligated to purchase any equipment, product or
services provided through demonstrations or testing periods.

Orders for goods and/or services shall not be placed without a requisition and purchase
order in place, unless purchase (i) has been made utilizing an approved alternative
procurement method such as procurement card, emergency purchase or petty cash
reimbursement and (ii) follows the applicable portions of the Procurement Code, this
Procurement Policy and the Procurement Procedures Manual for such purchases.

The appropriate Procurement Agent shall be the single point of contact for inquiries
regarding City solicitations. Completion of a confidentiality statement is required of
all solicitation evaluation team members.
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5. Dollar Thresholds.

5.1.

5.2.

5.3.

54.

5.5.

5.6.

5.7.

Petty Cash Purchases: $1.00 — $100.
Open Market Purchases: Less than $5,000.

Emergency Food & Toiletry Items Purchases: $1.00-$49,999. Includes purchases
for federal, state & local grant programs and local detention services.

Small Purchases: $5,000 — $24,999
Request for Quotations: $25,000 — $49,999

Formal Solicitations: $50,000 or Greater. Subject to competitive selection process
and City Council Approval for contract award.

No-Cost Procurement:

5.7.1. Revenue producing or ‘“no-cost” contracts that involve the provision of
commodities or services provided either to the City or its community in support
of City operations, functions, or programs through which the provider will
benefit monetarily, are considered business opportunities.

5.7.2. Revenue producing or no-cost contracts must be awarded using a competitive
process that is appropriate to the value, complexity and profile of the business
opportunity.

5.7.3. In most instances the City will have the authority to assist with the contractor in
designing, implementing and maintaining the standards of the provider’s
program.

6. Items Not Subject to Competitive Selection Requirements.

6.1.

6.2.

Utilities, communications and other public services that are not subject to competition
are exempt from this Procurement Policy; provided, however, that any agreements for
such services shall be reviewed and approved by the City Attorney.

Goods or services that are not specifically provided for in an agreement entered into
pursuant to this Procurement Policy may be provided according to such agreement
only if (1) the City Manager or authorized designee determines, in writing, that such
unspecified goods or services are clearly necessary and incidental or ancillary to the
goods or services provided for in the agreement and (ii) the agreement is amended to
clearly include the incidental or ancillary services within the scope of work.
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7. Informal Procurement Methods.

7.1.

7.2.

7.3.

Petty Cash Purchases: $1.00 — $100. Petty cash may be used for expendable items
only. Such expenditures shall not exceed one hundred dollars ($100) and must be pre-
approved by the procuring department manager. A request for petty cash
reimbursement shall be accompanied by a valid receipt and certification of public
purpose for the item purchased.

Open Market Purchases: (Less than $5,000). Open market purchases do not require
competitive quotations or bids; however, competitive quotations and bids should be
obtained when practical. Usually, these purchases are routine in nature and obtaining
quotations generally consumes more time than is worthwhile expending.

7.2.1. This procurement method does not apply to the procurement of professional
services.

7.2.2. Open market purchases must be made in conformance with the City’s
Procurement Code, the Procurement Policy and the Procurement Procedures
Manual.

7.2.3. Wherever possible, the requesting department shall comply with the
disadvantaged business enterprise (“DBE”’) and Local Supplier Outreach efforts.

Emergency Food & Toiletry Item Purchases for Federal, State & Local Grant
Programs and City Detention Services: $1.00-$49,999.

When it is deemed impractical to competitively solicit, food and toiletry items that are
required under specific grant awards or for Police Department detainees may be
procured from local vendors without written quotes.

7.3.1. The procuring department may submit a requisition for blanket purchase order
when possible. Detailed purchase receipts must be retained.

7.3.2. For grants awards, all items to be purchased must be specified in the grant
award/application and must not exceed $49,999.

7.4. Small Purchases: $5,000 — $24,999.

7.4.1. This section does not apply to the procurement of professional services.

7.4.2. The procuring department shall obtain at least three (3) written competitive
quotations. A lesser number of quotations may be acceptable, provided there are
an insufficient number of competitive vendors, as approved by Department Head
and Procurement Office. The shortage of potential bidders available shall be
supported by written notification and/or specifications provided to each vendor
and written “No Bid” response. The Procurement Office or designee may require
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departments to obtain formal competitive bids or proposals for some small
purchases.

7.4.3. While the internet may be a valuable tool for investigating sources for goods and
services, quotes taken directly from a search of the internet Web sites are not
considered “written” quotes and will not be accepted for this type of purchase.

7.4.4. Departments shall comply with the DBE and Local Supplier Outreach efforts.

7.4.5. Departments shall comply with the public notice and legal advertising
requirements. The posting must include detailed specifications of product or
services solicited and must be completed on Forms AP-23PP7.4A, or AP-
23PP7.4B as applicable as provided by the Procurement Office.

7.5. Request for Quotations: $25,000 — $49,999:

7.5.1. This method does not apply to the procurement of professional services.

7.5.2. While the internet may be a valuable tool for investigating sources for goods and
services, quotes taken directly from a search of the internet Web sites are not

considered “written” quotes and will not be accepted for this type of purchase.

7.5.3. Departments shall comply with the applicable Public Release Period and Outreach
Requirements.

7.5.4. Departments shall comply with the DBE and local supplier outreach efforts.

7.5.5. Departments shall submit a Request for Procurement Services (Form AP-23PP18)
to the Procurement Office to request that a Request for Quotations be issued.

7.5.6. The posting must include detailed specifications of product or services solicited
and are completed on the (Forms AP-23PP7.4A, or AP-23PP7.4B as applicable.)
as provided by the Procurement Office.

8. Formal Procurement Methods.

8.1. General Provisions

8.1.1. The Procurement Code mandates there must be a formal solicitation process for
expenditures or when the total contract value will exceed $50,000. A formal
solicitation and procurement method must be utilized when a single item, service, or
commodity grouping purchase amount or total contract value is estimated to exceed
$50,000; either as a one-time purchase or the aggregate cost or value over the
contract term.

8.1.2. Vendors are responsible reading all solicitation documents in their entirety.
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8.1.3. The appropriate procurement agent is solely responsible for ensuring compliance
with all solicitation requirements.

8.1.4. The City will not reimburse any cost incurred by a vendor in preparing a bid,
proposal or statement of qualifications.

8.2.  Sealed Bidding- Invitation for Bids

8.2.1. The sealed bid method is preferred when it maximizes price competition by basing
the selection among responsive, responsible bidders on price alone.

8.2.2. The procuring department shall contact the Procurement Agent to establish an
Invitation for Bids (IFB). The Procurement Agent shall provide a solicitation
number.

8.2.3. Department shall comply with the applicable Public Release Period and Outreach
Requirements.

8.2.4. Department shall comply with the DBE and Local Supplier Outreach efforts.

8.2.5. The procuring department shall provide the Procurement Agent with all of the
required information as stated in the Procurement Procedures Manual.

8.2.6. After public opening, bids shall be checked and analyzed for compliance with bid
requirements and law by the Procurement Agent.

8.2.7. All bids shall be tabulated by the appropriate procurement agent and the response of
the apparent low bidder (original) shall be forwarded to the department for
verification of compliance with the specifications and preparation of Council action.

8.2.8. Omissions on any item on the bid price sheet shall be deemed a “No Bid”.

8.2.9. All bid tabulations will be posted by the Procurement Agent on the City’s website
after final verification of pricing and compliance with bid specifications.

8.2.10. A full record of submissions, bid tabulations, disqualifications and notices of intent
to award shall be kept on file with the City Clerk according to the City’s records
management policy.

8.3. Request for Proposals
The request for proposals method is primarily used for procuring certain professional
services and is intended to permit competition on quality and other factors, as well as on
price. (Refer to AP-23 Section 11 for a description of procurement types eligible for this
method.)
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8.3.1.

8.3.2.

8.3.3.

8.3.4.

8.3.5.

8.3.6.

8.3.7.

8.3.8.

8.3.9.

AP-23 Procurement Policy

The procuring department shall contact the Procurement Agent to establish a
Request for Proposals (RFP). The Procurement Agent shall provide a
solicitation number.

Department shall comply with the applicable Public Release Period and
Outreach Requirements.

Department shall comply with the DBE and Local Supplier Outreach efforts.

The procuring department shall provide the Procurement Agent with all of the
required information as stated in the Procurement Procedures Manual.

After public opening, proposals shall be checked and analyzed for compliance
with solicitation requirements and law by the Procurement Agent, and
distributed to the members of the Selection Committee with a comparison
matrix and evaluation instructions.

Firms under consideration will be evaluated by the Committee composed of
the Procurement Agent (or his/her designee), the Department Head procuring
the services (or his/her designee), and any other staft that the Department Head
and Procurement Agent feel possess sufficient knowledge or relevant
experience that would materially contribute to the evaluation. The Selection
Committee may include outside professionals who can provide expertise not
available from City staff or who are required by State law.

Evaluations shall be tabulated by the Procurement Agent. Discussions and/or
negotiations may be opened at this time with the firms selected to be the most
qualified by the Selection Committee as per the scope of work.

Original Proposal(s) of successful vendors shall be forwarded to the procuring
department for preparation of Council Action.

Full record of submissions, summary of evaluations, disqualifications and
notices of intent to award shall be kept on file with the City Clerk according to
the City’s adopted records management policy.

8.4. Request for Qualifications
The Request for Qualifications (RFQ) method is similar to the Request for Proposal
method, inasmuch as qualifications are the determining factor is selection, where price

1577321.3v3

1S not.

The RFQ is a request by the City for detailed information concerning the

qualifications of firms to provide professional services to the City.

8.4.1.

The RFQ process is the preferred method for the selection of professional
and construction services (Refer to AP-23 Section 11- Professional
Construction Services.)
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8.4.2.

8.4.3.

8.4.4.

8.4.5.

8.4.6.

8.4.7.

8.4.8.

8.4.9.

8.4.10.

AP-23 Procurement Policy

The department shall comply with the applicable Public Release Period and
Outreach Requirements.

The department shall comply with the DBE and Local Supplier Outreach
efforts.

The procuring department shall provide the Procurement Agent with all of the
required information as stated in the Procurement Procedures Manual.

Based on the above information, the Procurement Agent shall assist the
department in preparing a Request for Qualifications.

The procuring department may request that RFQ specifications be prepared
by contracted consulting firms. Contractors who are working on
specifications to be used for competitive procurements shall be precluded
from bidding on the resulting procurement.

After public opening, statements of qualifications (“SOQs”) shall be checked
and analyzed for compliance with solicitation requirements and law by the
Procurement Agent, and distributed to the members of the Selection
Committee with a comparison matrix and evaluation instructions.

Firms under consideration will be evaluated by a committee composed of the
Procurement Agent (or his/her designee), the Department Head procuring the
services (or his/her designee), and any other staff who the Department Head
and the Procurement Agent feel possess sufficient knowledge or relevant
experience to materially contribute to the evaluation. The Selection
Committee may include by outside professionals as necessary or as required
by State law. The outside professional cannot represent a firm that has
responded to the RFQ.

Evaluations shall be tabulated by the Procurement Agent. Discussions and/or
negotiations shall be opened at this time with the firms selected to be the most
qualified by the Selection Committee.

If negotiations with the first firm do not result in an agreement, negotiations
shall be conducted with the next ranked firm, and so forth.

9. Professional and Construction Services.

Professional Services are defined as infrequent, technical, and/or unique functions performed
by independent contractors/consultants whose occupation is the rendering of such services.
While not limited to licensed occupations, the services are considered "professional," and the
contract may be awarded to partnerships, firms, or corporations as well as individuals.

9.1.  Professional and construction services must be awarded using a competitive process
that is appropriate to the value, complexity and profile of the business opportunity.
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10.

11.

9.2.  Professional Services in an Amount of $10,000 or Less: May be procured by direct
selection of qualified vendor however, competitive proposals, quotations and/or bids
should be obtained when practical.

9.3.  Professional Services in an Amount Greater than $10,000 Less than $25,000:
Shall require written proposals from a minimum of three vendors if possible. If
competition is limited or not possible, a contract may be awarded through direct
selection provided the contract file contains clear documentation that supports the
conclusion that undertaking a competitive process was not reasonable or cost
effective.

9.4. Professional Services in an Amount Greater Than $25,000: Professional services
in an amount greater than $25,000 shall be procured on through a Request for
Proposals (RFP), a Request for Qualifications (RFQ) or a pre-qualification, list if
available. (Refer to AP-23 Section 9, 10, or 13, as applicable.)

Capital Projects.

Capital Projects usually relate to construction projects included in the approved Capital
Improvement Program. These public projects are governed by A.R.S Title 34. The procuring
department is responsible for the development of the solicitation in accordance with
requirements of Title 34 and the Procurement Code. Professional services related to capital
projects that are within the dollar thresholds allowed for direct selection under A.R.S.
34-103, as amended, shall be procured by the RFQ process set forth in this Procurement
Policy.

10.1. The procuring department shall comply with the applicable Public Release Period and
Outreach Requirements.

10.2. The procuring department shall comply with the DBE and Local Supplier Outreach
efforts.

10.3. The procuring department shall provide the Procurement Agent with the required
information as stated in the Procurement Procedures Manual.

10.4. Pre-Bidders/Pre-Submittal Conference meetings are the responsibility of the
department and coordination with the Procurement Agent is necessary to ensure
attendance by Finance and Budget Department staff, if required.

Pre-Qualification Lists/Register.

A list of qualified providers may be established for use in selection of service providers by
following all the same actions applied in the RFQ process set forth above. Qualified lists are
normally used to streamline future contracting processes for consultant services, thus
eliminating the need for multiple RFQs for the same discipline. Qualified lists are usually for
the benefit of the procuring department(s), but unless expressly precluded by the RFQ,
Council action or State law, the lists may be used by any department. Departments are
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required to solicit informal proposals from multiple firms on a qualified list prior to making a
contract recommendation. Pre-qualification of Technical Registrants as defined in A.R.S.
32-101 must comply with the requirements of A.R.S. Title 34.

11.1. Procedures for the development of a pre-qualified list of contractors/vendors are
described in the Procurement Procedures Manual.

11.2. Prequalification does not represent a determination of responsibility.
11.3. Dollar Thresholds:

11.3.1. Anticipated Contract Amount Less Than $50,000: Contractor may be directly
selected from the list. The selected contractor must submit updated resumes and
current project lists before contract is executed.

11.3.2. Anticipated Contract Amount Exceeds $50,000, but Not More Than
$150,000: A committee may be formed, composed of, at a minimum, the Project
Manager and other individuals with the technical expertise to evaluate proposals.
Staff shall request and evaluate updated resumes, project lists and proposals based
on the scope of services for the project before entering into negotiation for the
final selection. A minimum of three (3) proposals should be requested, and each
proposal ranked. The selection process may include interviews and discussion
from the highest-ranked firm. Staff shall select the highest qualified firm based on
written and/or oral evaluations. If negotiations with the first firm do not result in
an agreement, negotiations shall be conducted with the next ranked firm, and so
forth.

11.3.3. Anticipated Contract Amount Exceeds $150,000: The Prequalified Consultants
List may not be used, and the normal procurement process must be followed as
per the Procurement Code, this Procurement Policy and the Procurement
Procedures Manual.

11.4. Departments utilizing the Prequalified List shall establish approved standard policies
and procedures in order to ensure equitable treatment of all contractors prequalified

for City projects.

12. Cooperative Procurement.

12.1. Cooperative Purchasing is a method of inter-governmental purchasing in which a
public purchaser has competitively selected and awarded a contract and arranges as a
part of a contract for other public purchasing agencies to purchase from the selected
vendor under the same terms and conditions as the original contracting agency.

12.2. The City is authorized to take advantage of purchasing contracts initiated, sponsored,

conducted or administered by another public procurement unit, provided (i) the program
has been authorized by the governing body of the procurement unit and (ii) the
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12.3.

12.4.

12.5.

procurement has been conducted by a competitive process at least as stringent as the
City’s policy.

In order to utilize a cooperative contract, a City Purchase Agreement or Professional
Services Agreement (PA/PSA) must first be in place. The procuring department is
responsible for verifying the existence of a valid underlying contract to which the City’s
Purchase Agreement or Professional Services Agreement may attach. If a cooperative
contract is already in place between the City and the vendor in accordance with this
Procurement Policy, the procuring department may request an extension of the
cooperative agreement so long as the underlying agreement is extended for at least the
same term. Contract Amendment or Renewal Checklist (Form AP-23PP12) may be used
to assist with the collection and preparation of such requests issued to the City Attorney.

Requests to the City Attorney for use of a cooperative contract must include all required
information as stated in the Procurement Procedures Manual.

Dollar Thresholds:

12.5.1. Total Contract Value $10,000 or less for commodities: Departments may make

one-time or infrequent commodity purchases utilizing valid cooperative agreements
provided the vendor provides agreement to extend cooperative contract pricing
either through signed quote or vendor letter. Departments are responsible for
ensuring compliance with cooperative terms, conditions and pricing.

12.5.2. Service Agreements of any value: All cooperative agreements involving services,

either individually or as part of a commodity purchase, shall be referred to the City
Attorney for review.

13. Noncompetitive Procurement.

In general noncompetitive procurement methods should be avoided. In rare cases a needed
purchase may fall into one or more noncompetitive categories. In these instances, a contract
may be awarded or purchase made provided the method appropriate to the procurement is
properly documented.

13.1.

Sole Source Procurement:

Sole source procurement shall be used only under circumstances where there is clear
and convincing evidence that there is only one source available for the needed
commodity or service. Any request by a department that procurement be restricted to
one potential contractor shall be accompanied by an explanation as to why no other
would be suitable or acceptable to meet the need. The department requesting sole
source procurement shall provide written evidence to support a sole source
determination.

13.1.1.  In all instances the requesting department must demonstrate that there was
a serious, diligent effort to identify potential sources, test alternatives
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13.2.

1577321.3v3

13.1.2.

13.1.3.

13.1.4.

13.1.5.

13.1.6.

13.1.7.

AP-23 Procurement Policy

available, and provide adequate notice to potential vendors of the City’s
need for a commodity or service.

Upon the department’s determination that a sole source is necessary and
appropriate, the Sole Source Justification (Form AP-23PP13.1) must be
completed for each sole source request. Requests received that do not
include the completed Sole Source Justification form will be returned to the
requesting department. The justification information must be (i) submitted
with all requests and (ii) provided in sufficient detail to allow an informed
decision on the request.

All sole source requests must be sent to the Procurement Office. The
Procurement Office will review the sole source request and make a
recommendation whether or not the sole source is adequately justified.

Requests over $50,000: The procuring department shall comply with the
applicable Public Release Period and Outreach Requirements. Sole source
procurement requires a “Notice of Intent to Award a Sole Source Contract”
and shall be published in the City’s newspaper(s) of record for one week
for all approved sole source requests. Interested vendors will be provided
an opportunity to submit alternatives to the commodity or service being
requested as a sole source.

Sole source requests that have been denied will be returned to the
originating department with instructions to prepare specifications for
issuance of a competitive solicitation or to provide additional justification.

The Procurement Office will provide departments assistance in identifying
vendors, defining requirements, and determining whether vendor prices are
fair and competitive.

Sole source requests with a value greater than $25,000 must be reviewed
and approved by City Manager or designee. Sole source requests with a
value less than $25,000 must be reviewed and approved by the Director of
Finance and Budget or authorized designee.

Competition Impractical Determination:

Competition Impractical (CI) Determination shall be used only under circumstances
where there is clear and convincing evidence that competitive solicitation is not in the
best interest of the City.

13.2.1.

In all instances the requesting department must demonstrate that there was
a serious, diligent effort to identify potential sources, test alternatives
available, and provide adequate notice to potential vendors of the City’s
need for a commodity or service or that costs exceed the benefit of open
competition.

13
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13.2.2.

13.2.3.

13.2.4.

13.2.5.

AP-23 Procurement Policy

Upon the department’s conclusion that a CI Determination is necessary
and appropriate, the CI Determination Form must be completed. Requests
received that do not include the completed CI Determination Form will be
returned to the requesting department. The justification information
submitted must provide in sufficient detail to allow an informed decision
on the request to be made. This information must be included with all
requests.

All CI Determination (Form AP-23PP13.2) must be sent to the
Procurement Office. The Procurement Office will review the CI
Determination and make a recommendation whether or not the CI
Determination is adequately justified.

CI Determination that has been denied will be returned to the originating
department with instructions to prepare specifications for issuance of a
competitive solicitation or to provide additional justification.

A CI Determination with a value greater than $25,000 must be reviewed
and approved by the City Manager or designee. A CI Determination
request with a value less than $25,000 must be reviewed and approved by
the Director of Finance and Budget or authorized designee.

13.3. Emergency Procurement:
Emergency Procurement shall be utilized only under circumstances whereby the lack
of needed products or services would seriously threaten: (i) the functioning of
government; (ii) the preservation or protection of property; or (iii) the health or safety
of any person.

13.3.1.

13.3.2.

13.3.3.

An emergency procurement exceeding $25,000 may only take place upon
declaration of an emergency and written authorization by the City
Manager.

Written determination of the basis for the emergency procurement shall be
forwarded to the Procurement Office for inclusion with the procurement
and/or payment file.

Emergency Procurements under $25,000 require approval by the Director
of Finance and Budget.

14. Amendments to Solicitations -Addenda.

Addenda may be issued due to changes in quantity, specifications, scope of work, delivery
schedules, opening dates, or plans/drawings. Addenda may also be required for correcting a
ambiguous provisions or resolving conflicting provisions.

1577321.3v3
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14.1.

14.2.

14.3.

14.4.

14.5.

A change or correction required as a result of a discussion during a pre-bid/pre-
proposal conference requires an addendum to the solicitation. A change to the written
terms of the solicitation must be done formally in writing through an addendum to the
solicitation document.

The procuring department shall notify the Procurement Agent of the solicitation to be
amended by submitting a Request for Procurement Services (Form AP-23PP18). The
procuring department must identify specific areas of the document that will be
changed, deleted, or added.

An important matter to consider when issuing an addendum is whether or not to
extend the time and date for receipt of offers. The impact of the changes must be
carefully considered in light of the time it will take a prudent offeror to incorporate
those changes. This includes the time impact on the work already done in preparing
the bid or proposal.

The procurement agent will submit the drafted Addendum form to the City Attorney’s
Office for finalization.

Firms wishing to submit responses to City solicitations are responsible for obtaining
the latest addenda for the respective solicitation in person or from the City’s website.
Addenda are also posted on the E-Procurement web site.

15. Receipt and Opening of Bids, Proposals, and Statements of Qualifications.

15.1.

15.2.

15.3.

15.4.

15.5.

Responses to Solicitations shall be opened publicly at the time, date and location as
designated in the Solicitation document.

Sealed bids received, proposals and statements of qualifications shall be time-stamped
on the envelope or shipping label (not box), recorded on the solicitation Response Log
(Form AP-23PP15) and kept in a safe place by the Procurement Agent, or designee,
until the appointed day and time when they are publicly opened and read. It is
important to note that sealed bids shall not be submitted in an electronic format or by
facsimile.

Except as provided in the Procurement Code, late bids shall not be accepted and shall
be returned, unopened, to the bidder.

Sealed Bids shall be opened at the appointed date and time by the procurement agent
or designee. A representative from the procuring department shall also attend the bid
opening. The respondent name, bid price, and other information deemed appropriate
by the Procurement Agent shall be read aloud. All other terms, conditions, models, etc.
are not required to be read at this time.

Sealed Proposals shall be opened at the appointed date and time by the Procurement
Agent. A representative from the procuring department shall also attend the bid
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15.6.

15.7.

15.8.

15.9.

opening. Only the names of the proposers submitting information are to be read.
Prices shall not be provided or read at that time.

Certified checks and bid bonds, if required by the department as bid or performance
security, shall be received, examined for accuracy and recorded by the Procurement
Agent.

Envelopes and/or shipping labels from boxes shall be kept in the Procurement File until
after the protest period for that solicitation has passed. For projects using federal funds
(i.e. HUD), all competitive sealed bids must be date and time stamped upon receipt.
These time and date stamped bid envelopes must be retained with the project files as
required by federal guidelines to document compliance for audit purposes.

Bid/proposal openings are generally scheduled for Thursdays at 3:00 p.m. (local time,
Phoenix, Arizona), but may be scheduled at such other time as determined by the

Procurement Agent.

Specifications:

15.9.1. Specifications should include the following elements:

e Scope and classification: What is required, and how is it classified (size,
type, service, etc.)

e Applicable or governing publications: Any publications that govern the
standards that the product or service must perform to (MAG, ARS, etc.).

e Requirements: All requirements and descriptions applying to the commodity
or service. If the commodity or service consists of several elements, ordinal
ranking should be used.

e Sampling, inspection, test procedures and performance measures
(deliverables).

o Identify how the product or service is expected to perform, and how that
performance shall be measured.

o Service contracts should use a series of benchmarks that the contractor
must meet to the purchaser’s satisfaction.

e Preparation for delivery (for commodities): Expected units of measure, how
they will be packaged, packed and/or marked.

15.9.2. The Procurement Office may assist with the development of specifications.

15.10. Award of Quotations:

15.10.1. Departments shall forward a completed Request for Quotation
Approval (Form AP-23PP7.4F) directly to the Procurement Office
with the submission of a requisition. Attach written quote information
or specifications to the form. Quotation Approval Form must be signed
by the department employee and approved by department director or
authorized designee.
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15.10.2.  The City Manager’s signature on the Quote Approval Form is required
for purchases in excess of $25,000.

15.10.3.  Orders for products or services shall NOT be placed until after
quotations have been reviewed and approved by the Procurement
Office, requisitions have been processed, and purchase orders are
generated. Departments may input requisitions without vendor or
pricing information in order to expedite processing of requisitions and
generation of purchase orders. The Procurement Office shall update
requisitions after approval of quotations.

15.10.4. If quotations exceed the $50,000 dollar threshold a purchase order
cannot be awarded, and the formal solicitation process must be
initiated.

15.11. Request for Information (Product Demonstration/Sampling):
Requests for Information (RFI) are normally used to develop specifications or scope of
work and may also be used to streamline future RFP or IFB processes for brand-specific
products, thus eliminating the need for multiple solicitations for the same or similar
products. RFIs may require vendor product demonstrations or product testing and
sampling.

1577321.3v3

15.11.1.  Procuring department compliance with the applicable Public Release
Period and Outreach Requirements is preferred, but not required.

15.11.2.  The Procuring department shall comply with the DBE and Local
Supplier Outreach efforts.

15.11.3. Product Value $50,000 or Greater:

A qualified and approved product or vendor list may be established for use in
future selections of suppliers by following all the same actions applied in the
Request for Proposal method. (Refer to AP-23 Section 8. Formal Procurement
Methods-Request for Proposals.) RFIs are usually for the benefit of the procuring
department(s), but unless expressly precluded by the RFI, the RFI results may be
used by any department. The RFI evaluation records and established
specifications or products lists will be maintained by the procuring department.

15.11.4. Product Value $49,000 or Less:
15.11.4.1. Product demonstrations with an aggregate purchase value of less
than $49,000 require a less formal process and must be accomplished
completing the Vendor Statement of Understanding and Vendor
Demonstration Letter. (Form AP-23PP15.11A and Form AP-23PP15.11B)
15.11.4.2. Product demonstration, testing, sampling, or delivery of such items
or services may not commence until the above required forms have been

completed and signed by the Offeror.
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16.

17.

18.

Surplus City Property.

The Procurement Office is the designated authority for City property surplus, removal of
abandoned property. It is the City’s primary responsibility for the timely disposal of surplus
property at a fair market value and for the benefit of City. Surplus consists of the removal,
disposal, or trade-in of City personal property and also includes titled and licensed City
vehicles purchased through the Public Works Department.

16.1. Property surplus process and procedures are facilitated through City Facilities
Management and must be in compliance with AP-4 Surplus Auction Policy
Procedures.

16.2. Removal of property requires Facility Management’s approval of the Surplus
Evaluation. (Form AP-4SAT)

16.3. An arrangement for the delivery of large equipment or large volume of supplies
requires completion of the Surplus Pick-Up Request (Form AP-4SA2) by the
requesting City department.

16.4. Restrictions. City employees are not authorized to trade in or dispose of City
property to persons or organizations without written agreement or without the
Procurement Office approval of the required Surplus Evaluation Form. Federal rules
for disposal of hazardous materials are very strict and requires special conditions.

Unauthorized Procurement.

Unauthorized procurements are purchases that are conducted, or contracts entered into,
without authorization of the Procurement Agent or his/her authorized designee. Also
included in unauthorized procurement are purchase orders or contracts made contrary to the
provisions or the Procurement Code.

17.1. In accordance with the Procurement Code, unauthorized procurements shall not be
approved by the Procurement Agent or authorized designee and the City shall not be
bound thereby. Further, employees who violate this Procurement Code may be
subject to disciplinary action in accordance with the City’s codes and personnel
administrative regulations.

17.2.  An employee contracting for or purchases any materials, services or construction in a
manner contrary to the requirements of the Procurement Code shall be personally
liable for the recovery of all public monies paid, together with legal interest and all
costs, attorney's fees and damages arising out of the violation.

Request for Procurement Services.

Request for Procurement Services (Form AP-23PP18) shall be completed and submitted to
the Procurement Agent for a request of any services or procurement process in accordance
with AP-23; which requires the direct coordination or guidance of the Procurement Agent as
the City’s designated authority.
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18.1. Procurement Timelines: In order to provide for efficient scheduling of formal
procurement activities, including legal document preparation, the procuring
department shall submit a Request for Procurement Services to the Procurement
Agent no less than twenty (20) and preferably twenty-five (25) business days
from the expected date of public release.

18.2. Formal Procurement Process: Formal procurements shall be forwarded with all
solicitation documents to the appropriate procurement agent; for review and prior
to issuance to the City Attorney for final development of the solicitation
document and public release.

18.3. Public Release and Advertising Requirement Guidelines:

18.3.1. In requesting the services of the Procurement Agent for a new solicitation,
departments shall include the preferred date of public release noting,
however, that the schedule of events (Solicitation Schedule) is finalized by
the Procurement Agent and is subject to change dependent on
Procurement Code solicitation period requirements, or external or internal
schedule conflicts.

18.3.2. All final advertising information or special offeror instructions are due to
the Procurement Agent for publication in the newspaper by the deadline(s)
specified in the Procurement Procedures Manual.

18.3.3. The procuring department is responsible for compliance with the public
notice and outreach requirements as described in this Procurement Policy.

18.3.4. All Public Notice advertisements for City solicitations shall include the
following language:

“The City of Avondale will endeavor to ensure in every way

possible that disadvantaged business enterprises (DBE)
shall have every opportunity to participate in providing
materials/services without being discriminated against on
grounds of race, religion, sex, age, or natural origin. DBE
businesses are encouraged to submit on this solicitation.”

18.3.5. E-Procurement Web Site: All information to be posted to the City’s
Procurement Web Page and E-Procurement Web Site, should be
forwarded to the Procurement Agent by noon on the Thursday before the
first date of public release.

19. Contract Management and Vendor Payment
The procuring department is responsible for overall management of the contract, ensuring
commodities or service deliverables are in compliance with the scope and terms of the
contract. The Contract Manager serves as the City Representative in determining the
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acceptance/rejection of goods and services and the conditions of acceptance or rejection and
payment of the deliverables.

19.1.

19.2.

19.3.

1577321.3v3

Responsibilities of the Contract Manager include, but are not limited to the following:

19.1.1.1.  Monitoring contract performance and ensuring compliance with all
contract terms and conditions.

19.1.1.2. Ensuring timely renewal/extension and managing amendments to the
contract through City Attorney approved amendments signed by the persons duly
authorized to enter into contracts on behalf of the City and contractor. The
Contract Amendment or Renewal Checklist (Form AP-23PP12) may be used to
assist with the collection and preparation of such requests issued to the City
Attorney.

19.1.1.3. Maintaining current contact information and ensuring that all contract
documents are correctly updated and deposited with the City Clerk’s Office.

Requisitions:

Requisitions are entered into the purchasing/financial system by the procuring
department. The requisition may be entered into the system before a vendor or
price has been established, during the quotation process.

19.2.1. No purchase is to be made before a requisition has been approved and
purchase order issued.

19.2.2. Contract Purchases: Contract Purchase requisitions should be entered
within seven (7) days of Council approval for the total amount of the
contract, or amount approved for fiscal year if contract is to be funded
through multiple fiscal years. Contract Purchase requisitions must
reference the assigned City contract number.

19.2.3. Non-Contract Purchases: Non-contract purchase requisitions entered by
the department shall include specifications, sourced vendors and any
pricing information; which must be forwarded to the Procurement Office
for approval.

19.2.4. The Procurement Office has the authority to amend purchase requisitions
in regard to price and vendor when in the best interest of the City. The
requisition will not be changed without first consulting the procuring
department.

Purchase Orders:

After the solicitation and evaluation of bids and quotes, and approval of the
requisition, a purchase order is generated by the Procurement Office to obtain the
requested goods and services from the supplier.

19.3.1.  No purchase is to be made before a requisition has been approved and
purchase order issued.
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19.3.2.  Copies shall be distributed as follows:
o  Vendor Copy — printed with Purchase Order Terms and
Conditions.
o  Requesting Department
o  Accounts Payable

19.4. Purchase Order Modification/ Change Orders:

A purchase order that requires correction or changes (also referred to as Change
Orders) shall be returned to the Procurement Office with a completed and signed
Request for Purchase Order Modification (Form AP-23PP19).

19.4.1. Purchase orders modifications will be completed only when supporting
information and documentation is provided by the requesting department.

19.4.2. Contract Purchase Orders may be modified only in instances where
allowable by the contract or with required management approval.

19.5. Vendor Payment Requirements:

19.5.1. Departments must comply with payment terms as set forth by City
agreement, purchase order or contract.

19.5.2. Payments for goods and services will be processed promptly upon receipt
and acceptance of goods and or services and in accordance with the City’s
Accounts Payable Policies and Procedures.

19.5.3. All requests for payment, reimbursement and credit card reconciliations

will be accompanied by a certification from the procuring department of
the valid public purpose of the respective purchase (s).
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Appendix

Sample Forms & Templates
Disclosure Statement AP-23PP3 (Sample Form)
Request for Quotations- Commodity Form AP-23PP7. 4A
Request for Quotations- Services Form AP-23PP7.4B
Notice of Acceptance Template AP-23PP7.4C
Notice of Decline Form Template AP-23PP7.4D
Questions and Answers Template AP-23PP7.4E
Request for Quote Approval Form AP-23PP7.4F
City Property Surplus (Sample) Refer to AP-4 Surplus Auction Policy
Contract Amendment or Renewal Checklist Form AP-23PP12
Sole Source Procurement Justification Form AP-23PP13.1
Competition Impractical Determination Form AP-23-PP13.2
Solicitation Response Log Form AP-23PP 15
Vendor Demonstration Cover Letter Form AP-23PP15.11A
Vendor Statement of Understanding Form AP-23PP15.11B
Request for Procurement Services Form AP-23PP18
Purchase Order Modification Form AP-23PP19

Process Flow Charts

Procurement Method Selection Process
Small Purchases $5,000 - $24,999

Small Purchases $25,000-$49,000
Invitation for Bids

Request for Proposals

Request for Statements of Qualifications
Cooperative Contract Purchases

Sole Source and Competition Impractical

1577321.3v3 22
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Administrative Policy Number: AP- 24

A%f"’ﬁale

Date: August 30, 2006

To: All Employees

From: Charles McClendon, City Manager

Re: Protocol- Mayor & City Council Attendance at Events AP-24

Administrative Policy Regarding Protocol for Mayor and City Council Attendance at Events
Purpose

The Mayor and City Council are invited to participate in many special events sponsored by the City
and outside agencies. It is the City’s desire to ensure that elected officials are prepared and the City is
represented in the most professional manner possible.

Process for Mayor and City Council Participation in City Events

The City of Avondale hosts many successful events each year in order for the City to have personal
contact with its residents about city issues or to commemorate special occasions.

The City Department hosting an event should work to ensure that sufficient lead time (preferably 3
weeks) is available for planning City Council’s role in the event and advertising the event. The Host
Department should work closely with the Department of Parks, Recreation, & Libraries and the
Community Relations Department to ensure that no special guest or members of the media are
neglected or overlooked. Please refrain from contacting City Council, dignitaries or the media directly.

The following are examples where involvement from the Community Relations Department should be
sought:

= Create a detailed agenda for the event that includes Master of Ceremony, welcome address,
speeches, closing comments which can be shared with City Councilmembers prior to the
event.

= Discuss protocol for the event. It is typical protocol that the Mayor and City Council have
precedence at a City event. When elected officials representing the other levels of
governments are present, the Mayor should be introduced first, followed by the Vice
Mayor, City Councilmembers, federal officials, state officials and regional officials
accordingly.

=  Work with the Community Relations Department to ensure that the event is advertised and
marketed appropriately — to include press releases, photo coverage etc.
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Administrative Policy Number: AP- 24

=  Work with Community Relations to send out invitations to special guests and keep track of
their RSVPs.

= At least two days prior to the event, the Host Department should confirm with the Assistant
to the Mayor and Council the attendance of the elected officials at the event.

The person in charge of the event should be on-site early enough to approve set up and be ready to
greet guests, preferably 1 hour prior to the event. The Community Relations Department or Host
Department designee is responsible for locating the elected officials at the event and run them through
the logistics of the event.
Process for Externally Produced Events
Each year, the Mayor and City Council attend many special events, ceremonies, and celebrations
sponsored by non-City organizations across the region. If a group or organization would like to invite
the Mayor and City Council to an event, please do so in writing or via email to
EmailCityCouncil@avondale.org. The request should include:

o The date, time and location of the event (and whether these are flexible);

o Name, title, telephone, fax, and email for contact person at the hosting organization;

e Background information on the event and the organizers;

e The number of people expected to participate; and

e The role you would like the Mayor/Council Members to play (i.e. speech, award presentation,
attendance only, etc.)

All invitations are reviewed by the Assistant to the Mayor and Council, who will contact the
organization if further information is needed, update Councilmember calendars, track RSVPs and
ensure open meetings laws are followed accordingly.

Process for Requesting Proclamations

Proclamations are a formal document that declares the City’s recognition of a person or event.
Proclamations must be approved and signed by the Mayor and signed and filed by the City Clerk’s
Office. Any proclamation issued should be directly related to the City Council’s approved goals for the

community.

If an internal department would like to issue a proclamation, please contact the Community Relations
Department Director to process that request.

If an external organization would like to issue a proclamation, the organization should contact the
Community Relations Department with the following information:

o Provide a written statement requesting the proclamation, including background information
about the organization and event.
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* Provide a draft of the proclamation that the organization would like the City to consider and
when it is needed.

o Provide name, title, telephone, fax, and email for contact person at the organization requesting
this document.

Recognition of Individuals, Groups or Organizations

Another means of recognition for individuals, groups or organizations is through the City’s “Character
Recognition Program.”

The Character Recognition Program serves to recognize worthy achievements and good character traits
exemplified by individuals, businesses and organizations in the community. Recipients will receive a
certificate signed by the Mayor and a small token of recognition.

This program is designed to serve as the primary means of recognition for the City Council. To
schedule a recognition under the “Mayor’s Recognition” item at a regular Council meeting, requests
must be submitted to the City Council Office at least three weeks prior to the scheduled meeting, and
must be approved by the Mayor.
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SECTION: ADMINISTRATIVE POLICY 25

‘ TITLE: City of Avondale Event and Program Sponsorship

I.  PURPOSE AND SCOPE

The procedures outlined in this policy will be followed when soliciting or being solicited
by any person, persons, or organizations for the purpose of developing a sponsorship
relationship with the City of Avondale (City).

II. POLICY STATEMENT

A. The City will not enter into a sponsorship with an organization in which the product
to be identified in the sponsorship is a tobacco product, illegal, politically motivated,
represents any particular religious viewpoint, or sexually explicit in nature.

B. The City will only seek sponsorships from organizations that are compatible with the
goals and objectives of the City. Each sponsorship contract will be evaluated on a
case-by-case basis by the lead department.

C. This Policy does not apply to:

= Independent foundations or registered charitable organizations from
which the City may receive benefit

= Philanthropic contributions or unsolicited donations to the City

* Funding obtained from other orders of government through formal
grant programs

= City sponsored support of external projects where the City provides
funds to an outside organization

= Third parties who lease City property or hold permits with the City
for activities or events

III.  SPONSORSHIP DEFINED

A. Sponsorship is defined as either a cash or in-kind donation given to or received from
an organization for access to the commercial potential associated with a particular
program or event. The City will solicit and be solicited by organizations for both cash
and in-kind sponsorships in return for access to commercial potential of facilities and
events managed by the City. Events include, but are not limited to, all programs,
events, facilities, parks, venues, buildings, city-owned property and select facilities
sponsored by the City but operated on non-City property or locations.

B. Sponsorship opportunities provide the City with increased exposure, enhanced events,
and provide outside organizations the opportunity to demonstrate involvement and
support for City events while increasing brand loyalty and awareness.

C. Sponsor organizations may include, but are not limited to non-profits, government,
businesses, and others with the potential to enhance City programs.
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IV.  SPONSORSHIP VALUATION

A. Sponsorship is a combination of mutual tangible and intangible benefits. The City
will provide its potential and contracted sponsors with the most accurate
measurements of tangible and intangible benefits that will be substantiated by
demographic and buying statistics of event attendees and audiences. A Sponsor may
periodically survey the effects of their sponsorship to assess their brand loyalty and
awareness. This would be done by the Sponsor and at the Sponsor’s expense. Results
of any survey will be shared with the City.

B. Sponsorship ranges and levels will vary per event and each level and range will
include a mixture of business-building benefits and potential sponsor return.

V. SOLICITING AND RECRUITING SPONSORS

A. The City develops sponsorship levels and ranges annually for its events and
facilities. The ranges vary by event or facility, are designed to address unique
activities or requirements, and offer variable benefits to the sponsor.

1. For example, official sponsors for a City event or facility may be provided
exclusive opportunities in exchange for a large contribution to help supplement
the activity or facility costs. Such sponsorships will be awarded by competitive
bid. Other sponsors may be provided events, facility rights, and privileges
without exclusivity in their sponsorship category and without a competitive
bid process.

B. All sponsorships will meet specific minimum terms and be equally varied and
specific to the sponsoring business. As events grow in attendance, popularity, and
financial needs, sponsorship opportunities will also change.

C. All sponsorship opportunities will be publicized with the intent of informing all
businesses and organizations of the sponsorship opportunity.

D. Bid proposals will be requested of any sponsorship involving exclusivity. Award of
exclusive sponsorships will go to the business or organization offering the most
valuable proposal for cash and in-kind contributions within each level-range
category and within each product or service category. Bid proposals shall not
impact Financial Assistance Agreements currently in place.

E. Multi-year sponsorships will be awarded in some cases as part of the bid
proposal process.

VI.  PROCEDURES AND AUTHORITY

A. All sponsorship proposals must be submitted in writing.
B. Sponsorship agreements must include specific requirements of both parties.

C. Solicitation and negotiation of sponsorships will be conducted only by City staff or
designated contractor.
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D. Directors are responsible for ensuring staff understand the requirements of this

policy and that they are provided with adequate guidance and/or training related to
sponsorship practices.

E. All City sponsorship agreements will be negotiated in good faith and represent the
City in a professional manner.

F. Employees who have any questions regarding City Sponsorship should contact the
Community Relations and Public Affairs Department.

VII.  APPROVAL

This policy approved by Avondale City Manager, Charles Montoya on _03/03/2020.
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SECTION:

ADMINISTRATIVE POLICY 26

TITLE: Gun Lockers at City of Avondale Buildings

I.  PURPOSE AND SCOPE

The purpose of this Administrative Policy is to comply with Arizona Revised Statute

§13

-3102.01, provide guidelines for the safekeeping of concealed and openly displayed

weapons for citizens coming to the City of Avondale Municipal buildings and direct City
of Avondale employees regarding weapons possession during the course of their duties.

II. POLICY STATEMENTS

A.

D.

It is the policy of the City of Avondale, Arizona that concealable weapons or openly
displayed weapons (pistols and handguns, including single shot, semi-automatic or
revolvers), regardless of whether an employee possesses a concealed weapons permit
(CCW), shall not be carried within City buildings except by persons who are
authorized by law to carry such weapons in the performance of their official duties.
Secure weapons storage lockers are provided for the storage of weapons for
individuals who have business inside buildings operated by the City of Avondale.

City employees, other than those who are authorized by law, are prohibited from
handling or possessing any weapon at any time while on City of Avondale property,
in City vehicles, or while on City duty. This includes:

1. Any form of weapon or explosive;
2. All firearms; and
3. Allillegal knives or knives with blades that are more than six (6) inches in length.

Employees unsure of whether an item is covered by this policy should contact the
Human Resources Department.

1. Employees are responsible for making sure that any item they possess is not
prohibited by this policy.

2. Nothing in this Administrative Policy shall be construed to authorize City
employees to possess any firearm or dangerous weapon on duty within any City
Building, unless authorized by law to do so and as part of their official duties.

3. Only Police Officers, Detention Officers, security guards, and other individuals
who have been given written authorization by the City Manager to carry a
weapon on City property will be allowed to do so.

Nothing in this Administrative Policy shall be construed to prohibit or restrict the
ability of the Presiding Judge of the Municipal Court to regulate and control access
in and out of designated buildings used for judicial proceedings.
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E. Nothing in this Administrative Policy shall be construed as creating any duty or
obligation on the part of the City to take any actions beyond those required of an
employer by existing law.

III.  DEFINITIONS

A. Concealed Weapons — any weapon, especially handguns, which are kept hidden
on one's person, or under one's control.

B. Weapons Storage Lockers — secure storage lockers located at the main entrance
of City of Avondale Municipal buildings for citizens to safely store concealable
and/or openly displayed weapons while conducting their business with the City.

IV.  POLICY PROVISIONS

A. The City of Avondale provides a variety of city services at a number of city
buildings and has, as authorized by law, established a policy which prohibits the
carrying of concealed weapons and openly displayed weapons, except by persons
who are authorized by law to carry such weapons in the performance of their
official duties.

B. Notices will be posted at entrances to buildings owned and operated by the City
of Avondale in which public business is conducted. The posted notice will advise
that concealed or open possession of dangerous weapons is prohibited within any
city buildings and that secure weapons storage lockers are available at the main
entrance or at such other location as designated, for each building.

C. Physical location of the secure weapons storage lockers will be accessible to the
public at the locations designated for City buildings.

1. The secure weapons storage lockers shall have a notice attached to them
providing use instructions and indicating that storage of any weapon is at the
risk of the weapon’s owner and that the City of Avondale, shall not be liable
in any event to any owner for any loss or damage of any kind or character
resulting from storage of the weapon.

V.  PROCEDURES

A. Facilities employee responsibilities

1. Periodically, a Facilities employee will be assigned to inspect the secure
weapons storage lockers after normal business hours. If there are any lockers
that appear to still contain a weapon, the employee will contact their supervisor
who shall contact the Police department to arrange for retrieval of any stored
weapons and impoundment into the Police Department Property Room as
property kept for “Safekeeping.”

B. Persons who have had their weapon retrieved by the Police department:
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1. Will be required to make an appointment with the Police Department during
the hours of 8:00 a.m. until 5:00 p.m., Monday through Thursday and present
proof of ownership in order to retrieve their property. Additionally, and in
accordance with the Police Department’s policy:

a. A background check will be completed on both the owner and the
impounded weapon prior to the release of a firearm.

b. Ammunition impounded with a firearm will not be released at the same
time the firearm is returned to the owner. If the owner desires, he/she
may make arrangements to pick the ammunition up the following day
or within the following thirty (30) day period.

2. Ammunition not claimed after the thirty (30) day period will be considered
abandoned and disposed of.

VI.  APPROVAL

LIS

David Fitzhugh, City Manager

November 15, 2017

Date of Avondale City Manager’s Approval
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SECTION: ADMINISTRATIVE POLICY 27

TITLE: Display and/or Distribution of Government Materials

I.  PURPOSE AND SCOPE

The purpose of this policy is to ensure and maintain a professional and clutter-free
appearance in the public spaces of City of Avondale (City) buildings while
providing useful information and promoting the many programs, classes and
special events the City organizes.

II. POLICY STATEMENT

City employees shall follow this Administrative policy to obtain the proper
authorization for displaying and/or distributing government materials in any
City facility.

III.  DEFINITIONS

Approving Authority — for the purposes of this policy, the Approving Authority
consists of the City Clerk, and/or the City’s Parks, Recreation Director or his/her
designee and/or the City’s Neighborhood and Family Services Director or his/her
designee as appropriate.

IV.  POLICY PROVISIONS

A. Display and distribution of information will be limited and presented using
the following:

1. Pamphlets and Pamphlet Racks
2. Display Frames/Easels

3. Doors and Walls

4. Table Displays

B. Before display or distribution of any information, the appropriate City’s
Approving Authority must be consulted following the procedures outlined
in this policy.

V. PROCEDURES

A. The following procedures shall be followed when displaying and/or
distributing information:

1. Pamphlets and Pamphlet Racks

a. All posters, flyers, pamphlets or other publicity materials (excluding
closure notices) should be limited within the public areas of City
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TITLE: Display and/or Distribution of Government Materials

buildings to a central pamphlet rack or the counters in the one
stop shop.

1) All pamphlet racks located within the public areas of City
buildings are to be used only for information approved by the
City’s Approving Authority.

2) No pamphlets may be placed on the reception counter in the main
lobby of City Hall or any other areas within the City Hall building
not authorized by the City Clerk.

3) Commercial advertisements/promotions, events or materials for
businesses or for-profit organizations will not be permitted except
for those co-sponsored by the City.

b. Any government agencies wishing to place posters, flyers, pamphlets
or publicity materials in the pamphlet racks located in the public areas
of City buildings will be directed to contact the appropriate City
Approving Authority.

1) The contact information for the person responsible for the
material must be provided to the City’s Approving Authority and
updated as necessary.

2) An adequate supply of materials should be available for the
City’s dispersal.

c. Distribution containers and their contents must be approved by the
City’s Approving Authority along with the decision on how the items
or materials will be displayed, distributed and the removal timeframe.

1) The City’s Approving Authority reserves the right to refuse any
material or item presented for posting, display or distribution
because of the material’s size, content, appearance or space
limitations.

d. Due to limited space, priority will be given to City information with
all other information to be displayed on a first-come/first-served basis.

2. Display Frames/Easels

a. A limited number of flyers/posters may be displayed in the back of the
directional cases in the lobby of City Hall. Frames and easels are also
available to display approved information.

b. Materials requiring display frames and/or easels are subject to the
consent of the City’s Approving Authority. Employees shall submit to
the appropriate Approving Authority the materials to be displayed
prior to placement.
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ADMINISTRATIVE POLICY 27

TITLE: Display and/or Distribution of Government Materials

C.

The City’s Approving Authority reserves the right to deny display of
materials not suitable with City of Avondale values.

Display frames and easels can be placed in either the upstairs or
downstairs counters at City Hall or within City buildings as permitted
by the City’s Approving Authority. Employees should contact the
appropriate Approving Authority to obtain the appropriate display
frame and/or easel.

3. Doors and Walls

a.

Only official City Hall hours of operation and closing notices may be
posted on doors in the public areas of City Hall.

No material may be affixed to the walls of any City building without
permission from the appropriate Approving Authority.

Clear acrylic frames are installed inside all employee bathroom stalls
at City buildings to enable dissemination of employee-related
information. Employees will gain permission from the appropriate
Approving Authority to placing information within the clear acrylic
frames.

4. Table Displays

a.

C.

The City Clerk will review and approve requests for table displays in
City buildings.

Table displays shall not exceed thirty (30) days unless approved by the
appropriate Approving Authority.

Departments planning a City sponsored event shall gain prior approval
from the City Clerk and/or specific Director to include table displays
at the event.

VI. APPROVAL

This policy approved by Avondale City Manager, Charles Montoya on 08/26/19.
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SECTION: ADMINISTRATIVE POLICY 28

TITLE: Distribution of Non-Government Publications

II.

I11.

IV.

PURPOSE AND SCOPE

The City of Avondale recognizes that City Hall serves as a gathering place for

the public and our residents. For the convenience of the public, publishers of local
publications (newspapers, magazines, newsletters, etc.) seek to use City Hall as a
distribution site.

POLICY

To ensure the efficient flow of operations and to keep the lobby and other areas
of City Hall clutter free, all non-government publications will be located outside
of City Hall in approved racks or bins. The publication area consists of space 25
linear feet long and 3 feet deep at the southeast end of the city hall breezeway on
an existing concrete slab.

POLICY PROVISIONS

A. All publishers and organizations distributing newspapers, magazines,
newsletters, circulars or similar items shall comply with the following
conditions:

1. All racks or bins must be constructed so the materials contained therein
are not exposed to the wind and elements and must include a self-closing
door or other cover.

2. All racks or bins must be regularly and adequately maintained, not only
for aesthetics but for provision of safety features for the City’s customers,
and constructed to prevent littering of the City Hall breezeway and
landscaped areas.

3. Racks that are bent or broken; have jagged or damaged parts; show
chipped or peeling paint or logos; have cracked, broken, missing, torn or
damaged glass or plexiglass; or are abandoned as reflected by absence of
regular and continuous use will be considered to be inadequately
maintained.

4. Rack and bin space is given on a first-come/first-served basis.

POLICY PROCEDURES

A. All persons or organizations wishing to place display racks or bins outside of
City Hall must obtain approval for the container from the Facilities Manager
or his designee (623-333-2400).
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TITLE: Distribution of Non-Government Publications

1. Obtain current contact information from the person making the request.
The Facilities Division will maintain current name, address, and
telephone number in the event of vandalism or damage to the rack or bin.

B. The Facilities Manager or his designee will determine locations and quantities
of the racks or bins, so that the entrance and exit from the building by the
public will not be hindered. Access for disabled persons will be strictly
enforced.

C. The Facilities Manager will determine the amount of space to be utilized
for publications.

1. The Facilities Manager will remove and discard any racks or bins outlined
in these policy provisions at Section III. PROVISIONS A.1.3 above.

V. APPROVAL

LIS

David Fitzhugh, City Manager

November 15, 2017
Date of Avondale City Manager’s Approval
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SECTION: ADMINISTRATIVE POLICY 29

TITLE: Avondale 11

I.  PURPOSE AND SCOPE

Avondale 11, the official cable television station of the City of Avondale (City)
and is managed and operated by the Community Relations and Public Affairs
Department. Quality government programming occurs twenty-four (24) hours a
day, seven (7) days a week and includes municipal information, public service
announcements, news bulletins and information on city events, services and
quality of life in Avondale.

II. POLICY

It is the policy of the City to provide residents and employees with educational,
valuable and informative programming through Avondale 11 in a timely manner
by broadcasting a unique perspective of the City’s character that showcases
Avondale’s neighborhoods, people, businesses, as well as City departments,
services, employees and leadership.

III.  POLICY PROVISIONS

A. Avondale 11 shall be guided by the following provisions:
1. Avondale 11 will strive to provide direct, non-editorial information.

2. Avondale 11 is not a mechanism to build support for any ballot issue or
candidate for public office.

3. Avondale 11 will not serve as a political platform. Declared candidates for
any elective office and persons advocating any cause or viewpoint will not
be eligible to appear to advocate for a candidate or cause. For purposes of
this policy, a person is considered to be a candidate from the time of
announcing publicly for any office until the election has been held. This
policy does not apply to persons who receive incidental air time as part of
a public meeting nor to officials acting as part of their regular duties when
such actions do not relate to election issues.

4. Avondale 11 will strive to maintain neutrality, providing unbiased
information.

5. Avondale 11 shall not discriminate in the delivery of its services on
the basis of race, color, creed, national origin, sex, sexual orientation
or physical ability.
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ADMINISTRATIVE POLICY 29

TITLE: Avondale 11

Avondale 11 will not broadcast paid advertising or any program that
deposits a product, business or service that has the sole purpose to benefit
a “for profit” organization.

Avondale 11 will not broadcast any programming that promotes, exposes
or aims to discredit any religion group or belief.

To maximize budget and resources, Avondale 11 will seek out high
quality pre-produced programming that addresses the needs and interests
of the residents and employees of Avondale and that meets the needs and
priorities outlined in this policy. All pre-produced programming must

be sponsored by a government agency in order to be broadcast on
Avondale 11.

IV.  PROCEDURES

A. Avondale 11 will provide the residents and employees of the City with
information pertaining to local government and other public information using
the following goals as guidance:

e To expand awareness of local City government

e To provide information about the City’s programs, services and special
events offered by City departments and City-supported agencies

e To enhance public information through the distribution of
programming of interest to residents

e To encourage public participation in government

B. Avondale 11 staff will prioritize programming as follows:

1.
2.
3.

5.
6.

Emergency information shall have priority over all other programming
Coverage of Avondale’s public meetings

Information pertaining to the programs, services and functions
of City departments

Information of interest related to regional, county, state and
federal agencies

Public Service Announcements

Programs, series or one-time specials

C. Programming Restrictions
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TITLE: Avondale 11

1. The station manager and/or the Director of Community Relations and
Public Affairs shall have the final word in determining what material is
acceptable for broadcast on Avondale 11.

2. The following programming is prohibited:
e Any obscene or salacious material
e Any illegal material

e Any material that is not considered to be in line with the mission,
vision, values and goals of the City of Avondale.

e Anything that violates federal communication commission regulations

3. Programs containing copyrighted materials will be used only if copyright
clearance has been obtained. The ownership and copyright of any program
produced by the City of Avondale shall be held by the City and
Avondale 11.

V. APPROVAL

LIS

David Fitzhugh, City Manager

January 11, 2018
Date of Avondale City Manager’s Approval
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SECTION: ADMINISTRATIVE POLICY 30

Employee Identification Badge and Security

L. PURPOSE AND SCOPE

This policy provides direction for the use of employee identification (ID) badges, the card
entry security system, and the responsibilities surrounding their use. This policy applies
to all City of Avondale (City) employees.

II. POLICY STATEMENT

The City believes strongly in promoting the safety of its employees and their assets in the
workplace. Most City facilities are equipped with a card entry security system that limits
access to employees who have a business reason to enter. Employee ID badges will grant
access to facilities to which the employee has access.

A security system is only effective when all employees handle and protect their ID
badges properly and management has established, and maintains, proper security access
for each employee. Following the provisions and guidelines outlined in this policy

will maximize the efficacy of the security system.

I1I. DEFINITIONS

A. Employee ID badge: The official City ID for all employees. Identification badges
contain the employee’s name, title, department, photo, and a color bar indicating
the status of the employee (i.e., red indicates a full time employee, blue indicates
a volunteer, orange indicates an employee that is within their probationary period,
green indicates a contractor, and pink indicates a temporary employee).

IV.  POLICY PROVISIONS

A. The employee ID badge may grant access to areas other than work areas assigned
as authorized by your Supervisor. In this event, an employee who works for the
City shall comply with the ID badge procedure of identifying themselves and
stating their purpose when entering departments other than those they are
assigned during normal business hours.

B. Each department director will be responsible for working with the Human
Resources Departme