


LELS Contract Regarding Clothing Allowance 

ARTICLE 19: CLOTHING ALLOWANCE 

19.1 The Employer shall provide an initial uniform for each newly hired 

employee and, thereafter, beginning twelve (12) months after 

initial issuance shall provide an annual clothing allowance up to 

eight hundred ($800) dollars for all licensed officers effective 

Parka 

January 1, 2018. The allowance will be based on a voucher system 

under the direction of the department head and subject to a list of 

items issued by the department head and may be paid in a lump sum 

for the year. If necessary, the department head has the authority 

to order the employee to replace his uniform or parts thereof. If 

the department head agrees to pay the clothing allowance in a lump 

sum, said payment shall be paid on or about the first pay period in 

April of the contract year. 

The initial uniform shall consist of: 
Parka 1 Trousers 2 
Cap (winter) 1 Leather Goods 
Cap (summer) 1 Breast and Cap Badge 1 
Jacket 1 Set Hand Cuffs 1 
Shirts (winter) 2 Hand Gun 1 
Shirts (summer) 2 Name Tag 1 
Shoes 1 

Thereafter the uniform allowance may be used to purchase any of the 
following items: 

Leather Goods 
Hand Cuffs 
Commando Sweater 
Vest Carriers 
Clip Boards 
Ticket Holders 
Tape Recorders 
Muffs/shooting 

Jacket 
Trousers 
Badge 
Socks 
Gloves 
Briefcase 
Flashlights 
Rain Gear 
Collar Brass 

Ammo Clips/Speed Loaders 
Cap (summer & winter) 
Shirts (long & short) 
Boots (summer & winter), Shoes 
ID Case/Badge Holder 
Turtleneck Shirts-blue 
Suits/sports Coat (for Court) 
Underwear (summer & winter) 
PR-24/night Stick 

Appropriate Plain Clothes for Investigators 
Clothing & Related Items for Special Units (tactical, sniper, etc.) 
Cleaning, Tailoring, Repair of Uniforms or Leather 
Any Other Item Approved or Required by the Administration 



PW Contract Regarding Clothing Allowance 

ARTICLE 24 - CLOTHING ALLOWANCE 

24.1 The Employer shall provide annually each January, an annual 

clothing allowance up to Two Hundred Twenty Five ($225.00). 

Newly hired employees allowances' will be prorated. The 

allowance will be based on a voucher system under the 

direction of the Public Works Director or designee, the 

clothing allowance may be paid in a lump sum for the year. 

General Contract Regarding Clothing Allowance 

22.10 Annual clothing allowance up to fifty dollars ($50) will be provided to bargaining unit employees 

in the Wastewater Treatment Plant, Custodian(s), Building Inspection, Building Maintenance 

Coordinator, and Engineering field employees. If an employee is transferred or promoted to a 

higher salary position, or resigns or retires, the employee will not have to reimburse the employer 

for any clothing allowance funds. 



Smoking 
The City of Willmar observes and supports the Minnesota Clean Indoor Air Act. All city 
buildings and vehicles, in their entirety, shall be designated as tobacco free, meaning that 
smoking in any form (through the use of tobacco products such as pipes, cigars, and cigarettes) 
or "vaping" with e-cigarettes is prohibited while in a city facility or vehicle. 

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



Personnel Policy- 11th Section 

+City Driving Policy 

+Safety Equipment/Gear Policy 



DRUG FREE WORKPLACE 
In accordance with federal law, the City of Willmar has adopted the following policy on drugs in 
the workplace: 
A. Employees are expected and required to report to work on time and in appropriate mental and 

physical condition. It is the city's intent and obligation to provide a drug-free, safe and secure 
work environment. 

B. The unlawful manufacture, distribution, possession, or use of a controlled substance on city 
property or while conducting city business is absolutely prohibited. Violations of this policy 
will result in disciplinary action, up to and including termination, and may have legal 
consequences. 

C. The city recognizes drug abuse as a potential health, safety, and security problem. Employees 
needing help in dealing with such problems are encouraged to use their health insurance 
plans, as appropriate. 

D. Employees must, as a condition of employment, abide by the te1ms of this policy and must 
report any conviction under a criminal drug statute for violations occurring on or off work 
premises while conducting city business. A report of the conviction must be made within five 
(5) days after the conviction as required by the Drug-Free Workplace Act of 1988. 

CITY DRIVING POLICY 
This policy applies to all employees who drive a vehicle on city business at least once per month, 
whether driving a city-owned vehicle or their own personal vehicle. It also applies to employees 
who drive less frequently but whose ability to drive is essential to their job due to the emergency 
nature of the job. The city expects all employees who are required to drive as part of their job to 
drive safely and legally while on city business and to maintain a good driving record. 

The city will examine driving records once per year for all employees who are covered by this 
policy to determine compliance with this policy. Employees who lose their driver's license or 
receive restrictions on their license are required to notify their immediate supervisor on the first 
work day after any temporary, pending or permanent action is taken on their license and to keep 
their supervisor infmmed of any changes thereafter. 

The city will determine appropriate action on a case-by-case basis. See full City Driving Policy 
for additional information. 

CELLULAR PHONE USE 
This policy is intended to define acceptable and unacceptable uses of city issued cellular 
telephones. Its application is to insure cellular phone usage is consistent with the best interests of 
the city without unnecessary restriction of employees in the conduct of their duties. This policy 
will be implemented to prevent the improper use or abuse of cellular phones and to ensure that 
city employees exercise the highest standards of propriety in their use. 

General Policy 
Cellular telephones are intended for the use of city employees in the conduct of their work for 
the city. Supervisors are responsible for the cellular telephones assigned to their employees and 



will exercise discretion in their use. Nothing in this policy will limit supervisor discretion to 
allow reasonable and prudent personal use of such telephones or equipment provided that: 

• Its use in no way limits the conduct of work of the employee or other employees. 
• No personal profit is gained or outside employment is served. 

An employee will not be reimbursed for business-related calls without prior authorization from 
his/her supervisor. Supervisors may also prohibit employees from carrying their own personal 
cell phones during working hours if it interferes with the perf01mance of their job duties. 

Use of public resources by city employees for personal gain and/or private use including, but not 
limited to, outside employment or political campaign purposes, is prohibited and subject to 
disciplinary action which may include termination and/or criminal prosecution, depending on the 
circumstances. Incidental and occasional personal use may be permitted with the consent of the 
supervisor. 

Personal calls will be made or received only when absolutely necessary. Such calls must not 
interfere with working operations and are to be completed as quickly as possible. 

In cases where the city does not regard accounting for personal calls to be unreasonable or 
administratively impractical due to the minimal cost involved, personal calls made by employees 
on a city-provided cellular phone must be paid for by the employee through reimbursement to 
the city based on actual cost listed on the city's phone bill. 

Procedures 
It is the objective of the City of Willmar to prevent and correct any abuse or misuse of cellular 
telephones through the application of this policy. Employees who abuse or misuse such 
telephones may be subject to disciplinary action. 

Responsibility 
The city administrator, or designee, will have primary responsibility for implementation and 
coordination of this policy. All supervisors will be responsible for enforcement within their 
depmiments. 

SAFETY 
The health and safety of each employee of the city and the prevention of occupational injuries 
and illnesses are of primary importance to the city. To the greatest degree possible, management 
will maintain an environment free from unnecessary hazards and will establish safety policies 
and procedures for each department. Adherence to these policies is the responsibility of each 
employee. Overall administration of this policy is the responsibility of each supervisor. All 
employees must read and comply with the City of Willmar's Safety Manual (provided at 
orientation and available on theW drive> Safety Policies). 

Reporting Accidents and Illnesses 
Both Minnesota workers' compensation laws and the state and federal Occupational Safety and 
Health Acts require that all on the job injuries and illnesses be reported as soon as possible by the 
employee, or on behalf of the injured or ill employee, to his/her supervisor. The employee's 



immediate supervisor is required to complete a First Report of Injury and any other fmms that 
may be necessary related to an injury or illness on the job. 

Employees should immediately report to their supervisor any unsafe practices or conditions 
observed in the workplace. 

Safety Equipment/Gear 
Where safety equipment is required by federal, state, or local rules and regulations, it is a 
condition of employment that such equipment be worn by the employee. If an employee's job 
requires they wear Safety Glasses and/or Safety Boots, the City will provide and/or reimburse 
some of the cost for that equipment. See full Safety Equipment/Gear Policy for additional 
information. 

Unsafe Behavior 
Supervisors are authorized to send an employee horne immediately when the employee's 
behavior violates the city's personnel policies, depmiment policies, or creates a potential health 
or safety issue for the employee or others. 



Business Related Vehicle Operation City Driving Policy 
This policy applies to all employees who drive a vehicle on city business at least once per month, 
whether driving a city-owned vehicle or their own personal vehicle. It also applies to employees 
who drive less frequently but whose ability to drive is essential to their job due to the emergency 
nature of the job. The city expects all employees who are required to drive as part of their job to 
drive safely and legally while on city business and to maintain a good driving record. 

The city will examine driving records once per year for all employees who are covered by this 
policy to dete1mine compliance with this policy. Employees who lose their driver's license or 
receive restrictions on their license are required to notify their immediate supervisor on the first 
work day after any temporary, pending or permanent action is taken on their license and to keep 
their supervisor informed of any changes thereafter. 

The city will determine appropriate action on a case-by-case basis. 

Any employee whose job description requires the operation of a vehicle as a condition of 
employment must maintain an acceptable driving record and possess a valid Minnesota Driver's 
License in order to operate a City-owned vehicle or a personally-owned vehicle on City business. 
In the event an employee is convicted of ce1iain traffic violations that cause his/her driver's 
license to be suspended, revoked or cancelled; or that causes the employee to be uninsurable 
under the City's business auto insurance policy; or that causes the employee to have an 
unacceptable driving record according to City policy; or that causes an employee's driver's 
license to be revoked under the Minnesota Implied Consent Law, the City Administrator shall 
take appropriate action which may include suspension, transfer, or demotion to a position that 
does not require vehicle operation, or recommend outright discharge. 

Any employee whose job description does not require a valid driver's license but has been 
assigned a City vehicle for business or commuting purposes, shall immediately forfeit the 
privilege of using the City vehicle upon the conviction of traffic violations that cause a 
suspension, revocation or cancellation of a valid driver's license or cause the employee's driving 
record to be deemed unacceptable. 

For purposes of this policy the unacceptable driving record criteria shall be as follows: 
A. Three moving violations and/or at-fault vehicular accidents within a 36-month period or 

any combination thereof; 
B. Two alcohol-related violations within a 36-month period; or 
C. One reckless driving or careless driving and one other moving violation within a 36-

month period; or 
D. One hit and run violation and one other moving violation within a 36-month period. 

For purposes of this policy each violation shall be deemed on a per occasion basis. Any 
occunence where an employee receives multiple violations in conjunction with an at-fault 
vehicular incident, only one violation shall be recorded. 

Any employee who has their driver's license revoked or suspended shall immediately notify their 
supervisor by 8 a.m. the next business day, and immediately discontinue operation o(City 
vehicles. Failure to do so may result in disciplinary action, including tennination of employment. 



All accidents in City vehicles, regardless of severity, must be repmted. Accidents are to be 
repmted inunediately (from the scene, during the same day, or as soon as practicable if 
immediate or same day reporting is not possible). 

Driver Safety Rules 
1. Driving on City business and/or driving a City vehicle while under the influence of 

intoxicants and other drugs (which could impair driving ability) is forbidden and is 
sufficient cause for discipline, up to and including tennination of employment. 

2. Cell phone use while driving or operating equipment is not permitted except when 
phone calls can be taken using a hands-free mode via a headset or speaker. All other 
cell phone use while driving is strictly prohibited and will result in disciplinary action 
up to and including termination. The only exception being made for law enforcement 
personnel for official duties. 

3. No driver shall operate a company vehicle when his/her ability to do so safely has been 
impaired by illness, fatigue, injury, or prescription medication. 

4. All drivers and passengers operating or riding in a company vehicle must wear seat 
belts, even if air bags are available. 

5. Drivers are responsible for the security of company vehicles assigned to them. The 
vehicle engine must be shut off, ignition keys removed, and vehicle doors locked 
whenever the vehicle is left unattended. 

6. All FederaL State,_ and Local laws must be obeyed. 

Traffic or parking citations received while operating a vehicle on City business shall be the 
responsibility of the employee. 

The City is not liable for damage to personally-owned vehicles while utilized for City business. 
Proof of insurance may be requested from employees who use privately-owned vehicles while 
conducting City business. 

Vehicles owned by the City may not be used to travel to and from an employee's residence 
except as follows: 

A. Employees who are assigned a vehicle and who are or may be engaged in City-related 
activities other than during the normal work day, or 

B. Employees who are assigned a vehicle and whose work is primarily away from the City 
Offices and the time or distance is minimized by allowing the employee to use the 
vehicle to travel to and from the employee's residence. 

Employees assigned vehicles must reside within City of Willmar boundary limits unless the City 
Administrator grants an exception. 

As per IRS regulations, the imputed income fi·om non-exempt vehicles will be added to an 
employee's gross income. The City will not withhold payroll taxes from the employee's 
paycheck. 



An employee who is authorized by the City to operate a private vehicle on official City business 
shall be reimbursed for such usage at the current rate prescribed by the IRS regulations for 
mileage allowance. 

Positions which are assigned City vehicles will be determined by the City Administrator. 

Defensive Driving Guidelines 
• Drivers are required to maintain a safe following distance at all times. Drivers should 

keep a two second interval between their vehicle and the vehicle immediately ahead. 
During slippery road conditions, the following distance should be increased to at least 
four seconds. 

• Drivers must yield the right of way at all traffic control signals and signs requiring them 
to do so. Drivers should also be prepared to yield for safety's sake at any time. 
Pedestrians and bicycles in the roadway always have the right of way. 

• Drivers must honor posted speed limits. In adverse driving conditions, reduce speed to a 
safe operating speed that is consistent with the conditions of the road, weather, lighting, 
and volume of traffic. Tires can hydroplane on wet pavement at speeds as low as 40 mph. 

• Radar Detectors are strictly prohibited in City vehicles. Drivers are to drive at the speed 
of traffic but never to exceed the posted speed limit. 

• Tum signals must be used to show where you are heading; while going into traffic and 
before every tum or lane change. 

• When passing or changing lanes, view the entire vehicle in your rear view minor before 
pulling back into that lane. 

• Be aleti of other vehicles, pedestrians, and bicyclists when approaching intersections. 
Never speed through an intersection on a caution light. When the traffic light turns green, 
look both ways for oncoming traffic before proceeding. 

• When waiting to make left turns, keep your wheels facing straight ahead. If rear ended, 
you will not be pushed into the lane of oncoming traffic. 

• When stopping behind another vehicle, leave enough space so you can see the rear 
wheels ofthe car in front. This allows room to go around the vehicle if necessary, and 
may prevent you from being pushed into the car in front of you if you are rear-ended. 

• Avoid backing where possible, but when necessary, keep the distance traveled to a 
minimum and be pmiicularly careful. 

*Check behind your vehicle before backing. 
*Back to the driver's side. Do not back around a comer or into an area of no visibility. 
**the above guidelines only apply to law enforcement personnel in non-emergency situations 



Safety Equipment/Gear Policy 

Where safety equipment is required by federal, state, or local rules and regulations, it is a 
condition of employment that such equipment be worn by the employee. If an employee's job 
requires they wear Safety Glasses and/or Safety Boots, the City will provide and/or reimburse 
some of the cost for that equipment. 

Safety Glasses 
The City of Willmar shall furnish-the safety glasses as required by the employer at the stmi of 
employment or at the start of new job tasks requiring safety glasses and all subsequent 
prescription changes or loss of glasses due to damage while at work. Safety glasses will be 
provided as follows: 

A. 1. Prescription and non-prescription safety lens, glass or plastic with choice of 
safety frames. 

2. Photo-grey or tinted lens as required by the job description. 
3. Side shields, pe1manent mount or clip-on. 
4. Any special prescription requirements such as over power (sphere or cyl.) 

28MM segment bifocals. 
B. The City of Willmar will not pay for the following: 

1. The extra cost of safety glasses purchased from a supplier other than the 
suppliers designated by the City of Willmar. The employee shall be responsible 
for any additional costs froFm that supplier. 

2. The costs of an eye examination. This is the employee's responsibility. 
C. Authorization to purchase safety glasses: The purchase of safety glasses shall be 

authorized by the employee's supervisor. A purchase authorization should be 
approved by the supervisor and presented to the designated supplier. The portion 
of the costs approved for payment by the City shall be shown on the purchase 
authorization or supplier invoice and returned to the supervisor by the employee. 
The purchase authorization or supplier invoice shall be held by the supervisor 
until the employee has received the safety glasses. When the employee has 
received their safety glasses, the supervisor will acknowledge the receipt of the 
glasses on the purchase authorization or supplier invoice and forward it to the 
Finance Depmiment. 

Safety Boots/Footwear 
The City of Willmar shall cost -share--eR the purchases of safety boots/footwear as needed by an 
employee to perform their work safely. Adequate foot protection will be provided for all seasons 
under the following conditions: 

A. The City of Willmar will pay directly to a vendor or reimburse the employee up to 
$17 5 towm·d of the cost for all pairs of safety shoes, boots, or other special 
footwear as required. The time limit between authorized purchases shall not be 
subject to a specific time but shall be at the discretion of the supervisor. 

B. The City of Willmar will not pay for the cost of a foot examination needed to 
conect podiatry ailments or treatments. 



Authorization to purchase safety footwear shall be approved by the supervisor. The portion of 
the costs submitted for payment to the City shall be clearly shown on the vendor purchase 
InVOICe. 

The supervisor has authority to deny employer cost sharing in any circumstance whereby 
abnmmal or excessive wear can be attributed to an employee's after-hour job, theft of boots 
recently purchased, or safety boot damage directly attributable to private use. 

*Dollar amount increase from $125 to $175 on Jtme 1, 2015 



Previous Personnel Policy- 11th Section replaces the following 



2.17. Business-Related Vehicle Operation 

Any employee whose job description requires the operation of a vehicle as a 

condition of employment must maintain an acceptable driving record and possess a 

valid Minnesota Driver's License in order to operate a City-owned vehicle or a 

personally-owned vehicle on City business. In the event an employee is convicted of 

certain traffic violations that cause his/her driver's license to be suspended, revoked or 

cancelled; or that causes the employee to be uninsurable under the City's business auto 

insurance policy; or that causes the employee to have an unacceptable driving record 

according to City policy; or that causes an employee's driver's license to be revoked 

under the Minnesota Implied Consent Law, the City Administrator shall take appropriate 

action which may include suspension, transfer, or demotion to a position that does not 

require vehicle operation, or recommend outright discharge. 

Any employee whose job description does not require a valid driver's license but 

has been assigned a City vehicle for business or commuting purposes, shall 

immediately forfeit the privilege of using the City vehicle upon the conviction of traffic 

violations that cause a suspension, revocation or cancellation of a valid driver's license 

or cause the employee's driving record to be deemed unacceptable. 

For purposes of this policy the unacceptable driving record criteria shall be as 

follows: 

A. Three moving violations and/or at-fault vehicular accidents within a 36-month 

period or any combination thereof; 

B. Two alcohol-related violations within a 36-month period; or 

C. One reckless driving or careless driving and one other moving violation within a 

36-month period; or 

D. One hit and run violation and one other moving violation within a 36-month 

period. 

For purposes of this policy each violation shall be deemed on a per occasion 

basis. Any occurrence where an employee receives multiple violations in conjunction 

with an at-fault vehicular incident, only one violation shall be recorded. 

Any employee who has their driver's license revoked or suspended shall 

immediately notify their supervisor by 8 a.m. the next business day, and immediately 



discontinue operation of City vehicles. Failure to do so may result in disciplinary 

action, including termination of employment. 

All accidents in City vehicles, regardless of severity, must be reported. Accidents 

are to be reported immediately (from the scene, during the same day, or as soon as 

practicable if immediate or same day reporting is not possible). 

Driver Safety Rules 

1. Driving on City business and/or driving a City vehicle while under the influence 

of intoxicants and other drugs (which could impair driving ability) is forbidden 

and is sufficient cause for discipline, up to and including termination of 

employment. 

2. Cell phone use while driving or operating equipment is not permitted except 

when phone calls can be taken using a hands-free mode via a headset or 

speaker. All other cell phone use while driving is strictly prohibited and will 

result in disciplinary action up to and including termination. The only exception 

being made for law enforcement personnel for official duties. 

3. No driver shall operate a company vehicle when his/her ability to do so safely 

has been impaired by illness, fatigue, injury, or prescription medication. 

4. All drivers and passengers operating or riding in a company vehicle must wear 

seat belts, even if air bags are available. 

5. Drivers are responsible for the security of company vehicles assigned to them. 

The vehicle engine must be shut off, ignition keys removed, and vehicle doors 

locked whenever the vehicle is left unattended. 

6. All State and Local laws must be obeyed. 

Traffic or parking citations received while operating a vehicle on City business 

shall be the responsibility of the employee. 

The City is not liable for damage to personally-owned vehicles while utilized for 

City business. Proof of insurance may be requested from employees who use privately

owned vehicles while conducting City business. 

Vehicles owned by the City may not be used to travel to and from an employee's 

residence except as follows: 



A. Employees who are assigned a vehicle and who are or may be engaged in City

related activities other than during the normal work day, or 

B. Employees who are assigned a vehicle and whose work is primarily away from 

the City Offices and the time or distance is minimized by allowing the employee 

to use the vehicle to travel to and from the employee's residence. 

Employees assigned vehicles must reside within City of Willmar boundary limits 

unless the City Administrator grants an exception. 

As per IRS regulations, the imputed income from non-exempt vehicles will be added to 

an employee's gross income. The City will not withhold payroll taxes from the 

employee's paycheck. 

An employee who is authorized by the City to operate a private vehicle on official 

City business shall be reimbursed for such usage at the current rate prescribed by the 

IRS regulations for mileage allowance. 

Positions which are assigned City vehicles will be determined by the City 

Administrator. 

Defensive Driving Guidelines 

• Drivers are required to maintain a safe following distance at all times. Drivers 

should keep a two second interval between their vehicle and the vehicle 

immediately ahead. During slippery road conditions, the following distance 

should be increased to at least four seconds. 

• Drivers must yield the right of way at all traffic control signals and signs requiring 

them to do so. Drivers should also be prepared to yield for safety's sake at any 

time. Pedestrians and bicycles in the roadway always have the right of way. 

• Drivers must honor posted speed limits. In adverse driving conditions, reduce 

speed to a safe operating speed that is consistent with the conditions of the road, 

weather, lighting, and volume of traffic. Tires can hydroplane on wet pavement at 

speeds as low as 40 mph. 

• Radar Detectors are strictly prohibited in City vehicles. Drivers are to drive at the 

speed of traffic but never to exceed the posted speed limit. 

• Turn signals must be used to show where you are heading; while going into 

traffic and before every turn or lane change. 



• When passing or changing lanes, view the entire vehicle in your rear view mirror 

before pulling back into that lane. 

• Be alert of other vehicles, pedestrians, and bicyclists when approaching 

intersections. Never speed through an intersection on a caution light. When the 

traffic light turns green, look both ways for oncoming traffic before proceeding. 

• When waiting to make left turns, keep your wheels facing straight ahead. If rear 

ended, you will not be pushed into the lane of oncoming traffic. 

• When stopping behind another vehicle, leave enough space so you can see the 

rear wheels of the car in front. This allows room to go around the vehicle if 

necessary, and may prevent you from being pushed into the car in front of you if 

you are rear-ended. 

• Avoid backing where possible, but when necessary, keep the distance traveled to 

a minimum and be particularly careful. 

*Check behind your vehicle before backing. 

*Back to the driver's side. Do not back around a corner or into an area of no visibility. 

**the above guidelines only apply to law enforcement personnel in non-emergency 

situations 



2.20. Alcohol or Drugs/Treatment and Counseling 

The City of Willmar recognizes that safety problems are created when employees 

use or abuse illegal drugs and/or alcohol and/or abuse prescription drugs. The City of 

Willmar is concerned about providing a safe workplace for its employees with the goal 

of attaining and maintaining a drug and alcohol free workplace. Therefore, we have 

established the following policy on drugs and alcohol: 

The unlawful manufacture, distribution, dispensation, possession, possession for 

sale or distribution, use, or transportation of a controlled substance or alcohol or being 

under the influence of illegal drugs or alcohol, while in the workplace and/or on City of 

Willmar owned property, while operating City of Willmar equipment or vehicles, or while 

on duty or performing assigned job duties is strictly prohibited and will not be tolerated. 

Also, the abuse of prescription drugs is expressly prohibited. Further, an employee's 

involvement in and conviction for any drug-related criminal activity whether on City of 

Willmar managed/owned property or otherwise, is strictly prohibited and will not be 

tolerated. Appropriate disciplinary actions, which may include termination, will be taken 

against any employee for violation of these prohibitions. 

A controlled substance for purposes of this Policy means a controlled substance 

listed in schedules I through V of Section 202 of the Controlled Substances Act (21 

U.S.C. Section 812), and as further defined by Federal regulations (21 C.F.R. Sections 

1300.11 through .15). This list includes, but is not limited to marijuana, heroin, PCP, 

cocaine, and amphetamines. 

A condition of employment for work under funds received by the City of Willmar 

from any Federal agency, is that each employee directly engaged in the performance of 

work funded by such a grant will: 

A. Abide by the terms of this Policy, and 

B. Notify the City of Willmar of his or her criminal drug statute conviction for 

any violation occurring in the workplace of the City of Willmar or occurring 

in any other areas by no later than five (5) days after such conviction. 

1. Conviction means a finding of guilt (including a plea of nolo 

contendere) or imposition of sentence, or both, by any judicial body 



charged with the responsibility to determine violation of Federal or 

State criminal drug statutes. 

2. Criminal drug statute means a criminal statute involving 

manufacture, distribution, dispensation, use or possession of any 

controlled substance. 

A sanction will be imposed on any employee so convicted. Within thirty (30) days 

after receiving notice of the conviction: 

A. The City of Willmar will take appropriate disciplinary action against such 

employee, up to and including termination; or 

B. The City of Willmar will require such employee to satisfactorily participate 

in drug abuse assistance or rehabilitation program approved for such 

purpose by a Federal, State, or local health, law enforcement, or other 

appropriate agency. 

Each employee shall be provided notice that as a condition of employment with 

the City of Willmar, the employee must comply with this Policy; further, this Policy shall 

be incorporated into the City of Willmar's Personnel Policy. 

NOTICE TO ALL CITY OF WILLMAR EMPLOYEES 

This is to notify all employees of the City of Willmar that the unlawful 

manufacture, distribution, dispensing, possession, use or transportation of a controlled 

substance or alcohol or being under the influence of illegal drugs or alcohol, while on 

City of Willmar managed/owned property, operating City of Willmar equipment or 

vehicles or while on duty, or performing assigned job duties is strictly prohibited and will 

not be tolerated. Also, the abuse of prescription drugs is expressly prohibited. Further, 

an employee's involvement in and conviction for any drug-related criminal activity 

whether on City of Willmar managed/owned property or otherwise, is strictly prohibited 

and will not be tolerated. Appropriate disciplinary actions, which may include 

termination, will be taken against any employee for violation of these prohibitions. 

Each employee, as a condition of employment with the City of Willmar, shall be required 

to do the following: 

A. Abide by the terms of this Policy, and 



B. Notify the City of Willmar of his or her criminal drug statute conviction for 

any violation occurring in the workplace of the City of Willmar or occurring 

in any other areas by no later than five (5) days after such conviction. 

1. Conviction means a finding of guilt (including a plea of nolo 

contendere) or imposition of sentence, or both, by any judicial body 

charged with the responsibility to determine violation of Federal or 

State criminal drug statutes. 

2. Criminal drug statute means a criminal statute involving 

manufacture, distribution, dispensation, use or possession of any 

controlled substance. 

EMPLOYEE ACKNOWLEDGMENT: 

I hereby acknowledge receipt of copies of this notice and the City of Willmar's 

Drug-Free Workplace Policy. 

BY: ------------------------------------------
DATE: ____________________________________ _ 



6.1. Employee Safety Program 

Where practical, the City of Willmar conducts informational safety meetings or 

films with employees on an as-needed basis. All employees are required to develop 

safe work habits and contribute in every manner possible to the safety of the employee, 

co-workers, and the general public. 

Employees are required to read the safety handbook provided during the check 

in interview. Employees are to immediately report to their supervisor all accidents and 

injuries occurring within the course of their employment. Employees should 

immediately report to their supervisor all unsafe practices or conditions observed. 

Employees must cooperate and assist in the investigation of accidents to identify 

correctable causes and to prevent reoccurrence. Employees will actively support and 

participate in the safety promotional and educational measures utilized in department 

safety programs. Employees must become familiar with and observe approved safe 

work procedures for their work activities. 



6.6. Safety Glasses 

The City of Willmar shall furnish the safety glasses as required by the employer 

at the start of employment or at the start of new job tasks requiring safety glasses and 

all subsequent prescription changes or loss of glasses due to damage while at work. 

Safety glasses will be provided as follows: 

A. 1. Prescription and non-prescription safety lens, glass or plastic with 

choice of safety frames. 

2. Photo-grey or tinted lens as required by the job description. 

3. Side shields, permanent mount or clip-on. 

4. Any special prescription requirements such as over power (sphere 

or cyl.) or 28MM segment bifocals. 

B. The City of Willmar will not pay for the following: 

1. The extra cost of safety glasses purchased from a supplier other 

than the suppliers designated by the City of Willmar. The employee 

shall be responsible for any additional costs form that supplier. 

2. The costs of an eye examination. This is the employee's 

responsibility. 

C. Authorization to purchase safety glasses: The purchase of safety glasses 

shall be authorized by the employee's supervisor. A purchase 

authorization should be approved by the supervisor and presented to the 

designated supplier. The portion of the costs approved for payment by the 

City shall be shown on the purchase authorization or supplier invoice and 

returned to the supervisor by the employee. The purchase authorization 

or supplier invoice shall be held by the supervisor until the employee has 

received the safety glasses. When the employee has received their safety 

glasses, the supervisor will acknowledge the receipt of the glasses on the 

purchase authorization or supplier invoice and forward it to the Finance 

Department. 



6.7. Safety Boots/Footwear 

The City of Willmar shall cost-share on purchases of safety boots/footwear as 

needed by an employee to perform their work safely. Adequate foot protection will be 

provided for all seasons under the following conditions: 

A. The City of Willmar will pay directly to a vendor or reimburse the employee 

up to $175 toward of the cost for all pairs of safety shoes, boots, or other 

special footwear as required. The time limit between authorized 

purchases shall not be subject to a specific time but shall be at the 

discretion of the supervisor. 

B. The City of Willmar will not pay for the cost of a foot examination needed 

to correct podiatry ailments or treatments. 

Authorization to purchase safety footwear shall be approved by the supervisor. 

The portion of the costs submitted for payment to the City shall be clearly shown on the 

vendor purchase invoice. 

The supervisor has authority to deny employer cost sharing in any circumstance 

whereby abnormal or excessive wear can be attributed to an employee's after-hour job, 

theft of boots recently purchased, or safety boot damage directly attributable to private 

use. 

*Dollar amount increase from $125 to $175 on June 1, 2015 



Miscellaneous Personnel Policy Updates 



Nepotism 
In no event will any applicant or employee receive preferential consideration because of 
relationship to another City of Willmar employee, to a member of the City Council, or other City 
official. No two members of an immediate family (spouse, parent, parent-in-law, guardian, child, 
son-in-law, daughter-in-law, brother, brother-in-law, sister, sister-in-law, grandparent, 
grandchild, or any family member residing in the employee's household) may be employed 
within the same depat1ment in a supervisor/subordinate role. Such relatives of the City 
Administrator or depat1ment directors may not be employed in the same department on a 
supervisor/subordinate role. 

Conflict of Interest Policy 

City employees are to remove themselves from situations in which they would have to take 
action or make a decision where that action or decision could be a perceived or actual conflict of 
interest or could result in a personal benefit for themselves or a family member. It shall be the 
responsibility of each employee to recognize when a conflict of interest exists and report the 
matter to the City Administrator. If an employee has any question about whether such a conflict 
exists, he/she should consult with the city administrator. 

The following actions by an employee of the City shall be deemed a conflict of interest and 
subject to procedures regarding resolution of the conflicts below or disciplinary action as 
appropriate: 

• Use or attempted use of the employee's position with the City to secure benefits, 
privileges, exemptions or advantages for the employee or the employee's immediate 
family or an organization with which the employee is associated which are different 
from those available to the general public; 

• Acceptance of other employment or contractual relationship that will affect the 
employee's independence of judgment in the exercise of duties for the City; 

• Failure to disclose a substantial financial interest, direct or indirect or by reason of 
ownership of stock in any corporation, in any contract with the City or in the sale of 
any land, material, supplies or services to the City or to a contractor supplying the 
City and refrain from pmticipating in their capacity as a City employee in the making 
of such sale or in the making or perfmmance of such contract; 

• Actions as an agent or attomey in any action or matter pending before the City except 
in the proper discharge of duties required to be perfmmed for the City or on the 
employee's behalf; and 

• The solicitation of a financial agreement for the employee or entity other than the 
City when the City is cunently engaged in the provision of the services which are the 
subject of the agreement or where the City has expressed an intention to engage in 
competition for the provision of the services; unless the City waives this clause. 

Supervisors and Department Directors should be constantly aware of conflicts, potential 
conflicts, and the appearance of conflicts, and are responsible to ensure that all employees are 



made aware of this policy and are advised of its requirements. Questions of conflict of interest 
should be submitted immediately to the City Administrator. 

If it is determined that a conflict of interest exists, the job duty must be assigned to another 
employee who does not have a conflict of interest if possible. If it is not possible to assign the 
matter to an employee who does not have a conflict of interest, interested persons shall be 
notified of the conflict and the employee may proceed with the assignment. 

Personal Gain: No employee of the City shall use or attempt to use his/her employment position 
to secure or accept benefits, privileges, exemptions or advantages for themselves, their 
immediate family, or an organization with which they are associated. 

Self-Dealing: No employee of the City shall engage in any activity, become employed or 
affiliated for personal gain with any agency or organization which is or may become subject to 
the control, regulation, inspection, review, audit or enforcement authority of the City by that 
individual; nor may that individual approve or execute a purchase obligation on behalf of the 
City with any fitm or organization with which they are affiliated. 

Gifts: In the course of or in relation to their duties performed for the City, employees are 
prohibited from accepting or agreeing to accept from any person or entity, except the City, the 
following: gifts, money, a gratuity, payment of expenses, a reward, real or personal property, a 
service, a favor, a loan, a forbearance or forgiveness of indebtedness, or a promise of future 
employment. 

The following, however, may be accepted by employees in the course of or in relation to their 
duties performed for the City: 

• A plaque or similar memento recognizing individual services in a field of specialty or to a 
charitable cause; 

• Payment of reimbursement expenses for travel or meals, not to exceed actual expenses 
incurred, which are not reimbursed by the City and which have been approved in advance 
by the City as pati of the work assigmnent; 

• Food, beverage, or a gift given at a reception, conference, or meal by an organization, if 
the attending employee received approval for their attendance at such event from the City 
in relation to their duties performed for the City; the City or attending employee paid fees 
for such event; and the food, beverage, or gift is given or offered to all other attendees; 
and 

• Honoraria or expenses paid for papers, talks, demonstrations, or appearances made by 
employees on their own time for which they are not compensated by the City. 

Employees are also prohibited from accepting any gifts of any size or value, under any 
circumstances in '.vhich it could reasonably be thought to influence him or her in the course of or 
in relation to their duties performed for the City. 

No employee will be required or coerced to make a contribution for a gift or a favor for another 
employee. No City funds shall be used for any gift, card, or favor for an employee or employee's 
relative. 



Solicitation by sales people offering merchandise not related to City business is prohibited 
during normal working hours . Soliciting by employees is discouraged and acceptance of offers 
is not mandatory for maintaining employment. 

Endorsements: Employees are prohibited from recommending or endorsing a patticular product 
or business to an individual who is not an employee of the City in the course of or in relation to 
their duties performed for the City. 

Use of Confidential Information: No employee of the City shall use or allow the use of 
confidential information obtained in their nonnal employment capacity to further their own or 
other private interests, and shall not accept outside employment or involvement in a business or 
activity that will require use or disclosure of such information. 

Use of City Prope11y No employee ofthe City shall use or allow the use of work time, supplies, 
equipment or other City property to further their own private interest or in any capacity not in the 
interests of the City. 

No employee may solicit or accept any money, service, or other valuable consideration from any 
person who has or is seeking to obtain contractual or other business or financial relations '.Vith 
the City, conducts operations or activities that are regulated by the City, or has an interest that 
may be substantially affected by their performance of assigned duties and responsibilities. An 
employee may accept food and refreshment in such instances as a luncheon, dinner meeting, or 
inspection tour if the instance occurs in conjunction with City business. 

No employee recruiting employment to or controlling promotion in the municipal service shall 
either directly or indirectly receive or accept any money, service, or other valuable consideration 
from any person, or on account of or in connection with a test, appointment or promotion, or 
proposed appointment or promotion. 

Personal Telephone Calls & Mail 
Personal telephone calls are to be made or received only when truly necessary (e.g., family or 
medical emergency). They are not to interfere with city work and are to be completed as quickly 
as possible. Any personal long-distance call costs will be paid for by the employee. Please refer 
to the cell phone policy for information on use of cellular phones. Employees are discouraged 
from having their personal mail delivered to the City Offices. Employees are also prohibited 
from preparing any personal letters during regular working time. 

Appearance 
Depmtments may establish dress codes for employees as pmt of depatimental rules. Personal 
appearance should be appropriate to the nature of the work and contacts with other people and 
should present a positive image to the public. Clothing, jewelry, or other items that could present 
a safety hazard are not acceptable in the workplace. Dress needs vary by function. Employees 
who spend a pmiion of the day in the field need to dress in a professional manner appropriate to 
their jobs, as dete1mined by their supervisor. Employees may dress in accordance with their 



gender identity, within the constraints of the dress codes adopted by the city. City staff shall not 
enforce the city's dress code more strictly against transgender and gender diverse employees 
than other employees. 

The City of Willmar may provide clothing to employees when employee identification is deemed 
to be in the best interest of the City. All departments shall use a standardized marking or logo on 
uniforms and designed clothing. 

Individual items of apparel that are pennitted shall include T -shirts, hats, polo shi1ts or 
sweatshirts and shall be appropriate for seasonal employment. Departments may utilize jackets 
or windbreakers for employment identification. However, these clothing units shall remain 
property of the City of Willmar and disposed of after reasonable period of usefulness . 

Department may make mandatory wearing of clothing at times of employment to assist at special 
events or days when employee identification is paramount. 

Deferred Compensation 

The State of Minnesota Defened Compensation Program is a plan that allows employees to place 
a portion of their earnings through payroll deduction into a long-tenn investing plan intended for 
retirementtmc deferred investment program. Employees may elect to make contributions pre- or 
post-tax or both.Tmces on money set aside are deferred until the time ofwithdrav,ral. 

The minimum election amount is $10.00 per paycheck.Employees may elect to deter up to 25 
percent of their mmual gross taxable v1ages or $7,500, 'Whichever is less. Information on deferred 
compensation is available in the Finance Human Resources Department. 

Financial Policies 
Please access the Donation Acceptance, Public Purchase Expenditures, Credit Card Use, Petty 
Cash Funds, Transfer/Reclassification/Promotion, and Working Out-of-Class Policies on theW 
drive if applicable to your position. 

Donation Acceptance Policy 

The City Administrator, Department Directors, Mayor, and City Council members may accept 
and/or solicit donations in the form of cash, materials, and equipment which ar·e intended to off
set, subsidize, and compliment the City's general operating budget. All donations shall be 
receipted and acknowledged in year-end departmental reports. All cash donations shall 
immediately be turned over to the Finance Department office of the City Clerk Treasurer for 
deposit and credit to the General Fund. Capital equipment valued in excess of $1,000 shall 
immediately be reported to the Council whereby it shall be accepted and acknowledged by 
resolution. 

Solicitation of cash donations and capital equipment valued in excess of $1,000 shall require 
prior City Council approval. 



Public Purpose Expenditures Policy 

The following items are deemed to meet the Council definition of public purpose expenditures. 
With respect to the following categories of spending, all other uses are deemed to be 
inappropriate. 
1. Meals and Refreshments (Excluding Alcohol): 

A. Are allowed as part of a city business meeting in which the character of the 
meeting would involve predominately non-city employees. 

B. When they are a part of a breakfast/lunch/dinner meeting for official city business 
when it is the only practical time to meet and when it involves non-city employee 
participants (i.e. business developers or business representatives). Only the 
expenses incurred by city employee(s) may be reimbursed. The City 
Administrator may allow exceptions when deemed in the interest of the City. 

C. During non-routine, official meetings of the City Council, committees or 
subgroups. 

D. When they are part of the structured agenda for a conference, workshop, seminar 
or meeting in which the City Administrator or a Department Director has 
authorized the employee to attend (this does not include routine staff meetings). 

E. For department-sponsored meetings, conferences or workshops where the 
majority of invited participants are not city employees. 

F. At department-sponsored events where registration fees are charged and the 
majority of invited participants are not city employees. 

G. At meetings consisting primarily of city employees when the refreshment and/or 
meals are an integral part of the event and are necessary to sustain the flow of the 
meeting and to retain the captive audience, and if the meeting is one of the 
following: 
1. A division-wide annual/quarterly staff meeting for all employees; 
2. A non-routine senior staff or organizational meeting; 
3. An organization-wide or division-wide annual/qumierly staff meeting 

for all Department Directors/supervisors; or 
4. With the exception of structured training sessions, for the purpose of this 

policy, the meetings described shall be held no more frequently than once 
per qumier. 

H. During official meetings of the City Council, Council Committees, advisory 
boards/commissions and task forces, when they are of a non-routine basis or when 
special events are held (i.e. as retirements or recognition). 

I. A dinner meal to be allowed for staff during performance of election related 
duties on election day. 

2. Recognition Events/Purchases 
A. As refreshments for recognition of special one-time or once-per-year 
B. Events when provided at modest level with prior City Administrator 

approval, such as: Annual Employee Picnic, Annual Clean-up Day 
Breakfast, Annual Employee Recognition Celebration. 

C. Recognition gift purchases must be at a nominal cost not to exceed $25.00 
per employee, unless pmi of a Council-approved employee compensation 
program. Recognition gift purchases over $25.00 but less than $250.00 



per employee event, such as caps, pins, rings, watches, statues, plaques, 
medals, awards, ribbons and certificates will be awarded as approved by 
the City Administrator or his/her designee for retirement and extraordinary 
individual or item contributions. Awards to paid on-call firefighters 
and/or volunteers may not exceed $150.00 in value per employee event. 
The Council may annually appropriate funds to the City Administrator's 
budget to pay for such expenditures. 

D. Annual Employee Recognition Awards 
Years of service awards for regular full- and part-time employees 
amounting to $10.00 per year of service recognized at 5-year intervals that 
may be awarded at the Annual Recognition Event. 

3. Special Events 
A. Such as Willmar Fests, National Night Out, the Volunteer Recognition 

event and other events that involve or invite participation by the general 
public. 

B. Expenditures for meals and participation fees are allowed, and 
representative staff members may participate in events that directly benefit 
the marketing of the City. 

4. Refreshments and Food for Emergency Response Staff 
Because emergency personnel are often called to perform for extended periods of 
time and duties where refreshments are important to duty performance, 
firefighters, police officers and other emergency response personnel may be 
provided refreshments or food when it is deemed appropriate by the City 
Administrator or Department Director to assure the delivery of quality emergency 
response service. 

5. Employee Training 
A. Is allowed for reasonable registration, tuition and travel expenses for 

conference, seminars, workshops, tuition and approved City employment
related course work in accordance with City of Willmar Personnel Policy. 

B. Is allowed for tuition assistance required for retraining as part of planned 
organizational change based on an organization change plan. 

6. Membership and Dues 
When the primary purpose of the membership is for public benefit and not 
personal interest or gain in accordance with City of Willmar Personnel Policy. 

7. Employment Licensing and Certifications Renewals 
When the primary purpose of the license or certification is for public benefit and 
not personal interest or gain in accordance with Employment Contracts. 

8. Clothing and Other Sundry Items 
Employees may receive T -shirts and other sundry items of nominal value when 
these items are made available to the general public or if these items are 
dete1mined by the City Administrator to be impmiant to the successful 
involvement of employees in special city-sponsored or city-suppmied events (i.e. 
National Night Out, Willmar Fests, etc.). Employees may be supplied with 
unifmms, clothing, boots and other gear necessary for the performance of their 
job. 



Credit Card Use Policy 

Credit cards shall be issued to the City Administrator_,_ aru:l-Department Directors_,_ and used by those 
employees authorized by the respective Department Director to make purchases. Claims presented 
for payment must include invoices and receipts to support the items charged in the bill from the 
credit card company. Credit card charges will be paid off on a monthly basis. 

Municipal credit cards may be used for small purchases in the ordinary course of business and/or 
to expedite purchases oftime sensitive materials/equipment. No personal use of the credit card is 
petmitted. Small purchases shall be defined as any Depmimental general operating purchase under 
one thousand dollars ($1,000). Proposed purchases exceeding one thousand dollars ($1,000) shall 
require prior approval of the City Administrator 

The Finance Depruiment shall provide for appropriate accounting of credit card purchases, 
including verification of necessary invoices and/or receipts. 

Any Depmiment Directoremployee in possession of a City credit card leaving their position or 
role with the City must immediately retum the municipal credit card to their Supervisor or the 
Finance DepartmentCity Treasurer, who will cancel it. Credit cards may be cancelled at any time 
by the City if any of the policies, procedures and guidelines are not followed, and/or ifthere is 
not compliance to any of the terms and conditions outlined in this policy. 

It is the Depmiment Director's responsibility to follow-up on any erroneous charges, disputed 
items, retums or adjustments to ensure proper credit is given on subsequent statements. 

Depmiment Director' sEmployees shall be responsible for validation and safekeeping of their 
municipal credit cards and shall sign the credit card immediately upon receipt. The credit card 
should always be treated with the same care as personal credit cards, keeping the card(s) in an 
accessible, but secure location. When using the credit card for intemet purchases, cardholders 
should ensure that the site utilizes industry recognized encryption transmission tools. 

When the expiration date is passed and/or after the Department Directoremployee has received a 
new credit card, the old credit card is to be cut in half and properly disposed. The credit card is 
valuable propetiy which requires proper treatment by the Depmiment Directoremployee to 
protect it from misuse by unauthorized parties. 

Petty Cash Fund 

Petty cash funds are kept in various offices as authorized by the City Council. The petty cash 
funds will be used to reimburse payments up to $100.00. Any expenditure over $100.00 will be 
reimbursed by check at regular Council meetings. Receipts must be attached to a complete petty 
cash slip whenev~r possible. 

An advance of petty cash may be obtained by completing a petty cash slip and reconciling the 
advance with the actual amount as soon as possible. 



Employee personal checks may not be cashed through the petty cash fund. 

Transfer, Reclassification and Promotions Policy 

Job duties may change from time to time to better meet changing administrative needs or 
productivity requirements within a specific department. In the event of job reclassification, the 
lateral transfer from one position to another within the same salary grade or promotion to a 
classification at a higher salary grade, the City Administrator shall follow this procedure in 
making compensation recommendations to the City Council: 

Reclassification 
A position may be reclassified when approved changes in job duties significantly modify 
position responsibilities. 

Positions may be reclassified either upward (higher salary grade) or downward (lower salary 
grade). Reclassification upwards results in a salary increase. Reclassification downward 
generally results in no immediate change to the employee's salary. When the employee's salary is 
within the new salary grade range, and is below the salary range midpoint, the employee will be 
eligible for salary step increase on the annual review date. Reclassification does not change the 
employee's step increase date. 

When downward reclassification results in the employee's salary exceeding the maximum of the 
new salary range, the salary rate may not be increased for any reason, until such time that the 
salary rate is within the established salary range. 

Promotion 
A promotion is defined as a change from one classification to another which has a higher salary 
grade. 

Upon promotion, employees will receive an increase of their actual base salary. In no event shall 
the increase in salary exceed the maximum of the new salary grade. A promotion to a higher 
salary grade will result in the employee's salary step increase date changing to the date of entry 
into the higher paid classification. 

Resulting internal equity and the employee's appropriate placement within the salary range 
should be considered when implementing a promotional salary action. 

Transfer 
A transfer is defined as a change from one classification to another within the same salary grade. 
No salary increase shall be granted at the time of a lateral transfer. This will result in no change 
of date for salary steps or increases. 

Working Out of Class Policy 

Out-of-class pay may be requested whenever an employee is designated by their supervisor to 
perform all of the duties and responsibilities of a position in a higher salary grade for a period of 



60 consecutive---wefk: days or more. The City Administrator or designee reviews the proposed 
out-of-class request prior to an appointment and approvals shall be limited to a period not to 
exceed six-months, however extensions may be requested. Generally, working out-of-class is the 
result of a temporarily vacant position. In such a case and for the duration of the out-of-class 
assignment, the employee is eligible for a payment of up to 1 0% of their actual base salary, or 
placement at the higher salary range minimum, whichever is greater. The out-of-class payment 
will be retroactive to the first day the employee worked in the higher classification and may be 
paid as an adjustment to the hourly rate or paid in a lump-sum at the conclusion of the out-of
class assignment. Employees being considered for an out of class assignment must meet the 
minimum qualifications of the position in the higher classification. 

Whenever an employee is directed to temporarily perfmm most, but not all, of the duties and 
responsibilities of a position in a higher salary grade as defmed above for a period of 60 
consecutive--wefk days or more, the employee is eligible for a patiial out-of-class payment of up 
to 5% of their actual base salary to be paid in a lump-sum as indicated in paragraph one of this 
section. 

All requests for additional compensation for extra work perfmmed out-of-class shall be subject 
to council approval and suppmied by a detailed written repmi prepared by the City 
Administrator, Human Resources Director, or the employee's immediate supervisor. The repmi 
shall identify and quantify the extra out-of-class duties and responsibilities perfmmed by the 
employee. The supervisor of the "Out-of-Class Employee" shall monitor the employee's 
perfmmance and repmi monthly in writing to the City Administrator as to the status of work 
projects and vmat is or isn'twhich duties are or are not getting done in the absence of a 
pe1manent incumbent in this position. 

The City acknowledges that the actions taken granting additional compensation for working out
of-class does not create a past practice or precedence. 



**Continuation Coverage Rights Under COBRA** 

Introduction 

You're getting this notice because you recently gained coverage under a group health plan (the Plan). 
This notice has important information about your right to COBRA continuation coverage, which is a 
temporary extension of coverage under the Plan. This notice explains COBRA continuation coverage, 
when it may become available to you and your family, and what you need to do to protect your 
right to get it. When you become eligible for COBRA, you may also become eligible for other coverage 
options that may cost less than COBRA continuation coverage. 

The right to COBRA continuation coverage was created by a federal law, the Consolidated Omnibus 
Budget Reconciliation Act of 1985 (COBRA). COBRA continuation coverage can become available to 
you and other members of your family when group health coverage would otherwise end. For more 
information about your rights and obligations under the Plan and under federal law, you should review the 
Plan's Summary Plan Description or contact the Plan Administrator. 

You may have other options available to you when you lose group health coverage. For 
example, you may be eligible to buy an individual plan through the Health Insurance 
Marketplace. By enrolling in coverage through the Marketplace, you may qualify for lower costs 
on your monthly premiums and lower out-of-pocket costs. Additionally, you may qualify for a 30-
day special enrollment period for another group health plan for which you are eligible (such as a 
spouse's plan), even if that plan generally doesn't accept late enrollees. 

What is COBRA continuation coverage? 

COBRA continuation coverage is a continuation of Plan coverage when it would otherwise end because 
of a life event. This is also called a "qualifying event." Specific qualifying events are listed later in this 
notice. After a qualifying event, COBRA continuation coverage must be offered to each person who is a 
"qualified beneficiary." You, your spouse, and your dependent children could become qualified 
beneficiaries if coverage under the Plan is lost because of the qualifying event. Under the Plan, qualified 
beneficiaries who elect COBRA continuation coverage must pay for COBRA continuation coverage. 

If you're an employee, you'll become a qualified beneficiary if you lose your coverage under the Plan 
because of the following qualifying events: 

• Your hours of employment are reduced, or 
• Your employment ends for any reason other than your gross misconduct. 

If you're the spouse of an employee, you'll become a qualified beneficiary if you lose your coverage 
under the Plan because of the following qualifying events: 

• Your spouse dies; 
• Your spouse's hours of employment are reduced; 
• Your spouse's employment ends for any reason other than his or her gross misconduct; 
• Your spouse becomes entitled to Medicare benefits (under Part A, Part B, or both); or 
• You become divorced or legally separated from your spouse. 

Your dependent children will become qualified beneficiaries if they lose coverage under the Plan because 
of the following qualifying events: 



• The parent-employee dies; 
• The parent-employee's hours of employment are reduced; 
• The parent-employee's employment ends for any reason other than his or her gross misconduct; 
• The parent-employee becomes entitled to Medicare benefits (Part A, Part B, or both); 
• The parents become divorced or legally separated; or 
• The child stops being eligible for coverage under the Plan as a "dependent child." 

Sometimes, filing a proceeding in bankruptcy under title 11 of the United States Code can be a qualifYing 
event. If a proceeding in bankruptcy is filed with respect to the City of Willmar, and that bankruptcy 
results in the loss of coverage of any retired employee covered under the Plan, the retired employee will 
become a qualified beneficiary. The retired employee's spouse, surviving spouse, and dependent children 
will also become qualified beneficiaries if bankruptcy results in the loss of their coverage under the Plan. 

When is COBRA continuation coverage available? 

The Plan will offer COBRA continuation coverage to qualified beneficiaries only after the Plan 
Administrator has been notified that a qualifYing event has occurred. The employer must notifY the Plan 
Administrator of the following qualifYing events: 

• The end of employment or reduction of hours of employment; 
• Death ofthe employee; 
• Commencement of a proceeding in bankruptcy with respect to the employer; 
• The employee's becoming entitled to Medicare benefits (under Pmi A, Pati B, or both). 

For all other qualifying events (divorce or legal separation of the employee and spouse or a 
dependent child's losing eligibility for coverage as a dependent child), you must notify the Plan 
Administrator within 60 days after the qualifying event occurs. You must provide this notice to the 
HR Depat1ment. 

How is COBRA continuation coverage provided? 

Once the Plan Administrator receives notice that a qualifYing event has occurred, COBRA continuation 
coverage will be offered to each of the qualified beneficiaries. Each qualified beneficiaty will have an 
independent right to elect COBRA continuation coverage. Covered employees may elect COBRA 
continuation coverage on behalf of their spouses, and parents may elect COBRA continuation coverage 
on behalf of their children. 

COBRA continuation coverage is a temporary continuation of coverage that generally lasts for 18 months 
due to employment termination or reduction of hours of work. Certain qualifYing events, or a second 
qualifYing event during the initial period of coverage, may permit a beneficimy to receive 36 months of 
coverage. 

There are also ways in which this 18-month period of COBRA continuation coverage can be extended: 

Disability extension of 18-month period of COBRA continuation coverage 

If you or anyone in your family covered under the Plan is detetmined by Social Security to be disabled 
and you notifY the Plan Administrator in a timely fashion, you and your entire family may be entitled to 



get up to an additional 11 months of COBRA continuation coverage, for a maximum of29 months. The 
disability would have to have statied at some time before the 60th day of COBRA continuation coverage 
and must last at least until the end of the 18-month period of COBRA continuation coverage. You must 
provide notice to the 1m Department within 60 days of the Social Security Administration 
making the disability determination. 

Second qualifying event extension of 18-montlt period of continuation coverage 

If your family experiences another qualifying event during the 18 months of COBRA continuation 
coverage, the spouse and dependent children in your family can get up to 18 additional months of 
COBRA continuation coverage, for a maximum of 3 6 months, if the Plan is properly notified about the 
second qualifying event. This extension may be available to the spouse and any dependent children 
getting COBRA continuation coverage if the employee or former employee dies; becomes entitled to 
Medicare benefits (under Pat1 A, Pat1 B, or both); gets divorced or legally separated; or if the dependent 
child stops being eligible under the Plan as a dependent child . This extension is only available if the 
second qualifying event would have caused the spouse or dependent child to lose coverage under the Plan 
had the first qualifying event not occurred. 

Are there other coverage options besides COBRA Continuation Coverage? 

Yes. Instead of enrolling in COBRA continuation coverage, there may be other coverage options 
for you and your family through the Health Insurance Marketplace, Medicaid, or other group 
health plan coverage options (such as a spouse's plan) through what is called a "special 
enrollment period." Some of these options may cost less than COBRA continuation coverage. 
You can learn more about many of these options at www.healthcare.gov. 

If you have questions 

Questions conceming your Plan or your COBRA continuation coverage rights should be addressed to the 
contact or contacts identified below. For more infonnation about your rights under the Employee 
Retirement Income Security Act (ERISA), including COBRA, the Patient Protection and Affordable Care 
Act, and other laws affecting group health plans, contact the nearest Regional or District Office ofthe U.S. 
Depat1ment of Labor's Employee Benefits Security Administration (EBSA) in your area or visit 
www.dol.gov/ebsa. (Addresses and phone numbers of Regional and District EBSA Offices are available 
through EBSA's website.) For more information about the Marketplace, visit www.HealthCare.gov. 

Keep your Plan informed of address changes 

To protect your family's rights, let the Plan Administrator know about any changes in the 
addresses of family members. You should also keep a copy, for your records, of any 
notices you send to the Plan Administrator. 

Plan contact information 

City of Willmar HR Director, 320-214-5180, 333 61h St SW Willmar MN 56201 . 



Discontinued Policies 



2.15. Retirement 

Every appointed employee of the City shall automatically be retired upon 

reaching the age of 70 years, except as provided by the following clause: 

If the City Council finds that the interests of the City will best be served by allowing a 

person to remain in the employ of the City after reaching 70 years of age because 

his/her services are especially needed or replacement would be especially difficult, the 

Council may recommend that the employee be retained after his/her 70th birthday. 

Unless the Council disapproves such retention within three weeks after receipt of the 

recommendation of the City Administrator, the employee may continue employment for 

one year. Any such employee may be retained for successive one-year periods until 

reaching the age 75 upon the annual recommendation of the City Administrator and 

approval of the Council. 



3.5.5. Religious Services If an employee wishes to attend religious services during 

regular working hours, they must do so with the approval of their supervisor and either 

take approved leave such as vacation, personal leave, compensatory time, leave 

without pay, or make up the time with the approval of their supervisor. 



3.8. Parking 

Reserved for future use. 



5.4.2. Continuation of Coverage 

A. Retirement. An employee does not have the option to remain in the group 

term life insurance program until age 65. The employee may opt to 

convert to a single term life plan with the current vendor without evidence 

of insurability. 

B. Termination or layoff of employment for reasons other than gross 

misconduct. An employee has the option to continue in the group life 

insurance program for up to 18 months following the date of termination, 

layoff, or date of reduction in hours causing the employee not to be eligible 

for coverage under the group life insurance policy. 

Information on life insurance is available in the Finance Department and the City 

Clerk's Office. 



5.5.2. Continuation of Coverage. 

A. In the event of the employee's death, all eligible dependents may continue 

their coverage provided that: 

1. The eligible dependents have not consented in writing to the 

employer that the coverage be terminated; or 

2. Dependent children who have been on continuation but reach their 

limiting age may continue coverage for a 36-month period; or 

3. In the event of the widowed spouse, coverage may continue until 

becoming covered under another group health service plan. 

Failure of the surviving, eligible dependent or dependents to make required 

premium payments (any time during the continuation of coverage period) within 90 

(ninety) days after notice of the requirement to pay the premiums shall be a basis for the 

termination of the coverage without written consent. In the event of termination by 

reason of the eligible dependent's failure to make required premium payments, written 

notice of cancellation will be mailed to the eligible dependent's last known address at 

least 30 (thirty) days before cancellation. 

B. In the event of legal separation or dissolution of the employee's marriage, 

the separated or divorced spouse and dependent children, if any, may 

continue their coverage provided that: 

1. The separated or divorced spouse and dependent children, if any, 

have not consented in writing to the employer that the coverage be 

terminated; or 

2. Dependent children who have been on continuation but reach their 

limiting age may continue coverage for a 36-month period; or 

3. In the event of the divorced spouse, coverage may continue until 

becoming covered under another group health services plan. 

C. Dependents of Medicare- eligible employees may continue their coverage 

following the date of Medicare eligibility until the earlier of: 

1. Thirty-six months have elapsed; or 

2. The dependent becomes eligible for Medicare; or 



3. The dependent becomes covered under any other group coverage 

plan. 

D. Dependent children may continue their coverage after attaining the 

dependent limiting age, as defined in the contract until the earlier of: 

1. Thirty-six months have elapsed; or 

2. The dependent child becomes covered under any other group 

coverage plan. 

E. Terminated employees, laid off employees, early retirees, and employees 

with reduced hours may continue their coverage until the earlier of: 

1. Eighteen months following the date of termination, layoff, 

retirement, or reduction in hours; or 

2. The date the employee becomes covered by the same or any other 

group coverage plan. 

F. Retired employees and the employee's spouse and dependents shall be 

provided with continuation insurance coverage in accordance with the City 

Master Plan contract with its insurance provider and State and Federal 

law. 

For items "B" through "F" above, failure of the eligible individual to make required 

premium payments (any time during the continuation of coverage period) within 31 days 

after notice of the requirement to pay the premiums shall be basis for the termination of 

the coverage without written consent. All of the above are termed "qualifying events". 

An eligible dependent is any spouse or dependent child of an employee who would 

otherwise lose coverage on account of a qualifying event. 

An eligible person may have more than one qualifying event, but the coverage 

period may not exceed a total of 36 months for items C, D and E above. With any of the 

"qualifying events", the employer may terminate coverage prior to the expiration of the 

36-month or 18-month period, only upon: 

1. The employer's abolition of all health plans provided to any employee; or 

2. The employee's or eligible dependent's failure to pay the required 

premium; or 

3. The eligible dependent becoming eligible for Medicare; or 



4. The eligible individual becoming covered under another group plan. 

All employees, spouses, and dependents eligible for coverage in parts A - F of 

this policy must make written application to the employer when applying for the 

continuation of coverage. 

In the event an employee becomes disabled, the employee and his/her 

dependents are immediately eligible to continue coverage (provided the City's contract 

continues in force). 

The City of Willmar must notify its carrier within thirty (30) days after an 

employee's death, termination, reduction in work hours, or eligibility for Medicare. The 

employee must notify the employer of his/her divorce or any changes in dependent 

status within sixty (60) days of the qualifying event. 

The City will notify by mail, to their last known address, all eligible individuals of 

their rights under this provision within fourteen (14) days after receiving notice of a 

qualifying event. 

Individuals, eligible under this policy, will be provided at least sixty (60) days 

written notice in which to elect such continued coverage. The 60 day period 

commences on the date the plan coverage would otherwise terminate or the date on 

which such notice of the right of continued coverage was sent, whichever is later. 

The individual has forty-five (45) days from the election of continuation of 

coverage date to make the first required payment. Subsequent premium payments are 

due and payable on a regular monthly basis thereafter. 

During the 180 days preceding the expiration of the continuation of coverage, the 

City will provide individuals, eligible under parts A - F of this "Continuation of Coverage" 

policy, the option of enrollment under a conversion health contract that is available to 

employees, spouses, and eligible dependents. 



6.2. Employee Right-to-Know 

Minnesota's 1983 Employee Right-to-Know law places certain obligations on 

employers whose employees may be exposed to hazardous substances, harmful 

physical agents, or infectious agents. The employer must take steps to evaluate their 

work places and to provide specific types of training and information to the employee. 

Employees have a conditional right to refuse to work if they are in imminent danger. 

There are also requirements for the labeling of hazardous substances and equipment or 

work areas that generate harmful physical agents. 

To comply with the Right-to-Know standards, the City has established a program 

for gathering and updating information and conveying it to employees. Any questions or 

comments should be directed to an employee's immediate supervisor or the Safety 

Director. 
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