



AGENDA FOR 
Tuesday, October 20, 2009
Board of Alderpersons Meeting

Incarnate Word Academy Multi Purpose Room
7:30 p.m.

CALL TO ORDER
PLEDGE OF ALLEGIANCE

ROLL CALL
PUBLIC COMMENT

ADDITIONS TO AGENDA
ACKNOWLEDGEMENTS 

MINUTES – September 15, 2009 Board Meeting
REPORTS


Building Commissioner
Bel-Nor Police  


Marshal

Treasurer – July and August 2009 Financials
City Administrator


Alderpersons


Mayor 
OLD BUSINESS
NEW BUSINESS
· Discussion and Consideration of adopting updated Personnel Manual.

PUBLIC COMMENT

ADJOURNMENT
NOTICE: The Mayor and Board of Alderpersons may also hold a Closed Meeting, with a closed vote and record, as authorized by Section 610.021 Revised Statutes of Missouri, relating to legal issues, real estate, and/or personnel matters.
CITY OF GREENDALE

BOARD OF ALDERPERSONS REGULAR MEETING

INCARNATE WORD ACADEMY CAFETERIA

September 15, 2009

MINUTES

PUBLIC HEARING – Video Service Providers Ordinance - Planning and Zoning Commission.  Chairman David Ruth called the Meeting to order at 7:30 pm.  (Minutes taken by Melinda Stewart, Assistant Secretary).  The Hearing was closed at 7:35 pm.

REGULAR BOARD OF ALDERPERSONS MEETING

Mayor Charles Ellis called the Meeting to order at 7:36 pm.

PLEDGE OF ALLEGIANCE

ROLL CALL:  Mayor Charles Ellis, Attorney Philip Ayers, Alderpersons Alexander Herman, Chandra Coughley, Mable Clark, and Rene Freels, City Administrator Brent Bury, Treasurer David Ruth, Building Commissioner Raymond Winston, Sgt. John Bernsen, and City Clerk Evelyn B. Topps.

ABSENT:  Marshal Johnny Parish (with notice)
PUBLIC COMMENTS:  Resident Linda Herman, #80 Greendale, inquired about the status of killing her tree.

Resident Monica Huddleston, #53 Greendale Dr., asked when things that were not on the agenda would be addressed.  Mayor Charles Ellis answered they would be addressed in the second segment of Public Comments.

ADDITIONS TO THE AGENDA:  None

ACKNOWLEDGEMENTS:  Alderperson Rene Freels introduced Michael Butler of Butler Consulting Group, hired to construct a web site for the City.  Mr. Butler stated that if the city obtains a domain with a “.gov” address, the cost is over $100.00 yearly.  The following update was given:

-He had taken the current information and documents from the current web site and put it on the new site.

-Greendale has a web site which is www.greendale-mo.us.  The goal is to look into purchasing greendale-mo.gov

- The new web site will have a calendar of upcoming events and meetings.

-It will have the advantage of a photo gallery and document management.

-The web site account will include e-mail addresses of the administrative staff and officials.

-There will be a link to access the calendar.

-The web site will be an interactive web site.

Alderperson Chandra Coughley asked if Mr. Butler when he said taken off the page, if he meant rolling it down.  Mr. Butler replied that the information is not being removed from the previous site instead it is being duplicated onto the new site.   He stated he would take a photo of the staff at the next board meeting.  Alderperson Chandra Coughley suggested the board members wear their white Greendale shirts for the photo.  Alderperson Rene Freels stated that her shirt is too small.  Mayor Charles Ellis stated that board members will coordinate the dress code among themselves.

Mayor Charles Ellis announced that Marshal Johnny Parish lost his oldest daughter over the weekend, and that flowers were sent to him on behalf of the City. Alderpersons Alexander Herman and Chandra Coughley stated that they were not notified.  Alderperson Chandra Coughley stated further that not notifying the board was unacceptable.  Mayor Charles Ellis stated that resident Monica Huddleston had sent an email regarding the death earlier in the day.

MINUTES
Following no objections, the Minutes for the August 15, 2009 Board of Alderpersons Meeting were accepted.

REPORTS

Marshal Johnny Parish – absent.

Building Commissioner Raymond Winston – stated that the 19th is rolling around fast for the re-inspections regarding the exterior surveys.

Bel-Nor Police, Sgt. John Bernsen- 

-Explained the code which is used on the CAD List

-Stated that his Mayor had inquired about the cell phone set up.  Sgt. Bernsen explained the cell phones would be used to contact the Bel-Nor office, or the supervisor on duty.  Alderperson Rene Freels asked if the phone numbers would be available to board members.  Sgt. Bernsen answered yes.  Alderperson Alexander Herman asked what did Bel-Nor want from Greendale regarding the cell phones. Sgt. Bernsen stated he would check with the Chief.  Alderperson Chandra Coughley stated that there is a lot activity at a particular house in the 2300 block of Rockdale.  Sgt. Bernsen explained that a car was pulled over in front of this house.  Alderperson Alexander Herman asked Sgt. Bernsen if he was going to let the board know the cost for the cell phones.  Sgt. Bernsen answered yes.

-Sgt. Bernsen continued with his report that between August 18th and September 13th 2009, a total of 80 summonses were issued for the City of Greendale.

-There were 3 residential alarms reported.

Treasurer David Ruth – apologized for not having the Treasurer’s Report.  He stated that he would get the financials to everyone before the next board meeting.  Alderperson Chandra Coughley asked if the cost for using Incarnate Word for meetings was put into the budget.  Treasurer Ruth answered that this was the first time he had seen this cost.  Mayor Ellis explained the cost. 

City Administrator Brent Bury
His report: After researching the issue of a religious institution locating in the building on St. Charles Rock Road with Attorney Ayers, a couple of things have been cleared up.  First, due to case law we cannot regulate religious institutions to the point of prohibiting them from locating in a particular zoning classification.  In other words, they are allowed to locate in this building regardless of the zoning and pertinent zoning restrictions in our ordinances and they are not required to have any special approval from the Planning and Zoning Commission or the Board of Alderpersons.  We are however allowed to regulate them in regards to safety type issues, (i.e. Building, Mechanical, Electrical Code requirements, Fire Code requirements etc.)  It is also in our best interest to request that they provide some type of paperwork stating that they are certified or filed with some agency as a religious institution.  Also, in regards to other uses they may be interested in operating such as a daycare, these will be dealt with and reviewed by our Attorney on a case by case basis.  We may be able to regulate these types of uses if they are determined to not be part of the normal operations of the church but we will need to have Attorney Ayers review these when they come up.

He spoke with Dan Kennedy of Living Tree Care on Thursday and he has completed his walk through the City and looked at all of the tree maintenances issues as submitted by the Tree Advisory Board.  His plan is to forward me a proposal for the work sometime next week and the moving of trees on Leadale and the removal of the tent caterpillars in several City trees will be included on the proposal as well.  

Alderperson Mable Clark – no report.

Alderperson Chandra Coughley – no report.
Alderperson Alexander Herman
-Emergency Management Plan- no activity this reporting period.

-Solid Waste/Trash Coordinator- no activity this reporting period.

-Street Commissioner- no activity this reporting period.

-Web Site Managing – no activity this reporting period.

-City Holiday Party/Celebration- no activity this reporting period.

-Normandy School District – The Normandy School District launched its first Reach Out to Dropout event on August 22, 2009.  This consisted of teams visiting all the homes of known dropouts in order to encourage students to return to school.  Over one hundred people participated in teams of five.  My team of five visited six homes.  Two homes were vacant; the other four had students that are returning to school.

-Youth Activities Council (YAC) – canvassing is in progress.

-Business District Planning- no activity this reporting period.

Alderperson Chandra Coughley asked if any of the dropouts were residents of Greendale.  Alderperson Herman answered no.

Alderperson Rene Freels-

       -Stated she is working on the web site.

       - The Tree City USA committee is requesting that when work is done on the trees, a               

          report is given to them.

-She is a volunteer for the Women’s Walk, September 26, 2009.

- Have quotes on the books for the library, which can be purchased at a 20% discount.

-She has had a death in her family.

-Work on the tennis court at Normandy High School is being continued.

-Will meet with teachers and administrators on September 16, regarding proposed improvements to the Normandy High School library.

Mayor Charles Ellis
-If officials have not begun to prepare handwritten or typed reports for the Board Meeting, the Mayor is asking them to do so going forward.  Also, the Mayor requests that the reports include, at minimum, the responsibilities they are responsible for and have agreed to perform at meetings throughout the year, when pertinent.

-The Mayors of Small Cities will reconvene their normal meeting Wednesday September 16, 2009.  Meetings will be held at the Brentwood City Hall on the third Wednesday of each month until May 2010 (except for December)) at 7:00 pm.

-The St. Louis County Municipal League will also reconvene their normal meetings on Thursday, September 24th, starting at the Florissant Nature Lodge in Sunset Park at 7:30pm.  This meeting will be preceded by a reception for Assistant Director Steve Ables, who will be celebrating 25 years with the League.

-The last area foreclosure meeting was held on Thursday, August 20th.   The next area foreclosure meeting is on Thursday, September 17th at Pagedale City Hall at 1:30pm.  There will also be another meeting held on Wednesday, September 23 at 6:30pm intended to address the general public of these same issues, also at Pagedale City Hall.

-Submissions for next month’s Greensheet are due in to Mrs. Lewis, Assistant City Clerk, no later than Wednesday, September 23rd.

-City Hall has received the delinquent list for trash bills for the month of September.  The Marshal has been requested to have all needed citations for delinquent trash bills written and submitted to the Bel-Nor Court Clerk no later than the court date for each month.  However, if the Marshal is not able to write the citations, the Mayor will then   do so.

-The Neighborhood Association is scheduled to meet in the Multi-purpose Room at Incarnate Word Academy on October 13th, time to be announced.  Please check the October Green Sheet for more details.

-The County Council has placed on the November 2009 ballot a 1/10 cent sales tax proposal to fund an interoperable emergency communication system.  This would help safety providers across all of St. Louis County meet a federal deadline of December 2012 for narrow banding radio systems and also allow for full interoperability among all police and fire services.  St. Louis City, Jefferson and St. Charles counties have passed the ballot measure.

-The Greendale Clean-Up Crew has met to clean grates in the city and pick up loose trash.  We will be requesting all neighbors that can pitch in to do a final sweep of the neighborhood for the year on October 10th.   We will initially meet at the Greendale Park Pavilion (at Rockdale and Leadale Drives) at 10:00am, and work up until 12:00 noon.  Please contact Alderperson Freels or the Mayor for more information or if you would like to help.

-The Mayor and Alderperson Alexander Herman will be presenting an updated Emergency Management Plan for review by the Board during the next Board Meeting.

-The Mayor will be meeting with the City Administrator and the clerks to finalize updating for the Personnel Policy Handbook and appraisal process during September and the Mayor will present an updated Personnel Policy Handbook for appraisal process during the next board meeting.

-For future consideration, the Mayor has noted two areas in the city where foot traffic needs to be eliminated.  Those are: 1) through the gate allowing access to St. Vincent Park from Greendale Park (during hours St. Vincent Park is closed), 2) between two backyards on Greendale and the north end of Rockdale Dr.  The Mayor is researching viable solutions to address these matters, and hopes to bring proposed solutions to the next board meeting.

-The shift in population from the inner-core of our region to the suburban and rural fringes has left neighborhoods in the city and the inner-ring suburbs with a significant decline in population, an increase in abandoned or foreclosed properties, and housing units now considered obsolete.  Learn how some of these communities are approaching renewal efforts at the Community Partnership Project’s Brown Bag Series from noon to 1 pm on Wednesday, September 23, in room 126, JC Penny Conference Center on the UMSL campus.  Bring your lunch.  Drinks will be provided.  Other dates in this three-part series will be on October 28th and November 18th.  For more information on the CPP Brown Bag Series, visit htt://ce.umsl.edu/brownbag or call (314) 516-6775.

Alderperson Chandra Coughley asked Mayor Ellis if he was aware the gates were being closed at different times.  Mayor Ellis answered that he would work with the Park Commissioner to try and do better with closing the gates.

ORDINANCE
Alderperson Alexander Herman introduced BILL NO. 607 – ORDINANCE NO.  597    AN ORDINANCE IMPLEMENTING THE 2007 VIDEO SERVICES  PROVIDERS ACT AND THE 2001 PUBLIC RIGHTS OF WAY LAW BY ESTABLISHING REGULATIONS FOR THE PROVISION OF VIDEO SERVICES AND FOR THE REPLACEMENT OF UTILITY AND SIMILAR FACILITIES IN THE PUBLIC RIGHTS OF WAY AND ON PRIVATE PROPERTY; EFFECTIVE WHEN, and referred it to Attorney Philip Ayers for ITS FIRST READING by TITLE ONLY.

Alderperson Herman moved to accept BILL NO. 607 – ORDINANCE NO. 597 on ITS FIRST READING by TITLE ONLY.  Alderperson Chandra Coughley seconded.  Roll call vote, all votes yes.   The motion was carried.

Alderperson Herman moved to accept BILL NO. 607 – ORDINANCE NO. 597 on ITS SECOND AND FINAL READING by TITLE ONLY.   Alderperson Mable Clark seconded.  Roll call vote, all votes yes.  The motion was carried.

Alderperson Herman moved to accept BILL NO. 607 as ORDINANCE NO. 597.  Alderperson Coughley seconded.  Roll call vote, all votes yes.  The motion was carried.

DISCUSSION AND CONSIDERATION OF CONTRACT WITH INCARNATE WORD ACADEMY IN REGARDS TO LEASE OF MEETING SPACE

Mayor Ellis explained that the principal and president of Incarnate Word Academy had approached him regarding the increased amount of activity the City is having at Incarnate Word.  He stated that they wanted the City to pay to lease space from them.  The Lease Agreement stated: This Lease Agreement (the “Lease”) is made between and entered into this 25th day of August, 2009 by and between Incarnate Word Academy (Lessor) and The City of Greendale (Lessee).  Lessee hereby agrees to pay Lessor an amount equal to $20.00 with a deposit amount of $ 0 due at the execution of this Lease, and the remaining balance due by May 15, 2010, for the use of the Premises as set forth in this Lease.  (a copy of said Lease Agreement placed in Incarnate Word Academy File and with Board Minutes of September 15, 2009)

Mayor Ellis discussed the possibility of holding Greendale Board Meetings at Bel-Nor and Normandy City Halls.  Alderperson Chandra Coughley asked if Incarnate Word was paying taxes on their property in Greendale.  David Ruth explained that Wayne Oldroyd, who worked with the Greendale Comprehensive Plan, stated that when zoning was done, nothing was put in writing.  Alderperson Alexander Herman asked if it was stated that the school is 501(c)(3).  Mayor Ellis stated that the school falls under the Catholic Church.  Therefore, they should not be paying any taxes.

Alderperson Mable Clark seconded by Alderperson Alexander Herman moved to enter into a contract with Incarnate Word Academy to lease space for Greendale for the total amount of $20, and continue to meet there until May 2010.  The motion was carried, all votes yes.

The discussion regarding library books for Normandy High School was postponed until the next Board Meeting.  

PUBLIC COMMENTS
Resident Monica Huddleston, #53 Greendale, gave a thank you for the update on the trees.  She stated that if the city uses Living Tree, it will be necessary to stay on them.  City Administrator Brent Bury stated the list will include holes in the tree trace and sidewalks that needed to be addressed

Resident Ernest Jones, 7424 Hillsdale, asked how we could discuss the street repairs when the cost is not known.  Alderperson Alexander Herman stated that some numbers will be available at the next meeting.  

Treasurer David Ruth, 7500 Hillsdale, asked Attorney Philip Ayers if the church proposed to occupy the building at Atwater and St. Charles Rock Road could sublease parts of their building to facilitate other services.  Attorney Ayers answered it would have to be church related.  Further that they cannot do anything in the building that is not church related.

Resident Jerry Williams, 2332 Normandy Dr., stated that he had intended to replace the apron on his property, and was told by Marshal Parish he could not do so.  Building Commissioner Raymond Winston stated he would speak with Marshal Parish.

At 8:38 pm, Alderperson Mable Clark, seconded by alderperson Chandra Coughley moved to adjourn.

Minutes recorded by:

Evelyn B. Topps

City Clerk
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INTRODUCTION

The City of Greendale, Missouri is a fourth class city governed by Missouri statutes, but most notably Section 79 of the Missouri code.  The city also has its own code of ordinances as passed by the Board of Alderpersons.  Currently, there are four alderpersons (elected), the mayor (elected), a city marshal (elected), and a city treasurer, city building commissioner, a contracted housing inspector and a city administrator, all appointed by the Mayor with Board of Alderpersons approval.    

The City Clerk and Assistant City Clerk positions are appointed by the Board of Alderpersons, but supervised on a day-to-day basis by the Mayor and/or City Administrator.  Any other employees are appointed and supervised in the same manner, though not specifically mentioned in the city code. The Board of Alderpersons provides input to the employees’ performance appraisals.

This Personnel Manual explains the personnel policies and procedures applicable to city employees.  City employees are those currently paid on an hourly wage basis, not elected or other appointed city officials.  Current hourly paid positions in the City of Greendale are:

· City Clerk and Assistant City Clerk
DEFINITIONS

Application - The initial step taken by an individual in expressing interest in obtaining employment.

Appointment - The offer by the City and acceptance by a person of a position either on a regular or temporary basis.

Board - the elected governing body of the City of Greendale.

City - Municipal corporation of Greendale, Missouri.

City Administrator - Shall mean the person appointed as City Administrator under the ordinances of the City of Greendale.

Employee - A person employed for an indefinite period of time by the City of Greendale. This does not include elected officials.

Family & Medical Leave Act (FMLA) – The Family & Medical Leave Act of 1993, 29 USC 2601 et. seq., and regulations relating thereto, as amended and in force from time to time.

Fair Labor Standards Act (FLSA) – The Fair Labor Standards Act, 29 USC 201 et. seq. and regulations relating thereto, as amended and in force from time to time.

Hourly (Non-Exempt) Employee - Employees designated by the FLSA as eligible for overtime pay.

Immediate Family - Spouse/Significant Other, and/or child/ren, step-child/ren, and/or parent(s) of employee/spouse/significant other.
Nepotism - Practice of hiring relatives.

Part-Time Employee - An employee whose normal assigned work hours are less than a full forty (40)-hour workweek.  

Performance Rating - A method used to evaluate employee performance based on an established job standard.

Position - An office or employment, including full-time, temporary/seasonal, or part-time, which includes duties requiring the services of one person.  Excludes elected officials.

Separation - The termination of employment of an employee by resignation, layoff, disability, or dismissal.

Sick Leave - Shall mean paid leave granted to an employee to protect that person from endangering his/her health and that of his/her fellow workers.  Sick leave is utilized for short-term illness of the employee and/or to receive medical attention from a physician.  Sick leave may also be utilized for a short-term illness or injury to a member of the employee’s household or immediate family.

Significant Other - Domestic partner in a committed relationship, similar to a marriage.

HIRING POLICY
It is the intent and policy of the City of Greendale to hire qualified individuals to perform the duties needed for the day-to-day operation of the city.  Individuals must possess at minimum a high school diploma, good interpersonal skills, working knowledge of MS Office computer software suite, neat appearance, and a pleasant telephone voice and call handling skills.  Strongly desired skills include proficiency with Quick Books Pro software for city accounting/financial functions and records management.  Other strongly desired skills include prior experience as a city or court clerk for a municipality.
All potential employees must complete a written employment application (att. #1), sign the authorization for the City to check references and police/criminal record (att. #2), be interviewed by a panel normally consisting of the Mayor and two alderpersons, and consent to performing a simulated job-relevant exercise.  The same questions are asked of each applicant and interviewers record answers on forms, along with their assessment of how well the applicant presented him/herself during the interview.  Applicants scheduled for a job interview are given a written job description to review prior to the start of the interview.  All job vacancies are advertised normally in a local newspaper of general circulation in the Greendale area and beyond, and on the City’s web site.  The Board of Alderpersons makes the hiring decision with input from the Mayor/City Administrator.

COMPENSATION POLICY
The City Clerk, Assistant City Clerk and City Administrator positions are currently the only employee positions at the City of Greendale.  These positions are currently part-time positions with no fringe benefits paid by the City.  The hourly wage is determined annually by the Mayor, City Administrator and Treasurer as part of the annual city budget setting process.  Every attempt is made to compensate employees in a manner that is comparable to that of like-sized, budgeted and operated municipalities.  However, the wages set depend in large part on the overall budget and financial position of the City of Greendale.

Employees are paid only for the time actually worked and are required to

complete time sheets.  Time sheets must be approved/signed by the Mayor/City Administrator.

DAYS AND HOURS OF OPERATION
The office (City Hall) is generally open from 9:30am to 1:00pm on Mondays and Wednesdays, and 4:30pm to 6:30pm on Tuesdays and Thursdays.  It is closed on all Fridays, Saturdays and Sundays, as well as the following holidays:

New Year’s Day (January 1st)
Dr. Martin Luther King, Jr. Birthday (third Monday in January)
Presidents’ Day (third Monday in February)
Memorial Day (last Monday in May)
Fourth of July (July 4th)
Labor Day (first Monday in September)
Thanksgiving Day (fourth Thursday in November)
Christmas Eve (December 24th)
Christmas Day (December 25th)
EMPLOYMENT “AT WILL” STATEMENT
The Mayor and Board of Alderpersons are given the authority by Missouri State Statute and city ordinance to remove any appointed officer of the city at will.  City employees can be dismissed at any time without cause or reason, except for the reasons of race, sex, creed, age, physical disability or sexual preference.  Employees are not entitled to a hearing with the city governing body to contest their dismissal, but may pursue remedies in a court of law if they so choose.  If an employee feels his/her good name and/or reputation have been harmed, he/she is entitled to a name clearing hearing only, after dismissal.  It is the intent and policy of the City of Greendale to treat all employees fairly and respectfully at all times.

EQUAL OPPORTUNITY EMPLOYER/ANTI-DISCRIMINATION STATEMENT AND POLICY
The City of Greendale is an equal opportunity employer.  It is the city’s policy to not discriminate against any potential or current employee due to race, sex, creed, age, physical disability or sexual preference.  Reasonable accommodations will be made to enable any potential employee/employees with a physical disability to participate in the job application process, to perform the essential job functions as defined in the job description, and/or to enjoy the benefits and privileges of employment equal to those available to other employees.  If an employee feels that he/she has been discriminated against, he/she is urged to report persons and related incidents displaying such behavior to the Board of Alderpersons and the City Attorney via the Discrimination or Harassment Incident/Behavior form (att. 5).  The Chairperson of the Board of Alderpersons, with the City Attorney, will initiate the investigation of the complaint and contact the employee to attempt to resolve the matter within 14 days of receiving the complaint. 

AUTHORIZATION TO CHECK REFERENCES/POLICE RECORD
Every potential employee must:

· complete a written employment application (att. #1) and sign the completed form attesting that all statements made and information provided is true and accurate, submit references upon request, and 

· sign a form authorizing the City of Greendale to check references and conduct a criminal/police record check (att. #2).

INTRODUCTORY PERIOD FOR NEW EMPLOYEES

An introductory or probationary period of six months shall apply to all newly hired employees.  During this period, and at the end of this period, employees will be given written feedback on their job performance.  Written feedback will be recorded on an employee performance appraisal form (att. #3).  After the introductory period, an annual performance appraisal will be provided to all employees.
WORKPLACE HARASSMENT POLICY
It is the intent of the City of Greendale that all employees enjoy a safe, pleasant and productive workplace.  Harassment of any kind is unacceptable in the City of Greendale and will not be tolerated.  Sexual harassment (the infliction of unwanted/unsolicited comments or behavior of a sexually offensive nature by any employee or city official) against another employee or city official is prohibited.  Disciplinary action, up to and including termination or removal from office, will be taken against any employee or city official deemed to have inflicted such offensive actions on any employee or city official.  If an employee feels that he/she has been harassed, he/she is urged to report persons and related incidents displaying such behavior to the Board of Alderpersons and the City Attorney via the Discrimination or Harassment Incident/Behavior form (att. 5).  The Chairperson of the Board of Alderpersons, with the City Attorney, will initiate the investigation of the complaint, and contact the employee to resolve the matter within 14 days of receiving the complaint.

FRATERNIZATION POLICY 
While sexual harassment, as referenced elsewhere in the Personnel Manual, may appear to be a fairly limited problem of unwelcomed sexual advances by managers upon employees, there are many variations on the circumstances out of which claims of sexual harassment may arise. One way sexual harassment problems develop is through dating or similar personal relationships between employees, especially between supervisors and subordinates. Obviously, the potential exists, in any intimate or personal relationship between City employees, for subsequent claims of harassment when the intimate or personal relationship ends. 

Dating or similar personal relationships between City employees can also lead to other problems. Confidentiality and efficiency may be damaged by such affairs. Moreover, morale, professional development and fairness in treatment of employees suffer when special relationships develop between supervisors and employees. Accordingly, the City of Greendale has adopted the following policy: 

A. All supervisors or other managerial employees MUST refrain from dating any City employee or developing romantic, and/or sexual relationships with any employee. In the event such a relationship does develop, it must be reported on a timely basis to the City Administrator. In the event such a relationship develops, an immediate transfer, resignation or termination of the supervisory employee will be required. Either employee may be disciplined, up to and including termination, for failure to report the relationship in a timely fashion. 

B. All non-supervisory employees are strongly discouraged from dating or developing personal relationships of a similar nature with co-employees. In the event such a relationship does develop, it must be immediately reported to both employees’ department head(s). If the relationship is not reported on a timely basis, the failure to notify is cause for immediate disciplinary action, up to and including termination. Furthermore, the City may also transfer or reassign the employee with less continuous service with the City to another department. In the event that such actions are not possible, and there is a judgment that the service of the City might be adversely affected by the personal relationship, the employee with the less continuous service to the City might be asked to resign.

PERFORMANCE EVALUATION/APPRAISAL
Employee job performance will be evaluated annually on the employee performance appraisal form (att. #3). The evaluation of the employee job performance will coincide with the fiscal year of the City of Greendale.   This evaluation will be based on the employee’s performance of the duties and responsibilities as written in the job description (att. #4), and as explained in the city’s Accounting/Procedures Manual.

INFORMATION SYSTEMS ACCESS AND USE POLICY 
This policy is intended to apply to all computer hardware and software including all departmental desktops and laptops for all City of Greendale appointed personnel and elected officials.

The use of any information technology equipment owned, leased or rented by the City of Greendale (herein called "the City’s systems") for non-business/government purposes is prohibited. All information transmitted by, received to/from, or lodged in the City's systems is considered to be the confidential property of the City and is to be used solely for the City's purposes. Any person using the City's systems is not permitted to access, copy, transmit or otherwise retrieve any stored information or communication unless necessary for the City's purposes. No user may download or install programs without authorization from the City Administrator.

The City's systems allow for the transmission and receipt of both internal and external electronic mail (e-mail) messages. The City's electronic mail is to be used for the City's business/government purposes. The City's systems may also be connected to on-line computer information services and the Internet for a variety of purposes. Any person accessing the Internet or other on-line services should have a legitimate City-related business/government purpose for doing so and should limit time spent on such services. 

The availability of electronic mail and Internet resources are offered to the employees for the furtherance of their work as City employees. E-mail specifically includes all transmissions of information between users of the City of Greendale e-mail network, e-mail accounts, and corresponding passwords. Transmissions sent or received by employees during business hours should be appropriate and professional. In accordance with State law, messages stored on the system have the same classification and are accessible to the public as through they were written memorandums. Missouri Statutes, Sections 109.080, 109.090 and 610.010 et seq., provide that state, county and municipal government records “regardless of physical form or characteristics” must be made available for personal inspection by any citizen of Missouri. Only limited exceptions are authorized by the Data Practices Act.  

E-mail transmissions, e-mail passwords, and any information transmitted via the City e-mail network are the property of the City of Greendale. The City maintains the right to access and monitor all e-mail messages, including those e-mail messages an employee believes to be personal or confidential. Any unauthorized use, as described in the following paragraphs, is prohibited and will be subject to disciplinary action, up to and including termination.  

E-mail passwords and corresponding accounts are non-transferable. NO employee may use the e-mail account or password of another employee without the express written consent of the City Administrator. No password for any City-related application or function may be changed without written permission from the City Administrator. Any such change, once approved, MUST be forwarded to the City's Network Administrator who will maintain a master list of all passwords. 

All personal e-mail transmissions and Internet usage is to be kept at a minimum. Use of e-mail transmissions, or Internet sites, that are vulgar, offensive, obscene, discriminatory, harassing, or otherwise inappropriate are strictly prohibited. The City will not tolerate the sending of inappropriate, obscene, harassing or abusive language or materials. Transmission of any sort of racist, sexist or other discriminatory comments is expressly prohibited. The sending of offensive materials, chain letters and the conduct of illegal activities through electronic mail or use of Internet sites is not permitted and will not be tolerated. The illegal transmittal or printing of copyrighted materials is also prohibited.  

All employees are advised that all e-mail transmissions are subject to be stored on tape in conjunction with the City's computer backup procedure. To ensure that the use of the City’s electronic and computer resources are consistent with the City’s legitimate interest in serving the public, authorized representatives of the City may monitor the use of such systems from time to time. This includes, but is not limited to, monitoring Internet usage of any kind and/or reviewing the content of or attachments to any e-mail transmission. Employees are specifically advised, and consent as a condition of using any of the City’s computer resources, that there is no expectation of privacy in any message or file sent, stored or received on the City’s computer system. 

To ensure that the use of the City's systems is consistent with the City's mission, authorized representatives of the City may monitor and/or audit the use of such equipment and communications. All messages and documents on the City's systems may be saved for some period of time and deleted messages and documents may be recoverable. As a condition of employment and continued employment, all City employees are required to sign an Information Systems Access and Use Acknowledgment Form. Applicants for employment are required to sign this form on acceptance of an employment offer by the City. 

Violations of this policy may result in discipline up to and including discharge. 

CONDUCT, WORK HABITS, ATTITUDE

City employees must conduct themselves in a proper manner at all times.  Each employee shall maintain high standards of ethics, conduct, cooperation, efficiency and economy in their work for the city.  Whenever work habits, attitude, production or personal conduct of any employee falls below a desirable standard, the Mayor and City Administrator will point out those deficiencies at the time they are observed.  Corrections and suggestions will be presented in a constructive and helpful manner in an effort to elicit the cooperation and goodwill of the employee.  Whenever possible, oral and/or written warnings with sufficient time for improvement shall precede formal discipline.

A. Political Activities - City employees shall not be appointed or retained based on their political activity or affiliation.  City employees shall not be coerced to take part in political campaigns, to solicit votes, to levy, contribute or solicit funds or support for the purpose of supporting or opposing the appointment or election of candidates for any office of the City of Greendale.  No City employee shall actively advocate or oppose the candidacy of any individual for nomination or election to any municipal office; but an employee may participate in political affairs at other levels of government, provided such participation does not adversely affect his/her performance as a City employee.  Employees are encouraged to exercise their right to vote in municipal elections, but shall not engage in or participate in any other way in any City of Greendale election.  Failure to comply with these provisions is grounds for immediate dismissal.

B. Attendance & Punctuality - The City has a responsibility to provide continued and uninterrupted service to the citizens of Greendale.  This responsibility can only be fulfilled when each employee is present during the work hours scheduled.  Punctuality and regular attendance are essential to the proper functioning of the City.  Excessive absenteeism, abuses of a leave policy, tardiness, or failure to comply with the proper notification procedures will be considered grounds for disciplinary action, up to and including termination.

C. Employee Appearance - While it is not the City’s intention to dictate the personal wardrobe of employees, the appearance and dress of employees are important in creating a favorable image supportive of public confidence.  In general, dress and grooming which the citizens of Greendale might consider faddish, extreme, slovenly, over casual, or seductive should be avoided.  The following guidelines should prove to be helpful.

1. Uniformed Personnel: Uniforms, which may be provided to City personnel, are required to be neat and clean when employees report for duty.  Uniforms will be complete and appropriate for the season.  The City Administrator is responsible for assuring that employees follow regulations regarding uniforms, related accessories and equipment.  Uniforms bearing a City identification patch will not be worn during off-duty hours or in combination with non-uniform clothing.  While the City does not prohibit the wearing of tee shirts and other apparel with the City logo/name, the employee should be aware that, when wearing such clothing, he/she is representing the City and should act accordingly.  

2. Non-uniformed Personnel: Employees who are not provided uniforms should wear clothing that is neat, clean, attractive and suitable for business, except when field work is required.  Employees may wear City-authorized polo or button-down shirts with appropriate slacks, shirts, jumpers, etc., in lieu of more formal attire.  Jeans - blue, black or otherwise - are not permitted.  Shorts, leggings, jogging suits, sweatshirts and tee shirts are also not acceptable attire.  

3. Grooming: hairstyles and length should be by individual choice and should avoid extremes.  All clothing, accessories and shoes should be functional, safe and appropriate for the type of work performed.
Any deviation from these guidelines requires permission in advance from your supervisor.  A person who violates the dress code may be required to return home in order to dress appropriately; and may be subject to discipline up to and including discharge, for repeated violations of the dress code.  The City Administrator may authorize specific workdays as “casual dress days”.
TELEPHONE POLICY  
A. City telephones are intended for City related business only. However, the City recognizes that there are times when personal calls must be made or received (e.g., to doctors, spouses, children etc.). Employees are encouraged to keep all calls to a minimum length. Personal calls should be made during non-working hours whenever possible. 

B. If a personal call is to be made long distance from a City telephone, the call must be either a collect call or charged to a personal calling card. Long distance personal calls should not be made with the intention of later reimbursing the City.  All personal calls should be reasonably limited in duration. 

C. Professional calls (e.g., those related to the employee’s occupation, position with the City, professional societies and organizations) can be made on City time, and can be long distance as long as they are not abused by length or number of calls. 

D. Long distance calls made in reference to personal educational pursuits are considered personal, and therefore, should be treated as such by the employee in accordance with the above stated guidelines.  

E. Under NO circumstances should an employee accept any collect call (personal or otherwise) on a City telephone. 

F. City-owned fax machines are to be used for City-related business only.  

G. Failure to comply with any of the above stated rules and procedures may result in disciplinary action up to and including termination. 

 CELLULAR PHONE POLICY  
The acquisition, distribution, and use of cellular telephones will be based on an analysis and justification taking into account cost, efficiency, and enhanced job performance. Cellular telephone use is subject to all rules and regulations regarding regular telephone use unless as otherwise determined by the City Administrator. Cellular phone service, due to the cost of acquisition and operation, should be used only when normal telephone service is not reasonably available to initiate or receive calls. Furthermore, calls made on cellular phones issued from the City shall only be made to phone numbers within the local metropolitan area that includes the City of Greendale (i.e. those in the area codes of 314, 636 and 618).  Examples of justified use include situations where:  

A. Mobile communications are essential to assigned job responsibilities and performance would be impaired without the use of a cellular phone; 

B. Telephone calls are necessary and other normal landline services are not readily available;

C. Cellular phones are a more economical alternative; 

D. Job related time, travel, and safety factors dictate use of a cellular phone as the most prudent and cost efficient communications option. 

If a cellular phone is lost or damaged due to employee negligence, it will be the responsibility of the employee to immediately repair or replace the equipment at his/her own expense.  Violations of this policy may result in discipline up to and including indefinite suspension for further use of the cellular phone. 
TRAVEL POLICY 
If an employee is authorized to attend a convention, conference, seminar, class, school or other training exercise, which pertains to City business, expenses such as lodging, meals, parking fees, commercial transportation, telephone charges, tips and other justifiable costs will be paid by the City. The manner in which said expenses will be paid are discussed in the following sections but all such costs should always be selected with the best value in mind whenever a choice is available. 

Once attendance has been approved by the appropriate person, arrangements will be made by the City Clerk to pre-pay all expenses such as travel, lodging and registration.  Fees can be handled using either of the accounts payable procedures.  

If an employee charges any meals to his/her lodging, these expenses must be paid by the employee prior to departure. Likewise, any meals that are included in any pre-paid expenses (i.e. registration fees), will result in the employee’s daily allowable expense limit being reduced accordingly. Also, any personal items or charges that are charged to an employee’s room will also have to be paid by the employee (Some examples of items that are not payable by the City and which must be paid by the employee are: in room movies, use of the mini bar, alcoholic beverages, excessive personal phone calls, purchases of gifts or souvenirs, personal grooming supplies, other personal expenses). Also, if the employee does not have his/her entire stay at the location that was specified in the advance payment, the value of the unused portion must be reimbursed. The City reserves the right to deduct any unauthorized expenses or reimbursements from an employee’s paycheck should an employee fail to make such payments in a timely manner. 
MILEAGE REIMBURSEMENT  
Mileage reimbursement is available to employees who occasionally are required to use their personal automobiles for City business. Reimbursement is paid at the current rate established by the Internal Revenue Service. 

Once the expense is incurred, the employee must complete a Travel Expense Report, requesting reimbursement for mileage and providing an explanation of the expense. The signature of the Mayor and City Treasurer must be obtained before submitting the report for payment.  

SMOKING POLICY
This policy is in response to the growing medical and scientific evidence of the detrimental effects of smoking on personal health and work performance and the recognition of the strong desire of City employees to work in a smoke-free environment. The policy establishes guidelines for all City employees by providing restrictions for smoking on or within City facilities. It is not the intention of this policy to infringe upon the right and decision of any employee to smoke. Rather, this policy is intended to provide a smoke-free environment for non-smoking employees who wish not to be affected by those who do smoke. 

A. Definitions: 

a. Smoke: shall include the smoking or carrying of any kind of lighted pipe, cigar or cigarette. 

b. City facility: shall be defined as any enclosed facility owned or operated by the City of Greendale that is frequented by the public or represents the work station of more than one employee.  

B. Policy: Smoking shall be prohibited in all areas of all municipally-owned or operated facilities, with the exception of those areas approved by management and posted as a designated smoking area. 

C. Enforcement: 

The effectiveness of this policy shall depend largely on the understanding and cooperation of City employees and the public. Complaints of violation of this policy should be directed to the Mayor or City Administrator. This person should notify the violator of the pertinent provisions of this policy.  

OTHER TYPES OF LEAVE

Family and Medical Leave

The Family and Medical Leave Act of 1993 (FMLA) allows eligible employees up to twelve (12) weeks of leave from work in a twelve-month period to deal with personal and family medical matters and for the birth or adoption of a child.  The twelve (12) month period is “rolling”, measured forward from the date an employee uses any FMLA leave.  If the employee has accrued paid leave available for use for family or medical purposes, the paid leave shall be applied toward the requested leave.  Any remainder of the twelve-week entitlement for which no applicable leave is available, if taken, shall be taken as unpaid leave.  Upon completion of any approved family or medical leave, the employee will be reinstated to their employment position, or a fully equivalent position.

Funeral Leave 
All full-time employees shall be entitled to a maximum of forty (40) hours leave with pay for death in the immediate family.  Immediate family, for the purpose of this section only, is defined as a spouse, significant other, father, mother, step-father, step-mother, brother, sister, step-brother, step-sister, child, grandchild or step-child, or other members of your household.  All full-time employees shall be entitled to a maximum of sixteen (16) hours of leave with pay for death of a mother-in-law, father-in-law, brother-in-law, sister-in-law, grandparent, aunt or uncle.  Such leave shall be available on a per-occurrence basis, as reviewed and approved by the City Administrator. Sick leave may be used with the City Administrator’s approval in those cases where the times set out above are not adequate.  Upon request, the employee shall provide the City with proof of needs by presenting a death notice or other evidence deemed sufficient by the City.

Jury/Witness Leave 
An employee may be granted leave with pay when required to be absent from work for jury duty or when subpoenaed on a court case pertaining to official city business. 
Maternity Leave 
An employee who becomes pregnant may continue to work if able to perform the essential functions of her position, with the written consent of a physician approved by the City. If an employee wishes to take leave and have the leave designated under the Family Medical Leave Act the employee must notify the City within the time required by said Act, the employee will then be eligible for unpaid leave for up to twelve (12) weeks.  After said leave has expired, the employee shall be reinstated to her former position, a similar position, or terminated should the employee not elect to return to work.

Military Leave 
The City of Greendale will conform to the requirements of Section 105.270 RSMo as to matters of military leave for City personnel.

Leave of Absence without Pay 
The City Administrator, with the approval of the Mayor, may grant a regular employee a leave of absence without pay for up to 30 calendar days.  Such leave will be granted only when it will not result in undue hardship to the City and when the employee requesting such leave will not have to be replaced for the leave period.  No leave without pay will be granted except upon written request of the employee.  Upon expiration of an approved leave without pay, the employee will be reinstated in the position held at the time the leave was granted.  Failure on the part of an employee on unpaid leave to report at the end of the leave period may be deemed cause for discharge.  

DISCIPLINE/GRIEVANCE POLICY AND PROCEDURE

Grounds for disciplinary action include inefficiency, insubordination, violation of laws or regulations, intoxication and inattention to duty such that required tasks are not performed, or are performed poorly on a consistent basis.  More specifically, the grounds are listed below.

a) Conviction of a felony or other crime involving immoral acts.

b) Acts of incompetence.

c) Absence without approval from supervisor.

d) Acts of insubordination.

e) Intentional failure or refusal to carry out instructions.

f) Misappropriation, destruction, theft or conversion of city property.

g) Refusal or neglect to pay just debts.  Maintenance of effort to pay debts must be shown to clear employee of neglect charges.

h) Employee subsequently becomes physically or mentally unfit for the performance of his/her duties.

i) Acts of misconduct while on duty.

j) Habitual tardiness and/or absenteeism.

k) Falsification of any information required by the city.

l) Failure to properly report accidents or personal injuries.

m) Neglect or carelessness resulting in damage to city property or equipment.

n) Repeated convictions during employment on misdemeanor and/or traffic charges.

o) Introduction, possession or use on city property or in city equipment of intoxicating liquors or illegal controlled substances (drugs) or proceeding to or from work under the influence of liquor or an illegal controlled substance.

Disciplinary action shall consist of progressive steps as follows:

1) Evidence of an employee’s failure to comply with the job performance requirements will be presented in an oral warning/discussion first. 

2) The second step will be documenting the problem(s) in a written warning (Disciplinary Action Form, att. #6) after a reasonable time frame (shared with the employee) for improvement or correction following the oral warning/discussion has been allowed.  The employee will be allowed to respond in writing to the disciplinary action on the same form if he/she so chooses

3) If the failures persist, the Mayor/City Manager may suspend the employee, pending termination and pending a called/emergency meeting of the Board of Alderpersons with the City Attorney present.  The Board of Alderpersons must approve terminations of city employees.

If an employee wishes to grieve a disciplinary action, he/she should first discuss it with the Mayor and City Administrator.  If the employee is not satisfied with the resolution to the matter, he/she can escalate it in writing to the Board of Alderpersons for further action.  The Board of Alderpersons shall be the final authority on the disposition of the grievance and shall consult the City Attorney as needed. 
SEPARATION OF EMPLOYMENT
Terms of Separation of Employment
A. Resignation - An employee who resigns shall give at least two (2) weeks written notice to his/her Department Head and the City Administrator.  An employee who has failed to report for work for three (3) consecutive working days, except for approved leaves and sick days in accordance with the City’s rules and regulations, shall be considered to have resigned.

B. Disability - An employee may be separated for disability when the person cannot perform the essential functions of his/her position due to physical or mental impairment.  The City Administrator, with the prior approval of the Mayor, may require an employee to be examined by a physician for the purpose of determining an employee’s ability to perform the essential functions of his/her position.  However, disability coverage only applies where an employee has been employed under the following conditions:

a.
For at least 12 months; and
b. For at least 1,250 hours in the 12 months immediately preceding the commencement of leave; and
c.
The employee suffers a serious health condition rendering him/her unable to perform the essential functions of his/her position, separation from employment may be affected when the employee’s accumulated sick leave, vacation benefits and any unpaid leave under the Family Medical Leave Act have lapsed.

Return of City Property 
Any employee leaving the City’s service shall be responsible for returning any City property which they may have.  Failure to return such property shall result in the employee’s final check being withheld or deductions being made equivalent to the value of the property.  The City Administrator shall determine the value of the property not returned.

Final Paycheck 
The final check of an employee will be issued at the next regularly scheduled payroll date for all City employees unless due to extenuating circumstances the paycheck must be issued prior to regularly scheduled payroll date.  Regular employees who separate, including by death, shall receive payment of all salary earned up to the effective date of the separation.  
EMPLOYEE ACKNOWLEDGEMENT FORM

I, _____________________________, an employee of the City of Greendale, acknowledge that I have received, read, understand and will comply with the Personnel Manual (dated:  October, 2009) and the accompanying Accounting/Procedures Manual (dated: ________, 20___).  

Signed:  _______________________________________

Print Name:  ___________________________________

Date:  ________________________

Witnessed: _____________________________________



Mayor/City Administrator
:bjl

Revised

10:13:09

