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SECTION 1.
EMPLOYMENT POLICIES

EQUAL OPPORTUNITY EMPLOYER

The City of Tontitown is committed to providing equal employment opportunity
without regard to race, color, religion, marital status, ethnic background, national origin,
sex, age, disability, veteran status or any other characteristic protected by federal or state
law. Furthermore, the City does not discriminate on the basis of disability. The City’s
commitment extends to all employment-related decisions, terms and conditions of
employment, including job opportunities, promotions, pay and benefits.

AT-WILL EMPLOYER

The City of Tontitown is an at-will employer. This means that the City of
Tontitown or any City employee may terminate the employment relationship at any time
for any reason, so long as there is no violation of application federal or state law, with the
understanding that neither has an obligation to base that decision on anything but his or
her intent not to continue the employment relationship. The provisions of the Handbook
have been developed at the discretion of the Tontitown City Council, and except for its
policy of employment at-will, may be amended or cancelled at any time, at the City’s
sole discretion. No policies, comments, or writings made herein or during the
employment process shall be construed in any way to waive this provision.

All emplovees should understand that this Handbook and the policies set
forth herein are not intended to create any contractual oblisation, nor are thev to be

construed to constitute contractual oblisations of anv kind or a contract of
emplovinent between the City and any of its emplovees. Nothing herein shall be
construed to create any risht to continued emplovment with the City or to create
any vested right to anv other benefit set forth herein or to create anv other legal
rights. It does not alter the City’s at-will employment policy nor does it create an
employment contract for anv period of time.

For purposes of interpreting the Handbook, the term “City” will include an
employee’s supervisor, the department head, the Mayor, or the Tontitown City Council
acting for and on behalf of the City of Tontitown.



AUTHORITY TO HIRE AND FIRE

The Tontitown City Council establishes the number and compensation of all city
employee positions. The job title, classification and annual pay rate will be specified as
set forth in the annual budget, and will not be exceeded unless authorized by the City
Council. The Mayor may hire and fire those City employees not working under the
direct supervision of a department head, unless they are independently contracted as
approved by the City Council. City Employees working under the direct supervision of a
department head may be hired and fired by the department head which supervises the
employees, unless they are independently contracted as approved by the City Council.

JOB POSTING AND ADVERTISING

An application for employment will be accepted from anyone who wishes to
apply for employment on forms provided by the City. Application forms are available in
the City Recorder’s Office at the Tontitown City Hall.

Applications for full-time City employment will not be accepted from anyone less
than eighteen (18) years of age. Except as otherwise provided by Arkansas law or City
Ordinance, the Mayor shall make the final decision with respect to hiring new employees
and promoting existing employees.

FITNESS FOR DUTY EXAM

Employees who become incapacitated due to mental or physical disabilities from
performing the essential job functions with or without reasonable accommodation or who
pose a direct safety threat shall be subject to a fitness for duty examination. Based on the
findings of the exam and other job restructuring factors, the City Council shall take such
action that is necessary for the good of the service.

THE OMNIBUS TRANSPORTATION EMPLOYEE TESTING ACT OF 1991

It 1s the City of Tontitown’s intent to comply with all regulations and
requirements of the Omnibus Transportation Employee Testing Act of 1991. City
employees required to have a Commercial Driver’s License (CDL) must comply with all
regulations in the 1991 Omnibus Transportation Act. The Act requires alcohol and drug
testing for all City employees whose job require a CDL. These test include pre-
employment, post-accident, random, reasonable suspicion, and return to duty and follow-
up testing. The City of Tontitown will not permit an employee who refuses to submit to
required testing to perform or continue to perform any activity that requires a CDL. All
CDL drivers must obtain from the City of Tontitown a copy of the written substance
abuse policy. CDL drivers are required to read this material and sign a statement



acknowledging that they have received a copy of the City’s Substance Abuse Policy.
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OTHER DRUG AND ALCOLHOL TESTING

Employees other than those with a CDL are subject to testing for the use of
alcohol and illegal substances as outlined in the City’s policy on this subject. All
employees must obtain for the City of Tontitown a copy of the written substance abuse
policy. Employees are required to read this material and sign a statement acknowledging
that they have received a copy of the City’s substance abuse policy.

SECTION 11.

GENERAL EMPLOYEE BENEFITS
(Revised 7/6/2010)

VACATIONS

Vacation time off with pay is available to all regular full-time employees who
have completed one (1) year of employment for the City. Vacation time is offered to
employees to provide opportunities for rest, relaxation and personal pursuits. Except for
uniformed employees, for which vacation time is prescribed by state law, the amount of
paid vacation time employees are eligible to accrue each vear is based upon the length of
their employment. Paid vacation, holiday and sick time are counted for purposes of
vacation accrual:

YACATION TIME

An employee will be entitled to:

1. Forty (40) hours of vacation time after completion of one (1) year of continuous
employment.

2. Fighty (80) hours of vacation time after completion of two (2) years of continuous
employment.

3. One hundred and twenty (120) hours of vacation time after completion of seven
(7) years of continuous employment.

4. Vacation will be considered earned as of the date of hire anniversary date.

5. A new employee will be entitled to forty (40) hours of vacation after completion
of (1) year employment.

6. Maximum vacation leave to be taken at any one time is (14) days unless advance
approval is granted.

7. If a City-observed holiday occurs within an employee’s vacation period,
equivalent time off with pay will be provided, or at the emplovee’s request, the
employee’s vacation may be extended for one (1) additional working day not to



exceed a (14) day maximum.
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Vacation time can be used in minimum increments of four (4) hours. Vacation
time shall be scheduled and governed by and through the employee’s supervising
department head, or if there is no supervising department head, the Mayor’s office. The
amount of personnel off work at any one time shall be governed by the supervising
department head or Mayor’s office based upon departmental workloads.

To schedule and take vacation time, employees should notify and request advance
approval from their department heads at least 14 days prior to being absent for vacation
time. All requests will be reviewed by the supervising department head or Mayor’s
office based upon a number of factors, including workload needs and staffing
requirements.

Vacation time is not included as hours worked for the purpose of calculating non-
exempt overtime. Vacation time off is paid at the employee’s regular pay rate at the time
of vacation. It does not include overtime or any other special forms of compensation,
such as bonuses.

Accrued vacation time may be paid if the employee leaves the employment of the
City. Vacation time is not cumulative. No payment or compensation shall be provided
for expired vacation time. The City encourages employees to utilize all of their vacation
time and to make sure no unused vacation time is allowed to expire. It is the employee’s
responsibility to make sure his or her vacation time is used before it expires and to
schedule vacation sufficiently in advance of the expiration date.

It should be understood that policies concerning vacation time in no way alters the
City’s at-will employment policy as described in Section 1 of this Handbook.

HOLIDAYS AND HOLIDAY PAY

The appropriation made by the City Council for salaries shall include additional
pay for holidays for all agents, servants, and full-time employees of the City, as provided
by the laws of the State of Arkansas. Any employee may be scheduled to work a holiday
if the need arises. Otherwise, the City offices shall be closed on the days declared to be
legal holidays, and all non-uniformed regular full-time employees employed by the City
shall, unless otherwise specified by the appropriate department head or Mayor’s office,
not be required to work on said holidays. The following days are the specified holidays
applicable to the City:
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Citv Holidays

Holiday Observance Date

New Year’s Day January 1 st

Martin Luther King Day 3" Monday in January
President’s Day 3rd Monday.in February.
Memorial Day Last Monday in May
Independence Day July 4 th

Labor Day 1* Monday in Sept.
Veteran's Day November 11th
Thanksgiving Day 4th Thursday in November
The Day After Thanksgiving Friday following Thanksgiving
Christmas Eve December 24 th

Christmas Day December 25 th

In addition, each employee shall be provided an annual holiday on the date of his
or her birthday. It is the responsibility of the employee to advise his or her supervising
department head or the Mayor if not supervised by a department head of the employee’s
upcoming birthday holiday at least fourteen (14) days in advance of the day designated
for the holiday. Holidays falling on a Saturday will be observed on the preceding Friday.
Holidays falling on a Sunday will be observed on the succeeding Monday.

If an employee is required to work on a holiday, for any reason, he or she shall be
entitled to equivalent unpaid time off at a later date. Further, he or she will receive

holiday pay, plus wages, at one and one-half (1 '2) times his or her regular base pay on
the holiday.

SICK LEAVE

The City of Tontitown recognizes that inability to work because of illness or
injury may cause economic hardships. For this reason, the City provides paid sick leave
to full-time employees. Eligible full time employees accrue sick leave, at their regular
rate of pay, at the rate 8 hours per month of employment, not to exceed 240 hours. Sick
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leave is not an entitlement for extra days off, but rather a benefit to be used only in time
of need.

In determining the eligibility of the employee for sick leave pay on the above basis, the
employee must furnish satisfactory evidence to the management as to the justification for
sick leave pay, and should occasion arise, the Supervisor may require a doctor’s
statement.

Any full time employee may be eligible for sick leave days for the following reasons:
(1) Personal illness of physical incapacity
(2) Quarantine of an employee by a physician or health officer

(3) Miness in the immediate family, which would require the employee to take
care of the family member(s).

(4) Medical, dental and optical visits

An employee who is unable to report for work due to one of the previously listed
sick leave reasons shall report the reason for his or her absence to the employer’s
supervisor or someone acting for the employee’s supervisor within two (2) hours
from the time the employee is expected to report for work. Sick leave with pay
may not be allowed unless such report has been made as aforementioned.

Employees who are absent more than three (3) consecutive days due to
unconfirmed illness may be required by the supervisor or department head to submit a
physician’s statement.

Absence for part of a day that is chargeable to sick leave in accordance with these
provisions shall be deducted from accrued leave in amounts of not less than one-half ( 12)
day increments. An employee who uses all of his or her accrued sick leave days shall
thereafter be placed on an inactive, without-pay status.

An employee may use earned sick leave while receiving workers’ compensation
benefits only to the extent that the leave augments the employee’s workers” compensation
benefit to the amount equal to that employee’s regular rate of pay. An employee may use
sick leave in this fashion for a maximum of six (6) months.

Sick leave time off is not included as hours work for the purpose of calculating
non-exempt overtime.
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Under no circumstances can sick leave be turned in for cash. Unused sick leave is not



cashed out at termination of employment. Non-uniformed employees will not be paid for
accrued sick days upon termination of their employment. (revised 7/6/2010 — CC approval)

FUNERAL OR BEREAVEMENT LEAVE

Funeral leave with pay up to a maximum of three (3) working days will be
granted to all City employees in cases of death or in the circumstances of death in the
immediate family only.

The City defines “Immediate Family” to include the employee’s mother, father,
brother, sister, son, daughter, grandparents, son-in-law, daughter-in-law, spouse, spouse’s
immediate family, or those relatives who live in the employee’s household including
“step” relatives.

Travel time may be granted upon prior approval of the Department Head in
addition to the three (3) days where travel time of more than eight (8) hours is necessary.

The emplovee’s direct supervisor may grant funeral leave of not more than one
(1) working day for an employee to be a pallbearer or attend a funeral of someone not
within the immediate family.

MATERNITY LEAVE

Employees affected by pregnancy, childbirth or related medical conditions shall
be treated the same for all employment-related purposes as persons disabled for non-
pregnancy-related reasons. Therefore, accrued sick leave and vacation leave, if
representative of the employee will be granted for maternity use after which leave
without pay must be used.

UNIFORMED SERVICES

Certain rights to re-employment after service in the uniformed services, as well as
provisions relating to pension and health benefits are established in the Uniformed
Services Employment and Re-employment Rights Act of 1994, 38 U.S.C. & 4301 et seq.,
and in A.C.A. 21-4-102. It is the City’s policy to honor and comply with the provisions
of those statutes.

All full time employees who are members of a military service organization or
National Guard unit shall be entitled to a military leave of absence for a period of fifteen
(15) days plus necessary travel time (A.C.A.21-4-102) for annual training requirements
or other duties performed in an official duty status in any one calendar year. To the
extent this leave is not used in any calendar, it will accumulate for use in the succeeding
calendar year until it totals fifteen (15) days at the beginning of a calendar year;
thereafter, when said employee is granted a leave of absence under these provisions, said

employee shall be entitled to his or her regular salary during such time away from duties
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during such leave of absence. This leave of absence shall be in addition to the regular
vacation time allowed to the employee.

Employees called to duty in emergency situations (as defined by state law) by the
Governor or by the President, will be granted leave with pay, not to exceed thirty (30)
working days, after which leave without will be granted. This leave will be granted in
addition to all other leave the employee is entitled to. During the leave of absence, the
employee will be entitled to preserve all seniority rights, efficiency or performance
ratings, promotional status, retirement privileges, life and disability insurance benefits,
and any other rights, privileges and benefits to which they have become entitled.

FAMILY MEDICAL LEAVE

Pursuant to the Family Medical Leave Act of 1993 (FMLA), City’s are to provide
medical and family leave of absence, without pay, to regular full-time and salaried
employees who are temporarily unable to work due to a serious medical disability or wish
to take off from duties to fulfill family obligations relating directly to the birth or
adoption of a child or the illness of a child, spouse or parent. However, because the City
of Tontitown has fewer that fifty (50) employees, its emplovees are not eligible for
family medical leave. At such time as the City’s employees do become eligible under the
Act, this provision will be revised to reflect the benefits pursuant to the FMLA.

COURT DUTY LEAVE

Regular full time employees who have completed a minimum of ninety (90)
calendar days of service will be granted leave with pay for witness or jury duty. This
paid leave shall not exceed two (2) weeks of paid jury or witness duty leave over any two
(2) year period. Employees are permitted to retain the allowance for services from the
court for such service. If employees are required to serve jury or witness duty beyond the
period of paid leave, they may use other available paid time off (for example, vacation
benefits), or may request an unpaid leave of absence.

In order to qualify for jury or witness duty leave, employees must submit to the
City of Tontitown a copy of the summons or other relevant court-related paperwork as
early as possible upon receipt thereof. In addition, proof of service must be submitted to
the employee’s supervisor when the employee’s period of jury or witness duty is
completed. Employees are expected to report for work whenever the court’s schedule
permits. Either the City of the employee may request an excuse from jury duty if, in the
City’s judgment, the employee’s absence would create serious operational difficulties.
Benefits accruals, such as vacation, sick leave or holiday benefits, will be suspended
during unpaid leaves of absence hereunder and will resume upon return to active
employment.



MISCELLANEOUS LEAVE

The attendance of employees at seminars and training programs 1s considered part
of continual professional development. Attendance at these meetings must be pre-
approved by a supervisor or the Mayor. If employees are required to attend these
meetings at a location requiring an overnight stay or travel time in excess of the
employee’s normal work day, overtime will not be paid. However, the City will pay
reasonable out-of-pocket expenses for lodging, travel costs, and meals, pursuant to its
regular expense policy.

EMPLOYEE HEALTH BENEFITS

None Available as of 1/1/06

OCCUPATIONAL INJURIES

All employees of the City of Tontitown are covered under the Arkansas State
Worker’s Compensation Law. Any employee incurring an “on-the-job™ injury should
immediately notify his or her supervisor who will arrange for appropriate medical
treatment and prepare the necessary reports required for the employee to be compensated.
Rules and regulations concerning Workers” Compensation have been posted on the City
Hall bulletin board.

ACCIDENTAL INJURY
If any full-time employee is involved in an accident (not job connected) and the
injury sustained in such accident necessitates that the employee be absent from work, the
employee shall be entitled to receive pay at a regular salary for the number of days of
accumulated sick leave credited to that employee at the time the accident occurred.
SECTION 111.
MATTERS AFFECTING THE STATUS OF EMPLOYEES

ATTENDANCE

Employees shall be in attendance at their workstations in accordance with the
rules and regulations established by the City of Tontitown.
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WORK HOURS



Work hours for all full-time employees shall be forty (40) hour per week, which
begin each Monday at 8:00 A.M. The official work week begins on Monday morning
and runs through the end of the day the following Sunday.

The City reserves the right to adjust and change hours of work, days of work and
schedules to fulfill its responsibility to the citizens of the City of Tontitown. In an
emergency, previously scheduled hours of work, days of work and work arrangement
may be altered at the discretion of the department head and/or Mayor. Changes in work
schedules will be announced as far in advance as practicable.

Whenever possible, emplovee work schedules shall provide a rest period (break)
during each four-hour work shift. Reasonable time off for a meal will be provided.

COMPENSATION

Accurately recording time worked is the responsibility of every non-exempt
employee. Non-exempt employees should accurately record the time they begin and end
their work. Altering, falsifying, tampering with time records, or recording time on
another employee’s time record may result in disciplinary action. If corrections or
modifications are made to the time record, both the employee and the supervisor or
department head must verify the accuracy of the changes by initialing the time records.

Compensation will be paid at such times as shall be established by the City of
Tontitown. In the event that a regularly scheduled payday falls on a holiday, employees
will receive pay on the first day of work following the regularly scheduled payday.

The law requires the City make certain deductions from every employee’s
compensation. Among these deductions are applicable federal, state and local taxes. In
addition, the City may offer programs for benefits beyond those required by law.
Eligible employees may voluntarily authorize deductions from their paychecks to cover
the costs of participation in these programs.

Pay deductions may be taken by the City to help pay off a debt or obligation to
the City of others.

The City does not provide pay advances.

The City takes all reasonable steps to insure that employees receive the correct
amount of pay and that employees are paid promptly on the scheduled pay date. In the
unlikely event that there is an error in the amount of pay, the employee should promptly
bring the discrepancy of his or her department head or supervisor, or the Mayor, so that
corrections can be made as quickly as possible.
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Overtime will be paid for hours worked in excess of the hours per week set forth
in the Work Hours section of the Handbook. The rate of pay for overtime shall be one
and one-half (1 14) the emplovee’s normal hourly rate. Prior to working overtime, and
employee must receive prior approval from his or her supervisor or the Mayor.

Upon the direction or approval of the City of Tontitown or the Mayor,
compensation for overtime may be made in the form of compensatory leave to the
employee. The overtime record of the City shall be final with respect to the number of
compensatory leave days earned by an employee. Compensatory leave must be taken
within the calendar year earned and should be scheduled in the same manner required for
vacation days. Any changes or exceptions to this policy would be at the discretion of the
Mayor.

VACANCIES AND PROMOTIONS

It is in intent of the City of Tontitown to hire and promote the most qualified
applicant for all vacant positions. To give the employees of the City an opportunity to
apply for job vacancies, announcements of job opening will be posted on employee
bulletin boards.

In accordance with equal employment opportunity guidelines and this manual,
notice of job vacancies will be sent to the appropriate news media and employment
agencies throughout the relevant labor market. A job description of each vacant position
will be provided upon request.

TRAINING

The City of Tontitown is committed to continuing and on-going training for all
employees. However, in addition to formal training provided by the City of various jobs,
each employee has a responsibility of ascertaining for himself that he has sufficient
training to enable him to perform his job. Ifthe employee feels that additional training is
needed, he should notify his department head. The City will pay expenses incurred in on-
the-job training.

11
PERFORMANCE EVALUATIONS



To ensure that employees perform their jobs to the best of their ability, it is
important that they be recognized for good performance and that they receive appropriate
suggestions for improvement when necessary.

Consistent with this goal, an employee’s performance should be evaluated by the
supervisor on an on-going basis. Final evaluations are normally done annually.

All written performance review should be based on the employee’s overall
performance in relation to the employee’s job responsibilities and also should take into
account the employee’s conduct, demeanor and record of attendance along with any
tardiness. In addition to regular performance evaluations described above, special
written performance evaluations may be conducted by the employee’s supervisor or the
Mayor at any time to advise the employee of his current level of performance and where
appropriate, the existence of performance of disciplinary problems and solutions.

It should be noted that a performance evaluation does not necessarily mean a
salary adjustment.

PERSONNEL INFORMATION

It is the responsibility of each employee to promptly notify the City of any
changes in personnel data or personal information. Personal mailing addresses, telephone
numbers, number and names of dependents, individuals to be contacted in the event of an
emergency, educational accomplishments and other such status reports should be
accurate and current at all times. If any personnel data or personal information has
changed, including any change in the employee’s home address, telephone numbers, or
marital status, the employee should notify his or her department head or the Mayor. This
is important in case the City must mail the employee any information that it feels the
employee will need, such as “withholding™ statements for the employee’s income taxes.

JOB SAFETY

Safety is largely the use of good judgment and the practice of good work habits.
It requires good judgment to know the safe way and it requires good work habits to
continue the safe way. If an employee is not positive of which way is the safest, he
should ask his supervisor or department head for the correct method.

Unsafe conduct is misconduct. The following safety rules should always be
observed.

(1) Follow all departmental safety rules.

(2) Use all mechanical safeguards on or for employee equipment.
12

(3) Immediately cease using and report any faulty or potentially faulty
Equipment to the supervisor or department head.



(4) Immediately report any unsafe or potentially unsafe working condition or
Equipment.

(5) Immediately report any and every accident to the supervisor or department
Head.

In keeping with the Town’s intent to provide a safe and healthful work
environment, smoking in the workplace is prohibited. This policy applies equally to all
employees and visitors, and is in keeping with the applicable City laws or ordinances in
relation thereto.

REFUSAL TO WORK

A City employee’s commitment 1s to public service. Any work stoppage, city slowdown,
strike or other intentional interruption of the operations of the city shall cause the
employee to forfeit his or her employment and result in the termination of the employee
from the City of Tontitown.

EMERGENCY CLOSINGS

At times, emergencies such as severe weather, fires, power failures or earthquakes
may disrupt the City’s operations. In extreme cases, these circumstances may require the
closing of the work facility. In the event that such an emergency occurs, a local radio
and/or television station will be asked to broadcast notification of the closings. The
Mayor, City Recorder, or their designees, will attempt to get notification out in as many
areas as possible.

INCLEMENT WEATHER POLICY Revised 2/2/2010)

The City may establish an inclement weather policy, which may be implemented under
appropriate circumstances or conditions. Employees in essential operations may be
asked to work on a day when operations are officially closed or suspended. The Mayor,
or his designee, will determine whether the inclement weather policy should be placed
into effect and announce its implementation accordingly. When the Mayor deems the
Inclement Weather Policy to be in effect, hourly employees will be paid at regular wages
up to (3) days/year. Salaried employees will be paid compensatory time.

RESIGNATION/TERMINATION
Employees desiring to terminate their employment relationship with the City of
Tontitown are urged (but not required) to notify the City at least two (2) weeks in
advance of their intended termination. Such notice should preferable be given in writing
to the employee’s department head or supervisor. Proper notice generally allows the City
sufficient time to calculate all final accrued monies due the employee for his or her final
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Paycheck. Without adequate notice, however, the employee may have to wait until after
the end of the next normal pay period to receive such payments.



Employees who plan to retire are urged to provide the city with a minimum to two
(2) months’ notice. This will allow ample time for the processing of appropriate pension
forms to ensure that retirement benefits to which an employee may be entitled to
commence in a timely manner.

As mentioned elsewhere in the Handbook, all employment relationships with the
City of Tontitown are on an at-will basis. Thus, although the City of Tontitown hopes
that the relationship with employees are rewarding, the city reserves the right to terminate
the employment relationship of any employee at any time.

SECTION IV.

STANDARDS OF CONDUCT

CONDUCT TOWARD THE PUBLIC

Employees of the City of Tontitown shall at all times be civil, orderly and
courteous in their conduct and demeanor. In each contact with the public, and emplovee
must be aware that his appearance, actions and statement are in essence those of the City.

In dealing with the public, each employee must attempt to make his conduct one,
which inspires respect for both himself and the City, and further, one, which generates
the cooperation and approval of the public.

Not everyone an employee may meet in the course of his or her duties will be
courteous. However, an emplovee should treat the public, as he would like to be treated:
with courtesy, patience, respect and understanding. This attitude or approach to public
service cannot be overemphasized.

When an employee is not certain of the correct response to an inquiry from the
public, he or she should refer the inquiry to the individual or the department, which can
provide the most satisfactory response to the inquiry. It is better to admit lack of
knowledge than to provide erroneous information.

PERSONAL APPEARANCE

An employee’s personal appearance, including without limitation dress, grooming
and personal cleanliness standards, contribute to the moral of all employees and effect the
business image the City presents to the community and its citizens. During business
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Hours, employees are expected to present a clean and neat appearance. Employees
should dress in appropriate professional departmental attire. If any employee is not sure
what is appropriate attire, then the employee should check with his supervisor or



