RESOLUTION NO. 2017-06-
CITY OF TONTITOWN, WASHINGTON COUNTY, ARKANSAS

A RESOLUTION APPROVING AND ADOPTING AN UPDATED
PERSONNEL HANDBOOK FOR THE CITY OF TONTITOWN,
ARKANSAS

WHEREAS, the City Council for the City of Tontitown has previously adopted a
Personnel Handbook for use by the City of Tontitown, for the purpose of establishing a guide to
administrative action concerning personnel activities and in order to define the personnel policies
and procedures of the City; and

WHEREAS, it has become apparent to the City Council for the City of Tontitown, that a
need exists to update the Personnel Handbook for use by the City, to change the ability of city
employees to receive compensatory time and for the purpose of establishing a current guide to
administrative action concerning various personnel activities, and in order to better define the
personnel policies and procedures of the City with regard to its employees, agents and personnel;

WHEREAS, after review and consideration of the updated Personnel Handbook, the City
Council for the City of Tontitown has determined that it is in the best interest of the City of
Tontitown to adopt it.

NOW, THEREFORE, BE IT RESOLVED by the City Council of the City of Tontitown
as follows:

Section 1: Compensatory Time is hereby removed from the Tontitown Personnel
Handbook as indicated in the attached Exhibit “A” as the new Tontitown Personnel Handbook, a
copy of which is attached hereto as Exhibit “B”, is hereby approved and adopted for use by the
City of Tontitown to replace any and all previous versions of the Personnel Handbook previously
adopted.

Section 2: The City Clerk is hereby directed to place one copy of the updated and revised
Personnel Handbook on file in the City’s records.

Section 3: One copy of the updated and revised Personnel Handbook shall be provided
to each person currently employed, in any capacity, by the City of Tontitown to replace in its
entirety the version of the Personnel Handbook previously adopted, and one copy shall be provided
to any and all future employees of the City.

Section 4: Upon receipt of the updated Personnel Handbook, each employee shall be
directed to execute a Receipt, in the form stated in Appendix A to the updated Personnel

Handbook, and each such executed Receipt shall be placed in the respective employee’s personnel
file; and



Section 5: Any copies of the previous versions of the Personnel Handbook previously
adopted that are currently in the possession of any employee shall be returned to the Mayor of the
Mayor’s designee.

Section 6: Upon the termination of any employee, his or her personal copy of the

Personnel Handbook should be returned to the City, and the return thereof shall be duly noted in
the employee’s personnel file.

PASSED on this day of ,2017.

APPROVED:

Paul Colvin, Jr., Mayor
ATTEST:

Rhonda Ardemagni, City Recorder-Treasurer



4.5.3CITY POLICY

It is our policy to comply with the salary basis requirements of the FLSA. Therefore, we prohibit
all supervisors from making any improper deductions from the salaries of exempt employees. We

want employees to be aware of this policy and that the City does not allow deductions that violate the
FLSA

4.5.4WHAT TO DO IF AN IMPROPER DEDUCTION OCCURS

f you believe that an improper deduction has been made to your salary, you should immediately
report this information to the department head in a written letter signed by the employee

Reports of improper deductions will be promptly investigated. If it is determined that an improper
deduction has occurred, you will be promptly reimbursed for any improper deduction made

4.6 OVERTIME ANB-COMPENSATORY THME
4.6.1 OVERTIME

The City will pay overtime in accordance with the Fair Labor Standards Act at one and half times the base
rate or hourly rate for all hours worked in excess of the hours per week set forth in the WORK HOURS section
of this Handbook.

Overtime will be permitted only with prior approval of the department head prior to the commencement of
such work or when absolutely necessary due to emergency conditions. Failure to obtain prior approval
before working overtime will result in disciplinary action, including but not limited to, suspension without
pay.

4.6:2 COMPENSATORY TIME

Gempensatien-fer overime may be made-in the-ferm ef -compenRsatory-leave time{"comp-time"} to-the
employee-Compensatory-time-is-accrued at-a-rate-of time and-a-halffor all heurs worked in excess-of 40
hours-per workweek—PNe-employee may aceumulate more-than 240 hours-of compencalory time at-any
givewﬁmeéuﬂng%h&caleﬂdaryear.--Hea@nemes&ef@gahau—bepaidanheapprepﬁateevenme rate-
Upon-termination-of employment any- urused-compensatory time-is to be-paid at a rale equat te the
employee's-ther-prevailingrate-of pay-

Each-employee shall-be respensible fer raintaining-accurate records-of ovedime anrd-compensatery
time-Howaver—the-overime and-compensatery records of the department head or Mayor shall befiral
with-respect te-the rumber of compensatery leave -days-earned-of an-employee—Compensator: leave
mustbe laken during the-calerdar year earned-and-sheuld-be scheduled in-the Same maRRer-feguired
for vacation days.

4.6.3 NON-EXEMPT AND EXEMPT EMPLOYEES

Non-exempt employees are subject to the Fair Labor Standards Act (FLSA) overtime requirements and
therefore are subject to the overtime policies setforth inthis Handbook.

Exempt employees are not subject to the Fair Labor Standards Act overtime requirements. Certain
employees are classified as exempt based upon the nature of the work, conditions of employment and
by the criteria set forth in the rules and regulations of the Fair Labor Standards Act. Exempt employees
shall not be eligible for overtime for hours worked in excess of the regular workweek.

Exemptemployees will be allowed to take time off to offset additional hours required, but no formal

accumulation of hours will be recorded in the payroll system. Exempt employees will be required to
request time offinadvance from the Mayor.

4.7 EMERGENCY SITUATIONS

ft is the policy of the City to maintain hours of operation, which make the best use of employees and
resources in serving the needs of the public. Emergency situations may from time to time necessitate the
closure of City offices. Such situations shall be determined by the City Council after consideration of all
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