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Be it remembered that a regular meeting of the Tupelo City Council was held in the Council 
Chambers in the City Hall Building on Tuesday, March 19, 2019, at 6:00p.m., with the 
following in attendance: Markel Whittington, Lynn Bryan, Travis Beard, Nettie Y. Davis, Buddy 
Palmer, Mike Bryan, Willie Jennings, City Attorney Ben Logan; Amanda Daniel, Clerk of the 
Council. 

Councilman Markel Whittington gave the invocation, followed by the Pledge of Allegiance led 
by President Travis Beard. 

IN THE MATTER OF CALLING THE MEETING TO ORDER 

President Travis Beard called the meeting to order at 6:00p.m. 

IN THE MATTER OF CONFIRMATION OR AMENDMENT TO THE AGENDA AND 
AGENDA ORDER 

Councilwoman Nettie Davis moved, seconded by Councilman Mike Bryan to confirm the 
agenda and agenda order as presented. The vote was unanimous in favor. 

PROCLAMATIONS, RECOGNITIONS, AND REPORTS AGENDA 

IN THE MATTER OF RECOGNITION OF BOY AND GIRL SCOUTS 

No Scouts were present for recognition. 

RECOGNITION OF CITY EMPLOYEES 

Brandon Bruce of the Tupelo Fire Department was recognized for 10 years of service. 

PROCLAMATION RECOGNIZING "THEATRE IN OUR SCHOOLS" MONTH 

Tupelo High School Principal Art Dobbs, theatre director Debbie Gibbs, Allana Austin, and 
Marley Maharrey, among others, received a proclamation declaring March as "Theatre in Our 
Schools" Month. A copy of this proclamation is attached to these minutes as APPENDIX A. 

IN THE MATTER OF PUBLIC RECOGNITIONS 

City Council members made the following recognitions: 

Councilman Markel Whittington noted the passing of former Councilman Dick Hill, who served 
two terms as Ward 1 Councilman. Councilman Whittington called Mr. Hill "the epitome of the 
Tupelo Spirit." 

Councilwoman Nettie Davis echoed Councilman Whittington's remarks regarding Mr. Hill. She 
also reminded the Council of Mission Mississippi is meeting on Thursday, March 21, 2019, 7:00 
a.m., at St. Paul Christian Life Center. 
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Councilman Lynn Bryan discussed "10 For Tupelo", beginning at 8 a.m., Saturday, March 23, 
2019, at Fairpark. He is bringing Boy Scouts to help with litter clean-up projects. 

IN THE MATTER OF THE MAYOR'S REPORT 

Mayor Jason Shelton echoed Council sentiments regarding former Councilman Dick Hill and 
said a proclamation recognizing his service would be issued at the April 2 city council meeting 
when family members could be present. 

Mayor Shelton also noted the passing of Dr. William C. Flewellen, Jr., former dean of 
accounting at Mississippi State before finishing his career at the University of Georgia. Funeral 
service will be 2:00p.m., Saturday, March 23, 2019, at the First United Methodist Church of 
Tupelo in the chapel. 

Mayor Shelton announced the Ward 4 State of the City meeting with Councilwoman Nettie 
Davis would be held Thursday, March 21,2019, at 6:00p.m. in the meeting room of the Lee 
County Library. The Ward 6 State of the City meeting with Councilman Mike Bryan would be 
held Monday, March 26,2019, at 6:00p.m., at the Thomas Street School cafeteria. 

Mayor Shelton asked for citizens to continue volunteering for "10 for Tupelo" on Saturday, 
March 23,2019. The citywide cleanup effort will begin at 8 a.m. at Fairpark. He noted Jessie 
Bandre ofthe Tupelo Rotary Club and Kathyrn Rhea of Keep Tupelo Beautiful the event 
organizers. 

Mayor Shelton related the Tupelo Elvis Presley Fan Club is holding a Dance With Elvis event on 
Friday, March 22 and Saturday, March 23. 

Wesley Wells is bringing his "Our Mississippi Honors Gala" to Tupelo March 23.2019, at 6;00 
p.m., at the BancorpSouth Conference Center. 

Mayor Shelton announced the Kiwanis Draw Down for $10,000 on Saturday, March 23, 2019. 

Mayor Shelton stated a group of 40 Elvis-related tourists had visited from Germany and Austria. 
These kinds of excursions from all over the world contribute to our fiscal well-being as well as to 
our quality of life. We had a wonderful time with this group. 

Mayor Shelton reminded Council that on Sunday, March 24,2019, of a Brunch for the 
rehabilitation of the Spain House, an historic structure and project of the Tupelo Historical 
Preservation Committee that, little by little, is becoming like it was before it moved to Mill 
Village. The brunch is 11-2 at Park Heights. 

Mayor Shelton congratulated Ole Miss and Mississippi State men's and women's basketball 
teams for making the NCAA tournament. 

Mayor Shelton welcomed Dennis Bonds as the city's new engineer. 
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PUBLIC HEARINGS 

No items appeared for consideration. 

CITIZEN HEARINGS 

No items appeared for consideration. 

ACTION AGENDA 

No items appeared for consideration. 

ROUTINE AGENDA 
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IN THE MATTER OF APPROVE, REJECT MINUTES OF THE MARCH 5, 2019, 
REGULAR CITY COUNCIL MEETING 

Councilman Markel Whittington moved, seconded by Councilman Lynn Bryan, to approve the 
minutes as submitted. The vote was unanimous in favor. 

IN THE MATTER OF REVIEW, APPROVE, REJECT MINUTES OF THE MARCH 14, 
2019, SPECIAL CALL COUNCIL MEETING 

Councilman Mike Bryan moved, seconded by Councilwoman Nettie Davis, to approve the 
minutes as submitted. The vote was unanimous in favor. 

IN THE MATTER OF REVIEW, APPROVE, REJECT ADVERTISING AND 
PROMOTIONAL EXPENSE LIST 

No items were submitted for consideration. 

IN THE MATTER OF REVIEW, PAY BILLS 

Bills were reviewed at 4:00p.m. by council members: Markel Whittington, Travis Beard, Willie 
Jennings, and Buddy Palmer, with Missy Shelton from Finance also present. Councilman Lynn 
Bryan moved, seconded by Buddy Palmer to pay the bills. The vote was unanimous in favor. 
-Set- "fool {A6~ '3'5'4-lll- 35l/SI, 2-
Applf\di )(..I NEEDCheckatdocketnumbershere S-f! t.?ObODD~fJ _ S'OODDO 9;,:3 

IN THE MATTER OF REVIEW, APPROVE REJECT FY 2019 BUDGET REVISION 
N0.6 

Chief Financial Officer Kim Hanna submitted a request to the City Council to revise the FY 
2019 Budget to accept donation from Tupelo Sports Council of$15,536 for Park and 
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Recreations equipment; receive donation from Wal-Mart to Tupelo Fire Department for $1250 in 
fire prevention supplies; provide for Municipal Court to pay for a full-time Public Defender 
salary of $50,289; and accept a Homeland Security Grant of $52,000 for the Tupelo Police 
Department EOD Unit. 

Councilwoman Nettie Davis moved, seconded by Councilman Lynn Bryan to approve the FY 
2019 Budget Revision No.6. The vote was unanimous in favor. A copy ofFY 2019 Budget 
Revision No. 6 is attached to these minutes and made a part hereof as APPENDIX B 

IN THE MATTER OF REVIEW, APPROVE, REJECT REVISED EMPLOYEE 
POLICIES AND PROCEDURES HANDBOOK (On file in Council Clerk's Office.) 

Councilman Markel Whittington moved, seconded by Councilman Buddy Palmer to approve the 
revised Employee Policies and Procedures Handbook. The vote was unanimous in favor. A copy 
of the handbook is attached to these minutes and made a part hereof as APPENDIX C 

IN THE MATTER OF REVIEW, APPROVE, REJECT INTERNATIONAL TRAVEL 
AND $113.00 DAILY PER DIEM RATE FOR BANCORPSOUTH ARENA EMPLOYEE 
SHELBY POINDEXTER 

Councilman Markel Whittington moved, seconded by Councilman Lynn Bryan to approve 
international travel and $113.00 daily per diem rate for BancorpSouth Arena employee Shelby 
Poindexter. The vote was unanimous in favor. A copy of the request is attached to these minutes 
and made a part hereof as APPENDIX D 

IN THE MATTER OF REVIEW, ACCEPT, REJECT MINUTES OF THE FEBRUARY 
11,2019, MAJOR THOROUGHFARE COMMITTEE MEETING 

Councilman Buddy Palmer, seconded by Councilman Markel Whittington to accept the February 
II, 2019 minutes of the Major Thoroughfare Committee Meeting. The vote was unanimous in 
favor. A copy of the minutes is attached to these minutes and made a part hereof as APPENDIX 
E 

IN THE MATTER OF REVIEW, REJECT BID NO. 143SWL TO CONVERT 
OVERHEAD ELECTRIC LINES TO UNDERGROUND ON WEST JACKSON ST. 
TUPELO WATER AND LIGHT DEPARTMENT 

Due to no bids being submitted, Councilman Mike Bryan moved, seconded by Councilman Lynn 
Bryan, to withdraw the solicitation for bids and readvertise bid No. 1435WL to convert overhead 
electric lines to underground on West Jackson St. The vote to reject was unanimous. 
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IN THE MATTER TO REVIEW, APPROVE, REJECT CHANGE ORDER NO.2 FOR 
THE TUPELO SRF FY14 SEWER SYSTEM IMPROVEMENT PROJECT 

Councilman Lynn Bryan moved, seconded by Councilman Mike Bryan to find as commercially 
reasonable, find as not for purposes of avoiding the purchasing laws and approve Change Order 
No. 2 for the Tupelo SRF FY 14 Sewer System Improvement Project. The vote to approve was 
unanimous. A copy of the Change Order request and supporting documentation are attached 
hereto as APPENDIX F. 

IN THE MATTER OF REVIEW, A WARD, REJECT BID NO. 1538PW PUBLIC 
WORKS DEPARTMENT 2019 MILL AND OVERLAY PROGRAM 

Councilman Markel Whittington moved, seconded by Councilman Mike Bryan to award bid No. 
1538PW Public Works Department 2019 Mill and Overlay Program to APAC of Mississippi as 
lowest and best bid in the total amount of$2,669,500. The vote to approve was unanimous. A 
copy of the request to award, Bid Tabulation Sheet and other supporting documentation are 
attached hereto as APPENDIX G. 

IN THE MATTER OF REVIEW, ACCEPT, REJECT THE NOVEMBER 13, 2018, 
PARKS ADVISORY BOARD AND SPORTS COUNCIL MEETING MINUTES 

Councilwoman Nettie Davis moved, seconded by Councilman Markel Whittington to accept the 
November 13,2018, Parks Advisory Board and Sports Council Meeting Minutes. The vote to 
approve was unanimous. A copy of the advisory board minutes are attached to these minutes and 
made a part hereof as APPENDIX H. 

STUDY AGENDA 

No items were submitted. 

EXECUTIVE SESSION 

TRANSACTION OF BUSINESS AND SICUSSIONS OR NEGOTIATIONS 
REGARDING THE LOCATION, RELOCATION OR EXPANSION OF A BUSINESS, 
MEDICAL SERVICE OR AN INDUSTRY MISS. CODE SEC. 25-41-7 (4) (J) 

Councilman Mike Bryan moved, seconded by Markel Whittington to close the meeting and 
determine the need for Executive session. The vote was unanimous in favor. 

City Attorney Ben Logan advised that the matter was proper for executive session discussion. 

Councilman Mike Bryan moved, seconded by Markel Whittington to go into executive session at 
6:25 p.m. The vote to approve was unanimous. 

The session included Chief Operations Officer Don Lewis, City Planner Pat Falkner, and Mayor 
Jason Shelton. 
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Councilman Markel Whittington moved, seconded by Councilman Mike Bryan to come out of 
executive session at 6:50p.m. with no action taken. The vote to approve was unanimous. 

IN THE MATTER OF ADJOURNMENT 

With no further business to come before the City Council, Councilman Jennings moved, 
seconded by Councilman Whittington to adjourn the meeting at 11 :08 a.m. 

ATTEST: 

Am 0-Y\ J ;;v~ v RESIDENT 

CLERK OF THE COUNCIL 

DATE 
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PLACE HOLDER 

ITEM 4.2A 

PROCLAMATION THEATRE IN SCHOOLS 
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PLACE HOLDER 

ITEM 7.5 

REVIEW, APPROVE, REJECT FY2019 BUDGET REVISION NO. 6 

MOTION: NETTIE Y. DAVIS 

SECOND: LYNN BRYAN 

THE VOTE WAS UNANIMOUS IN FAVOR 7-0 TO APPROVE 



Page 174 

CITY OF TUPELO 
MISSISSIPPI 

I.L 
Drv file- in +~e.
lDl} f\ L-il c_ I C(~S 

oHiu-. 

"''-""'.._.,_, AND PROCEDURES 
OK 

JASON SHELTON, MAYOR 
MARKEL WHITTINGTON, WARD 1 

LYNN BRYAN, WARD 2 
TRAVIS BEARD, WARD 3 
NETTIE DAVIS, WARD 4 

BUDDY PALMER, WARD 5 
MIKE BRYAN, WARD 6 

WILLIE JENNINGS, WARD 7 

REVISED AND ADOPTED ____ _ 

Most recent update: 3/14/19 



Page 175 

COUNCIL 

r-.·1nrkcl Whiltington 
\V;lrd on~~ 

Lynn Bry;m 
Word Two 

Travis Ocard 
Ward Three 

Nettie Y. D:-~vb 
Wurd Fuor 

Ouddy Pnhm~r 
Ward Five 

Mike Bry\ln 
Wnrd Six 

Willie Jcunings 
Wnrd Scvcu 

City of Tupelo 

To Our Newest Team Member: 

Jnson L. Shelton 
Mayor 

Welcome to the City ofTupclo's officio\ fmnily! You have joined over 450 
pmfcssional men nnd women on our slnff. Ench ol'tts take tremendous pl'idc in 
Olll' City, nnd we work CVCl'Y dny to make it bcUcr. 

On behalf of our co} leagues, I welcome you to the Cily ofTupelo und wish you 
great success. l want to tell each of you that I look forward to working with you 
during the next four yeorsl 

We believe Utal each employee contributes dil'ec!ly to the City of Tupelo's growth 
and success, and we hope you will hti(c pride in being u member of our All
America city. 

This hnndbook was developed to describe some of the cxpectnfions of mtr 
employees and to outline !he policies, programs, and benefits flVailnblc lo eligible 
employees. Please study this hcmdbook well to fmniliadzc yourself with lhc 
conlcnls of the employee handbook as soon as possible, fm il will answct· many of 
your questions. 

I look fmwnn.l to meeting cnch of you pcrsom\lly flS sooh as possible. Until (hen, J 
joln you in our cffo1ts to m~;~ke Tuptlo the best city in Amcricn. 

Sincerely, 

CITY OP TUPELO 

J-.5UE 

JLS/Irv 
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ACKNOWLEDGMENT AND RECEIPT 

I have received my copy of the Employee Handbook. 

The employee handbook describes important information about the City of Tupelo, and I 
understand that I should consult the Human Resources Department regarding any questions not 
answered in the handbook. I have entered into my employment relationship with the City of Tupelo 
voluntarily and acknowledge that there is no specified length of employment. Accordingly, either 

I or the City of Tupelo can terminate the relationship at will, with or without cause, at any 
time, so long as there is not violation of applicable federal or state law. 

This manual and the policies and procedures contained 
oral or written representations, or statements 
employment with the City of Tupelo. By 

~:Up<ers•~de any and all prior practices, 
terms and conditions of your 

the City expressly revokes 
any and all previous policies and procedures which ,_,.,.,,.,~.. those contained herein. 

I understand that, except for employment at-will status, 
changed at any time by the City of Tupelo, and the City 
wages and working conditions at any time. All such changes will 

to change my hours, 
mutmc:atedthrough official 

notices, and I understand that revised information may modify, or eliminate existing 
policies. Only the City of and City Council has the ability to adopt any revisions to 
the policies in this 

I understand and 
create, a promise or 
City of Tupelo is employmeti 
or myself. Furthermore, 
employment nor a legal document. 
may be terminated with or without 

Tupelo or myself 

in the Employee Handbook creates, or is intended to 
employment and that employment at the 

be terminated at the will of either the City 
this handbook is neither a contract of 

det:statnd and agree that employment and compensation 
and with or without notice at any time by the City of 

I have received a link (http://www.tupeloms.gov/wp-content/uploads/2018/07/employee
handbook.pdf) to the handbook, and I understand that it is my responsibility to read and comply 

with the policies contained in this handbook and any revisions made to it. 

Employee's Signature 

Employee's Name (Print) 

Date 

3 
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City of Tupelo Employee Handbook Policy# 101 
Section 1 Employment Effective Date: 111119 
101 Nature of Employment Supersedes: 

SECTION 1 EMPLOYMENT 

101 Nature of Employment 

This handbook is intended to provide employees with a general understanding of our personnel policies. 
Employees are encouraged to familiarize themselves with the contents of this handbook, it will answer 
many common questions concerning employment with the City of Tupelo. 

However, this handbook cannot anticipate every situation or answer eve•y question about employment with 
the City of Tupelo. If there are any questions concerning eligibility for a particular benefit, or the 
applicability of a policy or practice, please direct those questions>lo the Human Resources Department. 

/':4/i~t>.'-'-/".;,~;:Jt;., 

This handbook is not an employment contract and is noUiifended to create contractual obligations of any 
kind. Employment with the City of Tupelo is on an "~,t:\vi!C'. basis, except as otherwise stated herein. This 

,,,' · •• ·, '•• 1\\;0, 

means that an employee has the right to separate fran] the Qi!J(,~fTllJ;'~JI),~mployment at any time, for any 
reason, with or without notice, with or without cause; likewis'"·7!~f:j{;Jity of Tupelo has the right to separate 
from an employee at any time, for any reason, with or without iitf"' with or without cause. 

In order to retain necessa•y flexibility in the administration ofpolici ,~,prgcedures, the City of Tupelo 
reserves the right to change, revise, or eliminate any of the policies ~liglor benefits described in this 
handbook. The only recognized deviations from the stated policies are th,/lse authorized and signed by the 
Mayor and City Council of the City of Tupelo. ' 

6 
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City of Tupelo Em_llloxee Handbook Policy# 102 
Section 1 Employment Effective Date: 1/1/19 
l 02 Employee Relations Supersedes: 

102 Employee Relations 

The City of Tupelo believes that the wod( conditions, wages, and benefits it offers to its employees are 
competitive with those offered by other employers in this area and among other municipalities in the state. 
If employees have concerns about work conditions or compensation, they are strongly encouraged to voice 
these concerns openly and direct)y to their supervisors, the Human Resources Department or a member of 
management. 

It has been proven that when employees deal openly and directly with supervisors, the work environment 
can be excellent, communications can be clear, and attitudes can be positive. The City of Tupelo amply 
demonstrates its commitment to employees by responding to employee concerns. 

7 
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City of Tupelo Employee Handbook Policy# 103 
Section I Employment Effective Date: 1/1119 
I 03 Equal Employment Opportunity Supersedes: 
Employer 

103 Equal Employment Opportunity Employer 

The City of Tupelo is an equal oppottunity employer and complies with all applicable federal, state, and 
local fair employment practices law. The City of Tupelo strictly prohibits and does not tolerate 
discrimination against employees, applicants, or any other covered persons of race, color, religion, 
creed, national origin or ancestry, ethnicity, sex (including pregnancy), physical or mental 
disability, citizenship, past, current, or prospective service in the un , genetic information, 
or any other characteristic protected under applicable federal, law. All City of Tupelo 
employees, other workers, and representatives are prohibited unlawful discrimination. 
This policy applies to all terms and conditions of employment, to, hiring, training, 
promotion, discipline, compensation, benefits, and termination ofemplc>ynient. 

The City of Tupelo complies with the Americans with Disabilities Act (ADA), as the ADA 
Amendments Act, and all applicable state or local law. Consistent with those City of 
Tupelo will reasonably accommodate qualified individuals with a disability if such would 
allow the individual to perform the essential functions of the job, unless doing so would create an undue 
hardship. If an accommodation is needed, any such request to the Human Resources Department. 

COMPLAINT PROCEDURE 

If an employee is subjected to any conduct this policy, the employee must 
promptly notiJY his/her direct supervisor as the offending conduct. If a 
satisfactory response is not received within five .. ., ...... ua:r>'""'" reporting any incident of what was 
perceived to be discriminatory conduct, please ........ ,._ ..•.•.. J contact the Human Resources Department. 
These individuals will ensure that a prompt im'esltiglltii)IJ 

be as detailed as possible, the names of all individuals involved and any 
will directly and thoroughly investigate the facts and circumstances of all 

and will take prompt corrective action, if appropriate. 

who observes discriminatory conduct must report the conduct to 
that an investigation can be made and corrective action taken, if 

No one will be subject the City of Tupelo prohibits, any form of discipline, reprisal, intimidation, 
or retaliation for good reports or complaints of incidents of discrimination of any kind, pursuing any 
discrimination claim, or cooperating in related investigations. 

8 
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City of Tupelo Employee Handbook Policy# 103 
Section 1 Employment Effective Date: l/l/19 
103 Equal Employment Oppmtunity Supersedes: 
Employer 

The City of Tupelo is committed to enforcing this policy against all forms of discrimination. However, the 
effectiveness of our efforts depends largely on employees telling us about inappropriate workplace conduct. 
If employees feel that they or someone else may have been subjected to conduct that violates this policy, 
they should report it immediately to the Human Resources Depmiment or to their immediate supervisor. If 
employees do not report discriminatory conduct, the City of Tupelo may not become aware of a possible 
violation of this policy and may not be able to take appropriate corrective action. 

VIOLATIONS OF THIS POLICY 

Any employee, regardless of position or title, whom the Human Resources Department determines has 
subjected an individual to discrimination or retaliation in violation of this policy will be subject to 
discipline, up to and including teimination of employment. 

ADMINISTRATION OF THIS POLICY 

The Human Resources Department is responsible 
regarding this policy or questions about discrimination, 
addressed in this policy, please contact the Human Resources 

9 
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or retaliation that are not 
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City of Tupelo Employee Handbook Policl'# 104 
Section I Employment Effective Date: 111/19 
104 Immigration Law Compliance Supersedes: 

104 Immigration Law Compliance 

The City of Tupelo is committed to employing only United States citizens and aliens who are authorized to 
work in the United States and does not unlawfully discriminate on the basis of citizenship or national origin. 

In compliance with the Immigration Reform and Control Act of 1986 and the 2008 Mississippi Employment 
Act, each new employee, as a condition of employment, must complete the Employment Eligibility 
Verification Form 1-9 and present documentation establishing identity and employment eligibility. Former 
employees who are rehired must also complete the fomJ if they have not completed ani-9 with the City of 
Tupelo within the past three years, or if their previous 1-9 is no longer retained or valid. 

Every employee of the City of Tupelo must adhere to all 
!RCA may subject the City of Tupelo and any res11onsi 
penalties. Violations of this policy may be grounds for 
of employment. 

Employees with questions or seeking more information 
contact the Human Resources Department. Employees 
immigration law compliance without fear of reprisal. 

10 
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of this policy. Failure to comply with 
JIVIauaJs to civil monetary or criminal 

discipline, up to and including termination 

law issues are encouraged to 
questions or complaints about 
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City of Tupelo Employee Handbook Policy# 105 
Section I Employment Effective Date: 111119 
I 05 Employee Medical Examinations Supersedes: 

105 Employee Medical Examinations 

To help ensure that employees are able to perform their duties safely, medical examinations may be 
required. 

After an offer has been made to an applicant who is applying for a regular 
time, a medical examination will be performed at the City of Tupelo's . 
the City of Tupelo's choice. The offer of employment and 

'im~·osil;ion or regular pmt
health professional of 

is contingent upon 
satisfactory completion of the exam. 

In addition to a pre-employment medical examination, employees 
Depattments are required to undergo yearly medical and physical ex21mi:nati1oni 
established by each Department. 

In the event an employee does not successfully complete his/her medical exams, the at its expense, 
may require an additional examination further testing to determine the employee's fitness for 
employment 

Information on an employee's medical 
information and maintained confidentially. AC<,~ii 
legitimate need to know. 

Most recent update: 3/14/19 
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will be kept separate from other employee 
will be limited to those who have a 
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Ci_ty of Tupelo Employee Handbook Policy# 106 
Section I Employment Effective Date: 111119 
I 06 Employment Applications Supersedes: 

106 Employment Applications 

The City of Tupelo relies upon the accuracy of information contained in the employment application, as well as 
the accuracy of other data presented throughout the hiring process and employment. Any misrepresentations, 
falsifications, or material omissions in any of this information or data may result in the exclusion ofthe individual 
from further consideration for employment or, if the person has been hired, termination of employment. 

All employee applications are the property of the City of Tupelo, and the City will strive to keep such 
applications confidential. Access to employee applications is restricted. Generally, only the Mayor, City 
management and the City Council pursuant to state law, who h a legitimate reason to review an employee 
application, are allowed to do so. The Human Resources provide a daily log in which to register 
the name, date, and time of any person who accesses an 

12 
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107 Hiring 

The City of Tupelo provides employees an opportunity to indicate their interest in open positions and advance 
within the organization according to their skills and experience. Job posting is a way to infotm employees of 
openings and to identifY qualified and interested applicants who might not otherwise be known to the hiring 
manager. If positions are not filled internally after posting for five days, notices of all regular, full-time job 
openings are posted on the City's official website, although the City of Tupelo reserves its discretionary right to 
not post a particular opening. 

The job postings will include requirements for the positions uv<amu<o. Any examination required for a job 
posting will be job-related and seek to fairly measure the · and fitness ofthe applicant. Candidates 
who are dete1mined to be eligible by the Human Resources will be placed on an eligibility Jist for 
employment consideration by the City for up to one year in a job occur, deprutment heads will 
select from the eligible candidates on file. 

13 
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108 Conflicts oflnterest 

The City ofTupelo's success depends on the hard work, dedication, and integrity of its employees. Because 
of a mutual dependency existing between employer and employee, all employees are expected to devote 
their energies and loyalties to the City. 

Employees have an obligation to conduct business within guidelines 
conflicts of interest provided by this policy handbook as establishing the 
of Tupelo strives to conduct its business. The purpose of these · · 
that employees can seek further clarification on issues related to 
operation. Contact the Human Resources Department for more 
interest. 

~t:plhib•it actual or potential 
within which the City 

provide general direction so 
of acceptable standards of 

about conflicts of 

An actual or potential contlict of interest occurs when an employee is in a position 
that may result in a personal gain for that employee or for a relative as a result of 
business dealings. For the purposes of this policy, a relative is a spouse, child or parent 
or any other person with such a close bond as to suggest a conflict of interest. 

a decision 
Tupelo's 

employee, 

There is no presumption of guilt created · 
However, if employees have any influence 
imperative that they disclose as soon as 
actual or potential conflict of interest so that 

mere existence of a relationship with outside firms. 
involving purchases, contracts~ or leases, it is 

of the City of Tupelo the existence of any 
:ablisl1ed to protect all parties. 

Personal gain may result not only in cases where 
firm with which the City of Tupelo does bw;im,ss, 
kickback, bribe, substantial gift, or special COJ1Si<lcr.at 
involving the City of Tupelo. 

14 
Most recent update: 3/14/19 

has a significant ownership in a 
an employee or relative receives any 

. as a result of any transaction or business dealings 



Page 188 

City of Tli}JClo Employee Handbook 
Section 1 Employment 
109 Drug/ Alcohol Testing 

109 Drug/Alcohol Testing 

-iJ. TBD--: B. Logan 
LAaa PnttAV-r(s) 

Policy# 109 
Effective Date: 111119 
Supersedes: 

The City of Tupelo is committed to providing a safe, healthy, and productive workplace that is free 
from alcohol and unlawful drugs as classified under local, state, or federal laws, including marijuana, 
while employees are working on the employer's premises (either on or off duty) and while operating 
employer-provided vehicles. See Section 609 Drug and Alcohol Use. Employees that work while under 
the influence of drugs or alcohol pose a safety risk to the,f'\le,land others with whom they work. 

In furtherance of this commitment, The City of 'I;H~ maint!l,jns a policy in which job applicants 

a~d c~rrent ei?ployees.may be requested or re~uire'cl'~~p.rm···.···.i·t·.· .. ···t···~M!i!:g a~d alcohol testing in cert~in 
SJtuatwns. Th1s pohcy IS mtended to comply wllh apphcai:Jlllot'\>Y ;'regardmg drug and alcohol testing 
and current and prospective employee privacy rights. ~fti1~; 

Pr~-Employment Testin~ . ~j;~~. :4 . . 
All Job apphcan:s. are subject to d1:ug and alc?~ol testmg. All offers~~,}emplo~ment w1th t?e Clty of 
Tupelo are condltwned on the app!Jcant subm1ttmg to and successful,!,'{ completmg and passmg a drug 
and alcohol test in accordance the testing procedures described in this policy. 

~~:.~~m~ay:1b~e~ a drug and alcohol test if an employee's supervisor or other 
person in authority has a based on objective factors such as the employee's 
appearance, speech, that the employee possesses or is under the 
influence oftmlawful drugs, alcohol, or both. Employees who take over-the-
counter medication or other that can be legally prescribed under both federal and 
state law to treat a disability should supervisors or the Human Resources Department if 
they believe the medication will impair job perfmmance, safety, or the safety of others or if they 
believe they need a reasonable accommodation before repmting to work while under the influence of 
that medication. For more information on how to request a reasonable accommodation, please refer to 
the City of Tupelo's Disability Accommodations Policy, Section 110. 

Periodic/Random Testing 
Employees in safety or security-sensitive positions are subject to dmg and alcohol testing on a random 
basis. 

15 
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Post-Incident Testing 
Employees involved in any work-related accident or incident involving the violation of any safety or 
security procedures may be required to submit to drug and alcohol testing. This applies even if the 
incident did not result in injury to any person or any property damage. 

Testing Procedures 
All drug and alcohol testing under this policy will be conducted by an independent testing facility 
licensed by the state, which will obtain the individual's written consent prior to testing. The City of 
Tupelo will pay for the full cost of the test. Employees will be compensated at their regular rate of pay 
for time spent submitting to a drug and alcohol test required by the City of Tupelo. 
Employees suspected of working while under the influence of illegal drugs or alcohol will be suspended 
without pay until the City of Tupelo receives the results of a drug and alcohol test from the testing 
facility and any other information the City of Tupelo may require to make an appropriate determination. 

Confidentiality 
All records relating to an employee or s drug and alcohol test results will be kept confidential 

.r.<n,nn,cl file. and maintained separately from the 1'r tdn'IdL 

Consequences of a Positive Test 
Employees who test positive will be subject to 
of employment. Job applicants who test positive 

including immediate termination 
,w<u<uv''"" job offers withdrawn. 

Employees who refuse to submit to testing as the City of Tupelo or who fail to complete 
the test will be to discipline, up to and immediate termination of employment. Job 

The City 
dependents. 
well-being and 
law to disclose m1:onn 
records. For more 11uuuu. 

Resources Department. 

Most recent update: 3/14/19 

to drug and alcohol testing will be deemed to have withdrawn 
process and will no longer be considered for employment. 

tolovee assistance program (EAP) for all employees and their eligible 
to help individuals manage personal problems that can impact their 
Treatment is confidential (unless an EAP counselor is required by 

as child abuse) and will not become a part of an employee's personnel 
about the EAP, see Section 313 of this handbook or contact the Human 
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109 Drug/ Alcohol Testing Supersedes: 

Administration of this Policy 
The City of Tupelo expressly reserves the right to change, modify, or delete the provisions of this Drug 
Testing in the Workplace Policy without notice. 
The Human Resources Department is responsible for the administration of this policy. If you have any 
questions regarding this policy or if you have questions about drug testing1~he workplace that are not 
addressed in this policy, please contact the Human Resources Depmt 1\'~' 

17 
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110 Disability Accommodation 

The City of Tupelo is committed to complying fully with the Americans with Disabilities Act (ADA) and 
ensuring equal opportunity in employment for qualified persons with disabilities. All employment practices and 
activities are conducted on a non-discriminatory basis. 

Hiring procedures have been reviewed and provide persons with disabilities meaningful employment 
opportunities. Pre-employment inquiries are made only regarding an applicant's ability to perfom1 the duties of 
the position. 

Reasonable accommodation is available to all disabled employ_e& e their disability affects the performance 
of job functions. All employment decisions are based on t4ei~~erits of the situation in accordance with defined 
criteria, not the disability of the individual. .9t'~~ ... , ~ 

Qualified individuals with disabilities are entitled to equal pay;\~ rms of compensation as well as in job 
assignments, classifications, organizational structures, position descti',B!i£ns, lines of progression, and seniority 
lists. Leave of all types will be available to all employees on an equaft'W'f -~ 

The City ofTupelo is also committed to not discriminating against any quali ee:t:employees or applicants because 
they are related to or associated with a person with a disability. The City wffi follow any state or local law that 
provides individuals with disabil" · protection than the ADA. 

This policy is neither 
necessary to ensure e 
all other applicable federal, "' '~-'Y""~' 

Supporting Information 

The City of Tupelo may ask for 
requested. If the employee fails to 
may be denied. 

Determinations 

_ usive. The City of Tupelo is committed to taking al l other actions 
ity for persons with disabilities in accordance with the ADA and 

loLY<H""'~._._ .. "-V'·""'""J" about the disabi lity and the accommodation 
"""!o<~"'w requested information, the request for an accommodation 

The City of T upelo m akes determinations about disability accommodations on a case-by-case basis 
cons idering various factors and based on an ind ividua lized assessment in each sihmtion. 

The City of Tupe lo strives to make determinations on disability accommodation requests expeditiously, 
and will inform the individual once a determination has been made. Any questions about an 
accommodation request made should be directed to the Human Resources Department. 

18 
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No Retaliation 

Individuals will not be retaliated against for req nesting an accommodation in good faith. The City of 
Tupelo expressly prohibits any form of discipline, reprisal, retaliation against any 
individual for requesting an accommodation in good faith. 

The City of Tupelo is committed to enforcing this policy and 
and applicants who request an accommodation in good faith. 
depends largely on individuals telling us about inappropriate W~lrk]plac< 
applicants feel that they or someone else may have been subjected to ""''uu"' 

<):altatton against employees 
ectiveme.ss of our efforts 

If employees or 
this policy, 
not report 
policy and 

they should report it immediately to the Human Resources Department. If 
retaliatory conduct, the City of Tupelo may not become aware of a possible v1umuoi 
may not be able to take appropriate conective action. 

Administration of this Policy 

The Human Resources Depmiment is reS])On 
regarding this policy or questions about '"IJlgilJ~, ··--·-" 

should be directed to the Human Resources 

19 
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111 Religious Accommodation ( N ~w) 

Requesting a Religious Accommodation 

,1{4:~~:~''\, 
If an employee believes an accommodation is needed because of religlpus beliefs or practices or lack 
thereof, a request orally or in writing for an accommodation sh()~~1.be summited to the Human 
Resources Department. The City of Tupelo encourages employee~'t6 ril~K'eJheir request in writing and 
to include relevant information, such as: "i(\i{ '>(;:~jz£,1",, 

"Z0,_ -,,~~;J~~~'" 
A description of the accommodation requested. 

','<>' 
The reason for an accommodation. ··:.: > > 

""', -></ 1?.\t> 
How the accommodation will help resolve the conflict between the religious beliefs or practices 
or lack thereof and one or more of the work requirements. 

After receiving the oral or written reques'fii~tJ;:e.;Sity of Tupelo will engage in a dialogue with the 
employee to explore potential accommodatic1p,st4~l'JJ.~~Id resolve the conflict between the religious 
beliefs and practices and one or more of th(\},worFteqq,ir~!nents. The City of Tupelo encourages 

• "18;~. <''Y<<fi:f}!«'\'!/'''' . • 
employees to suggest specific reasonable accOj(lm~}latli:msjr,t~..l!.~i:Would resolve any such conflict. 
However, the City of Tupelo is not required to ri1{\J<e'the specifi'c'accommodationrequested and may 
provide an alternative, effective accommodation;i}!o the ext~nt any accommodation can be made 
without imposing an undue hardship on the City of'i;')Jpelo. 

"'%;;','>~<-'(/ 

Supporting Information 
. , . ._,+i>:L;~2~f:>\· ")"··-"~ 

,p;~~':i->L'±L ._.,-'/,; <>)::'3~, 
The City ~,fp:'upelo maY,\sJ<';K,?r additional information about the religious practices or beliefs and the 
accomn!Qgfi!ion requested.'Jl'!tt\e employee fails to provide the requested information, the request for 
an acco!llffi?J~\\!Jon may be d~ll!~. 

'Vz:'~~%y-, ~~:',} 
Determination}t~,;;; >, A~ 
The City of Tupelo rhit\f7~ detimninations about religious accommodations on a case-by-case basis 
considering various factoi'S"and based on an individualized assessment in each situation. 

J:// 
_fi/ 

¥ 

The City ofTupelo strives to make determinations on religious accommodation requests expeditiously, 
and will inform the individual once a determination has been made. Any questions about an 
accommodation request made should be directed to the Human Resources Department. 

20 
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No Retaliation 

Individuals will not be retaliated against for requesting an accommodation in good faith. The City of 
Tupelo expressly prohibits any form of discipline, reprisal, intimidation, or retaliation against any 
individual for requesting an accommodation in good faith. 

The City of Tupelo is committed to enforcing this policy 
and applicants who request an accommodation in good 
depends largely on individuals telling us about 
applicants feel that they or someone else may have 
they should report it immediately to the Human 
retaliatory conduct, the City of Tupelo may not become 
may not be able to take appropriate conective action. 

Administration ofthis Policy 

prclhllbltJ.ng retaliation against employees 
\tmrve,rer. the effectiveness of our efforts 

workilla<:e conduct. If employees or 
Jbj<~cte conduct that violates this policy, 

If employees do not repmt 
violation of this policy and 

The Human Resources Deprutment is responsible for the of this policy. Any questions 
regarding this policy or religious accommodations that are not addressed in this policy 
should be directed to the Department. 

21 
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j 112 City Hall Administration Supersedes: 
•89 ~~ 211 

'·~ JQI)l} / I Organizational C::hart _ 
- - -

112 City Hall Administration Organizational Chart 
'~-,, 
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SECTION 2 EMPLOYMENT STATUS & RECORDS 

201 Employment Categories 

It is the intent of the City of Tupelo to clarify the definitions of 
employees understand their employment status and benefit ~u1~wuu, 
guarantee employment for any specified period oftime. Accordingly 
relationship at-will at any time is retained by both the employee 

classifications so that 

Each employee is designated as either NONEXEMPT or EXE:lviPT 
laws. NONEXEMPT employees are entitled to overtime pay under specific 
state laws. EXEMPT employees are excluded from specific provisions of 
laws. An employee's EXEMPT or NONEXEMPT classification may be changed 
notification by the City of Tupelo management. 

In addition to the above categories, each emJpw:yeewill belong to one other employment category: 

do not 

written 

REGULAR FULL-TIME employees are 
scheduled to work the City of Tupelo's 

not in a temporary status and who are regularly 
Generally, they are eligible for the City of 

Tupelo's benefit package, subject to the terms, CflJl.OIW · of each benefits program. 

PART-TIME employees are those who are not or introductory status and who are 
regularly scheduled to work twenty (20) hours nP-r'wf•ek wn,.<e.rne•vdo receive all legally mandated 
benefits (such as Social Security and workers' cornp<m~!\_ti<Jn insurance), may also be eligible for other 
benefits programs (such as PERS, Health Insurance Holidays), but not eligible for Vacation 
Benefits. 

TEMPORARY employees are those who are hired as interim replacements, to temporarily supplement the 
work force, or to assist in the completion of a specific project. Employment assignments in this category 
are of a limited duration and shall not extend beyond one (1) year. Employment beyond any initially stated 
period does not in any way imply a change in employment status. Temporary employees retain that status 
unless and until notified of a change. While temporary employees receive all legally mandated benefits 
(such as workers' compensation insurance and Social Security), they are ineligible for all of the City of 
Tupelo's other benefits programs. 

SEASONAL employees are those employees who work full-time during a particular season. Other than 
Social Security and workers' compensation benefits, seasonal employees are ineligible for any the City of 
Tupelo's benefits package. 

23 
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202 Access to Personnel Files 

The City of Tupelo maintains a personnel file on each employee. The personnel file includes such 
infonnation as the employee's job application, resume, records of training, documentation of performance 
appraisals, salary increases, and other employment records. 

Personnel files are the property of the City of Tupelo, and access to the information they contain is 
restricted. Generally, only management personnel of the City of Tupelo who have a legitimate reason to 
review information in a file are allowed to do so. 

Employees who wish to review their own file should contast'tl}e Human Resources Department. With 
reasonable advance notice, employees may review their OWJE~,;,'~ollnel files in the City of Tupelo's offices 
and in the presence of an individual appointed by the C~tji\Jf Tupelo to maintain the files. An employee 
may file a written request with the Iluman Resourcespepalj.!nent fo;··!l.copy of his or her personnel file. 

, ''< .. -'-:_;>.;\,, ~"'(i~;;;."'"L -~,'"-
It is the responsibility of each employee to promptly notif'y the;~i.l)'}tlfTupelo of any changes in pcrsotmel 
data. Personal mailing addresses, telephone numbers, number alfd~,!\~,'?'es of dependents, individuals to be 
contacted in the event of an emergency, educational accomplishme'hfstt)Jld other such status repotis should 
be accurate and current at all times. If any personnel data has chiing~g, notifY the Human Resources 
Department. ''¥(~!! 

24 
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203 Employment Reference Checks 

To ensure that individuals who join the City of Tupelo are well qualified and have a strong potential to be 
productive and successful, the City of Tupelo strives to check the employment references of all applicants. 

For extemal requests, the Human Resources Department will respond in wtj\'Jrm only to those reterence 
check inquiries that are submitted in writing. Responses to such inquit:j~il"wli!,confirm only dates of 

/:-~-~· 

employment, wage rates, and position(s) held. . A'l~;I!A····· .. . ·. 
fi{!F ~:%~~~ 

A response by the Hum_an Resources Depmiment to a reference~~;'/l'ck .inql~~~~ill be the .only official 
reference made by the Ctty of Tupelo. Any response to a reference cl\~k mqmr)'4J).J!;~e by a Ctty of Tupelo 
employee, other than by a member of the Human Resources Department within the I)'Q}/~~.a .. r riieses stated herein, 
will not be regarded as an official response hy the City of Tupelo. "'i~g~ 

"j~~~f 
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204 Job Descriptions 

The City of Tupelo makes every effort to create and maintain accurate job descriptions for all positions 
within the organization. Each description includes a job information section, a job summary section (giving 
a general overview of the job's purpose), an essential duties and responsibilities section, a supervisory 
responsibilities section, a qualifications section (including education language skills, 
mathematical skills, reasoning ability, and any certification required), a section, and a 
work environment section. 

The City of Tupelo maintains job descriptions to aid in orienting 
the requirements of each position, establishing hiring criteria, seltinO";;tarlna.rd' 
evaluations, and establishing a basis for making reasonable 
disabilities. 

The Human Resources Department prepares job descriptions when new positions are 
descriptions are also reviewed and revised in order to ensure that they are up to date. Job may 
also be rewritten periodically to reflect changes in the position's duties and responsibilities. All 
employees will be expected to help ensure · descriptions are accurate and current, reflecting the 
work being done, 

Employees should remember that job ne•;criintior 
assigned, and that additional re~;ponsiibiliti<'5 
Department with any 

Most recent update: 3/14/19 
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205 Date of Hire/Seniority 

Each employee will accrue seniority as of the official date of hire. Employees automatically lose their 
seniority upon termination of continuous employment with the City. When and if an employee is rehired, 
the most recent date of rehire will become the date of hire for the purpose of seniority. Continuous 
employment is defined as a period of employment that has not been interrupted by a voluntary or 
involuntary relief from employment other than a separation from which an employee is eligible for 
reinstatement. 

27 
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206 Performance Evaluation 

Supervisors and employees are strongly encouraged to discuss job performance and goals on an informal, 
day-to-day basis. Formal performance evaluations are conducted to provide both supervisors and 
employees the opportunity to discuss job tasks, identify and correct weaknesses, encourage and recognize 
strengths, and discuss positive, purposeful approaches for meeting goals. 

Performance evaluations may be scheduled approximately every twelve 
anniversary of the employee's original date of hire with any adinstme1 
period. The decision to award such an adjustment is dependent 
information documented by this formal perfom1ance evaluation 

28 
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207 Outside Employment 

An employee may hold a job with another organization as long as he or she satisfactorily performs his or 
her job responsibilities with the City of Tupelo. All employees will be judged by the same performance 
standards and will be subject to the City of Tupelo's scheduling demands, regardless of any existing outside 
work requirements. 

If the City of Tupelo determines that an employee's outside work 
to meet the requirements of the City of Tupelo as they are mo•di!Ied 
be asked to tetminate the outside employment if he or she choose: 
Tupelo. 

Employees with the City Police and Fire Departments should check with their 
as to certain additional restrictions on outside employment. 

perf01mance or the ability 
time, the employee may 
tployed with the City of 

Unless specifically authorized by state statute and local ordinance, employees may not 
uniforms, equipment or vehicles for use in a non-City job unless approved by City Council. 

Outside employment will present a conflict of interest if it has an adverse impact on the City of Tupelo. 
Please refer to I 08 Conflicts of Interest of this handbook. 
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208 Employment Separation 

Separation of employment is a part of personnel activity within any organization, and many of the reasons 
for separation are routine. Below are examples of some of the most common circumstances under which 
employment is terminated: 

• Resignation - voluntary act initiated by the employee to terminate employment with the City of 
Tupelo. Although advance notice is not required, the City of Tupelo requests at least two (2) weeks' 
written resignation notice from all employees. Prior to an employee's departure, the City will strive 
to schedule an exit interview to discuss the reasons for resignation and the effect of the resignation 
on benefits. 

• Discharge- involuntary employment termination 
• Layoff - involuntary employment tenmii1atiion 

reasons. 
• Retirement - volunta1y employment 

length of service, and any other criteria for retiremen 

The City of Tupelo will strive to schedule exit interviews at the 
interview will afford an opportunity to discuss such issues as 
repayment of outstanding debts to the City of Tupelo, or return of 
complaints, and questions can also be voiced. 

the organization. 
organization for nondisciplinary 

meeting age, 

nplo~·m<ont termination. The exit 
conversion privileges, 
property. Suggestions, 

Since employment with 
City of Tupelo have 
Employees will re<:ei''-

is based on mutual consent, both the employee and the 
employment at will, with or without cause, at any time. 

accordance with applicable state law. 

Employee benefits will be 
benefits that are due and 
employee's expense if the enc<pi<)Y< 
that may be continued and of the 

Most recent update: 3/14/19 

"'.1!-J·"'"'u" in the following manner: All accrued, vested 
be paid. Some benefits may be continued at the 

employee will be notified in writing of the benefits 
and limitations of such continuance. 
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209 Discipline 

The City of Tupelo practices progressive discipline when addressing employees' behavior that is not 
consistent with the City's policies and procedures. An employee will be given notice, either verbal or 
written, of the inconsistent behavior and an opportunity to correct the behavior. However, not all behavior 
may be deemed correctable, and certain behavior may be deemed too severe for corrective measures, 
thereby requiring other more appropriate disciplinary actions which may !etmination. 

Documentation of disciplinary actions will be kept on file with the 
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210 Return of Property 

Employees are responsible for all the City of Tupelo property, materials, or written infonnation issued to 
them or in their possession or control. Employees must return all the City of Tupelo propetty immediately 
upon request or upon termination of employment. Where pemtitted by applicable laws, the City of Tupelo 
may withhold from the employee's check or final paycheck the cost of any items that are not returned when 
required. The City of Tupelo may also take all action deemed appropriate to or protect its property. 

Supervisors will be responsible for returning an employee's pe1csom 
termination of employment. 
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SECTION 3 EMPLOYEE BENEFIT PROGRAMS 

301 Employee Benefits 

Eligible employees at the City of Tupelo are provided a wide range of benefits. A number of the programs 
(such as Social Security, workers' compensation and unemployment insurance) cover all employees in the 
manner prescribed by law. 

Benefits eligibility is dependent upon a variety of factors, 
employee's supervisor can identify the eligible programs. 
elsewhere in the employee handbook. 

• Auto Mileage 

• Auto, employer-owned 

• Bereavement Leave 

• Deferred Compensation Plan 

• Family and Medical Leave 

• Flexible Spending Plan 

• Health Insurance 

• Holidays 

• Jury Duty 

• Life 

• 
• Military Leave 

• Personal Leave 

• Public Employees 

• Sick Leave Benefits 

• Travel Allowances 

• Tupelo Aquatic Center 

• Uniforms (where appropriate) 

• Vacation Benefits 

• Voting Time Off (when necessmy) 

including employee classification. The 
~r •norou of these programs can be found 

For information about what benefits an employee may be entitled, please contact the department supervisor. 
Some benefit programs require monetaty contributions from employees, but many are fully paid by the City 
of Tupelo. 
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302 Bereavement Leave 

Employees who wish to take time off due to the death of an immediate family member should notifY their 
supervisor immediately. 

Regular full-time employees will receive up to three (3) days of paid 

Members of the Fire Department will receive twenty-four (24) work 
to the nature of the shift work. 

Bereavement pay is calculated based on the base pay rate at the 

Bereavement leave will normally be granted unless there are unusual 
requirements. Employees may, with their supervisors' approval, use any available paid 
time off as necessary. 

or staffing 
· additional 

For purposes of this policy, "immediate fan1ihr" means spouse, mother, father, mother-in-law, father-in-
law, children, sister, brother, · brother-in-law, sister-in-law, grandparents, and 
grandchildren. Current step-grandparents, stepfather, stepmother, stepfather-in-law, niece 
nephew, or cousin, who resides in your you are a court appointed guardian or 
conservator might also be treated as "immed "'~""m 
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303 Family and Medical Leave 

Under the Family and Medical Leave Act (FMLA), the City of Tupelo provides unpaid family and /or 
medical leave to eligible employees for up to a total of twelve (12) workweeks during a twelve month 
period for one or more of the following: 

the birth of a son or daughter and in order to care for that son or daughter (leave to be completed 
within one year of the child's bhth); 

• the placement of a son or daughter with you for adoption or foster care and in order to care for the 
newly placed son or daughter (leave to be completed one year of the child's placement); 

• to care for a spouse, son, daughter, or parent with a condition; 

• to care for your own serious health condition, 
functions of your position; or 

a qualifYing exigency of a spouse, son, daughter, or -""--· member on covered active 
of an impending call or order to duty or called to covered active duty status (or has been 

covered active duty). 

Both Spouses Employed by the City of Tupelo 

S pauses who are both 

• 

Combined total of 26 weeks in a 
• military caregiver leave; or 

the City ofTupelo and eligible for FMLA leave may be limited to a: 

during the 12-month period if leave is requested: 
and in order to care for that son or daughter; 

employee for adoption m· foster care and in order 
or 

senous health condition . 

a combination of military caregiver leave and leave for other FMLA-qualifYing reasons. 

In general, leaves of absence granted under this policy are unpaid leaves of absence. Absence based on the 
employee's own serious health condition may qualifY as paid absence under the City's sick leave plan. 
Additionally, employees are required to use accrued sick leave, personal leave, holidays and vacation during 
a leave subject to the FMLA. 

1. Eligible employees. Family/medical leave is available to all regular full-time and part-time 
employees who have completed at least twelve (12) months of service with the City and have worked a 
minimum of 1,250 hours for the City in the twelve (12)-month period immediately preceding the 
commencement of the leave. 

35 
Most recent update: 3/14/19 



Page 209 

·--
City of Tupelo Employee Handbook Policy# 303 
Section 3 Employee Benefit Programs Effective Date: 1/1/19 
303 Family and Medical Leave Supersedes: 

2. Leave duration. Eligible employees are entitled to up to a total of twelve (12) workweeks of leave 
during a twelve (12)-month period. The twelve (12)-month period is measured backward from the date an 
employee uses any FMLA leave. Thus, each time an employee takes FMLA leave, the remaining leave 
entitlement would be any balance of the twelve (12) weeks that has not been used during the immediately 
preceding twelve (12) months. All FMLA leave will run concurrently with other similar leaves mandated 
by law, and all vacation, personal leave, and sick leave used during the leave will be included as part of the 
twelve (12) week period provided by this policy. Any combination of medical and family leave may not 
exceed the maximum limit of twelve (12) weeks for any employee. 

3. Leave conditions. The following conditions are required under the FMLA: 

* Employee notice requirements. Employees req[ue:stir•g,J 
(30) days' advance notice before leave is to begin, or if the 
should provide as much advance notice as practicable; 

leave must provide at least thirty 
leave is unanticipated, the employee 

for unanticipated leave must be 
leave,j:le<:onnes known. Leave of absence given within two (2) business days of when the 

request forms may be obtained from the personnel · 
condition or that of a family member, an employee on 
(30) days of the status of the condition and intent to return to 
(2) days' advance notice of their intent to return to work. In 
employee not to return to work, the employee must notify the City 

* 

employee's own serious health 
or her supervisor every thirty 

'mplc>yeoes must provide the City two 
when a decision is made by the 

health condition entitling an employee 
to FMLA leave means an · •@hy:sical or mental condition that involves in-patient 
care (including any period of· 
may take leave for these purposes 
be placed on a reduced work week or 
she is absent or expects to be absent due 
consecutive work days. 

treatment by a health care provider). Employees 
nso,cuttiv·e basis or intermittently, or the employee may request to 
)~(ll;,Worl;days. An employee must request a leave anytime he or 

or her own serious health condition for more than three (3) 

* Nonconsecutive periods of leave. If an employee requests an intermittent or reduced schedule 
leave due to a serious health condition (either his or her own or that of a covered family member, i.e. child, 
spouse or parent), the City may require the employee to transfer temporarily to an alternative position for 
which the employee is qualified to better accommodate the recurring periods of leave the employee will 
require. Employees transferred under such circumstances will receive equivalent pay and benefits. 
Employees requesting intermittent or reduced-schedule leaves for planning medical treatment for the 
employee or a covered family member must make a reasonable effort to schedule the treatment so as not to 
disrupt unduly the City's operations. 
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4. Request for leave. When possible, employees should submit a leave of absence request fonn to 
their supervisor. When the need for leave is unanticipated, verbal notice to supervisor is sufficient. Once 
a request for leave is received, the City will send the employee a written response to the leave request. 

5. Certification requirements. The City requires ce1tification from a health care provider 
substantiating the employee's leave request anytime an employee expects to be or is absent for reasons that 
qualify for medical leave under the FMLA. When an employee foresees the . for leave and has provided 
at least thirty (30) days' notice, the employee should provide such the leave begins. 
When this is not possible, the employee must provide the certification (15) days of the City's 
request for certification. Failure to provide certification on a timely delay or result in denial of 
the leave. 

Where the leave is for the employee's own serious health CClJ1ditioJtl, 
certification indicating that the employee can return to work and perform the 

requires medical 
· of his or 

her position, with or without reasonable accommodation. Where the leave is 
condition of an employee's child, spouse, or parent, the employee must provide the 

health 

cettification which substantiates that an employee is needed to care for a family The City will 
consider making a reasonable accommodation for disability an employee may have where required by 
law and which will not cause undue certification will also be required from any employee 
who claims he or she is unable to return to scheduled conclusion of a leave or who request a 
leave extension. The City has no obligation FMLA leave beyond the twelve (12) 
week period but retains the discretion to do so. 

6. Use of accrued leave. Employees leave will be required to 
use all accrued paid sick leave, personal days, (or time-not-worked benefits). 
Workers' compensation leave may be counted FMLA leave ifthe work related illness 
or injury meets FMLA's definition of a "serious ' and if the FMLA leave entitlement is 
properly designated by the City at the beginning of the Employees on family/medical leave will 
be required to applicable pay for · benefits; thereafter, the remainder ofthe leave 
will be of counting the FMLA leave twenty-four (24) week entitlement, all FMLA 

to return 
conditions 
position other 
Thus, for example, 
arises that affects the 
for certain highly 

other applicable law-mandated leaves, if applicable. 

An eligible employee who takes FMLA-protected leave is entitled 
to an equivalent job with equivalent benefits, pay, and other terms and 

, no employee is entitled under this policy to any right, benefit, or 
employee would have been entitled had him or her not taken leave. 

'ed1c~ction in force or some extenuating circumstance or business condition 
position, reinstatement may not be possible. Exceptions may also apply 

"key" employees under certain conditions. 

8. Benefits continuation while on statutory leave. During a covered family/medical leave, the 
City will continue to provide its nonnal health insurance coverage at the level and under the conditions 
coverage would have been provided had the employee been continuously employed. Normal employee 
contributions for group health benefits, as well as for any voluntaty benefits, will be deducted from any 
payments made to the employee while on leave. If the employee has exhausted all pay for time-not-worked 
benefits and his or her leave becomes unpaid, the City will contact the employee and review the available 
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options for continuation for such benefits. !fan employee defaults on payment of health care premiums or 
fails to return from unpaid FMLA leave, the employer may recoup the expense of health benefits which 
were maintained during the leave unless the failure to return was based upon the continuation, recurrence 
or onset of a serious health condition of the employee or family member which would ordinarily qualifY 
the employee for an FMLA leave or for a reason beyond the employee's control. To the extent recovery is 
allowed, the City will recover the cost of unpaid health care premiums through a payroll deduction from 
any sums due to the employee provided such deductions do not violate applicable federal or state laws. 
Alternatively, the employer may initiate legal action against the employee to recover such cost. 

All questions about leaves of absence should be directed to the Human Resources Department. 
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304 Employee Insurance Plans 

WORKERS' COMPENSATION INSURANCE 

The City of Tupelo provides a comprehensive workers' compensation insurance program at no cost to 
employees. This program covers any injury or illness sustained in the course of employment that requires 
medical, surgical, or hospital treatment. Subject to applicable legal requirements, workers' compensation 
insurance provides benefits after a short waiting period or, if the employee is hospitalized, immediately. 

Employees who sustain work-related injuries or illnesses should inform their supervisor immediately. No 
matter how minor an on-the-job injury may appear, it is · it be reported immediately. This will 
enable an eligible employee to qualifY for coverage as · 

HEALTH INSURANCE 

The City of Tupelo's health insurance plan provides ~II''P"'Y''~ 
insurance benefits. Employees in the following employment 
health insurance plan: 

dependents access to medical 
are eligible to participate in the 

• Regular full-time employees 
• Part-time more than 30 hours 

Eligible employees 
agreement between 

COBRA gives 
coverage under the 
of eligibili1y. Some 

health insurance plan subject to all terms and conditions of the 
the insurance carrier. 

in loss of eligibility to participate in the health 
)ntinwitio•nunder the Consolidated Omnibus Budget 

in the Summary Plan Description (SPD). An SPD and 
nl'r>vuie<l in advance of enrollment to eligible employees. Contact 

more inf01mation about health insurance benefits. 

qualified beneficiaries the opportuni1y to continue health insurance 
' health plan when a "qualifYing event" would normally result in the loss 

qualifYing events are: 

Tennination of employment (for reasons other than gross misconduct). 
Death of an employee. 

• Reduction in an employee's hours or a leave of absence. 
Employee's divorce or legal separation. 

• Dependent child no longer meeting eligibility requirements. 
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A qualified beneficiary is an individual who, on the day before a qualifYing event, was covered under a 
group health plan because the individual was: 

A covered employee. 
The spouse of a covered employee. 
The dependent child of a covered employee. 

Under COBRA, the employee or other beneficiary pays the full cost of 
group rates plus an administration fee. The period of coverage c.n11tiT' ""'t' 
event. The City of Tupelo provides each eligible employee with a 
under COBRA when the employee becomes eligible for 
insurance plan. The notice contains important information 
Contact the Human Resources Department with any questions 

LIFE INSURANCE 

at the City of Tupelo's 
~Jlbj'ect to the qualifying 
de,;cr.ibiilQ rights granted 
City of Tupelo's health 

rights and obligations. 
COBRA. 

Life insurance offers an employee and their family important financial protection. 
provides a basic life insurance plan for eligible employees. 

Employees in the following employment are eligible to participate in the life insurance plan: 

• Regular full-time employees 

Eligible employees may participate in the life · 
agreement between the City of Tupelo and the 

Details of the basic life insurance plan including 
Description provided to eligible employees. CoontEICJ 
information · benefits. 
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305 Holidays 

The City of Tupelo will grant holiday time off to all employees on the holidays listed below: 

* New Year's Day (January I) 
* Martin Luther King, Jr. Day/Robert E. Lee's Birthday (third Monday in January) 
* Presidents' Day (third Monday in February) 
* Good Friday (Friday before Easter) 
• Memorial Day (last Monday in May) 
• Independence Day (July 4) 
• Labor Day (first Monday in September) 
*Veterans' Day (November II) 
* Thanksgiving (fourth Thursday in November) 
* Christmas (December 25) 

The City ofTupelo will grant paid holiday time off to all 
to an eligible employment classification. Holiday pay will be 
time pay rate (as of the date of the holiday) times the number 
worked on that day. Eligible employee classification(s): 

immediately upon assignment 
based on the employee's straight
employee would otherwise have 

*All regular full-time and regular part-time employees (except 
Division of the Tupelo Fire n~n"rtmemt\ 

of the Emergency Services 

An employee may 
day immediately 

Unless on authorized 
and the day after a holiday 

A recognized holiday that falls on 
holiday that falls on a Sunday will be 

nsatoty time or vacation days in lieu of working the last scheduled 
scttedule:d day immediately following a holiday. 

day before a holiday, the holiday if required, 

will be observed on the preceding Friday. A recognized 
on the following Monday. 

If eligible nonexempt employees work a recognized holiday, they will receive holiday pay plus wages 
at their straight-time rate for the hours worked on the holiday. 

Paid time off for holidays will not be counted as hours worked for the pmposes of determining overtime. 
An employee must wor!{ in excess of 40 hours per week to be eligible for overtime pay. 
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306 Jury Duty 

The City of Tupelo encourages employees to fulfill their civic responsibilities by serving jury duty when 
required. Employees in an eligible classification may request up to two (2) weeks of paid jury duty leave 
over any two (2) year period. 

Jury duty pay will be calculated on the employee's base pay rate times the number of hours the employee 
would otherwise have worked on the day of absence. Employee classifications that quality for paid jury 
duty leave are: 

• Regular full-time employees 
* Regular pa1t-time employees 

If employees are required to serve jury duty beyond 
available paid time off (for example, vacation beioefJ.t§;l 
duty leave of absence. 

When a City employee who has served as a juror receives jury 
the option to turn in such pay to his supervisor as soon as such 
take unpaid leave as permitted in Section 315 of this handbook. 

service, the employee may have 
received or keep the jury fee and 

Employees must show the jury duty summons to their supervisor as socm;ls possible so that the supervisor 
may make arrangements to accommodate their absence. Of course, are expected to report for 
work whenever the court schedule permits. 

Either the City of Tupelo or the employee may request an excuse fromjtuy duty if, in the City of Tupelo's 
judgment, the employee's absence would create serious operational difficulties. 

Most recent update: 3/14/19 
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-

307 Military Leave 

(1) Reservists and Members of the National Guard: Most employees serving in the Reserve or National 
Guard may be granted military leave to enable them to attend cettain types of training as Reservists or 
Guard members, pursuant to Section 33-21-21 of the Mississippi Code Annotated (1972, as amended) and 
38 U.S.C.A. Section 4301, et seq. Employees taking leave for reasons are expected to give 
reasonable notice of their need for leave, and to show their orders to their · supervisor as soon as 
they receive the orders. An employee who fails to provide reasonable for military leave 
risks not being reemployed, unless providing reasonable notice was unreasonable or precluded 
by military considerations. 

Militmy leave may be granted as listed in the following two sec:tic>nSj~~ubject 
below: 

a. Leave for periods not to exceed one hundred twenty (120) hours will be 
pay, time, annual leave, or efficiency rating until relieved from duty. 

loss of 

b. Leave for certain periods in excess 
annual leave, or efficiency rating 

( 15) days will be provided without loss of pay, time, 
from duty. 

An employee taking military leave may be 
equivalent status, seniority and pay, provided 

position held before leave or a position of 

a. received a certificate of satisfactmy comr1lej 
armed forces, 

discharged or released from the 

b. is still qualified to perfom1 the duties of such 

At 
depending 
or a job to 
Annotated ( 1972, 

0et1oployJne1nt within ninety days after the employee was relieved from such 
relea~;ed from hospitalization for a period of not more than one ( 1) year for 

services, 

are required to report for work within the applicable time period, 
be able to return to their former job, a job equal in status and pay, 

entitled under Section 33-1-21, et seq. of the Mississippi Code 
38 U.S.C.A. Section 4301, et seq. 

Upon reemployment, uniformed service member may be entitled to all seniority-based benefits 
or rights to such he or she would have accrued if he or she had remained employed. A retuming 
unifotmed service may also be entitled to all non-seniority benefits and rights to benefits in the 
same manner as any employee on a leave of absence according to the City's policies in place at the time the 
leave began or that were implemented while the employee was on leave. 
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(2) Militaty Service in the Anned Forces: Generally, employees who leave their jobs to enter the armed 
forces, whether voluntarily or because of a draft, may be entitled to return to their old jobs or jobs 
comparable in status and pay when they are discharged from the service, To be eligible for this 
reinstatement, the returning employee must have been honorably discharged or been rejected for enlistment; 
have served no more than five (5) years; and reapply within the applicable time period, depending on the 
length ofleave (unless delayed for medical reasons), 
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308 Personal Leave 

The City of Tupelo provides leaves of absence without pay to eligible employees who wish to take time off 
from work duties to fulfill personal obligations. Regular full-time employees are eligible to request personal 
leave as described in this policy: 

Personal leave may be granted for a period of up to six ( 6) calendar days every one (1) year. If this initial 
period of leave proves insufficient, consideration will be given to a written request for a single extension 
of no more than thirty (30) calendar days. With the supervisor's approval, an employee may take any 
available sick leave or vacation leave as pat1 of the approved period of leave. 

Requests for personal leave will be evaluated based on a 
requirements and staffing considerations during the 

Subject to the tetms, conditions, and limitations of 
provided by the City of Tupelo for the full period of the 

~t'lac!<)rs, including anticipated work load 
P" .v, •. '" absence. 

returns from personal leave, benefits again be nrc>VlclecJ 

l>~ealth insurance benefits will be 
leave. When the employee 

City of Tupelo according to the 
applicable plans. 

Benefit accruals, such as vacation, sick leave, 
will resume upon return to active employment 

If an employee fails to repm1 to work promptly at 
Tupelo will assume the employee has resigned. 
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309 Sick Leave Benefits 

The City of Tupelo provides paid sick leave benefits to all eligible employees for periods of temporary 
absence due to illnesses or injuries. Regular full-time employees are the eligible employee classification 

Eligible employees will accrue sick leave benefits at the rate of twelve ( 12) 
full month of service). Sick leave benefits are calculated on the basis of 
month period that begins when the employee starts to earn sick leave 

year (I day for every 
year," the twelve (12) 

is the date the employee 
begins work for the City. 

Employees of the Emergency Services Division of the City of 
leave benefits at the rate of 11.2 hours per month. 

will accrue sick 

Employees can request use of paid sick leave after completing a waiting period of one (180) 
calendar days from the date they become eligible to accrue sick leave benefits. Paid sick can be used 
in minimum increments of one-qua1ter of one hour. Eligible employees may use sick benefits for an 
absence due to their own illness or injury may donate a portion of such leave to another City employee 
in accordance with the Donation of Leave at Section 60 I of this employee handbook. For the 
purpose of this policy, a "dependent family any person related by blood or marriage to a 
City of Tupelo employee who lives in the and depends on the employee for care. 

Employees who are unable to report to work d notifY their direct supervisor 
before the scheduled start of their workday if direct must also be contacted on each 
additional day of absence. If an employee is absent (3) consecutive days due to illness or 
injury, a physician's statement must be provided the disability and its beginning and expected 
ending dates. Such verification may be requested for leave absences as well and may be required 
as a condition to receiving sick leave benefits. Before to work from a sick leave absence of three 
(3) calendar an employee must provide a physician's verification that he or she may safely 

benefits, 
benefits, such 
an employee is 
insurance programs. 
the employee's normal 

based on the employee's base pay rate at the time of absence and will 
co1mpen:sation. As an additional condition of eligibility for sick leave 

absence must apply for any other available compensation and 
Sick leave benefits will be used to supplement any payments that 

from workers' compensation or the City of Tupelo-provided disability 
of any such disability payments and sick leave benefits cannot exceed 

There is no limit to the number of days which can be accumulated for sick leave. Sick leave benefits are 
intended solely to provide income protection in the event of illness or injury, and may not be used for any 
other absence. Unused sick leave benefits will not be paid to employees while they are employed or upon 
termination of employment; however, unused sick leave shall be counted as creditable services for the 
purposes of the Public Employees' Retirement System as provided in Section 25-11-103 of the Mississippi 
Code of 1972, as amended. 
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310 Business Travel Expenses 

The City of Tupelo will reimburse employees for reasonable business travel expenses incurred while on 
assignments away from the normal work location. All business travel must be approved in advance by the 
employee's depmtment head and the Chief Financial Officer. 

Employees whose travel plans have been approved are responsible for making their own travel 
arrangements. 

Expenses that generally will be reimbursed include the following: 

Airfare or train fare for travel in coach or economy !'lowest available fare. 

Car rental fees, only for compact or mid-sized 
are not available. City employees may be reilmb1cirs,ed 
The Mayor or Chief Operations Officer will approve 

Fares for shuttle or airport bus service, where available; cost 

Taxi fares, if there is no other ground transportation available. 
ground transportation expenses only if the least expensive transi>Ol'lt'l) 
shall rest with the Chief Financial Officer. 

be used only when City vehicles 
rate allowed by state law. 

vehicle rentals. 

will be reimbursed for 
is used. Such dete1mination 

Mileage costs for only when less expensive transportation is not available. 

Costs of meals 
and Administration. 
annually for such meals. 

Tips not exceeding 15% of the 

a per diem rate as set by the Mississippi Department of Finance 
Administration sets a maximum daily expenditure 

\lfutrse:d for overnight travel. 

meal or 10% of a taxi fare. 

Employees who are involved in an accident while tmveling on City business must promptly report the 
incident to their immediate supervisor. Vehicles owned, leased, or rented by the City of Tupelo may not be 
used for personal use without prior approval by the Department head 

Cash advances to cover reasonable anticipated expenses may be made to employees, after travel has been 
approved by the employee's Depa1tment head and the Chief Financial Officer. The ChiefFinancial Officer 
shall approve all travel advances for depmtment heads. Employees should submit a written request to their 
department head when travel advances are needed. 
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With prior approval, employees on business travel may be accompanied by a family member or friend, 
when the presence of a companion will not interfere with successful completion of business objectives. 
The City will only reimburse for a single room rate and for the employee's meals only. Generally, 
employees are also permitted to combine personal travel with business travel, as long as time away from 
work is approved. Additional expenses arising from such nonbusiness travel are the responsibility of the 
employee. 

When travel is completed, employees should submit completed travel expense reports within five (5) days 
to their department head. Reports should be accompanied by receipts for all individual expenses. Credit 
card receipts are not acceptable for reimbursement purposes. For those employees who do not submit 
completed travel expense reports within five (5) days after their travel is completed, the City may deduct 
the full amount of the travel expense from the employee's paycheck. 

Employees should contact their supervisor for guidance and assistance on procedures related to travel 
arrangements, travel advances, expense reports, reimbursement for specific expenses, or any other business 
travel issues. 

Abuse of this business travel expenses pol 
incurred by the employee, can be gnm••us; 
employment. 

Most recent update: 3/14/19 

including falsifYing expense repmts to reflect costs not 
disciplinary action, up to and including termination of 
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311 Vacation Benefits 

Vacation time off with pay is available to eligible employees who are Regular full-time employees to 
provide opportunities for rest, relaxation, and personal pursuits. 

Initial eligibility for vacation time is one (I) year from the date an employee is hired by the City. 

The amount of paid vacation time employees receive each year 
employment as shown in the following schedule: 

• Upon initial eligibility the employee is entitled to 80 

• After 10 years of eligible service the employee is entitled to 

• After 15 years of eligible service the employee is entitled to 160 hours of 

the length of their 

each year. 

year. 

In lieu of regularly scheduled holidays, the employees of the Emergency Service Divis'Fon (ESD) of the 
City of Tupelo Fire Department shall receive vacation time as follows: 

• Upon eligibility the ESD employee 184 hours of vacation per year. 

• After ten (I 0) years of eligible service, 
year. 

is entitled to 240 hours of vacation per 

• After fifteen ( 15) years of eligible service, 
year. 

The length of eligible service is calculated on the basis "benefit year." This is the 12-month period that 

Paid vacation 

starts to earn vacation time. An employee's benefit year may be extended for 
except military leave of absence. Military leave has no effect on this 
of absence policies for more information.) 

errtpl<JytneJnt classification, they begin to earn paid vacation time 
vac:ation time is available for use in the year following its accrual. 

minimum increments of one hour. To take vacation, employees should 
supervisors. Requests will be reviewed based on a number of factors, 

staJffin1g requirements. 

As stated above, employees are encouraged to use available paid vacation time for rest, relaxation, and 
personal pursuits. In the event that available vacation is not used by the end of the benefit year, the unused 
vacation time shall be counted as creditable service for the purposes of the Public Employee's Retirement 
System as provided in Section 25-11-103 of the Mississippi Code of 1972, as amended. 

Vacation time may not be carried over into the next benefit year nor can such time be accrued by employees. 

49 
Most recent update: 3/14119 



Page 223 

City of Tupelo Employee Handbook Policy# 311 
Section 3 Employee Benefit Programs Effective Date: 1/1/19 
311 Vacation Benefits Supersedes: 

Vacation time off is paid at the employee's base pay rate at the time of vacation. After the current benefit 
year, unused vacation time will roll over to accrue as sick leave in accordance with Section 309. 

Upon termination of employment, employees will be paid for unused vacation time that has been earned 
through the last day of work. However, ifthe City of Tupelo, in its sole discretion, terminates employment 
for cause, forfeiture of unused vacation time may result. 
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312 Voting and Elections 

The City of Tupelo encourages employees to fulfill their civic responsibilities by participating in elections. 
State law requires that employers provide their employees with time to vote when necessary. Generally 
with polls open from 7:00 a.m. till 7:00 p.m., employees are able to find time to vote either before or after 
their regular work schedule. In the event that an employee is unable to these times, notifY the 
direct supervisor to make an exception for time to vote. 

Employees should request time off to vote from their supervisor 
Election Day. Advance notice is required so that the necessary 
or end ofthe work shift, whichever provides the least disruption to tli'e,nonnal 

woJrkintg days prior to the 
1ed.ul<:d at the beginning 

As required by state law, no City of Tupelo employee may be allowed any vacation of absence at 
the expense of the City ofTupelo to render any service or services for or against any group of 
candidates, or to take any active part in any election campaign whatsoever. No City employee is 
allowed to direct or coerce, directly or indirectly, any employee to vote or not to vote any particular 
person or group of persons in any election, to discharge or to threaten to discharge any such employee, 
or to increase or decrease the salary or of an employee, or otherwise promote or demote the 
employee, because of his or her vote or any pmticular candidate or group of candidates. 
No City of Tupelo employee having the discharge other employees, may make any 
statement public or private, or give out or statement, calculated to intimidate or 
coerce or otherwise influence any vote of an 

A violation of this policy may be grounds for 
employment. 

Most recent update: 3/14/19 
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313 Employee Assistance Program 

The City of Tupelo cares about the health and well-being of its employees and recognizes that a variety of 
personal problems can disrupt their personal and work lives. While many employees solve their problems 
either on their own or with the help of family and friends, sometimes employees need professional 
assistance and advice. 

Through the Employee Assistance Program (EAP), the City of 
professional counseling services for help in confronting such 
substance abuse, marital and family difficulties, financial or 
EAP is available to all employees and their immediate family m(>mlbe'i'S,o·fferin,g 
term counseling, and referral to appropriate community, and private services. 

confidential access to 
as alcohol and other 

'm<Jticmal distress. The 
assessment) short~ 

The EAP is strictly confidential and is designed to safeguard privacy and rights, 
EAP counselor may be released only if requested by the employee in writing, All cou 
a Professional Code of Ethics. 

Personal information concerning employee 

No information related to an employee's 

There is no cost for employees to consult with 
services available. The counselor will also let errtp'Jj~~ 
services may be covered by their health insurance 
the employees. 

in the EAP is maintained in a confidential manner. 

'll outline community and private 
any costs associated with private 

tho,r,,~ not covered are the responsibility of 

Minor concerns can become major problems if Jg••ufeu. No issue is too small or too large, and a 
professional available to help needed. 

13 to contact an EAP counselor or the Human Resources Department. 
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~··-

314 Witness Duty Leave 

The City of Tupelo encourages employees to appear in court for witness duty when subpoenaed to do so. 

If employees have been subpoenaed or otherwise requested to testify as witnesses by the City of Tupelo, 
they will receive paid time off for the entire period of witness duty. When an employee who has served as 
a witness receives witness fees for such services, the employee may have the option to turn in such pay to 
his/her supervisor as soon as such payment is received or keep the witness fees and take unpaid leave as 
permitted under Section 603 of this handbook. 

The subpoena should be shown to the employee's su11ervi 
operating requirements can be adjusted, where ne<:essary, 
employee is expected to report for work whenever the 

Employees will be granted a maximum of eight (8) 

Jmediiat<:ly after it is received so that 
filnwdate the employee's absence. The 

cbe:dule permits. 

the request of a party other than the City of Tupelo. Rrrml<" 
to use any remaining vacation leave to receive cmnpemmtiion 
would otherwise be unpaid. 

appear in court as a witness at 
at their base rate and are free 
of witness duty absence that 
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315 Donation of Leave 

Any City of Tupelo employee may donate a portion of his or her earned personal leave, vacation and/or 
sick leave to another employee who is suffering from a catastrophic illness or injury, or to another employee 
who has a member of his or her immediate family who is suffering from a catastrophic illness or injury, in 
accordance with the following: 

I. The employee donating the leave (the "donor employee") 
receive the leave (the "recipient employee") and the 
that is to be donated, and shall notify the donor 
designation. The donor employee's department head shal 
department head of the amount of leave that has been donated by 
recipient employee. The recipient employee's department head must 
Personnel Department for the donated leave. 

the employee who is to 
vacation and/or sick leave 

head of his or her 
recipi•ent employee's 

. · employee to the 
from the 

2. The maximum amount of earned leave that an employee may donate to any employee may 
not exceed a number of days which would leave the donor employee fewer than seven (7) days of 
vacation leave. The maximum earned sick leave an employee may donate to any other 
employee may not exceed fifty the earned sick leave of the donor employee. An 
employee who retires from of Tupelo may donate all accrued vacation 
and sick leave 

3. An employee must have exhausted all of 
will be eligible to receive any leave ciOJJat,~d 

and sick leave before he or she 

4. Before an employee may receive donated she must provide his or her department head 
and the Human Resources Department with a ' statement that states the beginning date 

illness or injury, a description of the illness or injury, a prognosis for recovery 
that the recipient employee will be able to return to work. 

Most recent update: 3!14!1 9 

donated to any employee is not used by the recipient employee, the 
to the donor employees on a pro rata basis, based on the ratio ofthe 

~orwt<~d by each donor employee to the total number of days of leave 

"immediate family" means spouse, child, stepchild, parent, stepparent, 
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316 Law Enforcement Appreciation Act of2014 Leave 

In accordance with the Law Enforcement Appreciation Act of 2014, employees who are injured while 
engaging in the line of duty performing any law enforcement, firefighting, emergency response or other on~ 
the-job duties which protect the public interest may continue to have their regular compensation and related 
benefits paid without using their accruals. The payment of regular and benefits shall continue 
until such time as the employee is physically able to perform the employment or the 
employee retires on a disability retirement allowance, whichever portion of the 
injured employee's compensation that will be paid under this the difference between the 
total amount that the injured employee is receiving from benefits and the 
employee's regular compensation. Employee's receiving pay 
a fitness for exam physical examination and be required to retum to 
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SECTION 4 PAYROLL INFORMATION 

401 Timekeeping 

Federal and state laws require the City of Tupelo to keep an accurate record of time worked in order to 
calculate employee pay and benefits. The City of Tupelo designates each employee as either exempt or 
nonexempt in compliance with applicable federal, state, and local law. Accurately recording time worked 
is the responsibility of every employee, whether exempt or nonexempt. 

Exempt Employees. Employees who are designated as are paid a fixed salary and are not 
entitled to ovettime pay. 

Nonexempt Employees. Employees who are none,iennpt are entitled to overtime pay at 
ws,work<:d over forty ( 40) in a work 
ICX<,m)Jl employees should report to 

time nor stay more than fifteen 

a rate of one and one-halftimes their regular 
week, as required by applicable federal, state, and 
work no more than fifteen (IS) minutes prior to their 
(IS) minutes after their scheduled stop time without express 
Overtime work must always be approved before it is performed. 

· from their supervisor. 

Employees will receive their specific work schedule from their direct . All employees should 
accurately record the time begin and end their work, as well as the beginning and ending time of each 
meal period. Additionally, and ending time of any split shift or depatture from work for 
personal reasons should 

Altering, falsifying, 
result in disciplinary action, 

Time records should be · 
supervisor will review and initial 
or modifications are necessary, both 
changes by initialing the time record. 

Most recent update: 3/14/19 

records, or recording time on another employee's time record may 
· of employment. 

certif'ying the accuracy of all time recorded. The 
before submitting it for payroll processing. If corrections 

w1;oy<'e and the supervisor must attest to !he accuracy of the 
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402 Work Schedules 

The normal work schedule for all full-time regular employees is eight (8) hours a day, five (5) days a week. 

The normal work schedule for all employees of the Emergency Services Division of the Fire Department 
is twenty-four (24) hours a day, 2-3 days a week. The normal work other Fire Department 
employees is eight (8) hours a day, five (5) days a week. 

The normal work schedule for all employees of the Patrol Division 
hours a day, 3-4 days a week. The normal work schedule for 
(8) hours a day, five (5) days a week. 

Depmtment is twelve (12) 
employees is eight 

Supervisors will advise employees of the times their schedules will no1mally begin 
and operational demands may necessitate variations in starting and ending times, as 
the total hours that may be scheduled each day and week. 

57 
Most recent update: 3/14119 



Page 231 

City of Tupelo Employee Handbook Policy# 403 
Section 4 Payroll Information Effective Date: 111119 
403 Breaks Supersedes: 

403 Breaks 

Meal Periods 

All full-time regular employees* are provided with one meal period of sixty (60) minutes in length each 
workday although some employees may only be provided with thirty (3 meal periods due to 
specific work schedules. Supervisors will schedule meal periods to requirements. 
Employees will be relieved of all active responsibilities and meal periods and will not 
be compensated for that time. Meal periods shall not be taken d (2) hours or the last two 
(2) hours of the workday. 

* While the provision of meal periods is intended to relieve employees of duty 
of employment of public safety employees (police and fire departments) prohibits 
being relieved of all active responsibilities and restrictions during meal periods. 

Lactation Breaks. 

In accordance with the FLSA and 29 
are eligible to take reasonable breaks under 

all nonexempt employees who are nursing mothers 
to express breast milk for up to one year after the 

all eligible employees who intend to take 
reasonable accommodations will be 

birth of the employee's child. The City of 
breaks under this policy to notifY their su1oervi~:l!fu 
made. 

Eligible employees may 
express breast milk 
information about 

Lactation breaks under this 
timekeeping policy must acc:un1tel 
out for their lactation breaks in 

Exempt employees may be provided 
wage and hour laws. 

Most recent update: 3/14/19 

o"fl1bneak time accommodate the employee's need to 
contact the Human Resources department for 

in closest proximity to the work area. 

are required to record tin1e the City ofTupelo's 
end of lactation breaks on their time sheets in and 

the City of Tupelo's timekeeping policy. Uninterrupted 

time with pay when necessary to comply with state and federal 
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404 Overtime/Compensato1·y Leave 

When operating requirements or other needs cannot be met during regular working hours, non-exempt 
employees may be scheduled to work overtime which is considered any time in excess of forty ( 40) hours 
in a workweek, with the exception of the Tupelo Police and Fire Departments, the workweek for all regular 
employees is Monday through Sunday of each week. Employees of the Tupelo Police and Fire Depatiments 
work periods are different subject to the Fair Labor Standards Act, Section 7(k). Police and fire employees 
should familiarize themselves with FLSA Section 7(k). 

When possible, advance notification of these mandatoty assignments that exceed a forty ( 40) hour 
workweek will be provided. All overtime work must rece;·, •e thf head's prior authorization. The 
reason(s) or condition(s) giving rise to the need for must also be documented by the 
depatiment head and furnished to the payroll clerk. will be distributed as equitably 
as practical to all employees qualified to perform the 

Overtime compensation is paid to all nonexempt emtpl<)Y('es 
hour restrictions. Overtime pay is based on actual hours W<lrKe<t: 
any leave of absence will not be considered hours worked fo•· m1rno' 

Failure to work scheduled overtime or overtime worked without 

""'" "''''" federal and state wage and 
off on sick leave, vacation leave, or 
;performing overtime calculations. 

may result in disciplinary action, up to and including possible termrna110~ 
lfri:mtiion from the supervisor 
employment. 

In lieu of ovettime cotnp•~n 
his/her department 
and one half ( l Y,) 
accrue no more than 
period. Employees eng:ag<'d 
hours of compensatmy leave. 
be used. Department heads must 
it is utilized. 

impelnszttm.y leave may be granted an employee in the discretion of 
leave will be granted for overtime hours worked at the rate of one 
worked. Employees not engaged in public safety activities may 

(240) hours of compensatory leave within a twelve ( 12) month 
;.;;,;~~:,<~accrue no more than four-hundred eighty ( 480) 
II'! be used before vacation and annual leave can 

rec:oflls of when compensatmy leave is authorized and when 

An employee will be permitted to use cn:satory time within a reasonable period on the date requested 
unless it is determined by the detpartffil~nt that doing so would unduly disrupt the operation of the 
department. 
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405 Paychecks 

Paydays. 

With the exception of employees ofthe City of Tupelo Fire Department, paid every nineteen (19) days, and 
certain existing positions paid monthly, all other municipal employees can to be paid biweekly on 
every other Friday or monthly. In the event that a regularly scheduled on a day off such as a 
weekend or holiday, employees will receive pay on the last day of the regularly scheduled 
payday. !fa regular payday falls during an employee's vacation, the will be available 
upon his or her return from vacation or the employee may pick his the Friday of payday 
during the vacation. 

Employees enrolled in direct deposit will have their pay deposited in their rl~·,iun"t·~ 
For all other employees, paychecks will either be delivered to employees by their 
the employee's home address on file with the Human Resources department. If direct 
check is not received, please notifY the Budget and Accounting Department im1me·diatel:Y: 

Each paycheck will include earnings for all 
Employees should review their pay checks 
Budget and Accounting Department ,.· uuocu 

underpayment, the City of Tupelo will correct 

Payroll Deductions. 

pe1·f01rm<od through the end of the previous payroll period. 
an error is found, a report should be made to the 

has been an erroneous overpayment or 

The City of Tupelo is required by law to make cettain ~dm:ticms from an employee's pay each pay period, 
including: 

• Federal and state income taxes 

No other deductions 

Security (FICA) taxes 

required by wage garnishment or child support orders 

from an employee's pay the portion of health/dental/life insurance 
to a retirement/pension plan. 

All deductions from pay will be identified on the pay stub. With questions about any deductions from pay, 
or if believed to be improper deductions, please rep01t the concern to the Budget and Accounting 
Department immediately. 
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Pay Advances. 

The City of Tupelo does not provide pay advances on unearned wages to employees. 

Administrative Pay Corrections 

The City of Tupelo takes all reasonable steps to ensure that employees receive 
each paycheck and that employees are paid promptly on the scheduled 

In the unlikely event that there is an error in the amount of pay, the 
discrepancy to the attention of the Budget and Accounting Depart~ 
quickly as possible but no later than twenty-four (24) hours after 
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SECTION 5 CITY EMPLOYMENT POLICIES 

501 Safety 

The City of Tupelo is committed to providing a safe and healthful work environment for employees, 
customers, and visitors. As a top priority, the City of Tupelo has established a workplace safety program. 
A Safety Committee has responsibility for implementing, administering, monitoring, and evaluating the 
safety program. Its success depends on the alertness and personal commitment of all. 

The City of Tupelo provides information to employees about 
regular internal communication channels such as superv 
memos, or other written communications, 

Employees and supervisors receive periodic workpl 
and health hazards and safe work practices and procedures 

Each employee is expected to obey safety rules and to exercise 

safety and health issues through 
meetings, bulletin board postings, 

training covers potential safety 
uuuuuu' .~ hazards. 

in all work activities. Employees 
EIJ:!pi<Jyees who violate safety must immediately report any unsafe condition to the appropriate 

standards, who cause hazardous or dangerous situations, or who fail to 
such situations, may be subject to disciplinary action, up to and """"'"'"!> 

appropriate, remedy 
:rmmal:wn of employment. 

employees should im 
necessaty to comply 

Most recent update: 3/14/19 

injuty, regardless of how insignificant the injury may appear, 
Safety Committee or the appropriate supervisor. Such reports are 

insurance and workers1 compensation benefits procedures. 
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502 Use of Equipment and Vehicles 

Equipment and vehicles essential in accomplishingjob duties are expensive and may be difficult to replace. 
When using City property, employees are expected to exercise care, perf(llm required maintenance, and 
follow all operating instructions, safety standards, and guidelines. 

Please notifY the supervisor if any equipment, machines, tools, or'~''""' 
or in need of repair. Prompt reporting of damages, defects, and 
deterioration of equipment and possible injury to employees or 
questions about an employee's responsibility for maintenance 

unen•iscJr can answer any 
or vehicles used on 

the job. 

Whenever in the opinion of management and /or supervisory personnel au em,olc>v 
improper, careless, negligent, destructive, or unsafe use or operation of equipment or 
excessive and/or avoidable traffic and parking violations, the said employee may be 
discretion ofthe City, up to and including termination of employment. Payment of traffic 
are the sole responsibility ofthc employee has been charged with such violations. 

Employees may not use City owned or 
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503 Emergency Closings Supersedes: 

503 Emergency Closings 

At times, emergencies such as severe weather, fires, power failures, or earthquakes, can disrupt City 
operations. In extreme cases, these circumstances may require the closing of a work facility. In the event 
that such an emergency occurs during nonworking hours, the Mayor or the Mayor's representative will 
contact local radio and television stations as soon as possible and notification of the 
closing. 

When operations are officially closed due to emergency condittic•ns, 
be paid. Employees in essential operations may be asked to 
closed. In these circumstances, non-exempt employees who 

64 

Most recent update: 3/14/19 



Page 238 

City of Tupelo Employ_ee Handbook Policy# 504 
Section 5 City Employment Policies Effective Date: 111119 
504 Standby Policy Supersedes: 

504 Standby Policy 

It is the general policy of the City of Tupelo that all work by employees shall be completed, to the extent 
possible, during the nom1al workday. Eight (8) hours shall constitute a normal day's work for most 
employees. Forty (40) hours shall constitute a normal workweek and such workweek shall begin on 
Monday and end on Friday for most employees. However, due to many essential services provided by the 
City to its citizens, a standby policy is necessary to address potential disruptions or problems with services 
as they arise dming the day or night, on weekends and on holidays. It is the responsibility of City 
Department heads to determine standby duty requirements and assignments. A standby duly roster shall be 
posted within a department in advance as soon as practicable. 

Employees on standby duty must be readily available to 
and on weekends and holidays. Employees assigned to 
regulations, policies and procedures. If an employee 
readily available for standby duty, he or she shall 
disciplinary action. An employee who is assigned 
straight lime pay for each period consisting of seven (7) 
as time worked for purposes of calculating overtime. This pay 
when called out. Determination as to the rate of pay for time 
determined as follows: 

,troublle calls after normal working hours 
i1Ul)?>s!hall abide by all City ofTupelo rules, 

by the City's standby policy or is not 
pay and may be subject to 

connpensated eight (8) hours 
shall not be counted 

in addition to that for time worked 
other than regular hours shall be 

( 1) Scheduled work performed during irregular working hours requirements or other 
needs cannot be met regular WOl'king hours shall be paid at an ovettime rate to the extent the 
employee has actually of forty ( 40) hours during the given workweek. Sick leave, 
vacation, holidays or absence will not be considered hours worked for the purpose of 
calculating performed during irregular hours. Exempt employees will not 
receive overtime performed during irregular hours. 

(2) Unscheduled em<,rgen( 
rate on the basis offorty "''" uuuo" 

and/or holiday leave considered as 
employees, nonexempt employees 

The City of Tupelo defines a standby 

hours worked will be paid at an overtime hourly 
workweek as defined herein with sick leave, vacation, 

With the exception of Depmtment heads and exempt* 
overtime pay for unscheduled emergency work. 

as follows: 

(!) Water and Sewer Depmtment- Supervisor, Operator, and Laborer (crew of three). 

(2) Electric Depmtment - Supervisor, Lineman and Helper (crew of three). 

(3) Public Services Department- Supervisor/Crew Leader and Operator/Laborer (crew of two). 

( 4) Park and Recreation Department- Supervisor, Operator and Laborer (crew of three). 

* Certain exempt employees who are defined as working foreman may receive ovettime compensation. 
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505 Use of Phone and Mail Systems 

Personal use of telephones for local calls is discouraged and personal use of telephones for long-distance 
and toll calls is not permitted. Employees will be required to reimburse the City of Tupelo for any charges 
resulting from their personal use of the telephone. 

The use of the City of Tupelo-paid postage for personal correspondence 
be required to reimburse the City of Tupelo for any charges resulting 
postage. 

CITY-ISSUED CELL PHONES AND DEVICES 

itted. Employees will 
personal use of City-paid 

This policy applies to any City-issued device that makes or receives phone calls, 
text messages, surfs the internet or downloads and allows for reading and responding to 

City-issued cell phones are to be used by the assigned employee(s) only. 
friends, etc. to use City equipment is prc>hiiJjl<:d 

City-issued cell phones shall not be used in 
the use of offensive ring tones, saving or 

or offensive manner at any time. This includes 
c'~''lll'"' and/or receiving or sending offensive 

material. 

All City-issued cell phones are the property of the ploye<:smust comply with any request 
by the City of Tupelo to make their City-issued lf"'·hn.ne -·--·"-h'- for any reason, including upgrades, 
replacement or inspection. All data and coJnrr•unicatio.!), "''"'";,,erl within the device, whether personal or 
business-related, is subject to review at any time. leaving employment of the City of Tupelo 
for any reason must turn in the City-issued cell phones iffimedir1tely 

Any City of Tupelo 
cell phone or other 
system. 

will be subject to disciplina1y action, up to and including termination. 

DEVICES IN CITY VEHICLES 

or City-issued device that makes or receives phone calls, leaves 
the internet or downloads and allows for the reading and responding 

v-isstted or personally owned. 

who drives a City vehicle is prohibited from using a City-issued or personal 
while driving unless it is being operated through the vehicle's "hands-free" 

This prohibition includes receiving or placing calls, text messaging, surfing the Internet, receiving or 
responding to email, checking for phone messages, or any other purpose related to employment or any other 
personally-related activity not named herein while driving. Employees who violate this policy will be 
subject to disciplinary action, up to and including termination. 
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SECTION 6- EMPLOYEE CONDUCT 

601 Business Ethics and Conduct 

The successful business operation and reputation of the City of Tupelo is built upon the principles of fair 
dealing and ethical conduct of our employees. Our reputation for integrity and excellence requires careful 
observance of the spirit and letter of all applicable laws and regulations, as well as a scrupulous regard for 
the highest standards of conduct and personal integtity. 

The continued success of the City of Tupelo is dependent 
preserving that trust. Employees owe a duty to the City of 
merit the continued trust and confidence of the public. 

citizens' trust and we are dedicated to 
its citizens to act in a way that will 

The City of Tupelo will comply with all RH•lic:lbU5 la 
employees to conduct business in accordance with the 
refi·ain from any illegal, dishonest, or unethical conduct. 

In general, the use of good judgment, based on high ethical princiipl('S~ 
to lines of acceptable conduct. If a situation arises where it is diflficult 
action, the matter should be discussed openly with an immediate snr•~n'i' 
if necessary, with the Chief Operations Officer and/or the Mayor for 

and expects its officers and 
of all relevant laws and to 

an employee with respect 
)termirle the proper course of 
and/or Department head and, 

and consultation. 

Compliance with this 
employee. 

ethics and conduct is the responsibility of every City of Tupelo 
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602 Employee Conduct and Work Rules 

To ensure orderly operations and provide the best possible work environment, the City of Tupelo expects 
employees to follow rules of conduct that will protect the interests and safety of all employees and the 
organization. 

It is not possible to list all the forms of behavior that are considered unacceptable in the workplace. The 
following are examples of infractions of rules of conduct that may result in disciplinary action, up to and 
including termination of employment: 

• Theft or inappropriate removal or of property 
• Falsification of timekeeping 
• Working under the influence drugs 
• Possession, distribution, alcohol or· illegal drugs in the 

workplace, while on duty, employer-owned vehicles or 
equipment 

• Fighting or threatening violence in the 
• Boisterous or disruptive activity in the 
• Negligence or improper conduct leading of employer-owned or 

customer-owned property 
• Insubordination or other disrespectful conduct 
• or health rules 
• areas and use of tobacco products 

unllawful or unwelcome harassment 
or unauthorized materials, such as explosives or firearms, 

• absence without notice 
• from work station during the workday 
• mail system, or other employer-owned equipment 
• Internet and E-mail systems 
• Violation policies 
• Unsatisfactory performance or conduct 
• Unauthorized use of overtime 

Employment with the City of Tupelo is at the mutual consent of the City of Tupelo and the employee, and 
either party may terminate that relationship at any time, with or without cause, and with or without advance 
notice. 
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603 Computer and E-mail Usage 

Computers, computer files, the e-mail system, and software furnished to employees are City of Tupelo 
property intended for business use only. Employees should not use a password, access a file, or retrieve any 
stored communication without authorization. To ensure compliance with this computer and e-mail 
usage may be monitored. 

The City of Tupelo strives to maintain a workplace free of ha,·as:sment 
employees. Therefore, the City ofTupelo prohibits the use 
are disruptive, offensive to others, or hmmful to morale. 

~nsith1e to the diversity of its 
system in ways that 

For example, the display or transmission of sexually explicit images, messages, 
Other such misuse includes, but is not limited to, ethnic slurs, racial comments, 
that may be construed as harassment or showing disrespect for others. 

The City of Tupelo purchases and licenses the use of various computer software for purposes and 
does not own the copyright to this software it~ related documentation. Unless authodzed by the software 
developer, the City of Tupelo does not to reproduce such software for use on more than one 
computer. 

Employees may only use software on local area 
license agreement. The City of Tupelo prc1hil>it~. 
documentation. Employees may not utilize nA"n,n!i: 

Employees should notify their immediate sur>endsc,t'~ 
management upon learning of violations 
to disciplinary action, up to and including termination 
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604 Internet Usage 

Internet access to global electronic information resources on the World Wide Web is provided by the City 
of Tupelo to assist employees in obtaining work-related data and technology. The following guidelines 
have been established to help ensure responsible and productive Internet usage. All Intemet usage is limited 
to job-related activities. Personal use of the Internet is not permitted. 

All Internet data that is composed, transmitted, or received via our computer communications systems is 
considered to be patt of the official records of the City of Tupelo and, as such, is subject to disclosure to 
law enforcement or other third parties. Consequently, employees should always ensure that the business 
information contained in Internet e-mail messages and other · is accurate, appropriate, ethical, 
and lawful. 

The equipment, services, and technology provided to 
the City of Tupelo. As such, the City of Tupelo rcs<orvtos 
and read any data composed, sent, or received through our 
systems. 

. remain at all times the property of 
Internet traffic, and retrieve 

pnne<otiims and stored in our computer 

Data that is composed, transmitted, accessed, or received via the not contain content that 
could be considered discriminatory, offensive, obscene, threatening, intimidating, or disruptive 
to any employee or other person. Examples of unacceptable content but are not limited to, 
sexual comments or images, racial slurs, gender-specific comments, or any other comments or images that 
could reasonably offend basis of race, age, sex, religious or political beliefs, national origin, 
disability, sexual characteristic protected by law. 

The unauthorized 

does not own the rights to it, 
Employees are also responsible 
appropriate distribution rights. 

or distribution of copyrighted, trademarked, or patented 
Qet1eral rule, if an employee did not create material, 

for its use, it should not be put on the Internet. 
person sending any material over the Internet has the 

Abuse of the Internet access provided by · ofTupelo in violation of!aw or the City ofTupelo policies 
will result in disciplinary action, up to including termination of employment. Employees may also be 
held personally liable for any violations of this policy. The following behaviors are examples of previously 
stated or additional actions and activities that are prohibited and can result in disciplinary action: 

• Sending or posting discriminatory, harassing, or threatening messages or images 
• Using the organization's time and resources for personal gain 
• Stealing, using, or disclosing someone else's code or password without authorization 
• Copying, pirating, or downloading software and electronic files without permission 
• Violating copyright law 
• Failing to observe licensing agreements 
• Engaging in unauthorized transactions that may incur a cost to the organization or initiate unwanted 

Internet services and transmissions 
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• Sending or posting messages or material that could damage the organization's image or reputation 
• Participating in the viewing or exchange of pornography or obscene materials 
• Sending or posting messages that defame or slander other individuals 
• Attempting to break into the computer system of another organization or person 
• Refusing to cooperate with a security investigation 
• Sending or posting chain letters, solicitations, or advmiisements not related to business purposes or 

activities 
• Using the Intcmet for political causes or activities, religious activities, or any sm1 of gambling 
• Jeopardizing the security of the organization's electronic communications systems 
• Sending or posting messages that disparage another organization's products or services 
• Passing off personal views as representing those of the organization 
• Sending anonymous e-mail messages 
• Engaging in any other illegal activities 
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605 Social Media Policy 

I. PURPOSE 

1.1 City of Tupelo departments may use social media tools such as Facebook, Twitter, and YouTube to 
reach a broader audience. While the city's website (www.tupeloms.gov) City's primary Internet 
presence, the City recognizes that, when used appropriately, social in furthering the 
goals of the City and the missions of its departments. 

I .2 This policy provides standards, and procedures for the use 
presences on social media sites or services are considered exltensio•ns.,of 
and are governed by the responsibilities set forth in this and related and 
this policy shall be considered misconduct and may result in discipline up to 
suspension/tennination. 

indefinite 

1.3 Additionally, the City recognizes that many City employees use social media tools as Facebook in 
their personal lives. Therefore, this policy guidelines for City employees when they communicate 
on social media sites as a private citizen. 

2. OBJECTIVE 

2.1 To maintain the integrity of the City's 
appropriately and within City guidelines and 

ensure that social media is used 

3. DEFINITIONS 

City Social Media Sites- Those pages, sections or locations in social media websites established 
of the City authorized to do so as pati of the employee'sjob and that are 

public on City business. 

""'·u~t>gycommunications tools with a focus on immediacy, interactivity, 
. sharing. These venues include social networking sites, forums, web logs 

chat sites, and video/photo posting sites or any other such similar 
facebook, Twitter, and YouTube. 

Social Media City employees expressly designated by their department directors to 
epartment's social media sites. A social media administrator's authority is 

uw""''J reflect guidance from the social media administrator's departmental director 
and the policies and procedures of the social media administrator's department and the City. 
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4.SCOPE 

4.1 This policy applies to all City employees, including contract employees and volunteers for the City of 
Tupelo when working with social media tools on behalf of the City and applies to the extent specified herein 
with regard to personal social media sites; provided, however, that this executive order does not apply to 
social media sites of the City's elected officials used solely for campaign or personal purposes. 

5. RESPONSIDILITIES 

5.1 Each department head is responsible for implementing the provisions of this policy and designating a 
social media administrator. 

5.2 Each departmental social media administrator is 
media tools and shall: 

oversight of the department's social 

5 .2.1 Review all requests to establish official City sites and recommend approval 
shall review social media 

ensure that they are in compliance 
accordance with Subsection 6.4 of 

or denial to the Mayor's Communications Office. Social 
sites or tools that have already been established in their 
with this policy and shall submit a request for approval of such 
this executive order. 

5.2.3 Review infotmation 
professional, and cm1siste 
review of sites that 

5.3 City employees whose 
are responsible for ensuring that 
and on topic with the department's 
coJTect. Mistakes must be conected 

department's social media sites to ensure the content is appropriate, 
policies and the purpose for which the site exists. Frequent 

comment or other interaction is essential. 

of the department's social networking tools and activities. 

or posting information to a City social media site 
is accurate, professionally presented, respectful, relevant, 
must be taken to ensure that grammar and spelling are 

6. GENERAL GOVERNANCE AND OVERSIGHT OF CITY SOCIAL MEDIA SITES 

6.1 City social media sites may contain information that represents or appears to represent the City's 
position on policy issues or other matters affecting City business and/or the positions of the City's leaders. 
Thus, the Mayor's Communications Office has general oversight of all City social media sites. In disaster 
or emergency situations, the Mayor's Communications Office may assume control of departmental social 
media to ensure that communications are managed appropriately. 

6.2 Each departmental social media site must be initiated by the department head. The department's social 
media administrator is responsible for submitting the request to the Mayor's Communications Office. 
Requests to establish departmental social media sites must contain an explanation of the business necessity 
for establishing such a site. Requests shall be made in the fonnat found in Appendix A. A department may 
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have more than one social media site upon a showing that multiple sites will accomplish the City's goals in 
the use of social media. 

6.3 For social media sites and tools in existence at the time this executive order is promulgated, 
departmental social media administrators shall submit a request for approval for each of their department's 
social media sites and tools to the Mayor's Communications Office. Such requests must be submitted within 
90 days of the date this Executive Order is promulgated unless an extension is approved in writing by the 
Mayor's Communications Office. 

6.4 Persons responsible for setting up or maintaining City social media sites shall provide each 
administrator's access, login, and password information to the following: their departmental social media 
administrator, their departmental Information Technology Security Administrator, and the 
Mayor's Communications Office. Any changes in admin' login or password information must 
be repot1ed immediately to all such personnel. 

6.4. I Social media administrators and City em,pl<Jy<:es· 
information, make comments, and send messages to the 
set up a Facebook account to facilitate transparency in com 

6.4.2 Such Facebook account shall: 

6.4.2. 1 Contain the administrator's or employee's name. 

of their official duties to post 
,.,'!e,nm·tment's Facebook page shall 

6.4.2.2 Be created using the administrator or employee's City email address. 

6.4.2.3 Be set up so that the page does not allow "wall posts" or "friending" the administrator or employee. 

6.4.2.4 Be used solely for City business in connection with their depat1ment's Facebook page, and shall not 
allow the administrator or employee. 

7. 

7.2 Social media 
departmental website. 
and subject matter of 

of this policy. 

CITY SOCIAL MEDIA SITES 

images) should be appropriate to the subject matter and consistent 

· a link to both the City website (www.tupeloms.gov), and the City 
City and departmental website shall contain a clear statement of the purpose 

media sites. 

7.3 Departments will use proper grammar and where possible, avoid jargon. Social media tools are often 
more casual than most communication tools but all City social media, such as Facebook and Twitter, shall 
represent the City appropriately and professionally. 
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7.4 The following statement shall be included on each departmental social media site following the City 
department or program description of the purpose ofthe social media site or tool: 

7.4.1 [Insert name of department or program] is a department [or program] of the City of Tupelo, 
www.tupeloms.gov. This site is intended to serve as a mechanism for communication between the public 
and [department/program] on the listed topics. Following or "friending" persons or organizations is not an 
endorsement by the City and is only intended as a means of communication. content of this site and all 
comments submitted to this page and its list of fans are public and are pursuant to the 
Mississippi Public Records Law. Public records requests must be the City of Tupelo's 
Communications Director. 

7.4.2 Departments may use a departmental logo in their social appropriate for a 
descriptive of the 

" For "type, 
particular site, social media pages will include the City's logo. 
department/division. City departments will create "pages" in Facebook, mther 
description, "government" will be used. 

7.4.3 Depmtmental Twitter account biographies will read "[City of Tupelo, Depatiment and contain 
a link to the department's website. Where possible, departmental user names should begin with Tupelo or 
TUP (Tupelo Police, TUPWLD, for The depattment's social media site shall contain the 
following statement: "When the City a third party Twitter account, it is only for the 
purpose of facilitating communications and City endorsement of any such account." 

7 .4.4 All content-sharing activities, such as 
with the City's policies. 

taste, appropriate, and consistent 

7.5 Comments from the public are allowed on the social media sites and shall be monitored daily to 
ensure the comments meet cettain criteria; the City's · sites must be stmctured narrowly to focus 
discussions on a particular interest ofthe City rather a "public forum." Social media web sites 
that allow contain the following text social media site or must include a link to the 

website containing the following text: 

that: contain 
organization, 
illegal activity, 
related to the patticular 

this site is to present matters of public interest in the City of Tupelo, 
submit comments, but please note that this is not a public forum." 

will be monitored. The City reserves the right to delete comments 
language or sexual content, threaten or defame any person or 

lol:itic,•al candidates, political organizations or ballot propositions, promote 
or products, infringe on copyrights or trademarks or are not topically 

7.6 Information that is proprietary, subject to the attorney-client privilege or state or federal privacy laws, 
and information not subject to disclosure under the Mississippi Public Records Law shall not be posted on 
any City social media site. Each department's social media administrator shall be responsible for ensuring 
compliance with this rule. 
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8. SECURITY AND PRIVACY 

8.1 Applications (such as streaming video, music, photos, and subscriptions to RSS feeds) that may be 
useful to a City social media site's mission can cause clutter and security risks. An application should only 
be used to serve a City purpose and add to the user experience, and only if it comes from a trusted source 
and has gone through the approval process outlined in Section 6 of this Executive Order. An application 
may be removed at any time if it causes a security breach or contains a virus. 

9. RECORDS RETENTION AND PUBLIC INFORMATION 

9.1 Records Retention. Each City department has a schedule and policy for retention of its records that 
complies with the State of Mississippi Department of History, Local Government Records 
Office General Schedules as well as the City's Open The retention period for a record 
depends on the content of that record, regardless of the which it is maintained. Departments 
maintaining a City social media site or using social records on a City server for 
the required retention period in a format that original record and is easily 
accessible. Further, departments will destroy, transfer, or of records in accordance with 
records disposition schedules. 

9.2 Open Records. Content in City social media, including a list of and posted communications, 
is public record. The department maintaining the site is completely and 
accurately to any public information requests for information on social Content shall be maintained 
in an accessible format so that it can be produced in response to a Difficulty in accessing the 
information does not excuse with the MPRL. Users of City social media sites shall be notified 
that public information directed to the relevant departmental public information officer. 

10. APPROPRIA 

10.1 All City employees 
networks. If an employee 
which their City association is 
content is consistent with how they 
public trust associated with their po!;iti<Jr 

OF SOCIAL MEDIA 

:l,'C<,ptiion of their City association in online social 
a City employee or has a public facing position for 

general public, they must ensure that their profile and related 
themselves as a City professional, appropriate with the 

conforming to existing standards in the City policies. 

I 0.2 Any employee posting on a publicly accessible site is expected to maintain a positive online image 
that is consistent with the City's goals and objectives. Employees may be subject to disciplinary action for 
internet postings that are inconsistent with the interest of the City or demonstrate disloyalty to the goals and 
objectives of the City. 

10.3 Consistent with the City's policies on use of the City's telephone and email systems, incidental and 
occasional personal use of social media is permitted during work hours provided it is very limited in 
duration and does not have a detrimental effect on employee productivity. 

10.4 City resources, work time, social media tools, and a City employee's official position shall not be used 
for personal profit or business interests or to participate in political activity. For example, a building 
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inspector may not use the City's logo (or its likeness), email, or work time to promote a side business as a 
plumber. 

10.5 Personal or business venture social media account names shall not be tied to the City. For example, 
CityofTupeloCop would not be an appropriate personal account name. 

10.6 If commenting on City business, employees should use a disclaimer which establishes that their 
comments represent their own opinions and do not represent those of the City of Tupelo. 

10.7 Employees may not attribute personal statements or opinions to the City when engaging in private 
blogging or postings on social media sites. 

I 0.8 Employees, City contract employees, and City 
password in conjunction with a personal social nelwc>rkm 

10.9 City employees, contract employees for the 
text depicting City property, equipment, or personnel 
reputation of the City or a City department. 

I 0.10 The following guidelines apply to 

I 0.1 0.1 Use common sense when using social 
public for a long time, and may spread to large 
be acceptable for a supervisor or other employees 
newspaper or on television. 

10.10.2 Employees are expected to use good juclgeJmeJilt 
personal social media sites. They should not post any 
affect the the City or a City department. 

shall not post images, files, or 
would adversely affect the 

forms of social media. 

is posted is public, may be 
pii:;tirtg information that would not 

City of Tupelo when seen in the 

posting photos, videos, or comments to their 
videos, files, or text that would adversely 

rumors and/or speculation with regard to any issue within the scope of 
personal opinion on any issues involving the City on social media in 

workers, citize:n: 
name-calling or 

11. USE OF SOCIAL 

to be truthful, courteous, and· respectful toward supervisors, co
persons associated with the City. Employees shall not engage in 

other such demeaning behavior. 

BY CITY BOARDS AND COMMISSIONS 

11.1 Boards or commissions that wish to initiate the use of official social media sites should do so by fonnal 
action of the board or commission and must follow requirements for approval and governance outlined in 
this policy. 
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606 Media Relations Policy 

Summary/Purpose: To ensure accurate and consistent communication to all media. 

In order to ensure all messages from the City of Tupelo are presented accurately and consistently, the 
Director of Communications is responsible for conducting and/or coord all contact with media 
(including print, broadcast, online, documentary, network television and media outlets). This 
includes but is not limited to: 

Official City statements, announcements and activities; 

The writing and distribution of press releases; 

Formal and informal efforts to place stories in media outlets (including print, online); 

The posting of City news or stories on department or center websites; 

• Release of official statements or 
(including but not limited to in~ornmtior 
on issues involving the City and other 

All media contacts for official City int:ornoat 
media or the City department). 
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607 Tobacco/Smoking 

In keeping with the City of Tupelo's intent to provide a safe and healthful work environment, smoking is 
prohibited throughout the workplace and in all City vehicles. Because of the proven detrimental effect of 
tobacco use, the City of Tupelo is also committed to providing a tobacco-free environment in all City 
buildings and City vehicles. 

1. Smoking and the use of tobacco in any fonn will not be pennitted in City of Tupelo facilities or in 
City-owned vehicles. 

2. This policy applies to all employees and visitors. 

3. Employees found in violation of this policy 
tetmination. 

4. Tobacco products include, but are not 11m11Ien 
electronic "vape" smoking devices} etc. 

5. Appropriate signage indicating the City's smoke-free 
vehicles. 
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608 Drug and Alcohol Use 

It is the City ofTupelo's desire to provide a drug-free, healthful, and safe workplace. To promote this goal, 
employees are required to report to work in appropriate mental and physical condition to perform their jobs 
in a satisfactory manner. 

While on the City ofTupelo premises and while conducting business-related activities off the City ofTupelo 
premises, no employee may use, possess, distribute, sell, or be under the influence of alcohol or illegal 
drugs. The legal use of prescribed drugs is permitted on the job only if it does not impair an employee's 
ability to perform the essential functions of the job effectively and in a safe manner that does not endanger 
other individuals in the workplace. 

Violations of this policy may lead to disciplinary action, up to and including immediate termination of 
employment, and/or required participation in a substance abuse rehabilitation or treatment program. Such 
violations may also have legal consequences. 

The City of Tupelo has formulated a separate Drug and Alcohol Testing Policy for all employees and a 
separate Drug and Alcohol Policy for with Commercial Driver's Licenses which are included 
in this handbook as Appendix "A" and Employees will be asked to sign an 
acknowledgement form indicating that they of the drug testing policy. 

Employees with questions on this policy or 
raise their concerns with their supervisor or the 

Most recent update: 3/14/19 
80 

!)ltoh·ol use in the workplace should 
pattment without fear of reprisal. 



Page 254 

City of Tupelo Employee Handbook Policy# 609 
Section 6- Employee Conduct Effective Date: 111/19 -
609 Unlawful Harassment Supersedes: 

609 Unlawful Harassment 

The City of Tupelo is committed to providing a work environment that is free from all forms of 
discrimination and conduct that can be considered harassing, coercive, or disruptive, including sexual 
harassment. Actions, words, jokes, or comments based on an individual's sex, race, color, national origin, 
age, religion, disability, sexual orientation, or any other legally protected char ·istic will not be tolerated. 
The City of Tupelo provides ongoing sexual harassment training to ensu portunity to work in an 
environment free of sexual and other unlawful harassment. 

Unlawful harassment based on protected classes can occur in various ways in the workplace. Supervisors 
must take action if they observe or otherwise become aware of conduct in the workplace that may be viewed 
as harassing even if it seems harmless. Conduct that is severe or pervasive can amount to unlawful 
harassment, whether or not the supervisor subjectively perceived it to be so. No form of sexual or other 
type of harassment based on a protected class will be tolerated in our workplace. 

SEXUAL HARASSMENT 

"" Sexual harassment and harassment based on an employee's sex or gender are strictly prohibited. Sexual 
harassment can occur in various ways, including conduct that is: 

• Verbal. Sexual harassment can occur through verbal conduct such as derogatory statements, 
sexually-related comments or jokes, or requests for sexual favors. 

• Physical. Sexual harassment can occur through improper touching, inappropriate physical contact, 
or assault 

• Visual. Sexual harassment can occur through visual means, such as displaying sexually suggestive 
posters, catioons or drawings, leering, sending inappropriate adult-themed gifts, or making sexual 
gestures. 

Sexual harassment can occur between individuals of the opposite sex and of the same sex. 

Harassment on other protected classes is strictly prohibited. Like sexual harassment, harassment on 
the basis of protected characteristics can occur in various ways, including conduct that is verbal, physical, 
or visuaL For example, the following types of behavior may be regarded as harassmeut if they are 
sufficiently severe or pervasive, whether or not the supervisor subjectively perceived it to be so, and are 
strictly prohibited: 

• Continually teasing an older colleague about his age and excluding him fl·om work-related activities 
and functions because of his age. 

• Using racial slurs in the workplace. 
• Repeatedly mocking an employee's religious headwear. 

Unwelcome sexual advances (either verbal or physical), requests for sexual favors, and other verbal or 
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physical conduct of a sexual nature constitute sexual harassment when: (I) submission to such conduct is 
made either explicitly or implicitly a term or condition of employment; (2) submission or rejection of the 
conduct is used as a basis for making employment decisions; or, (3) the conduct has the purpose or effect 
of interfering with work performance or creating an intimidating, hostile, or offensive work environment. 

If sexual or other unlawful harassment in the workplace is experienced or witnessed, report it immediately 
to the supervisor or department head. If the supervisor or department head is unavailable or it is believed 
to be inappropriate to contact that person, immediately contact the Mayor or the Mayor's designee. Concerns 
can be raised and reports may be made without fear of reprisal or retaliation. 

In the event the employee is a female and is uncomfortable reporting the matter to a male supervisor or 
department head, a female City employee will be · Mayor to serve as a sexual harassment 
contact representative. Likewise, the Mayor will City employee to serve as a sexual 
harassment contact representative in the event an and is uncomfortable reporting a 
sexual harassment matter to a female supervisor or 

All allegations of sexual harassment will be quickly and 
confidentiality of the employee making the allegation, any 
protected against unnecessary disclosure. When the · 
the outcome of the investigation. 

Any supervisor or department head who becomes aware of possible 
must immediately advise the Mayor or the Mayor's designee so it 

"'''!'.••cu. To the extent possible, 
and the alleged harasser will be 

)ll'J'leted, parties will be informed of 

confidential manner. sexual or other unlawful 

other unlawful harassment 
investigated in a timely and 

harassment will be subject to 
lCIIIIIIHiliUII Of employment. 
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City of Tupelo Employee Handbook Policy# 611 
Section 6 -Employee Conduct Effective Date: 1/1119 
611 Personal Appearance Supersedes: 

611 Personal Appearance 

Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and affect 
the business image the City of Tupelo presents to customers and visitors. 

During business hours or when representing the City of Tupelo, employees 
neat, and tasteful appearance. Employees should dress and groom Hc.c:nr<il· 
position and accepted social standards. Certain employees are 
unifonns should only be wmn by an employee during working or 
unofficial events or for outside employment. 

The supervisor or depmtment head is responsible for establishing a reasonable 
the job performance. If a supervisor feels an employee's personal appearance is 
may be asked to leave the workplace until properly dressed or groomed. Under 
employee will not be compensated for the time away from work. Consult the immedi~t1< with 
questions as to what constitutes appropriate appearance. Where necessary, reasonable ac<oornrrrodationmay 
be made to a person with a disability. 
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City of Tupelo Employee Handbook Policy# 610 
Section 6 - Employee Conduct Effective Date: 1/1/19 --
61 0 Attendance and Punctuality Supersedes: 

610 Attendance and Punctuality 

To maintain a safe and productive work environment, the City of Tupelo expects employees to be reliable 
and to be punctual in reporting for scheduled work. Absenteeism and tardiness place a burden on other 
employees and on the City of Tupelo. In the rare instances when employees cannot avoid being late to work 
or are unable to work as scheduled, they should notifY their supervisor as possible in advance of 
the anticipated tardiness or absence. 

Poor attendance and excessive tardiness are disruptive. Either 
including termination of employment. 

83 
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City of Tupelo Employee Handbook Policy# 612 
Section 6 -Employee Conduct Effective Date: 111119 
612 Personal Relationships in the Supersedes: 
Workplace 

612 Personal Relationships in the Workplace 

The employment of relatives or individuals involved in a dating relationship in the same area of an 
organization may cause serious conflicts and problems with favoritism and employee morale. In addition 
to claims of partiality in treatment at work, personal conflicts from outside the work environment can be 
canied over into day-to-day working relationships. 

For purposes of this policy, a relative is defined as any person who is related by blood or marriage, or whose 
relationship with the employee is similar to that of persons who are related by blood or marriage. A relative 
may include any of the following relationships: spouse, partner, parent, son or daughter, brother 
or sister, grandparent or grandchild, aunt or uncle, niece or step, half, or in-law relation, or 
any other person with such a close bond as to suggest the employment relationship 

A dating relationship is defined as a relationship ,ex,pec:ted to lead to the formation 
employees without regard to of a consensual "romantic" or sexual relationship. This 

the gender or sexual orientation of the individuals involved. 

Relatives of current employees may not occupy a position that directly for or supervising 
their relative. Nor shall individuals involved in a dating relationship employee occupy a 
position that will be working directly for or supervising the employee they are involved in a 
dating relationship. The City of Tupelo reserves the right to take action if an actual or potential 
conflict of interest arises or individuals involved in a dating relationship who occupy 
positions at any level in the same line of authority that may affect the review of 
employment dec:isit)ns:.i 

If a relative relationship or 
in a reporting situation 
the relationship to disclose the 
be given the opportunity to decide 
not made within thirty (30) calendar 
terminated fi·om employment. 

is established after employment between employees who are 
Y"''u''">' and obligation of the supervisor involved in 

to management. The individuals concerned will 
to be transferred to another available position. If that decision is 

,!)llgetneJtttwill decide who is to be transferred or, if necessary, 

In other cases where a conflict or the potential for conflict arises because of the relationship between 
employees, even if there is no line of authority or repotting involved, the employees may be separated by 
reassignment or terminated from employment. 
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'City of Tupelo Employee Handbook Policy# 613 
Section 6 - Employee Conduct Effective Date: l/1/19 
613 Workplace Violence Supersedes: 

613 Workplace Violence 

The City of Tupelo Prohibits and Will Not Tolerate Workplace Violence 
The City of Tupelo prohibits and will not tolerate any form of workplace violence by an employee, 
supervisor, or third party, including visitors at the workplace and at events. 

Prohibited Conduct 
For purposes of this policy, workplace violence includes: 

Making threatening remarks (written or verbal). 

Aggressive or hostile acts such as shouting, using profanity, !bnowtng at another person, 
fighting, or intentionally damaging a coworker's property. 

Bullying, intimidating, or harassing another person (for example, making obscene 
threatening body language or gestures, such as standing close to someone or shaking 

Behavior that causes another person emotional distress or creates a reasonable fear of injury, such as 
stalking. 

Assault. 

This list is illustrative only and not exhaustive. violence will be tolerated. 

Complaint Procedure 
If conduct believed to violate this policy is willnesse. 
write, or otherwjse contact the direct supervisor or, 
level above the direct supervisor as soon as possible. 

are to any, am employee must speak to, 
conduct involves the direct supervisor, the next 

as detailed as possible, the names of all individuals involved and any 
will directly and thoroughly investigate all complaints of workplace violence 

action, including discipline, if appropriate. The City of Tupelo reserves the 
if appropriate. To the extent permitted by law, the City of Tupelo reserves 

to prevent workplace violence against an employee. 

Most recent update: 3114119 

violent act or threat of an imminent violent act, immediately contact 
contact the Human Resources Department of the City of Tupelo. 
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City of Tupelo Employee Handbook Policy# 614 
Section 6 - Employee Conduct Effective Date: 1/1/19 
614 Weapons Supersedes: 

614 Weapons 

The City of Tupelo Prohibits Weapons at the Workplace 

The City of Tupelo prohibits all employees from possessing any weapons of any kind at the workplace 
while engaged in activities for City of Tupelo and City of Tupelo unless specifically 
allowed by law. For purposes of this policy, the workplace is defined to of Tupelo's buildings, 
outdoor areas, and parking lots. 

Weapons include: 

• Guns. 

Knives. 

• Mace. 

Explosives. 
-t:'cy,_ 

Any item with the potential to inflict hll'I'!!J;;~hat has no common purpose. 

For purposes of this policy, the workplace is defined to include the City of Tupelo's buildings and outdoor 
areas. An employee may store a firearm for which the employee has a valid permit or is legally authorized 
to carry in a locked personal vehicle while parked in the City of Tupelo's parking areas. The fireann must 
be hidden ftom plain view or locked within a caqe in the vehicle. 

Employees may not transport or store any firearms in employer-owned vehicles, even if the employee has 
a valid permit or is legally authorized to carry a firearm. 

An employee who is prohibited by state or federal law from possessing or canying a firearm may not store 
any firearm in their vehicle while parked in the City of Tupelo's parking areas. 
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City of Tu11_elo Employee Handbook Policy# 615 
Section 6- Employee Conduct Effective Date: 111/19 
615 Security Inspections Supersedes: 

615 Security Inspections 

The City of Tupelo wishes to maintain a work envirorunent that is free of illegal drugs, alcohol, fireanns, 
explosives, or other improper materials. To this end, the City of Tupelo prohibits the possession, transfer, 
sale, or use of such materials on its premises. The City of Tupelo requires the cooperation of all employees 
in administering this policy. 

Desks, lockers, and other storage devices may be provided for the convenience of employees but remain 
the sole property of the City of Tupelo. Accordingly, they, as well as any articles found within them, can 
be inspected by any agent or representative of the City of Tupelo at any time, either with or without prior 
notice. 

The City of Tupelo likewise wishes to discourage 
employees, the City of Tupelo, visitors, and cm:torne>]f!J 
Tupelo or its representative may inspect not only 
the premises and any packages or other belongings. Any 
articles or materials should not bring such items onto the City 

88 
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unauthorized possession of the property of 
(on:emtent of this policy, the City of 
pl!;llJ>enmnts entering and/or leaving 

to avoid inspection of any 
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City of Tupelo Employee Handbook Policy# 616 
Section 6 - EmplCJyee Conduct Effective Date: 1/1/19 
616 Solicitation Supersedes: 

616 Solicitation 

In an effort to ensure a productive and harmonious work environment, persons not employed by the City 
of Tupelo may not solicit or distribute literature in the workplace at any time for any purpose. 

The City of Tupelo recognizes that employees may have interests in 
workplace. However, employees may not solicit or distribute literature 
working time. (Worldng time does not include lunch periods, or any 
not on duty). Employees shall not solicit or distribute literature in 

Examples of impermissible forms of solicitation include: 

• The collection of money, goods, or gifts for community groups 
• The collection of money, goods, or gifts for religious groups 
• The collection of money, goods, or gifts for political groups 
• The collection of money, goods, or gifts for charitable groups 

,oqsanizatiOilS outside the 
these activities during 

· which employees are 
City of Tupelo. 

• The sale of goods, services, or subscriptions outside the scope of official organization business 
• The circulation of petitions 
• The distribution of literature not 
• The solicitation of memberships, 

In addition, the posting of written solicitations is prohibited. Bulletin boards 
are reserved for official organization comnQUJlic,atic 

• EEOP or Affirmative Action statement 
• Employee announcements 
• Internal memoranda 
• Job 
• 

1su,rar1ce information 
me:m]Jloyn,,ent insurance information 

• 
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City of Tupelo Employee Handbook Policy# 617 
Section 6- Employee Conduct Effective Date: 111/19 
617 Problem Resolution Supersedes: 

617 Problem Resolution 

The City of Tupelo is committed to providing the best possible working conditions for its employees. Pa.t 
of this commitment is encouraging an open and frank atmosphere in which any problem, complaint, 
suggestion, or question receives a timely response from City of Tupelo supervisors and management. 

The City of Tupelo strives to ensure fair and honest treatment of all 
employees are expected to treat each other with mutual respect. 
and constructive criticism. 

If employees disagree with established rules of conduct, policies, can express their 
or informally, 
for using the 

concern through the problem resolution procedure. No employee will be peiwuzel 
for voicing a complaint with the City of Tupelo in a reasonable, business-like 
problem resolution procedure. 

If a situation occurs when an employee believes that a condition of employment or a affecting 
him/her is unjust or inequitable, he/she is encouraged to make use of the following steps. The employee 
may discontinue the procedure at any step. 

1 . Employee presents problem to immediate 

2. Supervisor responds to problem in writing 
management, when 
resolution which is 

3. If the employee is 
or her Department head 
head will, within ten (l 0) 
management deemed apJJropriate; 
parties involved. 

ten (1 0) calendar days after incident occurs. 

after consulting with appropriate 
of the problem and proposed 

the employee may appeal in writing to his 
date of the initial decision. The Depmtment 

employee, the supervisor or any other member of 
and communicate a decision in writing to all 

4. If the employee is not satisfied with head's decision, he/she may appeal in writing to the 
Mayor or the Mayor's designee. The requirement and procedures are the same as in Step 3. The 
Mayor or the Mayor's designee will take the steps necessary to review and investigate the problem and will 
then issue a decision in writing to all parties involved. The Mayor, in his/her discretion, may appoint a 
hearing officer, who will conduct a hearing on the issues presented by the aggrieved employee. The hearing 
oftlcer will give sufficient notice to all parties. The employee shall be given an opportunity to present 
his/her justification or evidence in suppo1t of his/her grievance, including the right to testify or to present 
testimony in his/her behalf. The hearing officer will prepare a written report and a recommendation for 
resolution which will be forwarded to the Mayor. The Mayor will issue a final decision in writing to all 
parties involved within ten days of receiving the hearing officer's report. The Mayor's decision is final, and 
there will be no further right to appeal. 
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City of Tupelo Employee Handbook Policy# 617 
Section 6 - Employee Conduct Effective Date: 1/1/19 
617 Problem Resolution Supersedes: 

Any reference to or rights granted to an "employee" by this policy will also apply to "supervisors," 
"department heads," and other members of management. 

Not every problem can be resolved to everyone's total satisfaction, but only through understanding and 
discussion of mutual problems can employees and management develop confidence in each other. This 
confidence is impmtant to the operation of an efficient and hannonious work environment, and helps to 
ensure everyone's job security. 
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I 
Bancornsoutll Jlrena 

March 8, 2019 

Mayor Jason Shelton 
Mr. Travis Beard, Council President 
Mr. Markel Whittington 
Mr. Lynn Bryan 
Ms. Nettie Davis 
Mr. Mike Bryan 
Mr. Willie Jennings 
Mr. Buddy Palmer 

Mayor Shelton and City Council: 

Apprw ( ~ 
:!vI tl-1 <'1 

(§) 

We are requesting approval of international travel for Shelby Poindexter, BCSACC 
Social Media Manager, to attend the 2019 Event and Arena Marketing conference in 
Toronto, Ontario, Canada on June 12-15, 2019. Per diem rates for this location per the 
US State Department are $113. 

Thank you for your support. 

Sincerely, 
~-;/ 

~~-
Todd Hunt, CVE 
Executive Director 
BancorpSouth Arena & Conference Center 

AvpifJiiJ> 
BancorpSouth Arena 

P.O. Box 7288 • Tupelo, MS 38802 • 662-841-6573 • Fax 662-841-6413 
www.bcsarena.com 
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Tupelo Major Thoroughfare Program Minutes 
February 11 , 2019 

Members present: Chris Hussey, C W Jackson, Stuart Johnson, Aletha Mims, Mike Pettigrew, 
Greg Pirkle, Danny Riley, and Theodore Roach 

Members not present: Bill Cleveland, Scott Davis, Ernie Joyner, Charlotte Loden, J D Moore, 
Jamie Osbirn, Drew Robertson, Brent Waldrop, and Westley Webb 

Others present: Dustin Dabbs, Kim Hanna, Don Lewis, Renee Newton, Johnny Timmons, John 
White, Mark Weeden and Chuck Williams 

Greg Pirkle called meeting to order. Renee Newton took roll. 

Chairman Pirkle asked the Committee to review and approve the minutes of the January 14, 
2019 Major Thoroughfare Program meeting. Minutes were approved unanimously, with 
correction to be ma,de on page two, pqragraph one, line six. Change one one to no one. 

Kim Hanna reviewed the Major Thoroughfare Phase VI Budget Report for the month ending 
January 31, 2019. Beginning cash balance was $4,361,275. Revenue from Property Tax and 
Interest Earned was $667,286. Total Expenditures were $79,305. Payments included $3,500 
for Contract Engineer Fees; $73,645 paid for Maintenance Costs; and $2,160 paid to Traffic 
Signal Study. Ending cash balance was $4,949,257. 

John White and Dustin Dabbs gave updates on the current projects. 

EAST MAIN STREET (GREEN STREET TO VETERANS) 
Awaiting final approval of close out documents by MDOT. 

MDOT NORTH GLOSTER I BARNES CROSSING PROJECT 
Construction will continue when weather permits. 

COLEY ROAD/MCCULLOUGH BLVD 8: COLEY/JACKSON EXTENDED IMPROVEMENTS 
Coley I Jackson intersection improvements have been completed, except for striping. 
Coley/McCullough work has stopped until more favorable weather and ability to get 
asphalt. Pipe has been extended and manholes raised. Tombigbee has moved one pole 
which should allow AT&T to bore in the area. 

EASON BLVD TURN LANE@ HWY 45 
Contractor has installed all underground encasements for traffic signal wiring and has 
installed concrete foundation for signal poles. Currently waiting on fabrication and 
delivery of the signal mast arms (expected hopefully around Ap1il.) Milling and final lift of 
asphalt paving will be scheduled this spring as weather permits. 
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JACKSON STREET (CLAYTON TO ROBINS) 
Working on design of alternate section from Robins to Madison. Johnny Timmons stated 
the bid for the utility relocation is to be let March 11, 2019. 

LUMPKIN INTERSECTION RELOCATE 
Roadway plans are being re-done to lengthen the project to the intersection of Stephen D 
Lee St to the north. The City is currently working on the easement acquisition and right 
of way swap required for this new alignment. The plans should be completed within a 
week or so. The project can be advertised for bid as soon as all easements have been 
obtained. 

INACTIVE PROJECTS (PHASE VI) 
W Jackson St - Airpark Rd to N Coley Rd 
N Gloster St- Barnes Crossing Rd to Natchez Trace 
Eason Blvd - Veterans Memorial Blvd to Briar Ridge Rd 

With no further business to discuss, the meeting was adjourned. 

~Al~ 
Chairman Submitted by Renee Newton 
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COUNCIL 

Markel Whittington 
Ward One 

Lynn Bryan 
Ward Two 

Travis Beard 
Ward Three 

Nettie Y. Davis 
Ward Four 

Buddy Palmer 
Ward Five 

Mike Bryan 
Ward Six 

Willie Jennings 
Ward Seven 

City of Tupelo 

March 13,2019 

Jason L. Shelton 
Mayor 

Water and Light 
Johnny Timmons, Director 

Mayor Jason Shelton and Council of the City of Tupelo 
City of Tupelo 
Tupelo, Mississippi 38804 

Dear Mayor Shelton and Council Members: 

Approfd 
0-l f)-! q 

~ 

The following change order is submitted for approval at your regular meeting 
on Tuesday, March 19,2019: 

Tupelo SRF FY14 Sewer System Impt·ovements - Area 6 - Change Order 
No. :1- This change order consists of a time extension of 45 days, making the 
revised completion date April 21, 2019. The contractor is substantially 
compete with all items except the lift station startup. Strutup has been delayed 
due to a lack of electrical service at the site. Tombigbee Electric Power 
Association was notified of the request for service by the contractor at least as 
early as October 2, 2018. Once electrical service is provided, startup can take 
place and the project can be closed out. 

I have reviewed this change order ru1d find it to be cmtect. If you have ru1y 
questions, pi e feel free to call upon me. 

Attachment 

··-·····------· ... ---~AeQ~i.i. v- ····-· 
320 North Fronl St. • P.O. Box 58R • Tupelo. Mississippi ~X802-05RR • 662-841-6460 • Fax 662-841-6401 
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Drite of Issuance: March I?:, :w 19 

Owner: City of Tupelo 

Contractor: Enscor LLC 

Engineer: 

Project: 

Cook Coggin Engineers, Inc. 

SRF Sewer FY 14 

Change Order No. 2 

Effective Date: March \2, 20\9 

Owner's Contract No.: 1482 WL 

Contractor's Project No.: 

Engineer's Project No.: CCE 3-08827-1 1M 
Contract Name: Area 6 

The Contract is modified as follows upon execution of this Change Order: 

Time extension due to delays in receiving power from electric power provider. 

CHANGE IN CONTRACT PRICE 

Original Contract Price: 

s 945 902.50 

CHANGE IN CONTRACT TIMES 
[note changes In Milestones If applicable] 

Original Contrilct Times: 210 days 

Substantial Completion: January 14, 2019 
Ready for Final Payment: January 14, 2019 

days or dates 

llncr·ease] [Decrease] from previously approved Change !Increase] [fle€fert5e] from previously approved Change 
Orders No. _1_ to No. _1_: Orders No. to No._ 

$ NA 

Contract Price prior to this Change Order: 

$ 945 902.50 

[lncrease][Decrease] of this Change Order: 

$ NA 

Contract Price incorporating this Change Order: 

$ 945 902,50 

RECOMMEND.ED: .. 

Substantial Completion: ~5'-'2~----------
Ready for Final Payment: ~5'-'2~--....,..-------

days 

Contract Times prior to this Change Order: 

Substantial Campi etion: ~M=a,_,rc,_h,_7,_,_,2"'0"'1"'9'-------
Ready for Fin a I Payment: _,M:=a,_,rc"-h'-7"-'2'""0"'1"'9-------

days or dates 

[Increase] of this Change Order: 

Substantia I Completion: _,4,_,5'-'D"-a,_av'-''''------------
Ready for Final Payment: ,.4..,5uD"-. ""x.;vss,_ _______ _ 

days or dates 

Contract Times with all approved Change Orders: 
5ubstan tia I Com pi etion: ~A~r~ri~l ~21~,'-'2o00'-"1"'9,_ ______ _ 

Ready for Final Payment: ""A"p"-r"-il~2-"1~, 2"'0"'1"'9'---------
days or dates 

Owner (Authorized Signature) Contractor (Authorized Signature) 

By: \-L~ .·, L\ _,·, .. \~ -,.-.. J 
(,'Engineer (ii required) 

Title: Project Engineer Title Title rJ:... ',_ .J y?i"'-~-'"'""J« _,., 
Date: 03/12/2019 

Approved by Funding Agency [if 
applicable) 

By: 

Date Dote 5 Jt e. h ,. 
~,~~L---------

Date: --------------------------------
Title: 

EJCDc' C-941, Change Order. 
Prepared and published 2013 by the Engineers Joint Contract Documents Committee. 

--··--·-------- Pag_e~ __ !__~----------· _____ .. ___ , ·-·-
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February 12, 2019 

Mr. Chuck Williams 

Director, Public Works Dept. 
604 Crossover Road 

Tupelo, Mississippi 38801 

REFERENCE: RECOMMENDATION OF AWARD OF CONTRACT 

Awt< r tA -c) 

3-/'l-!(}j 

TUPELO ROADWAY MILL & OVERLAY PROGRAM· 2019 ANNUAL BID 

BID NO. 1538PW 

Dear Mr. Williams: 

[ am pleased to submit to you, along with the Mayor and City Counc111 our conclusions and recommendations 
regarding the award of the construction contract for the referenced project. Bids were opened at Tupelo City Hall on 
Friday, March 1, 2019 at 10:00 AM local time. 

This is set up as a bid for the 2019 annual term and quantities were estimated based on the projected roadway 
milling and overlay improvements that were established from the budgeted amounts for such improvements. 
Quantities are expected to vary for term bid contracts based on the final improvements that are completed under 
this contract and, thus, the final contract amount will likely vary from the bid price. 

As represented on the attached tabulation of bids, three bids were received for this project from APAC-Mississippi, 
Murphree Paving and WG Construction <md the bids ranged from $2,669,500.00 ~ $3,110,000.00 based on the 
estimated quantities included in the bid form. The low bid was from APAC-Mississippi and provided unit prices for 
five (5) items that were inc.luded on the bid form for a total bid amount of $2,669,500.00. The bid was reviewed 

based on the bidding criteria established for the Project and It appears that APAC included the proper proposal 
documentation as required by the Contract Documents. 

Thus, it is our recommendation that the City award this contract to APAC-Mississippi for the 2019 Mill & Overlay 
Program - 2019 Annual Bid. We appreciate the opportunity to be of service to you and to be involved with this 
project. Please l_et us know should have any questions or require additional information. 

Sincerely, 
DABBS CORPORATION 

Dustin D, Dabbs, PE 
President 

C: Mr. Don lewis, COO, City of Tupelo 
Ms. Kim Hanna, CFO, City ofTupelo 

@dabbscorp 

MODJLE 601.927.4012 

1005 N. Eason Boulevard 

Tuf!elo,_ MS 3~?0_4: 



BID TADULATION 
ClTY OF TUP£LO, MISSISS!I'PI 
ROADWAY MILL & OVERI,AY PROCRAM 
21119ANNUAL.BlD. BID No.l53&PW 
BID DATE: 03/011201!> 

B/\..1!£ BID APAC·MISSISSIPPI MURPHREE PAVING 

ITEM 
DESCRIPTION UNIT QNTY. 

UNIT TOTAL UNIT 

II 
TOTAL 

NO. COST COST COST COST 

I MILUNG, ALL Df:PTHS SY ! 150.000 S:!.30 $ 345.000.00 $2.65 i s 397,500.00 

---3--· 6_S.fl·!ALT SURF~fE..£Q..l:1¥SE -·--- ·--·--·- r-.!?L i-E-·R9.L SS\.50 $ ::!.:lB1,000,00 S95.50 -~ ' :2,(,7-1,000.00 

l 4"TEM?ORARY -r;,!?:,AFFJC STRIPE. CONTINUOUS WHITE ... _\L... 10,000 $0.50 $ 5.000.00 $0.30 ' $ 3.000.00 -
4 4"TEMPORAR.Y TRAFFIC $'Tf{JP!:,CONTlNUOUS YELLOW l Ll-' 10.000 $0.50 $ 5,000.00 $0.30 i $ 3.000.00 

s GRANULAR SHOULDER MATERIAL. IN PLACE: I CY ' sno S65.00 s 32.500.00 sr,s.oo ! $ 32.500.00 

GRAND TOTAL I, 2,669,50(1.00 1 I , 3,110,000.00 1 

I ce-rtify ll>nl lhls i~ n cnrr~ct t~h<II~Gon of~lllhc ~i~.~ !'l:ct:l\'ccl and rc:~d n!~ud fM \hi~ pmjccton lh~ hiU dale nfM.,rch I, 2019. 

:t.\\\\\\UIHfltJIJJ 
t:;_~ \N 0. D :&q. 

t·~:tr~ -r r,L ":"~' ~; 
~-~b-e{ .__ - ....,.~, ():- !\'-~ 

Eli.'G!NEER SIGNATURR: 
1111Jifl!ll.W~"''I: 

·-~ 
DATE: Qli£!.1fl:.(l.l2 

- --· ------- ----

Prepared By: J~abbsCorporation 

tr 

WG CONSTRUCTION 

UNIT TOTAL 

COST COST 

$2.15 s 322.S00.0Cl 

Slt?.JO s 2 438.SOU.00 -
$0.15 s 1.500.00 

$0.15 s 1.500.00 

$35.00 ' ll.SflO.OO 

I, 2.781.8(1(1.00 1 

~~-··· ... --

-u 
ID 

'Iii 
" ::1 
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Advisorv Members Present 
Robin Faucette, Ward 1 
Mike Maynard, Ward 2 
Jack Keene, Ward 3 
Davey Cole, Ward 5 
Kenneth Greer, Ward 6 
Jim Ingram, President TSC 

Parks Advisory Board and 
Sports Council Meeting 

November 13,2018 

Advisory Member Absent 
Kenneth Greer, Ward 6 
Joe Washington Jr. Ward 4 
Tara Cayson, Ward 7 

Staff Present 
Alex Famed, Director 
Deana Carlock, Office Manager 
Shanta Jones, Program Director 
Amy Kennedy, Aquatic Director 

Staff Absent 
Leigh Arm Mattox, Recreation Director 
Laura Kramer, Spmts Director 
Sheila Runnels, Spmts Director 
Alex Wilcox, Senior Recreation Athletic Director 
Markel Whittington, Council Rep. 

I. Robin Faucette called the meeting to order. 

2. Robin Faucette made the motion to accept the agenda with Jack Keene making the second. 
Passed unanimously. 

3. Mike Maynard made the motion to accept the minutes with Jack making the second. Pass 
unanimously. 

4. Mike made the motion accept the treasmer's report with Jack maldng the second. Pass 
unanimously. 

5. Member Reports 

a. Tupelo Youth Soccer Association- Report received. 

b. Tupelo Youth Baseball Association- Report received. 

c. Tupelo Softball Association - Repmt received. 

d. Tupelo Basketball Association- Report received. 

e. Tupelo Tennis Association- Repmt received. 

f. Tupelo T11erapeutic Recreation Association- Report received. 

g. Tupelo Aquatic Club- Report received. 

h. Tupelo Disc Golf Association- Report received. 

i. Tupelo Skate Park Association- Report received. 

j. Tupelo Flag Football Association- Report received. 

k. Friends of the Park- Report received. 

1. Tupelo Fourth of July Celebration Association- Report received. 

m. Veterans Council -Report received. 

n. Tournament -Report received. 
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o. Marketing- Report received. 

p. Monthly Participation- Report Received 

6. The Board was updated on the Ballard Baseball Fields Project. 

7. The Board was updated on the cameras in the park. 

8. The Board was updated on the parking lots at Aquatic Center and Theron Nichols. 

9. The Board was informed of the leak at the Tupelo Aquatic Center. 

10. The Board was provided a calendar of events. 

11. The Board was updated the website along with the leisure service guide. 

12. The Board was updated on the Parks Advisory Board appointments. 

13. The Board was informed of the neighborhood associations and KC Grist working together to 
improve their neighborhoods. 

14. Mike made a motion to adjourn with Jack making the second. Pass uoanimously. 
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CHECK INFORMATION FOR COUNCIL MEETING 
March 19, 2019 

--
FUND CHECK NUMBERS 

POOL CASH 354177-354562 
EFT 50000069-50000083 

ELECTRONIC TRANSFERS AS SHOWN ON THE FACE OF DOCKET 

INVOICES AS SHOWN ON FACE OF DOCKET 




