Page |166

MUNICIPAL MINUTES, CITY OF TUPELO
STATE OF MISSISSIPPI
MARCH 19, 2019

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 6:00 p.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 6:00 p.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 aftached 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 Bick 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 2:00 p.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 6:00 p.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 6:00 p.m., at the Thomas Strect 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 of the 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 AGENDA

PUBLIC HEARINGS

No items appeared for consideration.
CITIZEN HEARINGS

No items appeared for consideration.

ACTION AGENDA

No items appeared for consideration.

ROUTINE AGENDA

IN THE MATTER OF APPROVE, REJECT MINUTES OF THE MARCH 8§, 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 4:00 p.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.
Tool Lase 354177- F54SLZ
EFT 50b00DLA- 50DDO0 ¢3
IN THE MATTER OF REVIEW, APPROVE REJECT FY 2019 BUDGET REVISION
NO. 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

%Fpméj‘l T NEED Check at docket numbers here
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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 of FY 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 Counciiman Markel Whittington to accept the February
11, 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. 1435WL 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, AWARD, 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 hercto as APPENDIX G.

IN THE MATTER OF REVIEW, ACCEPT, REJECT THE NOVEMBER 13, 2018,
PARKS ADVISORY BOARD AND SPORTS COUNCIEL 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) (H

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 6:50 p.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.

N

( . 1
ATTEST: TN P
X ~PRESIDENT
M and oo Onss 24
CLERK OF THE COUNCIL

7
WOMM’CK 20,2009

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: NETTIEY. DAVIS

SECOND: LYNN BRYAN
THE VOTE WAS UNANIMOUS IN FAVOR 7-0 TO APPROVE

Appendiyl B
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HANDBOOK
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COUNCIL

Markel Whillinglon
Ward Onc

Lysn Bryan
Ward Two

Travis Beard
Ward Three

Nettie Y, Davis
Wird Four

Batcddy Palmer
Ward Five

Mike Bryan
Ward Six

Willie fennings
Wird Seven

City of Tupelo

Jason L. Shelton
Muayor

To Our Newest 'T'eam Member:

Welcome to the City of Tupelo’s official family! You have joined over 450
professional men and woimen on out stafF. Each ol us take tremendous pride in
o City, ond we wark every day o make it belter,

On behalf of our colleagues, 1 welcome you to the Cily of Tupelo and wish you
great success. T want to tell eacl of you that I look forward to working with you
during the next four years)

We believe thal each employee contribules diveotly to the City of Tupelo’s growth
and suceess, and we hope you will take pride in being a member of our All-
Awmerica city,

This hnndboole waz developed to describe some of the expectations of our
employees and lo outline the policies, programs, and bencfits available to cligible
omployces. Please study this handbook well to fammiliatize yoursclf with the
conients of the cmployes handbook as soon as possible, for it will answer many of
your questions.

ook forwnrd to meeting cach of you persanally ss soon as possibie, Undil then, |
Joln you in our efforts to make Tupelo the best city in America,

Sincerely,

CITY OF TUPELO

LM

son L. Shelton
Mayor

JLS /v

71 Fast Tray S1.« PO, Box 1485 + Tupelo, Mississippi 38802185 - 662-RA1-6513 » Fax 662-840-2075
N

Most recent update: 3/14/19

\

\
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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 enfered into my employment relationship with the City of Tupelo
voluntarily and acknowledge that there is no specified length of employment. Accordingly, either
1 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 procedutes contained hefeiirsupersede any and all prior practices,
oral or written representations, or statements rg ¥ ding th%ﬁterms and conditions of your
employment with the City of Tupelo. By distribﬁgff's handBaok, the City expressly revokes
any and all previous policies and procedures which ar?i? 5] %%Wi’th those contained herein.

I understand that, except for employment at-will status, any gdzall policies and practices may be
sithe right to change my hours,

changed at any time by the City of Tupelo, and the City reserves,

wages and working conditions at any time. All such changes will be égifimunicated through official
notices, and I understand that revised information may supersedefg?modify, or eliminate existing
policies. Only the City of Fdfigln:-Mayor and City Council has the ability to adopt any revisions to

the policies in this ha}d e

SRR

I understand and agregthat no ig in the Employee Handbook creates, or is intended to

create, a promise or repreaﬁ%ﬁ%}%ﬂn@d employment and that employment at the
City of Tapelo is employmeﬁét-”; pwill, w'?ﬁ%%%ay be terminated at the will of either the City
or myself, Furthermore, I ackubwledge that this handbook is neither a contract of
employment nor a legal document.‘?%irstand and agree that employment and compensation

may be terminated with or without cBuse and with or without notice at any time by the City of
Tupelo or myself.

I have received a link (hitp://www.tupeloms, goviwp-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

Most recent update: 3/14/19
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& City of Tupelo Employee Handbook | Policy# 101
i f‘”‘“’“‘"}' “}5 Section | Employment Effective Date: 1/1/19
7 !
G i ! l i | 101 Nature of Employment Supersedes:
39 l 99 z“
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 comimon questions concerning employment with the City of Tupelo.

However, this handbook cannot anticipate every situation or answer every 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 question$to the Human Resources Department.

This handbook is not an employment contract and is not
kind. Employment with the City of Tupelo is on an “at
means that an employee has the right to separate from the
reason, with or without notice, with or without cause; likewise,
from an employee at any time, for any reason, with or without n

intended to create contractual obligations of any

: b’&SlS except as otherwise stated herein. This

kemp]oyment at any time, for any

e ity of Tupelo has the right to separate
vith or without cause.

In order to retain necessary flexibility in the administration of policies and procedures, the City of Tupelo
reserves the right to change, revise, or eliminate any of the policies ar benefits described in this
handbook. The only recognized deviations from the stated policies are those authorized and signed by the
Mayor and City Council of the City of Tupelo.

WES
Hradkica
Law

Bruide

Most recent update: 3/14/19
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102 Employee Relations

The City of Tupelo believes that the work 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 directly 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
cah be excellent, communications can be clear, and attitudes can be positive. The City of Tupelo amply
demonstrates its commitment to employees by responding eff: gﬁ_%giy to employee concerns.

Most recent update: 3/14/19
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"m' City of Tupelo Employee Handbook | Policy# 103
‘IZ immca y Ii, Section 1 Employment Effective Date: 1/1/19
’,9 “ __,;;,,-"' 103 Equal Employment Opportunity | Supersedes:
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103 Equal Employment Opportunity Employer

The City of Tupelo is an equal opportunity 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 b use of race, color, religion,
creed, national origin or ancestry, cthnicity, sex (mc!udmg pregnancy), rﬁage physical or mental
disability, citizenship, past, current, or prospective service in the unifor selwces genetic information,
or any other characteristic protected under applicable federal, state% cal law. All City of Tupelo
employees, other workers, and representatives are prohibited fro gag n unlawful discrimination.
This policy applies to ali terms and conditions of employment, mclucﬁhg, but nolimited to, hiring, training,
promotion, discipline, compensation, benefits, and termination of employment.

The City of Tupelo complies with the Americans with Disabilities Act (ADA), as arﬁ% by the ADA
Amendments Act, and all applicable state or local law. Consistent with those reqmrem , the City of
Tupelo will reasonably accommodate qualified individuals with a disability if such accomodation 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, refer any such request to the Human Resources Department.

S
COMPLAINT PROCEDURE % %&

If an employee is subjected to any conduct thatjs beli¢ f%f%ﬁvmlatc this policy, the employee must
promptly notify his/her direct supervisor as soc%aﬁ%ss;blcf:'=.w iinmg?wmg the offending conduct. If a
satisfactory response is not received within five (5) Bisiness days#fter reporting any incident of what was
perceived to be discriminatory conduct, please immegiately contact the Human Resources Department,

These individuals will ensure that a prompt mvest1gat1§usg@nduﬁed
%'%‘

The complzint shpuld be as detailed as possible, including the names of all individuals involved and any
witnesses. %‘3 & Tupelo w:ll d:rectly and thoroughly mvestlgate the facts and circumstances of all
claims of.gerc timih

“%’-‘-@l

4li35 any manager oR3! uperwsor who observes discriminatory conduct must report the conduct to

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

Most recent update: 3/14/19
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City of Tupelo Employee Handbook | Policy# 103
{ '*”‘“‘”"“ 35‘ Section 1 Employment Effective Date: 1/1/19
E g 103 Equal Employment Opportunity | 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 Depariment 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 fitle, whom the Human Resources Department determines has
subjccted an lndmdua! to dlscrlmmatlon or retaliation in vmlanon of this policy will be subject to
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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 form if they have not completed an 1-9 with the City of
Tupelo within the past three years, or if their previous I-9 is no longer retained or valid.

Every employee of the City of Tupelo must adhere to all aspetts of this policy. Failure to comply with
IRCA may subject the City of Tupelo and any responsilgé;é‘*s’fﬁa‘%\ﬁduafs to civil monetary or criminal
penalties. Violations of this policy may be grounds for erg%fg’yee discipline, up to and including termination
of employment. g

geationt law issues are encouraged fo
contact the Human Resources Department. Employees m 3@%&'56 questions or complaints about
immigration law compliance without fear of reprisal. T
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105 Employee Medical Examinations

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

Police and Fire
ed on standards

ST

e
S
e

Depariments are reqmred to undergo yearly medical and physical examinations<g:
established by each Department.

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

employment.

< M%h
Information on an employee's medical conditic n"’brgﬁgmry will be kept separate from other employee
information and maintained confidentially. Acce 5 ‘gmyation will be {imited to those who have a
legitimate need to know. X > %%:%?
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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 of the 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 kecp such
applications confidential. Access to employee applications is restricted. Generally, only the Mayor, City
management and the City Council pursuant to state law, who have a tegitimate reason to review an employee
application, are allowed to do so. The Human Resources Departménbwill provide a daily log in which to register

12

Most recent update: 3/14/19



Page 186

, WSS .
\,9‘ AT
/\‘3‘} “""\

“*"-\
J"'
m/

{
it OMLAMERIGACTY 12
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107 Hiring

The City of Tupele 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 inform 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, fuli-time job
openings are posted on the City’s official website, although the City of Tupelo reserves its discretionary right to

pot post a particular opening.

The job postings will include requirements for the positions available. Any examination required for a job
posting will be job-related and seek to fairly measure the relativ i arit and fitness of the applicant. Candidates
who are determined to be eligible by the Human Resources Dé%frtment will be placed on an eligibility list for
employment consideration by the City for up to one year AR vacancigs in a job occur, department heads will
select from the eligible candidates on file. = B,

13
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108 Conflicts of Interest

The City of Tupelo’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 thatsprohibit actual or potential
conflicts of interest provided by this policy handbook as establishing the fiamework within which the City
of Tupelo strives to conduct its business. The purposc of these guidelinggis to provide general direction so
that employecs can seek further clarification on issues related to thé=subjest, of acceptable standards of
operation. Contact the Human Resources Department for more infdgation ‘t?ﬁ% estions about conflicts of

interest. :

An actual or potential contlict of interest occurs when an employee is in a position ence a decision

that may result in a personal gain for that employee or for a relative as a result of CityOF Tupelo's
business dealings. For the purposes of this policy, a relative is a spouse, child or parent of gu(fxty employee,

or any other person with such a close bond as to suggest a conflict of interest.

There is no presumption of guilt created @@e mere existence of a relationship with outside firms.

However, if employees have any influence ofiftdusactions involving purchases, contracts, or leases, it is

imperative that they disclose as soon as possible fosanit Eficer of the City of Tupelo the existence of any
1:h -;:s‘ﬁ_giblished to protect ail parties.

S s
=

actual or potential conflict of interest so that safé%uars

. . 4 T . .
Personal gain may result not only in cases where ar%%mp!oyee or Eeldtive has a significant ownership in a
firm with which the City of Tupelo does business, ut also whén an employee or relative receives any
kickback, bribe, substantial gift, or special considcratfg%_ as a resuli of any transaction or business dealings

involving the City of Tupelo. o
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B -3

109 Drug/Alcohol Testing

— TBD - B, Logan
[ Add Proudwcs)

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 matrijuana,
while employees ate working on the employer’s premises (either on or off duty) and while operating
employer-provided vehicles. See Section 609 Drug and Alcohol Use. Employces that work while under
the influence of drugs or alcohol pose a safety risk to the Y

In furtherance of this commitment, The City of Tup
and current employees may be requested or requiréd
situations. This policy is intended to comply with appl
and current and prospective employee privacy rights.

Pr e-Employment Testmg

Tupelo are condltloned on the apphcant submitting to and successfully completing and passing a drug
and alcohol test in accordance with the testing procedures described in this policy.

0 a drug and alcohol test if an employee’s supervisor or other
vicion, based on objective factors such as the employee s
idiigtandsfacts, that the employee possesses ot is under the
or aleohol, or both, Employees who take over-the-
counter medication or other lawful ication that can be legally prescribed under both federal and
state Jaw to treat a disability should infosi fheir supetvisors or the Human Resources Department if
they believe the medication will impaire)}h& job performance, safety, or the safety of others or if they
believe they need a reasonable accommodation before reporting 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 Accommaodations Policy, Section 110.

appearance, speech, behavior; o
influence of unlawful drugs, includix

Periodic/Random Testing
Employees in safety or security-sensitive positions are subject to drug 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 alcohel 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 appi‘igg;gﬁ%t’s drug and alcohol test results will be kept confidential
and maintained separately from the individt%‘g‘h grsonnel file.

=

Consequences of a Positive Test %
Employees who test positive will be subject to discipline, 1 gjﬁ including immediate termination
of employment. Job applicants who test positive \%?gf"have theigeonditional job offers withdrawn,

Consequences for Refusing to Submit fo Testing on.Failing to Complete the Test

Employees who refuse to submit to testing as required:by the City of Tupelo or who fail to complete
the test will be subject to discipline, up to and including immediate termination of employment. Job
applicants @Q}‘iﬁfﬁ%@iﬁf‘ ubmit to drug and alcohol testing will be deemed to have withdrawn
themselvegfrom the applg; n process and will no longer be considered for employment.

E,
Employee Assistance Progra__ﬁ_%
The City of Ti‘fﬁ%};&l)rovides an gniployee assistance program (EAP) for all employees and their eligible
dependents. The"BAR is designed to help individuals manage personal problems that can impact their
well-being and workeperforman€e. Treatment is confidential (unless an EAP counselor is required by
law to disclose inform %&ﬁﬁ%ﬁ as child abuse) and will not become a part of an employee’s personnel
records. For more infomﬁl’?ﬁfbn about the EAP, sce Section 313 of this handbock or contact the Human

Resources Department. ¥

16
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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
guestions regarding this policy or if you have questions about drug testingdn the workplace that are not

addressed in this policy, please contact the Human Resources Depart eg&

17
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N8 30 ki

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 perform the duties of
the position.

assignments, classifications, organizational structures, position desc ___;ggns lines of progression, and seniority

lists. Leave of all types will be available to all employees on an equal basis

The City of Tupelo is also committed to not discriminating against any qualifige mployees or applicants because
they are related to or associated with a person with a disability. The City will follow any state or local law that
provides individuals with disabilities greater protection than the ADA.

necessary to ensure equal yment op fortunity for persons with disabilities in accordance with the ADA and
all other applicable federal,

requested. If the employee fails to provi
may be denied.

Determinations

The City of Tupelo makes determinations about disability accommodations on a case-by-case basis
considering various factors and based on an individualized assessment in each situation.

The City of Tupelo 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 requesting an accommodation in good faith. The City of
Tupelo expressly prohibits any form of discipline, reprisal, mtlmldano I, 0r retaliation against any
individual for requesting an accommedation in good faith. :

they should report it immediately to the Human Resources Department, If emé :";‘ s do not report
retaliatory conduct, the City of Tupelo may not become aware of a possible violationg g’]‘}‘fus policy and
may not be able fo take appropriate corrective action.

Administration of this Policy -

19
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o

111 Religious Accommodation {New )

Requesting a Religious Accommodation

is béliefs or practices or lack
be summited to the Human
their request in writing and

If an employee believes an accommodation is needed because of religit
thereof, a request orally or in writing for an accommodation sh
Resources Department. The City of Tupelo encourages employegs to
to include relevant information, such as:

= A description of the accommodation requested.
» The reason for an accommodation.

» How the accommodation will help resolve the conflict between the religious beliefs or practices
or lack thereof and one or more of the work requiretnents.

employee to explore potential accommodati
beliefs and practices and one or more of t

without imposing an undue hardship on the City of Fapelo.

Supporting Information

considering various factors and based on an individualized assessment in each situation.

&

The City of Tupelo strives to make determinations on religious accommodation requests expeditiously,
and will inform the individual once a determination has been made. Any questions about an
accommaodation 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 prohibiting retaliation against employees
and applicants who request an accommodation in good fai fgil‘(a%{vevei the effectiveness of our efforts
depends largely on individuals telling us about 1napgg)%§1ate workplace conduct. If employees or
applicants feel that they or someone else may have be"b msubjected,to conduct that violates this policy,
they should report it immediately to the Human Reson): ces Depatiiment. If employees do not report

retaliatory conduct, the City of Tupelo may not become awar %‘oﬁf osdible violation of this policy and
may not be able to take appropriate corrective action, -

Administration of this Policy

The Human Resources Department is responsible for the administration of this policy. Any questions
regarding this policy or questigns.about religious accommodations that are not addressed in this policy

should be directed to the Hay

21
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Organizational Chart

112 City Hall Administration Organizational Chart
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201 Employment Categories Supersedes:

SECTION 2 EMPLOYMENT STATUS & RECORDS

201 Employment Categories

It is the intent of the City of Tupelo to clarify the definitions of employsent classifications so that

employees understand their employment status and benefit cligibility£Flicsé, classifications do not
guarantee employment for any specified period of time. Accordingly, thedfght to terminate the employment
relationship at-will at any time is retained by both the employee and flig"Gip2af Tupelo.

Each employee is designated as either NONEXEMPT or EXEMPT ¥
laws. NONEXEMPT employees are entitled to overtime pay under the specific pro¥igions of federal and
state laws. EXEMPT employees are excluded froin specific provisions of federal andgfgie wage and hour
laws. An employee's EXEMPT or NONEXEMPT classification may be changed ol aifon written
notification by the City of Tupelo management. }f}%

In addition to the above categories, each employee will belong to one other employment category:
REGULAR FULL-TIME employees are th%%}@m
scheduled to work the City of Tupelo's ful]—t%u?s

Tupelo's benefit package, subject to the terms, cé@%:oﬁ’s
k=

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

‘;;ic;%itations of each benefits program.

PART-TIME employees are those who are not assi jé%o a temﬁ@f fy or infroductory status and who are

regularly scheduled to work twenty (20) hours or mof"’%)er week, While they do receive all legally mandated
benefits (such as Social Security and workers' compensation insurance), they may also be eligible for other

benefits programs (such as PERS, Health Insurance by Fﬁaid Helidays), but not eligible for Vacation

g

Benefits. &

TEMPORARY employees are those who are hired as interim replacements, to femporarily 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 statos
unless and unti] 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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Ay W

202 Access to Personnel Files

The City of Tupelo maintains a personnel file on each employee. The personnel file includes such
information 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.

Employces who wish to review their own file should conta
reasonable advance nolice, employees may review their ow
and in the presence of an individual appointed by the Cj
may file a written request with the Human Resourcesp

‘the Human Resources Department. With
soninel files in the City of Tupelo's offices
af Tupelg to maintain the files. An employee
ment for'a copy of his or her personnel file,

It is the responsibility of each employee to promptly notify t
data. Personal mailing addresses, telephone numbers, number ang
contacted in the event of an emergency, educational accomplishm
be accurate and current at all times. 1f any personnel data has chan
Department.,

Tupelo of any changes in personnel
mes of dependents, individuals to be
vd other such status reports should
d, natify the Human Resources

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 external requests, the Human Resources. Department will respond in wyifing only to those reference
check inquiries that are submitted in writing. Responses to such inqui illsconfirm only dates of
enployment, wage rates, and position(s) held.

~will be the only official
by a City of Tupelo
daries stated herein,

A response by the Human Resources Department to a reference ;}j%ck ing
reference made by the City of Tupelo. Any response to a reference cﬁ’égk inguiryn;
employee, other than by a member of the Human Resources Department within the b
will not be régarded as an official response by the City of Tupelo.

25
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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 quahﬁcatlons section (including education and/opxperience, language skills,
mathematical skills, reasoning ability, and any certification required), a pliysical*"demands section, and a
work environment section.

evaluations, and establishing a bﬂSIS for making, reasonab[e accommodatmns individuals with
disabilities.

The Human Resources Department prepares job descriptions when new positions are creafed. Existing job
descriptions are also reviewed and revised in order to ensure that they are up to date, Job descriptions may
also be rewritten periodically to reflect any changes in the position's duties and responsibilities. All
employees will be expected to help ensure thgtthelr _;ob descriptions are accurate and current, reflecting the
work being done, 5

Employees should remember that job descript[ongdo no ily cover every task or dufy that might be
assigned, and that addltlonal respon51b1ht1es mayvh‘gﬁ assifiried as; ﬁegﬁ'ﬁry Contact the Human Resources

Sh:fliescription. &
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205 Date of Hire/Seniority

Each employee will accrue seniority as of the official date of hire. Employees automaticaily lose their
senjority 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-fo-day basis. TFormal performance evaluations are conducted to provide both supervisors and
employees the opportunity ta 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 (_1 oﬂ’ghs coinciding with the
anniversary of the employee's original date of hire with any adjustme ay to begin with the next pay
period. The decision to award such an adjustment is dependent ugon ™ dm_@rous factors, including the
information documented by this formal performance evaluation pregi :
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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 wili 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. &

as fo certain additional restriciions on cutside employment.

Unless specifically authorized by state statute and local ordinance, employees may not hilize City-issued
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 108 Conflicts of Interest of this handbook,
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1

208 Employment Separation

Separation of employment is a part of personnel activity within any organization, and many of the reasons
for separation are routing. 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 resignatlon and the effect of the resignation
on benefits. =N

s Discharge - involuntary employment termination @ﬂa@?by the organization.

o Layoff - involuntary employment termmatlonw"‘ffhatcd by, the organization for nondisciplinary
reasens, e %;ae}‘

e Retirement ~ voluntary employment terminationicinitia

ni by the employee meeting age,
length of service, and any other criteria for retirementt “’iﬁ;tﬂe organization.

The City of Tupelo will strive to schedule exit interviews at the timé&gEemployment terimination. The exit
interview will afford an opportunity to discuss such issues as employ’gc:jacneﬁts conversion privileges,
repayment of ouistanding debts to the City of Tupela, or return of Cf dwned property, Suggestions,
complaints, and questions can also be voiced. &

Since employment with th ; if. Tupelo is based on mutoal consent, both the employee and the
City of Tupelo have the,nght to f inate employment at will, with or without cause, at any time,.
Employees will recew&i\%i final pgg[gm accordance with applicable state Iaw,

p; %ﬁgﬂé}immt:on in the following manner: Alf accrued, vested
benefits that are due and paya\b 5 af, termindtion=will be paid. Some benefits may be continued at the
employee's expense if the empioy% chooses. The employee will be notified in writing of the benefits
that may be continued and of the terms&ﬁggigglons and Jimitations of such continuance.

Employee benefits will be a% ol ed. by
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| City of Tupelo Employee Handbook Policy# 209
Section 2 Employment Status & Records | Effective Date: | 1/1/19
209 Discipline Supersedes:

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 include termination.

Documentation of disciplinary actions will be kept on file with the Hu

LRV,
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| City of Tupelo Employee Handbook Policy# 210
Section 2 Employment Status & Records | Effective Date: 1/1/19
210 Return of Property Supersedes:

210 Return of Property

Employees are responsible for all the City of Tupelo property, materials, or written information issued to
them or in their possession or confrol. Employees must return all the City of Tupelo property immediately
upon request or upon termination of employment. Where permitted 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 er or protect its property.
.gg?)”‘ “:&
Supervisors will be responsible for returning an employee’s personaj,,a perty remaining behind after
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 uvnemployment insurance) cover all employees in the
manner prescribed by law,

Benefits eligibility is dependent upon a variety of factors, including employee classification. The
employee’s supervisor can identify the eligible programs. Detaﬁs of many of these programs can be found
elsewhere in the employee handbook, X

_7"

The following benefit programs are available to eligi Efmﬁ

Auto Mileage
Auto, employer-owned
Bercavement Leave .
Deferred Compensation Plan =N -
Family and Medical 1.cave
Flexible Spending Pian
Health Insurance
Helidays
Jury Duty Leaved

Life Insurances
Medical lnsurance %z )

Military Leave ST e T
Personal Leave '
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Sick Leave Benefits
Travel Aliowances
Tupelo Aquatic Center
Uniforms (where appropriate)
Vacation Benefits

Voting Time Off (when necessary)

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

of Tupelo.
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302 Berecavement Leave

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

Regular fisll-time employees will receive up to three (3) days of paid bereavegient leave
%ﬁ%’” 2
Members of the Fire Department will receive twenty-four (24) work hoiirsiof paid bereaverent leave due

to the nature of the shift work.

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

gds or staffing
0] .
ir additional

For purposes of this policy, “immediate family" means spouse, mother, father, mother-in-law, father-in-
faw, children, sister, brother, daughter-in-laWzgon-in-law, brother-in-law, sister-in-law, grandparents, and
grandchildren, Current step-grandparents, ste dren, stepfather, stepmother, stepfather-in-law, niece
nephew, or cousin, who resides in your househipld otgeer whom you are a court appointed guardian or
canservator might also be treated as “immediateﬁ%‘ff%mi!y.
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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 biith of & son or daughter and in order to care for that son or daughter (leave to be completed
within one year of the child’s birth);

+ 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 o be completed within one year of the child’s placement);

»  to care for a spouse, son, daughter, or parent with a serj S Hioalth condition;

functions of your position; or

+ aqualifying exigency of a spouse, son, danghter, or palen“ _
duty or called to covered active duty status (or has been i
covered active duty).

Both Spouses Employed by the City of Tupelo

Spouses who are both emple¥ed:hy the City of Tupelo and eligible for FMLA leave may be limited to a:
EIRE

+  Combined total off 2 weeks of gave during the 12-month period if leave is requested:
«  for the birth of & o, or da "'f1tcr and in order to care for that son or danghter;

+ forthe placement®fasonior £; shte w:tht G employee for adoption or foster care and in order

to care for the newly'pliced son N ordas gh
+  tocare for an employec® ”= ent with a serlous health condition.

*  Combined total of 26 weeks in a mngﬁiﬁmmonth period if the leave is cither for:
+ military caregiver leave; or éé’
»  acombination 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 fo 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
minimom 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

C




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) wecks for any employee.

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

* Employee notice requirements. Employees requestsng,, FMLA leave must provide at least thirty
(30) days' advance notice before leave is to begin, or if the ne.gd”fgg leave is unanticipated, the employee
should provide as much advance notice as practicable; naﬁ%a]ly, notice for unanticipated leave must be
given within two (2) business days of when the need£ - the ieave%becomes knowu Leave of absence
request forms may be obtained from the personnel d&p:
condition or that of a family member, an employee on lea
(30) days of the status of the cond mon and intent to refurn to

Birth of a child and in order to care for the newborn: adopfi Evniacement of a foster child.
Unless otherwise provided by law, leave for these purposes must be Taken in consecutive weeks and
completed within the twelve éﬁ ;month period following the birth or placement of the child with the
employee. —

%
i

*  Leave te%%‘ﬁ‘ ra chl[dmspouse or parent with a serious health condition or the emplovee's
own serigus health condltlm‘i&v'ﬁ;g&r p@o of thlS policy, a serlous health COE‘ldltion entltlmg an empEoyee
to FMLA leave means an lilneség{’frgmy‘h i) -
care (including any period of inCay "mty or E:O[ ’Qﬁ’ilg treatment by a health care provider). Empioyees
may take leave for these purposes on fonsecutive basis or intermittently, or the employee may request to
be placed on a reduced work week or %edgvorkdays An cmp[oyee must request a leave anytime he or
she is absent or expects to be absent duei;?ns or her own serious health condition for more than three (3)
consecutive work days.

* 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, ie. 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 form 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. Ceriification requirements. The City requites certification 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 need for leave and has provided
at least thirty (30) days' notice, the employee should provide such certif}gﬁﬁ@ before the {eave begins.
When this is not possible, the employee must provide the certification \:\g@iﬁ{ﬁﬂeen (15) days of the City's
request for certification, Failure to provide certification on a timely}g%m”ﬁf ay delay or result in denial of

E:ﬁ’

the leave, < >
: s

Whete the leave is for the employee's own serious heal%ndition, the ity requires medical
certification indicating that the employee can return to work and perform the esse?i{”“f,; uinctions of his or
her position, with or without reasonable accommodation. Where the leave is fo %J erious health
condition of an employee's child, spouse, or parent, the employee must provide the *'?With medical
certification which substantiates that an employee is needed to care for a family member. The City will
consider making a reasonable accommodation for any disability an employee may have where required by
law and which will not cause undue hardshipg.Medical certification will also be required from any employee
who claims he or she is unable to return to
leave extension. The City has no obligation t i
week period but retains the discretion to do so.%ﬂ

e
AR
T,

6. Use of accrued leave. Employees%%gg: %ﬁ%lfy/medical leave will be required to

54

proved
use all accrued paid sick leave, personal days, hglidays and vécation (or time-not-worked benefits).
Workers' compensation leave may be counted against E{%& employee's FMLA leave if the work related illness
ot injury meets FMLA's definition of a "serious healtliicopdition" and if the FMLA leave entitlement is
propetly designated by the City at the beginning of the Ej,—gg'fznce. Employees on family/medical leave will
ali applicable pay for time-not-worked benefits; thereafter, the remainder of the leave
it pses of counting the FMLA leave twenty-four (24) week entitlement, all FMLA

An eligible employee who takes FMLA-protected leave is entitled
'to an equivalent job with equivalent benefits, pay, and other terms and
wever, no employee is entitled under this policy o any right, benefit, or
e employee would have been entitled had him or her not taken leave.

Thus, for example, T @ lay Zlo dreduction in force or some extenuafing circumstance or business condition

arises that affects the Sriplogce’s osition, reinstatement may not be possible. Exceptions may also appl
p b Y pply

Sk

- for certain highly comp@gﬁ?a‘ted, "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 normal 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 voluntary benefits, will be deducted from any

payments made to the employee while on leave. Ifthe 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
37
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options for continuation for such benefits. If an 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 payrol! 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,

-3
&
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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 shounld inform their supervisor immediately, No
matter how minor an on-the-job injury may appear, it is impo Q%?t it be reported immediately. This will
enable an eligible employee to qualify for coverage as quic el 7as possible.

HEALTH INSURANCE

The City of Tupelo's health insurance plan provides employee %ﬁﬁgheu dependents access to medical
- I
insurance benefits, Employees in the following employment classificgiions are eligible to participate in the

health insurance plan: W

s Regular full-time employces
s Part-time employees,workmg more than 30 hours

3?9\.

A change in employment clas%ﬂc
insurance plig;‘"’? uali

Reconmh@t fon Act {C@ ﬁ;ﬁA)

ﬂﬁ&&@@m@ ﬁsult in loss of eligibility to participate in the health
ce forbeﬁts jcontinuation under the Consolidated Omnibus Budget

-
&smbed in the Summary Plan Description (SPD), An SPD and
ill be pmv:ded in advance of enrollment to eligible employees. Contact
&tifi for more information about health insurance benefits.

Resignation.

. Termination 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 divoree or legal separation.
. Dependent child no longer meeting eligibility requirements.
39
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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 covegage at the City of Tupelo's
group rates plus an administration fee. The period of coverage continuatipfisigubject to the qualifying
event. The City of Tupelo provides each eligible employee with a writ’rgﬁgjgotice describing rights pranted
under COBRA when the employee becomes eligible for coverag@gﬁﬁ&éﬁ_@thc City of Tupelo's health
insurance plan. The notice contains important information about 4fie emplayeg's rights and obligations.
Contact the Human Resources Department with any questions concex%ing ben

LIFE INSURANCE

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

he Human Resources Department for more

Description provided to cligible employees. Contac]

information aboutJife insurance benefits.
s
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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 1)
* 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 (Tuly 4)

¥ Labor Day (first Monday in September)

* Veterans' Day (November 11)

* Thanksgiving (fourth Thursday in November)
* Christmas (December 25)

LR,

ployeds immediately upon assignment

time pay rate (as of the date of the holiday) times the number of hovggthe employee would otherwise have
worked on that day. Eligible employee classification(s): =

An employee may utiliz%ﬁ‘ﬁe %ﬁ‘gﬁ{lsatoly time or vacation days in lien of working the last scheduled
day immediately pre%ejgg%%nd the fitsfischeduled day immediately following a holiday.

ust worl_{ygle day before a holiday, the holiday if required,
g

T

@fday will be observed on the preceding Friday. A recognized
<ived on the following Monday.

s

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

If eligible nonexempt employees work on 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 purposes of determining overtime.
An employee must work 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 qualify for paid jury
duty leave are:

* Regular full-time employees
* Regular part-time employees

available paid time off (for example vacation benefl
duty leave of absence. N

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

Either the City of Tupelo or the employee may request an excuse frem jury duty if, in the City of Tupelo's
Jjudgment, the employee's absence would create serious operational difflculties.

The City of Tu continue to provide health insurance benefits (on the same basis as before) for the
full term oﬁtﬁe Jory” sence
Benefit ;gais such as véﬁé‘w”f‘? tion, sick leave, or holiday benefits will be suspended if jury duty exceeds
7, - s,
thirty (30)d; %:d will resumgtipon return to active employment.
[
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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 certain 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.S5.C.A. Section 4301, et seq. Employees taking leave for military reasons are expected to give
reasonable notice of their need for leave, and to show their orders to their 1mmédiate supervxsor as s00n as
they receive the orders. An employee who fails to provide reasonable notigg+o:
risks not being reemployed, unless providing reasonable notice was 1mp®f
by military considerations. &

Military leave may be granted as listed in the following two sectlons%subject?
below:

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

a.received a certificate of satisfactory comple;i'_r
armed forces,

3

2
b. is still qualified to perform the duties of such po’%@gﬁ, and,

c. has apphﬁ:d; 1a~re-empioyment within mnety (90) days after the employee was relieved from such

; ;-: may be able to return to their former job, a job equal in status and pay,
may be entitled undcl Section 33-1-21, et seq. of the Mississippi Code

or rights to such bcneﬁts ="at he or she would have accrued if he or she had remained employed. A Ietummg
uniformed service member may also be entitled to all non-seniority benefits and rights to benefits in the
same manner as any employee on a Jeave 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) Military Service in the Armed 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 enfistment;
have served no more than five (5) years; and reapply within the applicable time period, depending on the
‘length of leave (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 part of the approved period of leave,

Requests for personal leave will be evaluated based on a nuye‘;- a?ﬁctors, including anticipated work load
requirements and staffing considerations during the propg ed period of absence.

apphcable plans. Y
T _

Benefit accruals, such as vacation, sick leave %{E@fﬁ “’beneﬁts will be%’uspended dwring the leave and

will resume upon return to active emp loyment -
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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 iilnesses or injuries. Regular full-time employees are the eligible employee classification

Eligible employees will accrue sick leave benefits at the rate of twelve (12) gjs s, per year (! day for every
full month of service). Sick leave benefits are calculated on the basis of ‘Beneﬁt year," the twelve {12)
month period that begins when the employee starts to earn sick leave be{n@g@t‘é which is the date the employee
begins work for the City. g -

Employees of the Emergency Services Division of the City of Tupél pelo F
leave benefits at the rate of 11.2 hours per month,

calendar days from the date they become eligible to accrue sick leave benefits. Paid sick leavc can be used
in minimum increments of one- quarter of one hour, Eligible employees may use sick leaVe benefits for an
absence due to their own illness or injury or may donate a portion of such leave to another City employee
in accordance with the Donation of Leave poligy found at Section 601 of this employee handbook. For the
purpose of this policy, a “dependent family ‘b“'_nm
City of Tupelo employee who lives in the emplayee —w,u,_a'

Employees who are unable to report to work due 4 illpg $s ot iiy] “r%sﬁou]cl notify their direct supervisor
before the scheduled start of their workday if possﬂ)ﬁ% “Phe direct sgpmwsor must also be contacted on each
additional day of absence. If an employee is absent f%?r three (3) of more consecutive days due to illness or
injury, a physician's statement must be provided ventigng the disability and its beginning and expected
ending dates. Such verification may be requested for otheksitk leave absences as well and may be required
as a condition to recemng sick leave benefits, Before refﬁ‘mng to work from a sick leave absence of three
¢, an employee must provide a physician's verification that he or she may safely

not inchu eaﬁgy special forms’” ;E»,compensatton As an additional condition of eligibility for sick leave
benefits, an‘@em loyee on an ‘%cfiw nded absence must apply for any other available compensation and
benefits, such d%we kers compensat;on Sick leave benefits will be used to supplement any payments that
an employee is eligible to rece '{re from workers' compensation or the City of Tupelo-provided disability
insurance programs, Th rgbmatlon of any such disabilily payments and sick leave benefits cannot exceed
the employee's normal Wﬁ-uy garnings.

s
g"

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 inourred while on
assignments away from the normal work location. All business travel must be approved in advance by the
employee's departinent 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:

% Fihelowest available fare,

Car rental fees, only for compact or mid-sized car:?,;.;5 srontals sifopld be used only when City vehicles

are not available. City employees may be reimbursedtogimilea eatithe rate allowed by state law.

The Mayor or Chief Operations Officer will approve all fegt esfytor motor vehicle rentals.

e

Fares for shuttle or airport bus service, where available; cost ofpublic transportation for ground travel.
i;%a

i

. . . . ’—%j%f i . .
Taxi fares, if there is no other ground transportation available. Efiployees will be reimbursed for
ground transportation expenses only if the least expensive transportation is used. Such determination
shall rest with the Chief Financial Officer.

Lcars, only when less expensive transportation is not available.
pEial

Costs of meals will b &_glburse%?t a per diem rate as set by the Mississippi Department of Finance

Mileage costs for usg:6h

and Administration, Theﬁé‘gnggf%@gﬁ@ nce and Administration sets a maximum daily expenditure

R T

annually for such meals. Méf‘é‘ig il GRly: E@Bﬂrsed for overnight travel.
: w5

ey

Tips not exceeding 15% of the total:

Charges for telephone calls, fax and gmilar services required for business purposes.

Employees who are involved in an accident while traveling on City business must promptly report the
incident to their immediate supervisor. Vehicles owned, leased, or rented by the City of Tupelo may nof be
vsed 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 Department head and the Chief Financial Officer. The Chief Financial Officer
shall approve alf travel advances for department 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 fravel 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 ate 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 policy, including falsifying expense reports to reflect costs not

incurred by the employee, can be groundsyfor disciplinary action, up to and including termination of
employment.
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- 1355

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 (1) year from the date an employee is hired by the City.

The amount of paid vacation time employees receive each year incref 565 with the length of their

employment as shown in the following schedule: 4

= Upon initial eligibility the emplovyee is entitled to 80 hours\%vacatmﬁ; ach year.
@h’x
o After 10 years of eligible service the employee is entitled to 120 hours o "‘vae on each year.

s After 15 years of eligible service the employee is entitled to 160 hours of vacatm%é?gﬁ year,

2T

In lieu of regularly scheduled holidays, the employees of the Emergency Service D1v1310n (ESD) of the
City of Tupelo Fire Department shall receive vacation time as follows:

s After ten (10) years of eligible servic;?%
year. X

year.

The length of eligible service is calculated on the basis oﬁ "benefit year.” This is the 12-month period that
begins Whet%g{gmﬂ,@loyee starts to earn vacation time. An employee's benefit year may be extended for
any signifig;

=182 ’é"ﬂ}ab ence except m;htary lecwc of absence Mmtary leave has no effect on this

employment classification, they begin to earn paid vacation time
acation time is available for use in the year following its accroal.

Paid vacation timei can, be used  minimum increments of one hour, To take vacation, employees should
request advance applm?al Ton Ctheir supervisors. Requests will be reviewed based on a number of factors,

including business neé\ﬁ?d étafﬁng 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.
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Vacation time off is paid at the employec's base pay rate at the time of vacation. After the current benefit
vear, 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, if the City of Tupelo, in its sole discretion, terminates employment
for cause, forfeiture of unused vacation time may resuit.
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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. titl 7:00 p.m., employees are able to find time fo vote either before or after

their regular work schedule. In the event that an employee is unable to Voti{glﬁtmg these times, notify the
T,

4" s

direct supervisor to make an exception for time to vote.

Election Day. Advance notice is required so that the necessary tiniz
or end of the work shift, whichever provides the least disruption to

As required by state law, no City of Tupelo employee may be allowed any vacation '.
the expense of the City of Tupelo o render any service or services for or against any ca % *or group of
candidates, or fo take any active part in any election campaign whatsoever, No City of Tu Selo employee is
allowed to direct or coerce, directly or indirectly, any employee to vote or not to vote )‘B or any particular
person or group of persons in any election, or fo discharge or to threaten to discharge any such employee,
or to increase ot decrease the salary or vfﬁge.glof an employee, or otherwise promote or demote the
employee, because of his or her vote or faituraih ',ate for any parncular candidate or group of candidates.
No City of Tupe}o employee havmg the authe%%’ ¥

A violation of this policy may be grounds for emﬁ ee dismplme up fo and including termination of
employment.
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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. 2

Through the Employee Assistance Program (EAP), the City of Tupel 5@,&
professional counseling services for help in confronting such persmralqj;ﬁglems as alcohol and other
substance abuse, marital and family difficulties, financial or legakttoubies “and.emotional distress. The
EAP is available to all employces and their [mmedlate family membefs_z}offermg‘ia_
term counseling, and referral to appropriate community, and private services,

EAP counselor may be released only if requested by the employee in writing, Al! counselor are guided by
a Professional Code of Ethics.

. . . o 0 . . . ' . . - .
Personal information concerning employee patticipation in the AP is maintained in a confidential manner,

services available. The counselor will also let emp oyet
services may be covered by their health insurance p!a‘r& Costs that are not covered are the responsibility of
the employees.

Minor concerns can become major problems if ignoged. No issue is too small or too large, and a
professional counselon.is available to help needed.
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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 supervisgiiimmediately after it is received so that
Fccormmodate the employee’s absence. The

operating requirements can be adjusted, where necessary,
employee is expected to repoit for work whenever the coy ‘ft‘%hedule pernuts
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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; jg}%

1. The employee donating the leave (the "donor employee™) shalL@Eﬁ
receive the leave (the "recipient employee™) and the amoun 5F carme
that is to be donated, and shall notify the donor empfag e's dej ent head of his or her
designation. The donor employee's department head shall® ?cben notif ig, recipient employee’s
department head of the amount of leave that has been donated by the“donar employee to the

recipient employee. The recipient employee’s department head must 1ecenv@£roval from the
Personnel Department for the donated leave. D

ignate the employee who is fo
ed vacation and/or sick leave

2. The maximum amount of earned leave that an employee may donate to any othér employee may
not exceed a number of days whlch would leave the donor employee fewer than seven (7) days of
vacation leave, The maximum amoimi of earned sick leave an employee may donate to any other
employee may not exceed fifty pcrccr‘iﬁ\_. %), of the earned sick leave of the donor employee. An
employee who retires from employment with.th
and sick leave L

3. An employee must have exhausted all of h!S: ] her earned A;gacatlon and sick leave before he or she
will be eligible to receive any leave donated"bgy another employee.

4. Before an employee may receive donated Ieave‘ﬁm’or she must provide his or her department head
and the Human Resouiccs Department wzth a pﬁys1clan 5 statemcnt that states the bcgmnmg date

parent-in-faw orﬁmiﬁ)hng

e-?

&
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316 Law Enforcement Appreciation Act of 2014 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 refated
benefits paid without using their accruals. The payment of regular compensation and benefits shall continue
until such time as the employee is physically able to perform the duties ofasz%b‘g% her employment or the
employee retives on a disability retirement allowance, whichever occurs fif ¥ The maximum portion of the
injured employee’s compensation that will be paicl under this policy,.g4l] _a the difference between the
total amount that the injured employee is recelvmg from woiker’s compensation benefits and the
employee’s regular compensation. Employee’s receiving pay undefﬁg:gohc '- ¥y be required to undergo
a fitness for exam physical examination and be required to return to diity upon sucf:”%sgul completion.
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SECTION 4 PAYROLL INFORMATION

401 Timekeeping

Federal and state laws require the City of Tupelo to keep an accurale record of time worked in order to
calculate employee pay and benefiis. 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 esxiempt are paid a fixed salary and are not
entitled to overtime pay.

work no more than fifteen (15) minutes prior to their schedl" i{iﬁ;—;};arﬂng time nor stay more than fifteen
(15) minutes after their scheduled stop time without express p”f”’ib"“‘ thorization from their supervisor.

w

Employees will receive their specific work schedule from their direct supervtsor All employees should
accurately record the time they begin and end their work, as well as the begmmng and ending time of each
meal period. Additionally, thegBgginning and ending time of any split shift or departure from work for
personal reasons should b gg-ff—éco et

Y |
Altering, falsifying, tﬁﬁem&»v1t}\ tl'- records, or recording time on another employee's time record may
result in disciplinary action, e and: 'cludulg termmation of employment.

Time records should be signed By
supervisor will review and initial the't
or modifications are necessary, both thi
changes by initialing the time record. }; ]

%ch employee certifying the accuracy of all time recorded. The
16, record before submitting it for payroll processing,. If corrections
”onec and the supervisor must atfest to the accuracy of the

56
Most recent update: 3/14/19



Page 230

/wz""”’ \11%1;\-‘-\
’fm{i\\ City of Tupelo Employee Handbook | Policy# 402
i‘é' i“""““‘“m i Section 4 Payroll Information Effective Date: 1/1/19
,98 E i E E i 402 Work Schedules Supersedes:
:99‘91_’_1 2
402 Work Schedules

The normal work schedule for ali 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 scheduléfor other Fire Department
employees is eight (8) hours a day, five (5) days a week. . - SN

The normal work schedule for all employees of the Patrol Division ﬂlﬁ%ﬁ; Department is twelve {12)
hours a day, 3-4 days a week. The normal work schedule for othelzpolice lepartment employees is eight
(8) hours a day, five (5) days a week. %‘e =

il Stafﬂng needs
Varlatlons in
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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 (30 Alinute meal periods due to
specific work schedules. Supervisors witl schedule meal periods to accommodat€®eperating requirements.
Employees will be relieved of all active responsibilities and restrictionsid uglng meal periods and will not
be compensated for that time. Meal periods shall not be taken durm(g:iﬁ‘ﬁe i pitwo (2) hours or the last two
(2) hours of the workday. .

=Y

Ei
of employment of pubhc safety employees (pol:ce and fire departments) prohibits frigse:
being relieved of all active responsibilities and restrictions during meal periods.

Lactation Breaks.

In accordance with the FLSA and 29 U.S.C
are eligible to take reasonable breaks under t hey to express breast milk for up to one year after the
birth of the employee's child. The City of Tupéld‘“éﬁ*:ﬂr

breaks under this policy to notify their superwsez of then:
made, &

Exempt employees may be provided bregk time with pay when necessary to comply with state and federal
wage and hour laws,
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404 Overtime/Compensatory 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 Departments
work periods are different subject to the Fair Labor Standards Act, Section 7(k). Police and firc employees
should familiarize themselves with FLSA Section 7(k).

When possible, advance notification of these mandatory assignments that exceed a forty (40) hour
workweek will be provided. All overtime work must receive tlgi;_ggpartment head's prior authorization. The
reason(s) or condition(s) giving rise to the need for overtjme Work must also be documented by the
department head and furnished to the payroll clerk, Overtiftie assignments will be distributed as equitably

Overtime compensation is paid to all nonexempt employees ﬂ’l%?é ofida

In Jieu of overtime compensafféfifieampensatory leave may be granted an employee in the diseretion of
his/her department head. ;ﬁh g
and one half (1) houﬂ?‘“—*f ;,%_every haur

R
accrue no more than fﬁwoeﬁ nilred and{

period. Employees engaged 13
hours of compensatory leave. Af}
be used. Department heads must Ke

it is utilized.

An employee will be permitted to use cog%‘ﬁ?cnsatory time within a reasonable period on the date requested
unless it is determined by the department head that doing so would unduly disrupt the operation of the

department,

59
Most recent update: 3/14/19




Page 233

FS ii&“ ‘lli‘u“

City of Tupelo Employee Handbook | Policy# 405
Section 4 Payroll Information Effective Date; 1/1/19
405 Paychecks Supersedes:

405 Paychecks

Paydays.

With the exception of employees of the City of Tupelo Fire Department, paid every nineteen {19) days, and
certain ex1st1ng positions paid month!y, all other municipal employees can chaase to be paid biweekly on

upon h;s or her return from vacation or the emp]oyee may pick his ?
during the vacation.
Employees enrolled in direct deposit will have their pay deposited in their chIgndte‘? -ggﬁlmt on payday.
For all other employees, paychecks will either be delivered to employees by their supeW§§ﬁhﬁF mailed fo
the employee’s home address on file with the Human Resources department. If direct depgmt or pay
check is not received, please notify the Budpget and Accounting Department immediately”

Each paycheck will include earnings for all #% Work performed through the end of the previous payroll period.
Employees should review their pay checks forerfars, If an error is found, a report should be made to the
Budget and Accountmg Depariment 1mmednx€¥ there bas been an erroneous overpayment or

Payroll Deductions,

The City of Tupelo is required by law to make certain%ductions from an employee’s pay each pay period,
including: - @f
Federal and state income taxes &

L
»=. Social Security (FICA) taxes

‘%Ens required by wage garnishment or child support orders

The Clty of Tup ' Bunay also d@uct from an employee’s pay the portion of health/dental/life insurance
: cont%lg;ﬁtions 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 report the concern to the Budget and Accounting
Department immediately.
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Pav 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 t% correct amount of pay in

each paycheck and that employees are paid promptly on the scheduled payd %ﬁ\‘;

¢
3%

%
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SECTION 5 Crry EMPLOYMENT POLICIES

501 Safety

The City of Tupelo is committed to providing a safe and healthful work environment for employees,
custamers, 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 yggxkpiace safety and health issues through
regular internal communication channels such as supervasox: p?oyee meetings, bulletin board postings,
memos, or other written communications, 4

such s1tuat|0ns may be subject to disciplinary action, up to and mcludmg; crmination of employment

In the case of accidents thag sﬂlt in injury, regardless of how ms:gmﬁcani thc injury may appear,
employees should lmmednéf "
necessary to comply ;}{ i
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502 Use of Equipment and Vehicles

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

Please notify the supervisor if any equipment, machines, tools, or vehicles a pﬁ? tbe damaged, defective,
or in need of repair. Prompt reporting of damages, defects, and thésieed for repairs could prevent
deterioration of equipment and possible injury to employees or oth&rs. Chgssupervisor can answer any
questions about an employee's responsibility for maintenance andigare of é@qzﬁ% pment or vehicles used on
the job. & K-

Whenever in the opinion of management and /or supervisory personnel an employ&@ilias been guilty of
improper, careless, negligent, destructive, or unsafe use or operation of equipment or Bﬁl@};‘f as well as
excessive and/or avoidable traffic and parking violations, the said employee may be distiplined, in the
diseretion of the City, up to and including termination of employment. Payment of trafficand parking fines
are the sole responsibility of the employee who has been charged with such violations,

Employees may not use City owned or 185u€dequipment or vehicles for personal use.
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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 [ocal radio and television stations as soon as possible and request _b"_’r‘;ﬁgg‘dcast notification of the

closing, %@w&v_%

When operations are officially closed due to emergency conditions, § et
be paid. Employees in essential operations may be asked to work 5 a day Whi
cwilhreceive 6%
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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 normal 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
Meonday and end on Friday for most employees. However, due to many essential services provided by the
City to its citizens, 2 standby policy is necessary to address potential disruptions or problems with services
as they arise during 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 duty roster shall be
posted within a department in advance as soon as practicable.

Employees on standby duty must be readily available to ans»}gg%rrouble calls after normal working hours
and on weekends and holidays. Employees assigned to stand%laj?‘ﬁﬁ?ﬁ}ashall abide by all City of Tupelo rules,
regulations, policies and procedures. If an employee fa;ﬁ% abide by the City's standby policy or is not
readily available for standby duty, he or she shall foqﬁéii% is or hefagtandby pay and may be subject to
disciplinary action. An employee who is assigned t0 stanl duty/gﬁ%ﬁ be compensated eight (8) hours
straight time pay for each period consisting of seven (7) daysioh: ﬁgc'i’by%“This time shall not be counted
as time worked for purposes of calculating overtime. This pay Shallbe in addition to that for time worked
when called out. Determination as to the rate of pay for time wotk

determined as follows:

(1) Scheduoled work performed during irregutar working hours whegégberating requirements or other
needs cannot be met during regular working hours shall be paid at an overtime rate to the extent the

employee has actually workedifizexcess of forty (40) hours during the given workweek. Sick leave,
vacation, holidays or any gtfier I&ayezaf absence wiil not be considered hours worked for the purpose of
calculating overtime pagefr sc '

receive overtime pay“fors

(2) Unscheduled emergen a0 _ g:ggﬁf;: hours worked will be paid at an overtime hourly
rate on the basis of forty (40) hourssy rked within 1he workweek as defined herein with sick leave, vacation,
and/or holiday leave considered as hofifsaworked. With the exception of Department heads and exempt*
employees, nonexempt employees will 1€ i‘:;yfagovertime pay for unscheduled emergency work,

The City of Tupelo defines a standby orétw as follows:
(1) Water and Sewer Department - Supervisor, Opetator, and Laborer {(crew of three).
(2) Electric Depaitment - 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 overlinme 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 tetephones 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 Lﬁ)t permitted. Employees will
be required to reimburse the City of Tupelo for any charges resulting fm_:_ g heir personal use of City-paid
postage. -

CITY-ISSUED CELL PHONES AND DEVICES
This policy applies to any City-issued device that makes or receives phone calls, leaves:

essages, sends
text messages, surfs the internet or downloads and allows for reading and responding to ématls

City-issued cell phones are to be used by the assigned employee(s) only. Allowing ?amily members,
friends, efc, to use City equipment is prohlb'ted

=8

City-issued cell phones shall not be used in an3zillega

the use of offensive ring tones, saving ordlsplay@g'

material. %«g

)’

All City-issued cell phones are the property of the Cltj"‘ﬁf Tupelo Eﬁiployees must comply with any request
by the City of Tupelo to make their Cify-issued cell%phone available for any reason, including upgrades,
replacement or mspectnon All data and commumcatsongntamed within the device, whether personal or
business-related, is subject to review at any time. Empl Gyees leaving employment of the City of Tupelo
for any reason must turn in the City-issued cell phones ifimediately.

yhal or City-issued device that makes or receives phone calls, leaves
IMESsSages, sends - «messages rfs the internet or downloads and allows for the reading and 1espondmg
to email whether thaﬂ%;:me is %—msued or personally owned.

Any City of Tupelo emp{l;ﬂ eé who drives a City vehicle is prohibited from using a City-issued or personal
cell phone or other device while driving unless it is being operated through the vehicle’s “hands-free”
system,

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 integrity.

The continued success of the City of Tupelo is dependent uponsgpur citizens' trust and we are dedicated fo

preserving that trust. Employees owe a duty to the City of _%%%ud its citizens to act in a way that will
merit the continued trust and confidence of the public. &7

In general, the use of good judgment, based on high ethical principle; N Ege an employee with respect
'ﬁ%%étemine the proper course of

action, the matter shoald be discussed openly with an immediate supervi; 51 and/or Department head and,
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Rules

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 workpiace. 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 p‘g‘\;s}%%mﬁn of property

o Falsification of timekeeping recopds’

e Working under the influence f ohol or ifiggal drugs

s Possession, distribution, salé, transte f
workplace, while on duty, or whilt
equipment =

o Fighting or threatening violence in the workplace

o Boisterous or disruptive activity in the workﬁf& o

» Negligence or improper conduct leading tow%a‘fnage of employer-owned or
customer-owned property

s Insubordmatlon or other disrespectful conduct

Excessfv‘eg‘wah@nteelsm*m 1y absence without notice

o Unauthonz”;&agsence from work station during the workday

s Unauthorized s { {¢lephones, mail system, or other employer-owned equipment
Unauthorized us¢ of the Internet and E-mail systems

Violation of pcrsonncl policies

Unsatisfactory performance or conduct

o 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 refationship 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 pohcy, computer and e-mail
usage may be monitored. :

The City of Tupelo strives to maintain a workplace fiee of harassment, s, ensitive to the diversity of its
employees. Therefore, the City of Tupelo prohibits the use of compugs e"? an@%\q e-mail system in ways that
are disruptive, offensive to others, or harmful to morale. “f%;

ons is not allowed.

For example, the display or transmission of sexually explicit images, messages, and-car
es, or anything

Other such misuse includes, but is not limited to, ethnic slurs, racial comments, off-col "‘
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 busisfess purposes and
does not own the copyright to this sofiware or its related documentation. Unless authorized by the software

developer, the City of Tupelo does not have'y , gh’s to reproduce such software for use on more than one
computer. &

Employees may only use software on local area ng é%{@nmuitipie machines according to the software
license agreement. The City of Tupelo prohibify the;;ﬂiegﬂ%% Hehtion of software and its related

documentation. Employees may not utilize personalgpftware in %}Y’ computer hardware,

Employees should notify their immediate supemso:-,y he Data Processing Manager or any member of
management uposn ieammg of vxo{atlons of thls pohcy mﬁloyees who violate this policy will be subject
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604 Internet Usage

Internet access fo 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 Internet usage is limited
to job-related activities. Personal use of the Internet is not perinitted,

All Internet data that is composed, transmitted, or received via our computer communications systems is
considered to be part 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 aiways ensure that the business
information contained in Internet e-mail messages and other trzmsmlssmns is accurate, appropriate, ethical,
and lawful. R

The equipment, services, and technology provided to :Lo gj’g,
the City of Tupelo, As such, the City of Tupelo reserves th
and read any data composcd sent, or received through our on

systems,

could be considered dtscr:mmatory, off‘enswe obscene, threatening, harags le intimidating, or disruptive
to any employee or other person. Examples of unacceptable content ma;y include, but are not limited to,
sexual comments or images, rac: | shurs, gender—spemf Ic comments or any otEler comments or 1mages that

does not own the rights to it, or o 3y
Employees are also responsible for- x@\%ggng that the person sending any material over the Internet has the

appropriate distribution rights.

Abuse of the Internet access provided by ﬂfe City of Tupelo in violation of law or the City of Tupelo policies
will result in disciplinary action, up to and 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;

e Sending or posting discriminatory, harassing, or threatening messages or images
e Using the organization's time and resources for personal gain
e Stealing, using, or disclosing someone else’s code or password without authorization
e Copying, pirating, or downloading software and electronic files without permission
e 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 advertisements not related to business purposes or
activities

Using the Internet for political causes or activities, refigious activities, or any sort 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

71
Most recent update: 3/14/19 C/




Page 245

City of Tupelo Employee Handbook | Policy# 605
Section 6 — Employee Conduct Effective Date: 1/1/19
605 Social Media Policy Supersedes:

605 Social Media Policy

1. 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} i ‘Thﬂ% City's primary Internet
presence, the City recognizes that, when used appropriately, social medig 8y béseful in furthering the
goals of the City and the missions of its departments, y

1.2 This policy provides standards, and procedures for the use Q socnal Yiodia sites. All official City
presences on social media sites or services are considered extensionis,of the thglm.jmgnformat[on networks
and are governed by the responsibilities set forth in this and related pohmes and procidures. Violations of
this policy shall be considered misconduct and may result in discipline up to andscluding indefinite

suspensionftermination,

1.3 Additionally, the City recognizes that many City employees use social media tools su¢h as Facebook in
their personal lives, Therefore, this policy prowdes 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 presencgiin sdjgsntF'to ensure that social media is used

3. DEFINITIONS

City Social Media Sites — Those pages, sections or posfing locations in sociai media websites established
or mamtamed b ' mRioyee of the Clty authorlzed to do so as part of the employee’s job and that are

hnology comimunications tools with a focus on immediacy, interactivity,
 sharing, These venues include social networking sites, forums, weblogs

S USE . =
user partitipatio ion, and informa
ne chat sites, and v:deo/photo postmg sites or any other such similar

{blogs, vlogs= mlcrob!ogs) i

Social Media Admin 1:’37"“ City employees expressly designated by their depariment directors to
maintain oversight of thi partment’s social media sites. A social media administrator’s authority is
limited to actions that directly 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
soctal media sites of the City’s elected officials used solely for campaign or personal purposes.

5. RESPONSIBILITIES

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

5.2 Bach departmental social media administrator is responmb@i’fbr oversight of the depariment’s social
media tools and shall: £

5.2.1 Review all requests o establish official City depﬁﬁ?ﬁ% nital somal a sites and recommend approval
or denial to the Mayor’s Communications Office. Social n’ie%i 18,0 E%Tators shall review social media
sites or tools that have already been established in their deparir Relis to ensure that they are in compliance
with this policy and shall submit a request for approval of such s ‘“"‘;g accordance with Subsection 6.4 of

this exccutive order.

5.2.2 Ensure the department’s social media sites are regularly mamtainecignd kept current.

5.2.3 Review information postedsto.the department’s social media sites to ensure the content is appropriate,
professwnal and consistentiwi :ﬁﬁ*
review of sites that pl;} ffjgj

Hiormed of the department’s social networking tools and activities.

St
5

5.2.4 Keep the dcpamnen%reutm

dilties mclude" mg or posting information to a City social media site
are 1espons1bie for ensuring that suc m% rmation is accurate, professionally presented, respectful, relevant,
and on topic with the deparfment’s mission, Gare must be taken to ensure that grammar and spelling are

correct. Mistakes must be corrected quickiy
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 emetgency situations, the Mayor's Communications Office may assume control of departinental 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 format 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 cach of their depariment’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 Dqﬁartment Security Administrator, and the
Mayor’s Communications Office. Any changes in admlmstrat@raccggs fogin or password information must
be reported immediately to all such personnel. &

6.4.2 Such Facebook account shall:

6.4.2.1 Contain the administrator’s or employee’s name.
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 department’s Facebook page, and shall not
allow comments s or i riending” the administrator or employee.
@ o

‘ ;gi‘é
6.4.2.5 C@Qﬁ’iﬁly with sét

(1ogos bac[gggound images) should be appropriate to the subject matter and consistent
thh the City’s H&I%gmdeimes‘

i

'“‘EF%GA

departmental website. Eg¢ 1'C|ty and departmental website shall contain a CICdI‘ stdtement of the purpose
and subject matter of sotial 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 Twitler, shall
represent the City appropriately and professionally.
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7.4 The foliowing statement shall be included on each departmental social media site following the City
department or program description of the purpose of the 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. All content of this site and all
comments submitted to this page and its list of fans are public and are subjegfitéilisclosure pursuant to the
Mississippi Public Records Law. Public records requests must be %ﬁb’{ed to the City of Tupelo’s
Communications Director. e

Mhere appropriate for a
61t he descriptive of the

departmcnt!dmsmn City departments will create ¢ pages in Facebook rather tharf

description, “government” will be used.

7.4.3 Departmental Twitter account biographies will read “[City of Tupelo, Department nafiie]” and contain
a link to the department’s website. Where possible, departmental user names should begin with Tupelo or
TUP (Tupelo Police, TUPWLD, for exau%/le) The department’s social media site shall contain the
following statement: “When the City “follo x.emfrzends a ‘{hard party Twitter account, it is Only for the
purpose of facilitating communications and d Sestior

7.4.4 All content-sharing activities, such as video‘
with the City’s policies. '

7.5 Comments from the public are allowed on the Cit¥3s social media sites and shall be monitored daily to
ensure the comments meet certain criteria; the City’s so gﬂ edia sites must be stiuctured narrowly to focus
discussions on a particular interest of the City rather tha%greatmg a “public forum.” Social media web sites
that allow cammcnts must contain the following text on'the social media site or must inchide a link to the
location on _endepatﬁnantal website confaining the following text:
& g Y
7.5.1 “Eomments. The pﬁg f this site is to present matters of public interest in the City of Tupelo,
y

Missiest {t_ e encourage &-_ ) submit comments, but please note that this is not a public forum.”

ot R E'
1Ilegal actlvrry, comme‘f : Inemces or products infringe on copyrights or trademarks or are not toplcaily
related to the particular gjgs%mg

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 cluiter 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 confains 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 Depariment of Archwe%{md History, Local Government Records
Office General Schedules as well as the City’s Open Recordgéjiega tion. The retention period for a record
depends on the content of that record, rcgaxdless of the g;@dmm in which it is maintained. Departments
maintaining a City social media site or using social m ools shalkpreserve records on a City server for
the required retention period in a format that preser t)g the original record and is easily
accessible, Further, departments will destroy, transfer, or
records disposition schedules,

9 2 Open Records. Content in City soc:al medla mciudmg a listof s\%s ibers and posted communications,
-fesponding completely and

accurately to any pubhc information requests for information on somai me
in an accessible format so that it can be produced in response to a lefquS[ Difficulty in accessing the
mformatmn does not excuse camghance wsth the MPRL. Users of City social media sites shali be notified

< himself/her a City employee or has a public facing position for
which their City association is knowig.the general public, they must ensure that their profile and related
confent is consistent with how they wishgospresent themselves as a City professional, appropriate with the
public trust associated with their position P;gnd conforming to existing standards in the City policies.

networks. If an employee identi

10.2 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 inferests 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 atiribute personal statements or opinions fo the City when engaging in private
blogging or postings on social media sites.

wers shall not post images, files, or

text depicting City property, equipment, or pe1sonnel in [ ‘éz'gi‘hat would adversely affect the

reputation of the City or a City department.

10.10 The following guidelines apply to pex*c%mmumcatiom i @ ar 10us forms of social media.

L‘&‘”r_‘rc‘-’

L? ,‘L,’?
10.10.1 Use common sense when using social ;ﬁ‘g: ia g%gymber thagzyif‘hat is posted is public, may be
public for a long time, and may spread to large aundje %nce £ fefrjﬁ?m?ﬁgmpbstmg information that wou{d not
be acceptable for a supervisor or other employees tahredit
newspapet ot on television.

10.10.2 Employees are expected fo use good judgemen A hen posting photos, videos, or comments to their
personal social media sites. They should not post any gﬁages videos, files, or text that would adversely

affect the reputation of the City or a City department.

‘\h ing rumors and/or speculation with regard fo any issue within the scope of
jEinject personal opinion on any issues involving the City on social media in

oyees to be truthful, courteous, and respectful toward supervisors, co-
Gilstomers, a ?other persons associated with the City, Employees shall not engage in
} or other such demeaning behavior,

workers citizenss
name-calling or pers J;?_’_. attag

4

11. USE OF SOCIAL lgB)DIA 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 formal
action of the board or commission and must follow requirements for approval and governance outlined in

this policy.

77
Most recent update: 3/14/19




Page 251

\L" “l&si“

mm_{ City of Tupelo Employee Handbook | Policy# 606
9 i“"‘“‘”“‘“; § Section 6 — Employee Conduct Effective Date: 1/1/39
! E ! i /l,‘ 606 Media Relations Policy Supersedes:
‘9\ L {1}

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 coordinafing all contact with media
(including print, broadcast, online, documentary, network television and ogerﬁf L of media outlets), This
includes but is not limited to: &

»  Official City statements, announcements and activities,

»  The writing and distribution of press releases;

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

» Release of official statements or informiéiti
{including but not limited to informatio
on issues involving the City and other evenfs

1 to the general public through mass media or social media

+ All media contacts for official City mformat%n or fafg, pa
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 ali 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 form will not be permitted in City of Tupelo facilities or in
City-owned vehicles.

2. This policy applies to all employees and visitors.

fwxﬁi ciplinary action up to and including

3. Employees found in violation of this policy w%&fﬁ e
termination. ”

v

.':-1\‘:‘3}_ o
4. Tobacco products include, but are not limite o
electronic “vape” smoking devices, efc.

o
o
o

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

It is the City of Tupelo'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 of Tupelo premises and while conducting business-related activities off the City of Tupelo
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 an 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
empioyment, and/or required participation in a substance abuse rehabilitation or treatment program. Such
violations may also have legal consequences.

The City of Tupeto has formulated a separate Drug and Alcohol Testing Policy for all employees and a
separate Drug and Alcohol Policy for Emp%& with Commercial Driver's Licenses which are included
in this handbook as Appendix "A" and
acknowledgement form indicating that they havs

S,
T

- . . %»
Employees with questions on this policy or issuesire

. . . . . \
raise their concerns with their supervisor or the Hui

e

]a}g}gﬁ o il
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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 charagteristic will not be tolerated.
The City of Tupelo provides ongoing sexual harassment training to ens%gj e'opportumty to work in an

environment free of sexnal 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, whethier 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, ?

,:—;g&:a’

A
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:

SEXUAL HHARASSMENT

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

o Physical. Sexuval harassment can occur through improper touching, inappropriate physical contact,
or assault.

» Visual. Sexval harassment can occur through visual means, such as displaying sexually suggestive
posters, cartoons or drawings, leering, sending inappropriate adult-themed gifts, or making sexual

gestures,

Sexual hatassment can ogenr between individuals of the opposite sex and of the same sex.

- eR
Harassment based on other protected classes is stnctly 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 harassment if they are
sufficiently severe or pervasive, whether or not the supervisor subjectively perceived it to be so, and are
strictly prohibited:

¢ Coutinually teasing an older colleague about his age and excluding him from 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

C
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Ui E a 4% 609 Unlawful Harassment Supersedes:

%, BT gl

physical conduct of a sexual nature constitute sexual harassment when: (1) 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 if 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 designated by égl}le Mayor to serve as a sexual harassment
contact representative, Likewise, the Mayor will designatg@gﬁ%‘ﬁ’fa@ City employee to serve as a sexual
harassment contact representafive in the event an emplgggyﬁ%’is a male and is uncomfortable reporting a
sexual harassment matter to a female supervisor or depagihent head s,

vestigated. To the extent possible,
es, and the alleged harasser will be

confidentiality of the employee making the allegation, any W
mpleted, parties will be informed of

d . . )N
protected against unnecessary disclosure. When the investigationig
the cutcome of the investigation.

e
Any supervisor or department head who becomes aware of possible sexialor other unlawful harassment
must immediately advise the Mayor or the Mayor's designee so it caribe investigated in a timely and
confidential manner. Anyongsengaging in sexual or other unlawful harassment will be subject to

82
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City of Tupelo Employee Handbook Policy# : 611
Section 6 ~ Employee Conduct Effective Date: 1/1/19
611 Personal Appearance Supersedes:

611 Personal Appearance

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

During business hours or when representing the City of Tupelo, employees arglexpected to present a clean,
neat, and tasteful appearance. Employees should dress and groom acco dfw E totthe requirements of the
position and accepted social standards, Certain employees are requ{;'? to wear uniforms, City-issued
uniforms should only be worn by an employee during working or on it s and should not be worn at
unofficial events or for outside employment.

The supervisor or department head is responsible for establishing a reasonable ode appropriate to
the job performance. If a supervisor feels an employee’s personal appearance is inapproptigle, the employee
may be asked to leave the workplace until properly dressed or groomed. Under such’ -;, (Omistance, the
employee will not be compensated for the time away from work. Consult the immediate} ;upermsm with
questions as to what constitutes appropriate appearance. Where necessary, reasonable accommodation may

be made to a person with a disability.

84
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City of Tupelo Employee Handbook | Policy# 610
Section 6 — Employee Conduct Effective Date: 1/1/19
l 610 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 soeﬁgas possible in advance of
the anticipated tardiness or absence, -

including termination of employment

"

o

oy
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I }\M\\ City of Tupelo Employee Handbook | Policy# 612
!\%{‘ i“f“‘"" ‘"; ﬁ’ Section 6 — Employee Conduct Effective Date: 1/1/19
-3\}‘;\ g A}’ 612 Personal Relationships in the Supersedes:

pi e 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. Tn addition
to claims of partiality in treatment at work, personal condlicts from outside the work environment can be
carried 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 martiage, 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, domestic partner, parent, son or daughter, brother
or sister, grandparent or grandchild, aunt or uncle, niece or ng "éﬁhggggousin, step, half] or in-law relation, or

any other person with such a close bond as to suggest co" | in the employment relationship

-\.._,~

A dating relatlonshlp 18 def ned asa rclatlonsh:p thatwmaﬁ geason% expected to lead fo the formation
J8pp i£5°167all employces without regard to

Relatives of current employees may not occupy a position that will 17' wmkmg directly for or supervising
their relative. Nor shall individuals involved in a datmg mia‘uonshlp fHeasCurrent employee occupy a
position that will be working directly for or supervising the employeev%;fi whom they are involved in a
dating relationship. The City of Tupelo reserves the right to take prompt action if an actual or potential
conflict of interest arises mgglwgg,ielatwes or individuals involved in a dating relationship who occupy
positions at any level (hjgher¥otildwer) in the same line of authority that may affect the review of

employment decisions. , i ;%

If a relative lelaflonshlp or Ugtn, ih 1612&%@ 1ip is established afier employment between employees who are
in a reporting situation descrlbe Vg’; §€'B"fﬁgl,s ﬁﬁ‘ég@%}‘mblhty and obligation of the supervisor involved in
the relat:onshxp to disclose the exlsfgﬁ of the Tolati ship to management. The individuals concerned will
be given the opportunity to decide WHNS to be transferred to another available position, If that decision is
not made within thirty (30) calendar daysmanagement will decide who is to be transferred or, if nccessary,
terminated from employment. - 4

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 authorify or reporting involved, the employees may be separated by
reassignment ot terminated from employment.

85
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[ City of Tupelo Employee Handbook | Policy# 613
Section 6 — Employee Conduct Effective Date: 1/1/19
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 employer-sponsored events.

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

+  Making threatening remarks (wriften or verbal). -

|

s

jjgels at another person,

oL
.

= Aggressive or hostile acts such as shouting, using profamty,"%hrowm;%
fighting, or infentionally damaging a coworker’s property.

*  Bullying, intimidating, or harassing another person (for example, making obscene Eha%ﬁ&eﬁlls or using

threatening body langnage or gestures, such as standing close to someone or shaking ]Zf ir fist at them).
&

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

*+  Assault.

S

, LN =

This list is illustrative only and not exhaustive. %form )
-

5 o

B S

lace violence will be tolerated,
=

Complaint Procedure T

If conduct belicved to violate this policy is witnessed_gr are subjected to any, am employee must speak to,

write, or otherwise contact the direct supervisor or, ifghe conduct involves the direct supervisor, the next

&

The complaint should be as detailed as possible, including the names of all individuals involved and any

OLL QJ\%O wilt directly and thoroughly investigate all complaints of workplace violence

€ prompt corragitve action, including discipline, if appropriate, The City of Tupelo reserves the

if appropriate. To the extent permitted by law, the City of Tupelo reserves
‘gr to prevent workplace violence against an employee.

R
&

=

i

of an immiéﬁi&jﬂt violent act or threat of an imminent violent act, immediately contact

ey

meit, theR contact the Human Resources Department of the City of Tupelo.

SEEF

I there is awa?‘é’ff’ 3¢
appropriate [aw eiitgr
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/ ;m \ City of Tupelo Employee Handbook § Policy# 614

'é CEERET Eﬁ} Section 6 — Employee Conduct Effective Date: 1/1/19
&\ i _

\ {1‘ Y 614 Weapons Supersedes:

1999

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 SpOﬂSO]gﬁ%gents unless specifically
allowed by law. For purposes of this policy, the workplace is defined to 1n‘_rligd”}(%ffy of Tupelo’s buildings,

outdoor areas, and parking lots.

Weapons include:

«  Guns.
»  Knives.
+  Mace.

¢ Explosives,
«  Any item with the potential to inflict i,
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 fircarm must
be hidden From plain view or locked within a case 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 carrying a firearm may not store
any firearm in their vehicle while parked in the City of Tupelo's parking areas.

87
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l“\m City. of Tupelo Employee Handbook | Policy# 615
i i"*"’“’“""" . Section 6 — Employee Conduct Effective Date: 1/1/19
1\.9 ! ! /ﬂ‘ 615 Security Inspections Supersedes:

615 Security Inspections

The City of Tupelo wishes to maintain a work environment that is free of illegal drugs, alcohol, firearms,
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 thefiEor unauthorized possession of the property of
employees, the City of Tupelo, visiiors, and customers cilitate e:nﬁ_f_pl -cement of this policy, the City of
Tupelo or its representatwe may inspect not only desks and{ockers buy ﬁisoépersons entermg and/m leaving

88
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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 events aﬁ orgaizations outside the
woikplace. However, employees may not solicit or distribute literature copis Sning these activities during
working time. (Working time does not include lunch periods, or any oth sizperiods in which employees are
not on duty). Employees shall not solicit or distribute literature in thei a the City of Tupelo.

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 &gﬁ

The collection of money, goods, or gifts for charitable groups

The sale of goods, services, or subscuptlons outside the scope of official organization business
The cirenlation of petitions =
The distribution of literature not appl X
The solicitation of memberships, fees,

In addition, the posting of written solicitations on*% o
are reserved for official organization communicatiot

« BEQP or Affirmative Action statement
e Employee announcements
e Internal memoranda

I ob ope q%n S5
/_a fo’ma@a ncements

day notice
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' City of Tupelo Employee Handbook | Policy# 617
] iumm; iy Section 6 — Employee Conduct Effective Date: 1/1/19
7;9 ! E i l ,!,‘ 617 Problem Resolution Supersedes:

U 41

617 Problem Resolution

The City of Tupelo is committed to providing the best possible working conditions for its employees. Part
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 managetnent,

The City of Tupelo strives to ensure fair and honest treatment of all emplo géiféés%pewmms managers, and
employees are expected fo treat each other with mutual respect. Employggsiare encouraged to offer positive
and constructive criticism. . :

If emplayees disagree with established rules of conduct, policies,“gr practic ~k ey can express their
concern through the problem resolution procedure. No employee will be penalize ”‘%ﬁiﬂg!ly or informaily,
for voicing a complaint with the City of Tupefo in a reasonable, business-like MaAEE.0r for using the

problem resolution procedure,

If a situation occurs when an employee believes that a condition of employment or a decision 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.

ardays, after consulting with appropriate
mary of the problem and proposed

managemeni, when necess u:pe;rvnsor preparesia
: ee's peasonn‘éh[“ie

management deemed appropriate
parties involved.

4. If the employee is not satisfied with théDepartment head's decision, he/she may appeal in writing to the
Mayor or the Mayor's designee. The timeliness 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
officer will give sufficient notice to all parties. The employee shall be given an opportunity to present
histher justification or evidence in support 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.

90
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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 mutval problems can employees and management develop confidence in each other. This
confidence is important o the operation of an efficient and harmonious work environment, and helps to

ensure everyone's job security.

91
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March 8, 2019

Mayor Jason Shelton

Mr. Travis Beard, Council President
Mr. Markel Whitlington

Mr. Lynn Bryan

Ms. Nettic Davis

Mr. Mike Bryan

Mr. Willie Jennings

Mr. Buddy Palmer

Mayor Shelton and City Council:

We ate 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, 7
Todd Hunt, CVE

Executive Director
BancorpSouth Arena & Conference Center

hppendi i T>
BancorpSouth Arena

P.C. 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, Chartotte 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 toak rotl.

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
carrection to be made on page two, paragraph 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 52,160 paid to Traffic
Signal Study. Ending cash balance was 54,949,257,

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 / BARNES CROSSING PROJECT
Construction will continue when weather permits.

COLEY ROAD/MCCULLOUGH BLVD & COLEY/JACKSON EXTENDED IMPROVEMENTS
Coley/Jackson intersection improvements have been completed, except for striping.
Coley/McCullough wark has stopped untit 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 BLYD 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 April.) Milling and final lift of
asphalt paving will be scheduled this spring as weather permits.

APP{M{D{ =
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JACKSON STREET (CLAYTON TO ROBINS)
Working an 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 s 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 Mernorial Blvd to Briar Ridge Rd

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

4. DI0 ' Fonee2 Mocotp—

Chairman}'ﬁreg Pirkle Submitted by Renee Newton
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City of Tupelo

Jason L, Shelton
Mayor

Water and Light
Johnny Timmons, Directer

COUNCIL Match 13, 2019
Marke! Whittington
Ward One Mayor Jason Shelton and Council of the City of Tupelo
City of Tupelo
Lynn Bryan Tupelo, Mississippi 38804

Ward Two

_ Dear Mayor Shelton and Council Members:
Travis Beard

Apy(@V{A
@Mgm

%

Ward rf_‘hr% The following change order is submitted for approval at your regular meeting

on Tuesday, March 19, 2019:
Nettie Y. Davis

Ward Four Tupelo SRF FY14 Sewer System Improvements — Avea 6 — Change Order
No.2.— This change order consists of a time extension of 45 days, making the

Buddy Palmer revised completion date April 21, 2019. The contractor is substantiafly
Ward Five compete with all items except the lift station startup. Startup has been delayed
due to a lack of electrical service at the site, Tombigbee Electric Power

Mike Bryan Association was notified of the request for service by the contractor at least as
Ward Six early as October 2, 2018. Once electrical service is provided, startup can take

place and the project can be closed out.

Willie Jennings
Ward Seven 1 have reviewed this change order and find it to be cormtect, If you have any
questions, please feel free to call upon me.

Attachment

Roperd iyl

"EH Marth Front Si. « P.0O, Box 588 « Tupelo. I\fﬂssissippti 94802-0588 » 662-841-6460 « Fax 662-841-6401
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Change OrderNo. _ 2

Date of lssuance: March 12, 2019
Owner: City of Tupelo

Contractar: Enscor LLC

Engineer;  Cook Copgin Engineers, Inc.
Project: SRF Sewer FY 14

March 12, 2019
P82 W1

Effective Date:

Owner's Cantract No.:
Contractor’s Project No.:
Engineer's Project No.:
Cantract Name:

CCE 3-08827-13M
Area &

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 CONTRACY PRICE
Original Contract Price:

5945 ,902.50

CHANGE IN CONTRACT TIMES
[note changes In Milestones if applicable]
Original Cantract Times: 210 days
Substantial Completion: January 14,2019

Ready for Final Payment: lanuary 14, 2019

days or dates

{increase] [Decrease] from previously approved Change
Orders No. __ toNo, __:

S NA

lincrease] |Baerense} from previously approved Change
Orders No. _1_ foNo. .1
Substantial Completion: 52

Ready for Final Payment: 52
days

Contracit Price prior to this Change Order:

5.945,902.50

Contract Times prior to this Change Order:
Substantial Completion: March 7, 2019

Ready for Final Payment: _March 7, 2019

days or dates

[Increase]{Decrease] of this Change Order:

S_ NA

[Increase] of this Change Order:
Substantial Completion: 45 Days

Ready for Final Payment: 45 Days

days or dates

Contract Price incorporating this Change Order:

Contract Times with all approved Change Orders:
Suhstantial Completion: April 21, 2019

Ready for Final Payment: April 21, 2019

days or dates

ACCEPTED:

. ACCEPTED: |

Byl Jgf,’,«.» e ,’.«zmd’fﬁ

Owner [Authorized Signature)

Contractor [Authorized Signature)

Title  }7 Vo b PHanage

$ 945.902,50
RECOMMENDED:
By: g b e el By:
{ Engineer (if required)
Title:  Project Engineer Title
Date:  03/12/2019 Date

bte 3 )12 )1

Approved by Funding Agency (if
applicable)

By:

Date:

Tithes

£1CDC" C-941, Change Order.

Prepared and published 2013 by the Engineers loint Contract Documents Committee,
Page 1 of 1

F
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’QDabbsﬁfs“;m{ ation

Feb 2, 2019
ebruary 1 Awﬁ(ﬁf {ﬁ_{

-19-19
Mr. Chuck Williams B-19-1 @)
Director, Public Works Dept, E’jr

604 Crossover Road
Tupeia, Mississippi 38801

REFERENCE: RECOMMENDATION OF AWARD OF CONTRACT
TUPELO ROADWAY MILL & OVERLAY PROGRAM - 2019 ANNUAL BID
BID NO. 1538PW

Dear Mr, Williams:

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

This is set up as a bid for the 2019 annual term and guantities 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 proiect from APAC-Mississippi,
Murghree Paving and WG Construction and the bids ranged from $2,669,500.00 - $3,116,000.00 based on the
estimated guantities inciuded in the bid form. The low bid was from APAC-Mississippi and provided unit prices for
five (5) items that were included on the bid form for a total bid amount of $2,668,500.00. The bid was reviewed
based on the bidding criteria established for the Project and It appears that APAC included the proper proposal
documentation as reguired by the Contract Documents,

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

Sincerely,
DABBS CORPORATION

Dustin D, Dabbs, PE
President

C: Mr. Don Lewis; COO, Gity of Tupeio
Ms, Kim Hanna, CFQ, Clity of Tupelo

) OFFIFC 662 840 4762
) momu: 601 927.4012 L

i Tupefu, MS 38804

Pypendiy &

1005 N “Ea;o'n Boufevard




210 TADULATION

CITY OF TUPELD, MISSISSIPPT
ROADWAY MILL & OVERLAY PROGRAM
2019 ANNUAL BID - BID No. 1534PW

BID DATE: 03/01/2019

BASE BID APAC-MISSISSIPPI MURPHREE PAVING WG CONSTRUCTION
ITEM UNIT TOTAL UNIT TOTAL UNIT TOTAL
DESCRIPTION 1T NTY.
NO. UNIT | Q COST COST COST COST COST COST
1 MILLING, ALL DEPTHS s5Y 150,000 £2.30 $ 345.000.00 $2.65 5 397 500.00 £215 3 322.500.00
2 ASPHALT SURFACE COURSE TON 28,000 SR1.50 % 2.2RZ.000.00 595,50 £ 267000000 L0 5 2.438.800,00
3 q4" TEMPORARY TRAFFIC STRIPE. CONTINUOUS WHITE LF 10,000 $0.30 13 5.000.00 £0.30 5 3.000,00 30.13 S 1.500,00
4 4" TEMPORARY TRAFEIC STRIPE, CONTINUOUS YELLOW LF 10.000 $0.50 3 S.000.00 $0.30 £ 3.000.00 $0.13 5 1.500,00
3 GRANULAR SHOULDER MATERIAL, IN PLACE cY SN0 £63.00 s 32.500.00 $65.00 5 32.500.00 $35.00 5 17.500.00
GRAND TOTAL

1S 2,781,800.00
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| cerlify tat this is 2 correct tubulation of 3ll the bids received und read aloud for this project on the bid date of March 1, 2019,

DATE: 03M1/2012

Prepared By: ]EDabbsCorporation
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B-l0-iq
Parks Advisory Board and é@
Sports Council Meeting -
November 13,2018
Advisory Members Present Advisory Member Absent Staff Present
Robin Faucette, Ward 1 Kenneth Greer, Ward 6 Alex Farned, Director
Mike Maynard, Ward 2 Joe Washington Jr. Ward 4 Deana Carlock, Office Manager-
Jack Keene, Ward 3 Tara Cayson, Ward 7 Shanta Jones, Program Director
Davey Cole, Ward 5 Amy Kennedy, Aquatic Director
Kenneth Greer, Ward 6
Jim Ingram, President TSC Staff Absent

Leigh Ann Mattox, Recreation Director
Laura Kramer, Sports Director

Sheila Runnels, Sports Director

Alex Wilcox, Senior Recreation Athletic Director
Markel Whittington, Couneil Rep.

1. 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 treasurer’s report with Jack making the second. Pass
unanimously.,

5. Member Reports

a. Tupelo Youth Soccer Association — Report received.
b. Tupelo Youth Baseball Association — Report received.

Tupelo Softball Association — Report teceived.

Tupelo Basketball Association — Report received.

Tupelo Tennis Association — Report received.

Tupelo Therapeutic Recreation Association — Report received.
Tupelo Aquatic Club - Report received.

Tupelo Disc Golf Association — Report received.

Tupelo Skate Park Association — Report received.

‘Tupelo Flag Football Association — Report received.

ooe oy 0 oo

P

Friends of the Park — Report received.
Tupelo Fourth of July Celebration Asscciation - Report received.

=

Veterans Council — Report received.

P B

Tournament —Report received.

Rppondix 1
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0. 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 {eak 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 unanimously.

"Rt dbls

Robin Faucette — irman of Tupelo Parks Advisory Board

O\ Lhesap—

Jil7 ﬂlgram —Presid&f o’f Tupelo Sports Council

Wy Ta

Alex Fam@d - Director of Tupelo Parks and Recreation
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CHECK INFORMATION FOR COUNCIL MEETING

March 19, 2019

FUND

CHECK NUMBERS

POOL CASH
EFT

354177-354562
50080069-50000083

ELECTRONIC TRANSFERS AS SHOWN ON THE FACE OF DOCKET

INVOICES AS SHOWN ON FACE OF DOCKET

Pppirdine T






