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SECTION 1 

PURPOSE AND INTENT 

 

     It is the purpose of this policy manual to establish a uniform and equitable system of 

personnel administration for employees of the City of Brownsdale.  The provisions of this 

personnel policy applies to all employees.  This policy shall not be construed as 

contractual provisions.  This policy may be amended at any time at the sole discretion of 

the City. 

   

SECTION 2 

PERSONNEL COVERED 

 

     Except as otherwise specifically provided, this policy applies to all employees of the 

City of Brownsdale except the following: 

1.      Elected officials 

2.      Those people serving on City Boards, Commissions and Committees 

3.      Other employees not employed in regular positions 

 

Nothing in this policy is intended to modify or supersede any applicable provision of 

State or Federal Law.   

 

SECTION 3 

DISCRIMINATION 

 

     No person shall be employed, promoted, demoted, or discharged by the City or in any 

way favored or discriminated against because of political opinions or affiliations, race, 

color, national origin, religion, age, sex, marital status, status with regard to public 

assistance or disability, or because of the exercise of the rights under provisions of the 

public Employment Labor Relations Act, (M.S. Section 179A.01 to 179A.25). No person 

shall be discriminated against with reference to city employment in any way forbidden by 

State or Federal Law. 

 

 

SECTION 4 

APPOINTMENTS 

 

     The appointing authority, (or designee), on the basis of merit and fitness for the 

position, shall make every appointment to municipal service.  When required by law or 

by the City Council, merit and fitness shall be ascertained by written, oral or other 

examinations designed to evaluate the ability of the candidate to successfully perform the 

essential duties of the position for which examination is held. 

 

 

      

 



 

SECTION 5 

PRE-EMPLOYMENT MEDICAL AND PSYCHOLIGICAL EXAMINATIONS 

 

     The City may determine that a pre-employment medical and psychological 

examination is necessary to determine fitness to perform the essential duties of any City 

position.  Where a medical and psychological examination is required, the offer of 

employment shall be made contingent upon successful completion of the medical and 

psychological exam.  The physician conducting the exam shall be provided with a 

description of the essential duties and responsibilities and other pertinent information on 

the position to aid in the determination of the ability to perform the job in question. 

     If the City determines that pre-employment medical and psychological exams will be 

required, they shall be required of all candidates who are conditionally offered 

employment for a given job class.  The information obtained during the medical and 

psychological exam shall be treated as confidential medical records. 

     A licensed physician, designated by the employer, shall conduct the exam. The cost of 

the exam shall be paid by the City.  The physician shall notify the Mayor or City 

Clerk/Treasurer that a candidate either is or isn’t medically or psychologically able to 

perform the essential functions of the job, but requires accommodations to perform other 

nonessential functions. The physician shall confer with the Mayor or City 

Clerk/Treasurer regarding acceptable accommodations. 

     The Mayor or City Clerk/Treasurer shall inform the candidates of the results of their 

examination.  If a candidate is rejected for employment based on the results, he/she shall 

be notified of this determination and may request further explanation from the physician. 

 

SECTION 6 

PROBATION PERIOD 

 

     The probation period, or learning period, is an integral part of the selection process 

and shall be utilized by observing the employee’s work, training the employee in their 

work expectations, and for rejecting any employee whose performance does not meet the 

required work standards.  The probationary period for employees shall be six months 

from their date of hire.  These periods may be extended for an additional six months upon 

Council approval. 

 

 

TERMINATION DURING THE PROBATION PERIOD 

 

     An employee may be terminated at any time during the probation period, if, in the 

opinion of the City Council (or designee), the employee is unable or unwilling to perform 

the duties satisfactorily or if the employee’s work habits or dependability do not warrant 

continuation in the position.  The employee so terminated shall be notified in writing of 

the reasons for the termination and shall not have the right to appeal unless he or she is a 

veteran, in which case the procedure described in (M.S.  Section 197.46) shall be 

followed.    

 



 

 

     Probation periods apply to new hires, transfers, promotions, and rehires. Employees 

terminated during a probation period from a position to which they were transferred or 

promoted may be reinstated to a position in the class from which they were transferred or 

promoted, upon approval of the City Council. 

 

 

COMPLETED PROBATIONARY PERIOD 

 

     At the end of the six month probationary period, the City Council will decide if the 

employee’s performance has been satisfactory or not, and whether the employment 

relationship should be continued. 

     If the City Council indicates the employee has successfully completed the probation 

period and employment will continue, the employee shall become a regular employee 

within the meaning of the policy, subject to City Council approval. 

  

SECTION 7 

SENIORITY  

 

     Department Seniority of an employee shall be the governing factor with reference to 

layoffs and choice of vacation periods.  Department seniority shall be defined as an 

employee’s length of service in the department. 

 

     A layoff will be accomplished on the basis of departmental seniority as follows: 

     Employees who have not established department seniority shall be laid off first.  In the 

case of new hires, employees do not obtain department seniority until they complete their 

probationary period. 

     In the event of recall from layoff, the employer shall provide the employee written 

notice of its desire for such employee to return to work.  An employee on recall status 

shall be responsible for maintaining a current listing of the employee’s address and 

telephone number with the employer.  An employee on layoff shall retain the rights of 

recall for a period of 12 months following the date of layoff.  An employee on layoff who 

is notified by registered mail at the last mailing address listed by the employee with the 

employer, to return to work, and fails to do so within ten (10) work days, shall be 

considered to have voluntarily terminated employment with the employer. 

 

 

SECTION 8 

DURATION OF EMPLOYMENT 

 

     Except as restricted by statute, the City of Brownsdale may dismiss an employee at 

any time for any reason. Subject to Section, 42 resignations, any employee may terminate 

city employment at any time. 

 

 



 

SECTION 9 

WORK WEEK/HOURS 

 

      The regular workweek for Clerk shall consist of (36) hours beginning Monday- 

Friday as prescribed by the City Council.  

 City employee that works 32 hours a week is considered  full time status and is eligible 

to earn PTO/ SICK time benefits.  

     The regular workweek shall consist of forty (40) hours beginning Monday Sunday 

morning and terminating Friday Saturday (6-1-15) evening. The workweek for the Police 

Department will be prescribed in writing by the Chief of Police and Police Commissioner 

on January 1st of each year. The normal workday for all employees shall consist of eight 

(8) hours (excluding a one (1) hour ½ hour (3-7-11) lunch period.  Employees shall 

receive two coffee breaks during their normal workday consisting of a fifteen-minute 

break in the morning and a fifteen-minute break in the afternoon. 

     Unused fifteen-minutes breaks may not be accumulated, nor may they be used for any 

purpose other than a mid-shift fifteen-minute break. 

      

Employees responsibilities will include a standby status. Such standby will cover checks 

of City facilities and other duties as required which occur on regular days off and 

holidays.  The employees on standby will complete those duties, without triggering 

callback pay.   

 

SECTION 10 

COMPENSATORY TIME 

 

     All hours worked in excess of forty (40) hours in any work week shall be banked as 

compensatory time. 

 All Clerks hours worked from 36 to (40) shall be paid to Comp time as hour per hour 

over anything (40 and over shall be at time and ½) per state law.  

     Compensatory time shall be calculated to the nearest fifteen (15) minutes. 

     Employees who are called back to work after having completed a regular shift shall be 

compensated at the regular 1.5 times  regular (6-1-15) hourly rate for the actual time 

worked with a minimum of two (2) hours 

     Accrual and use of compensatory time off shall be subject to the approval of the 

Employer. 

     Employees will be allowed to bank up to 80 120 (6-1-15) hours of compensatory time 

off.  All unused compensatory time can be cashed out upon termination of employment. 

 

 

 

SECTION 11 

COMPENSATION 

 

     Employees of the City shall be compensated according to the schedule established by 

the City Council.  Any wage or salary so established is the total remuneration for 



employment, but shall not be considered as reimbursement for official travel or other 

expenses which may be allowed for the conduct of official business.  Unless approved by 

the City Council, no employee shall receive pay from the City in addition to the salary 

authorized for the position to which he or she has been appointed.  Wages are established 

by the City Council and are effective on January 1st of each year.   

 

 

SECTION 12 

PAYROLL SCHEDULE 

 

     Employees are paid according to a bi-weekly payroll schedule. Pay periods start on 

Sunday and run through Saturday. All claims for payment shall be on a form prescribed 

by the city.  Checks are available at the city clerks office on Friday.  Checks will be 

issued only to the employee unless prior arrangements are made. 

 

SECTION 13 

PAY EQUITY 

 

     Subject to (M.S. Section 179A.25), but notwithstanding any other law to the contrary, 

the City shall establish equitable compensation relationships as prescribed by (M.S. 

Sections 471.991 to 447.999).  Thereafter, compensation of each class of City positions 

shall be fixed in compliance with the provisions of those statutes and applicable rules. 

 

SECTION 14 

TEMPORARY AND PART-TIME EMPLOYEES 

 

Temporary, part-time, and seasonal employees are not entitled to sick leave, 

vacation leave, holidays with pay, or any other benefits.  

 

SECTION 15 

WORKED HOURS 

 

    Worked hours shall be defined as hour’s physically worked, sick time, holiday time 

and compensatory time. 

 

SECTION 16 

ASSIGMENT OF WORK DUTIES 

 

     Assignment of work duties and scheduling work is the responsibility of the 

department head subject to the approval of the City Council.  It is recognized that jobs 

may change over time to respond to the changing needs of the organizations.  Job 

descriptions will be prepared for each individual job class in the City.  These descriptions 

will normally be updated annually or more often as duties or assignments change. 

 

SECTION 17 

CLASSIFICATION OF JOB DUTIES 



 

     The classification of job duties shall be the responsibility of the City Clerk/Treasurer, 

subject to review of the City Council.  Assignment of job titles, establishment of 

minimum qualifications, and the maintenance of job descriptions and related records shall 

be the responsibility of the department head and City Clerk/Treasurer. 

     Whenever a job has changed sufficiently so that it can no longer be described 

adequately by the existing job description, the department head and City Clerk/Treasurer 

shall take appropriate action which could involve reclassifying the job to another existing 

job class; creating a new job class; updating the job description; restructuring the job to 

fit an established or proposed class; or other action as deemed appropriate. 

 

SECTION 18 

EMPLOYEE RECORDS 

 

     Employee records are maintained in the City Clerk/Treasurer’s office.  Data is kept in 

individual personnel files, finance files, and general personnel files.  Information is used 

to administer employee salary and benefit programs, process payroll, complete state and 

federal reports, record work performance.  No piece of information is retained unless 

required for a specific purpose.  Employees have the right to know exactly what data is 

retained, where it is kept, and how it is used.  All employee data will be received, 

retained and disseminated according to the Minnesota Government Data Practices Act. 

 

SECTION 19 

PTO 

Use of Personal Leave Days: 

 

Personal leave days are an alternative way of providing employees paid time away from 

work for such things as vacation and short-term illness. 

 

Personal days can be used for any of the following: 

 -vacations 

 -short-term illnesses or injuries 

 -doctor and dental appointments 

 -personal business 

 -illness in the employee’s family 

 

Personal days can also be used to supplement:      

 

 -funeral leave 

 -short-term disability benefits 

 -military reserve pay 

 

To take personal days (for reasons other than illness) employees must receive prior 

approval from their supervisor.  In granting approval on requests for personal days, 

supervisors will need to consider work flow and the number of other employees who will 

be away from work at the requested time.  Supervisors will make every attempt to 



balance the needs of the City of Brownsdale with requests of employees for paid time 

away from work. 

 

Holidays are not included in PTO. 

 

Personal Leave Day Credits: 

 

Personal leave days are based upon the employee’s years of service with the City.  

Personal leave days are credited to the employee on each bi-weekly payroll on their work 

anniversary date (3-7-11).  One day of paid time away from work is equal to eight hours 

at the regular rate of pay.  Employees who were absent due to a personal leave of absence 

the previous year you will not accrue personal leave days for the time they were away on 

leave. 

 

Amount Awarded: 

 

The chart below defines the number of personal leave days employees will be awarded 

based on their years of service. 

 

(New schedule - PTO) 

First Year (after 6mths of work) 11 days/88 hours per year 

2nd to 5th Year (by date of hire) 16 days (1 week/11 sick)/128 hours 

6th to 12th Year 21 days (2 weeks/11 sick)/168 hours 

13th & each year thereafter 26 days (3 weeks/11 sick)/208 hours 

 

 

Eligibility of Use of Personal Leave Days: 

 

An employee is eligible to begin using personal days as soon as the days are earned, 

regardless of the employee’s length of service. 

 

Accrual Option/Carryover of Personal Days: 

 

Personal leave time can be accumulated continuously up to a maximum allowance of 80 

120 (6-1-15) hours on employee’s anniversary date.  Any hours in excess of 80 120 (6-1-

15)  hours on that date, will be lost. 

 

Any employee part time or full time only after exhausting PTO and comp time banks may 

be allowed to take 5 “DOCK” days without pay during the calendar year for any reason.   

Addition to policy on 05/04/2020. 

 

 

SECTION 20 

HOLIDAYS 

 



     The following are recognized official holidays for full-time and permanent part-time 

city employees: 

  

 New Year’s Day 

 Martin Luther King Day 

 President’s Day 

 Memorial Day 

 Independence Day 

 Labor Day 

 Veterans’ Day 

 Thanksgiving Day 

 Christmas Day 

 Floating Holiday or Columbus Day which is optional 

 

     When a holiday falls on a Sunday, employees eligible for holiday pay shall be given 

the following Monday off with pay.  When a holiday falls on a Saturday, employees 

eligible for holiday pay shall be given the preceding Friday off with pay.  When a 

recognized holiday falls on a Saturday or Sunday and is also within an employee’s 

vacation period, the employee shall be granted an additional vacation day with pay. 

     All eligible employees shall be granted the recognized holidays listed above off with 

pay.  Specifically, each such employee shall receive (8) eight hours regular straight time 

pay for each of the recognized holidays as holiday pay, Police Officers that work on a 

holiday shall be grated a floating holiday in exchange for the holiday worked. Paid at 8 

hour shift regular pay.  

 

 

SECTION 21 

TERMINAL/SEVERANCE PAY 

 

     Employees leaving the municipal service shall be compensated for all vacation leave 

and compensatory time accrued and unused to the date of separation.  

 

 

SECTION 22 

BEREAVEMENT LEAVE 

 

     Employees are eligible for bereavement leave after one year of service.  In the event 

of the death of an employee’s spouse, mother, father, child, brother, sister, mother-in-law 

or father-in-law, brother-in-law, sister-in-law, grandparent or grandchild, an employee 

who attends the funeral shall be granted a leave of absence without loss of pay for up to 

four consecutive (6-1-15) days consisting of the day of the funeral and either the three 

days preceding or following or the two days preceding one day following the day of the 

funeral to be used within 60 days of the death (6-1-15).  The employee shall be 

compensated for the regular straight time the employee would have worked within the 

applicable period had such death not occurred. 



     Bereavement leave that is requested in connection with the death of persons not 

covered by this article may be taken as vacation leave or leave without pay.   

     The City Council, depending on the individual circumstances, will determine the 

actual amount of time off. 

 

SECTION 23 

LEAVE OF ABSENCE WITHOUT PAY 

 

     An employee desiring a leave of absence from the job or days off without pay, must 

request permission from the City of Brownsdale in writing.  The employee must state the 

reasons for the requested leave of absence and the dates of departure and return.  When 

the reason for the leave is medical disability, any request for leave must be accompanied 

by written medical verification and support. 

     An employee who is absent without authorization will be deemed to be absent without 

excuse.  Three consecutive days of unexcused absence will be deemed a voluntary 

resignation. 

 

     Unless the City of Brownsdale grants an extension due to extraordinary 

circumstances, a leave of absence without pay may not exceed fourteen calendar days.  

However, where the reason for the leave is parental leave or some other type of leave for 

which a longer period is allowed by state or federal law, the City of Brownsdale shall 

grant such additional leave without pay as required by law.   

 

Family and Medical Leave/Parental:  Employees are allowed to use accrued sick leave or 

vacation or combination of both for up to six weeks.  All other parts of this leave will be 

covered under State Statute.  While on paid leave, employees will continue to accrue sick 

leave and vacation leave.  Those benefits will not accrue to employees on unpaid leave. 

 

 

SECTION 24 

PARENTAL LEAVE 

 

     An employee, who works 20 or more hours per week and has been employed more 

than one year, is entitled to take an unpaid leave of absence in connection with the birth 

or adoption of a child.  The leave may not exceed six weeks, and must begin not more 

than six weeks after the birth or adoption of the child.  The employee is entitled to return 

to work in the same position and at the same rate of pay the employee was receiving prior 

to commencement of the leave.   

 

SECTION 25 

MILITARY LEAVE 

 

     (M.S. Sections 192.26 and 192.261) provides that an employee of any municipality 

who is a member of the National Guard, the Naval Militia, the Officers Reserve Corps, 

the Naval Reserve, the Marine Corps reserve or any other reserve component of the 

military or naval forces of the United State, is entitled to a leave of absence without loss 



of pay, seniority status, efficiency rating, or benefits for the time such employee is 

engaged in training or active service, not exceeding a total of (15) fifteen days in any 

calendar year. 

     The leave of absence applies only in the event the employee returns to employment 

immediately upon being relieved from military or naval service, or is prevented from 

returning by physical or mental disability or other cause not the fault of the employee, or 

is required by the proper authority to continue in military or naval service beyond the 

(15) fifteen day period allowed for the paid leave of absence. 

     Notice shall be given to the City at least fifteen working days in advance of the 

requested leave.  Notice may be waived under certain circumstances. 

     In accordance with State Law, the employee shall be granted an unpaid leave of 

absence when called to active duty.  If an employee has not yet used their fifteen days of 

paid leave when called to active duty, and unused paid time will be allowed prior to the 

unpaid leave of absence. The leave of absence shall not be considered work time for the 

purposes of vacation and sick leave accrual. 

     Returning reservists have the right to return to their jobs or another job of similar 

seniority, status, and pay upon completion of active duty in accordance with (M. S. 

Section 192.261, Subd. 2 and 38 U.S.C. Section 2021 and 2024. 

 

SECTION 26 

JURY DUTY 

 

     Employees required to serve on a municipal, county or federal jury shall be considered 

to be on jury duty for the period of time service is required on such jury, not to exceed 

thirty (30) working days.  During the period of jury duty leave, employees shall be paid 

as if working a regular (8) eight hour day, (40) forty-hour week if the conditions set forth 

in the following paragraph are met.  Upon completion of jury duty, an employee shall 

present evidence of fees and expenses received for such service.  The fees received as a 

result of serving as a juror shall be refunded to the City of Brownsdale. 

     The employee shall report for work on the day immediately prior to and the day 

immediately following the period of jury duty.  The employee’s employer, City of 

Brownsdale, shall be notified prior to commencing jury duty and if the period of jury 

duty is longer than one week, the City Council (Mayor) must be notified at the end of 

each week of jury duty.  In the event that the employee is temporarily excused from jury 

duty after serving one-half day or less, the employee must notify the employer, City of 

Brownsdale, that the employee may be available for work on that day.  An employee who 

is temporarily excused from jury duty and who has not given notice of being available for 

work shall not receive compensation for that day. 

 

SECTION 27 

MEDICAL LEAVE/STATUS 

 

     Inability of an employee to work due to either sickness or injury as determined by a 

physician selected by the employer shall not result in the loss of status as an employee. 

However, this shall not apply after a period of nine (9) months.  Nothing in this provision 

shall be construed to obligate the employer to pay the employee’s normal wages during 



the period of illness or disability unless otherwise obligated by law.  This nine (9) month 

period may, at the option of the employer, be extended.  If the employee’s physician does 

not agree with the determination made by the employer’s physician, the employee may 

request that his or her physician and the employer’s physician select a third physician to 

make a final determination. 

     Acceptance of other employment shall constitute loss of status, unless such other 

employment is accepted as rehabilitation upon the recommendation of both the 

employee’s physician and the employer’s physician. 

 

 

SECTION 28 

SCHOOL CONFERENCES AND ACTIVITIES LEAVE 

 

     Employees, who have worked for 12 consecutive months preceding the request and 

for an average of 20 or more hours per week during that period, may take up to 2 hours of 

paid leave and up to 14 hours of unpaid leave during any 12 month period.  This leave 

may be used to attend school conferences or classroom activities, childcare, pre-

kindergarten, or special education related to the employee’s child. 

 

 

SECTION 29 

UNIFORM OR CLOTHING ALLOWANCE 

 

     Reimbursement For up to $360.00 per year will be made for reimbursement of 

clothing purchased for use by full time city employees in the following departments: 

Police, Street, Water, and Wastewater.  Clothing purchases will be restricted to the 

following:  safety clothing, [3-7-11] Outer wear – hats, gloves, jackets, coats, rain gear, 

shoes, rubber boots, shirts and pants, leather goods, badges and related items.  

Reimbursement will be set up at the rate of $30 per month, in the event that an employee 

terminates employment prior to the end of a calendar year he/she will be required to 

reimburse the City if they have exceeded the $30 per month amount.  An amount not to 

exceed $324.00 may be carried over from year to year.  Leather goods, badges, other 

related items and items which contain the City logo will remain the property of the City 

regardless of age. Receipts for purchases will need to be turned in to the city clerk as 

verification of purchases of these items. Safety Gear – ear plugs, reflective vest, goggles, 

bullet resistant vest, ect. provided by the City. [added 3-7-11] 

 

 

SECTION 30 

GROUP HEALTH INSURANCE 

None offered at this time 

 

 

SECTION 31 

ELECTIONS/VOTING 

 



     An employee who is selected to serve as an election judge will be allowed time off 

without penalty, pursuant to (M.S. Section 204B.21 Subd. 2).  All employees eligible to 

vote in a state general election or at an election to fill a vacancy in the office of U.S. 

Senator or Representative shall be allowed time off with pay to vote during the morning 

of the Election Day. 

 

SECTION 32 

WORK RULES/CODE OF CONDUCT 

 

     In order to provide direction to all City employees, to ensure an efficient and effective 

work environment, and to avoid possible misunderstandings, the City has established a 

uniform and equitable policy, which establishes work rules.  This section describes these 

rules.  The City Council may issue administrative directives to expand, clarify, or amend 

these rules at their discretion. 

 

 

SECTION 33 

CONDUCT AS A CITY EMPLOYEE 

 

     In accepting employment, you have become a representative of the City and are 

responsible to assisting and serving the citizens for whom you work.  An employee’s 

primary responsibility is to serve the residents of Brownsdale.  Employees are expected 

to be courteous at all times and display a positive, polite attitude. They are to be 

dependable and accountable and adhere to policies, rules and directives of the department 

and the City of Brownsdale.  Overall, employees should exhibit conduct that is ethical, 

responsive, and of high standards becoming of a city employee. 

 

SECTION 34 

FALSIFICATION OF RECORDS 

 

    No person shall knowingly make any false statement, certificate, mark, rating, or report 

in regard to any test, certificate, or appointment held or made under the city personnel 

system, or in any manner commit or attempt to commit any fraud preventing the impartial 

execution of the provisions of these policies. 

 

SECTION 35 

RENDERING OF CONSIDERATION 

 

     No person seeking employment to, or promotion in, the municipal service shall either 

directly or indirectly give, render, or pay any money, service or other valuable 

consideration to any person, or on account of or in connection with the test, appointment, 

or promotion, or proposed appointment or promotion. 

 

SECTION 36 

SUPPLEMENTAL EMPLOYMENT 

 



     Employees must devote all work time to city business.  No work relating to 

supplemental or outside employment may be performed during work time.  Employees 

may accept supplemental employment while a City employee only if the following 

conditions are met.  The employee submits a notification form describing in detail the 

duties of the supplemental position and potential conflict of interest with City 

employment and the City Council approves the supplemental employment. 

 

SECTION 37 

DISCIPLINE 

 

     The City Council is responsible for maintaining compliance with City standards of 

employee conduct.  Most employees want to be part of an orderly, well-organized 

productive group and do not object to the establishment of rules and standards of 

behavior.  The objective of this policy is to establish a standard disciplinary process for 

employees of the City of Brownsdale. 

     City employees are expected to fulfill their duties and responsibilities at the level 

required, including observance of work rules and standards of conduct.  Failure to do so 

may result in disciplinary action. 

     Discipline will be administered in a non-discriminatory manner.  Employees may 

request a hearing in accordance with the grievance procedure if they feel the discipline is 

either unjust or disproportionate to the offense committed.  A Council Member will 

investigate any allegation for which disciplinary action might be based before any 

disciplinary action is taken.   

 

SECTION 37.1 

DISCIPLINE PROCESS 

 

     The City of Brownsdale will normally use progressive discipline.  There may be 

circumstances that warrant deviation from the suggested or where progressive discipline 

is not appropriate.  The normal process is as follows:  

 

1.      Oral Warning-Oral warnings should normally be given for first infractions to 

clarify expectations and put the employee on notice that the performance or 

behavior needs to change, and what the change must be.  There may be times 

where the first infraction is so serious that an oral warning may be 

insufficient. 

2.      Written Warning-A written warning shall normally state the reason for the 

warning along with a description of the events/problems that led to the 

warning.  It shall normally describe actions taken by the City Council to 

correct the problem, if applicable, including any timetables or goals set for 

improvement.  It will indicate further disciplinary action that could result if 

the problem continues or related problems occur.  The warning will be given 

to the employee to sign acknowledging that he/she has received the warning, 

with a copy to keep.  A copy will also be placed in the employee’s personnel 

file. 



Written warnings are more serious than oral warnings and normally follow 

oral warnings when the problem is not corrected or the behavior is not 

consistently improved.  Serious infractions may require skipping either the 

oral or written warnings or both. 

3.      Suspension Without Pay-The employee will be notified in writing of the 

reason for the suspension either prior to the suspension or shortly thereafter.  

Upon the employee’s return to work, the employee will be given a written 

statement outlining further disciplinary action possible should the problem 

continue or reoccur.  A copy of the written document shall be placed in the 

employee’s personnel file. 

4.      An employee may be suspended pending an investigation of an allegation.  If 

the allegation is proven false after the investigation, the relevant written 

document will be removed from the personnel file and the employee will 

receive any compensation to which he/she would have been due had the 

suspension not taken place. 

5.      For any suspension of five or more days, or any second suspension, for the 

same individual, the Council shall review the reasons for the suspension and 

upon review, will make a decision as to the future statues of the employee and 

his/her employment with the City. 

6.      Dismissal-The City Council may dismiss any employee following a five-day 

suspension.  The dismissal notice shall be in writing and shall contain the 

reason for dismissal. 

7.      Subject to state law on veteran’s preference and (M.S. Sections 181.931 to 

181.935), the City Council may dismiss an employee for substandard work 

performance, behavior not in keeping with City standards; or if in their 

judgment the employee is unsuited to employment with the City. 

     Employees should be advised of the City’s expectations including specific 

performance expectations associated with their individual position as well as general 

expectations for all employees in the department and City. 

     Regular employees shall have a right to a hearing in cases of suspensions of five or 

more days, dismissals, or demotions, upon written request of the employee within five 

days of the date of the request, unless the employee and the City mutually agree to 

another date.  Removal of veterans may be made only for incompetence or misconduct 

shown after a hearing with due notice (M.S. Section 197.46). 

 

SECTION 38 

SEXUAL HARASSMENT 

 

     The City is committed to providing a work environment free of harassment and 

discrimination.  In keeping with this commitment, the city maintains a strict policy 

prohibiting unlawful harassment, including sexual harassment.  This policy prohibits 

harassment in any form, including verbal and physical harassment. 

     This policy statement is intended to make all employees sensitive to the matter of 

sexual harassment, to express the City’s strong disapproval of unlawful sexual 

harassment, to advise employees of their behavioral obligations and to inform them of 

their rights. 



     To provide the employees with a better understanding of what constitutes sexual 

harassment, the following definition, based on Minnesota Statutes, is provided. 

     Sexual harassment includes unwelcome sexual advances, requests for sexual favors, 

sexually motivated physical contact, or other verbal or physical conduct or 

communication of a sexual nature, when: 

     Submission to the conduct or communication is made a term of condition, either 

explicitly or implicitly, of obtaining employment, public accommodations, or public 

services, education or housing. 

     Submission to or rejection of that conduct or communication by an individual is used 

as a factor in decisions effecting that individual’s employment, public services, education 

or housing. 

     That conduct or communication has the purpose or effect of substantially interfering 

with an individual’s employment, public accommodations or public services, education, 

or housing or creating an intimidating, hostile, or offensive employment, public 

accommodations, public services, educational, or housing environment and in the case of 

employment the employer knows or should have known of the existence of the 

harassment and fails to take timely and appropriate action. 

     Examples of inappropriate conduct include but are not limited to: unwanted physical 

contact; unwelcome sexual jokes or comments; sexually explicit posters or pinups 

repeated and unwelcome requests for dates or sexual favors; sexual gesture or any 

indication, expressed or implied, that job security or any other condition of employment 

depends on submission to or rejection of unwelcome sexual requests or behavior.  In 

summary, sexual harassment is the unwanted, unwelcome and repeated action of an 

individual against another individual, using sexual overtones as a means of creating 

stress. 

     The City of Brownsdale recognizes the need to educate its employees on the subject of 

sexual harassment and stand committed to provide information and training.  All 

employees are expected to treat each other and the general public with respect and to 

assist in fostering an environment that is free from unwanted harassment.  Violations of 

this policy may result in discipline, including possible discharge.  Each situation will be 

evaluated on a case-by-case basis depending on the severity and circumstances involved. 

     In order for a sexual harassment issue to be addressed, it must be brought to the 

attention of management.  In order for action to be taken, information must be forwarded 

to the appropriate level of management. 

     An employee who believes he or she has been harassed by a co-worker, supervisor, or 

agent of the City, should promptly report the facts of the incident or incidents and the 

names of the individuals involved to his or her supervisor or in the alternative, to the City 

Clerk/Treasurer, City Attorney, Mayor, or a Council Member. 

     Supervisors should immediately report any incidents of sexual harassment to the 

Mayor, or a Council Member. The Mayor or Council member will investigate such 

claims and take appropriate action. In addition to notifying one of the above persons and 

stating the nature of the harassment, the employee is also urged to take the following 

steps. 

     Make it clear to the harasser that the conduct is unwelcome and document that 

conversation; 

     Document the occurrences of harassment; 



     Submit the documented complaints to Mayor or Council member.  We urge the 

employee to put the complaint in writing; 

     Document any further harassment or reprisals that occur after the complaint is made. 

     Employees have the right to raise the issue of sexual harassment and to file complaints 

with respect to such harassment without reprisal. The City recognizes that there are 

inherent difficulties in developing evidence and maintaining close working relationships 

among employees in instances where harassment has occurred.  Because of this, the City 

urges that conduct which is viewed as offensive be reported immediately to allow for 

corrective action to be taken through education and initial counseling, if appropriate. 

     Management has the obligation to provide an environment free of sexual harassment.  

The City is obligated to prevent and correct unlawful harassment in a manner, which does 

not abridge the rights of the accused.  To accomplish this task, the cooperation of all 

employees is required. 

     The City, will in all cases, take action to correct any reported harassment to the extent 

evidence is available to verify the alleged harassment any related retaliation. All 

allegations will be investigated.  Strict confidentiality is not possible in all cases of sexual 

harassment as the accused has the right to answer charges made against them; particularly 

if discipline is a possible outcome.  Reasonable efforts will be made to respect the 

confidentiality of the individuals involved, to the fullest extent possible. 

 

SECTION 39 

DRUG-FREE WORKPLACE 

 

City of Brownsdale Policy of Employee Use of 

Alcohol and Other Drugs 

I. 

Introduction 

 

     The City of Brownsdale recognizes that alcoholism and other drug dependencies are a 

significant social problem with a potential for causing severe effects to City of 

Brownsdale workforce.  The City of Brownsdale recognizes that it has a responsibility to 

maintain a drug free workplace.  The City of Brownsdale also recognizes that drug 

dependency may be an illness.  Consistent with this understanding, however, The City of 

Brownsdale has an obligation to ensure that its employees perform their jobs efficiently, 

safely and in a professional business like manner. 

 

     The purpose of this document is to set for the City of Brownsdale’s policy regarding 

alcohol and other drug use, including unlawful drug use or abuse, in the workplace. 

 

II. 

Scope of Coverage 

 

     This policy is applicable to all employees and interns of the City of Brownsdale.  

Questions regarding this policy should be addressed to the City Council. 

 

III. 



Definitions 

 

A. “Work-related Alcohol and Other Drug Abuse” is defined as the use of mood-

altering drugs, including all forms of alcohol, narcotics, depressants, stimulants, 

hallucinogens, marijuana or the use of prescription drugs when resulting behavior 

or appearance adversely affects work performance.  

B. “Adversely Affects Work Performance” and “Under the Influence” shall be 

determined to be present if the employee is perceptibly impaired: has impaired 

alertness, coordination, reactions, responses or effort; if the employee’s condition 

threatens the safety of him/herself or others; or if the employee’s condition or 

behavior presents the appearance of unprofessional or irresponsible conduct 

detrimental to the public’s perception of the City of Brownsdale as an employer 

as determined by the supervisor or manager or others observing the employee.  

C. “Controlled Substances” means those substances whose distribution is controlled 

by Regulation or statute including, but not limited to narcotics, depressants, 

stimulants, hallucinogens and cannabis.  

D. “Mood-altering” or “Alter” means changed behavior, which may limit an 

employee’s ability to safely and efficiently perform his/her job duties, or poses a 

threat to the safety of the employee or others. 

 

IV. 

Statement of the City of Brownsdale Policy 

 

     The City of Brownsdale is committed to providing its employees with safe 

working conditions and promoting programs which encourage high standards of 

employee health.  All employees are expected to be in suitable mental and physical 

condition while working and perform their jobs in satisfactory fashion.  In instances 

in which the use of mood altering chemicals (alcohol or other drugs) interferes with 

these goals, appropriate action will be taken. 

     It is recognized the off-the-job, as well as on-the-job, involvement with alcohol, 

drugs, and/or mood altering chemicals can have an impact; 1) in the work place, 2) 

safety of others whether in the workplace, or the streets and highways, 3) on other 

human beings, and 4) our ability to achieve our goal of maintaining a drug free work 

environment. 

     Employees are expected to work with no alcohol or other drugs (as described in 

this policy) in their bodies.  This requirement is based on the fact that such substances 

can place individuals under the influence of the drug to some degree, even if the 

impairment is not readily apparent.  The City of Brownsdale will not accept the risks 

or performance problems which substance abuse can create. 

 

V. 

Consequence of Violations 

 

     Violation of this policy may constitute just cause for discipline, including 

discharge.  Each situation will be evaluated on a case-by-case basis depending upon 

the severity and circumstances involved. 



 

VI. 

Prohibitions 

 

A.    No employee shall report to work under the influence of alcohol, marijuana, 

controlled substances, or other drugs which affect hi/her alertness, coordination, 

reaction, response, judgment, decision-making or safety. 

B. No employee shall operate, use or drive any equipment, machinery or vehicle of 

the City of Brownsdale while under the influence of alcohol, marijuana, 

controlled substances, or other mood-altering drugs.  Such employee is under an 

affirmative duty to immediately notify his/her supervisor that he/she is not in 

appropriate mental or physical condition to operate, use or drive City of 

Brownsdale equipment.  

C. No employee shall unlawfully manufacture, distribute, dispense, possess, transfer, 

or use a controlled substance in the workplace or wherever the City of 

Brownsdale work is being performed.  

D. During work hour while on City of Brownsdale business, no employee shall use, 

sell, possess or transfer alcoholic beverages, with the following exceptions: 

 

Consumption, possession, sale or purchase of alcohol when authorized by 

the City Council. 

 

A police officer in Possession of alcohol while being transported in a City 

of Brownsdale vehicle, while performing his lawful duty in compliance 

with applicable statutory requirements. 

 

Possession of alcohol while in an employee’s personal vehicle on City of 

Brownsdale premises in compliance with applicable statutory 

requirements. 

 

Additionally, employees shall not participate in these activities during rest 

breaks or during overtime work. 

 

E. Engaging in off-duty sale, purchase, transfer, use or possession of illegal drugs or 

controlled substances may have a negative effect on an employee’s ability to 

perform his/her work for the City of Brownsdale.  In such circumstances, the 

employee is subject to discipline.  

F. When an employee is taking medically authorized drugs or other substances 

which may alter job performance, as defined above, the employee is under an 

affirmative duty to notify the appropriate supervisor of his/her temporary inability 

to perform the job duties of his/her position.  

G. Employees are discouraged from consuming alcoholic beverages during lunch or 

dinner meals when returning immediately thereafter to perform work on behalf of 

the City of Brownsdale.  Employees are advised that in any situation subsequent 

to the intake of alcohol where the employee must continue conducting City of 

Brownsdale business, any employee whose condition or behavior adversely 



affects his/her work performance shall be subject to possible discipline, up to and 

including discharge.  

H. The City of Brownsdale will not reimburse any employee for alcohol consumed at 

meetings, meals or other functions where the employee is representing the City of 

Brownsdale. 

 

VII. 

Chemical Abuse 

 

     Any employee whose use of mood altering chemicals described above which 

results in: 

1.      Excessive absenteeism or tardiness 

2.      Accidents 

3.      Below average performance 

4.      Erratic or irrational behavior 

     Will be referred to the City Council for resolution.  When rehabilitation is offered, and 

the employee refuses or fails rehabilitation, he or she shall be subject to discipline up to 

and including discharge. 

 

VIII. 

Drug and Alcohol Screening 

 

     Drug and alcohol screening tests will be required and employees requested to sign a 

consent/release form authorizing the screening test and the submission of its results to the 

Commission under the following conditions: 

 

A. Fitness of Duty-Employees whose performance indicates they are unfit for duty 

and show unacceptable behavior as described in this policy will be subject to a 

Drug and Alcohol screening test.  Employees who refuse to submit to the 

screening test or sign a Consent/Release form may be subject to discharge.  

 

 

B. Any kind of accident – whether by motor vehicle equipment, or other while on 

duty or City of Brownsdale time, and as such must be reported under Workman’s 

Compensation and/or O.S.H.A. requirements, will subject the employee to 

screening test at once or within 24 hours of accident occurrence.  Employees who 

refuse to submit to the screening test or sign a consent/release form may be 

subject to discharge.  Accidents may show the employee taking unnecessary risks 

and/or ruthlessly endangering the safety of others. 

 

     Screening Results-A mood altering chemical screening test, which indicates the 

presence of prohibited substances in an employees system, will result in the employee 

being asked to have an assessment made by a qualified chemical dependency counselor.  

The results of this assessment may require the employee to immediately enroll and 

participate in a recognized rehabilitation program.  Refusal to seek this help may result in 

disciplinary action up to and including discharge.    



 

IX. 

Employee Assistance Plan 

 

     Employees with personal mood altering chemical problems are encouraged to request 

assistance from the City of Brownsdale.  Participation is treated on a confidential basis.  

Voluntary participation in a drug or alcohol rehabilitation program will not involve 

disciplinary action by the City of Brownsdale.  However, employees found to have 

violated the City of Brownsdale’s policy will receive assistance only at the employees 

expense 

 

     In any test for evidence of drug or alcohol use, any positive test will be confirmed 

using a second, different testing method.  Upon notice to an employee of a confirmed 

positive test 1) within three working days the employee or job applicant may submit 

information to the employer for the purpose of explaining the positive test results, and 2) 

within five working days the employee or job applicant may in writing request a 

confirmatory retest (at the employee’s or applicant expense) or the medical specimen 

tested, to be performed by either the original testing laboratory or another laboratory 

chosen by the employee or applicant and meeting the requirement of applicable law. 

 

X. 

Federal Grant Employees 

 

     Each employee engaged in the performance of work on federal grants or contracts is 

required to notify the City of Brownsdale of any criminal drug statute conviction for a 

violation occurring in the workplace no later than (5) five days after such conviction. 

 

 

 

                                                          SECTION 40 

EXPOSURE TO HAZARDOUS SUBSTANCE 

 

     Any employee routinely exposed to hazardous substances or harmful physical agents 

as defined in the Minnesota Employee Right to Know Act of 1983 (Laws 1983, Ch.316, 

M.S. Section 182.65-182.675) shall be trained before being assigned or reassigned work 

exposing the employee to such substances or agents and shall be given training annually 

thereafter.  Training shall include an explanation of how and where information about 

hazards is stored in the workplace, how the hazards are labeled, and where to obtain 

specific information. 

 

SECTION 41 

GRIEVANCE POLICY 

 

     It is the policy of the City, insofar as possible, to prevent the occurrence of grievances 

and deal promptly with those, which occur.  When any employee grievance comes to the 

attention of a supervisory employee, the supervisor shall discuss all relevant 



circumstances with the employee (and his or her representative if the employee so 

desires), consider and examine the causes of the grievance, and attempt to resolve it to 

the extent of the supervisor’s authority. 

     If the grievance is not dealt with satisfactorily at that level, the grievance must be put 

in writing.  It may then be carried up to the next higher administrative level, including the 

council.  If the grievance relates to sexual harassment, this procedure shall not apply. The 

grievance procedure set out in the sexual harassment policy shall take precedence. 

 

SECTION 42 

RESIGNATION 

 

     Any employee wishing to leave the municipal service in good standing shall submit a 

written resignation to his or her department head at least 30 calendar days before leaving. 

The resignation must state the effective date of the resignation and the reason for leaving.  

The department head may waive the notice requirement if it is determined to be in the 

best interest of the City.  Failure to comply with the procedure may be considered cause 

for denying future employment with the City and denying severance pay. 

     The council as a resignation will consider unauthorized absence from work, for a 

period of three working days, not in good standing.  The council may waive this rule; if 

in his or her judgment, extenuating circumstances warrant such behavior.  Final 

acceptance of resignations will be given by the City Council at either a regular or special 

meeting. 

 

SECTION 43 

LAYOFFS 

 

     After at least two weeks notice to the employee, the City Council may lay off any 

employee whenever such action is necessary because of shortage of work or funds, the 

abolition of a position, or changes in organization.  No regular employee shall be laid off 

while there is a temporary employee serving in the same class of position for which the 

regular employee is qualified, eligible and available. 

 

SECTION 44 

SAFETY 

 

A.    Safety Concern Procedures: 

When an employee, in the performance of his or her duties, encounters a situation 

believed to be in violation of job safety or health rules, which threatens physical harm 

or where an imminent danger exists, the employee should take the following steps: 

Step 1.  The employee should take corrective action within his or her own 

responsibility and authority, which will alleviate the hazard. 

Step 2.  The employee should present and discuss the concern with the Manager or the 

person in charge if the manager is unavailable.  It is expected that the majority of 

situations or problems can be corrected or resolved within these first two steps, 

particularly if communications are kept positive and constructive. 



Note:  The above two steps keep the problem and its solution within the Employer’s 

operations.  These procedures promote positive employer/employee relationships, 

reduce the threat for outside intervention, and minimize the need for grievance 

proceedings.  The objective of this process is to assist in resolving the problem and 

precludes the necessity of grievance or disciplinary procedures. 

Step 4.  The employee has the right of complaint to state of federal authorities if, at 

any time, it is felt that the employee has been treated unfairly or an alleged imminent 

danger exists or continues to exist. 

 

B.     Safety Meetings. 

The employer shall provide safety training as required by State and Federal law.  This 

training shall include, but not be limited to “Right to Know” and any other subject 

applicable to the specific job description.  Employees may suggest additional training 

that may be in the best interest of the employee and Employer regarding safety. 

 

C.     Safety Accident Reporting. 

Workers compensation benefits and OSHA (job safety laws) require that all on the job 

accidents and sickness be reported as soon as possible by the employee, or on behalf 

of the injured or sick employee, to his/her department head. 

 

The City of Brownsdale has enrolled in a worker’s compensation certified managed 

care plan with the Minnesota League of Cities Insurance Trust (LMCIT). This plan 

may require you to be treated by a designated provider at the request of LMCIT.  In 

the event you do not wish to use a designated provider you must follow the procedures 

as outlined in the contract with LMCIT to appeal the use of a designated provider. 

  

Where safety equipment is required by federal, state, or local rules and regulations, it 

shall be a condition of employment that the employee wears such equipment. 

 

 

D.    Safety Glasses. 

 

The City will provide safety goggles to employees required to wear such equipment  

 

 

SECTION 45 

SMOKING 

 

     In the interest of good health, the City discourages employees from smoking.  The 

Minnesota Clean Indoor Air Act governs smoking within City buildings, offices, and 

work sites.  Smoking will not be allowed in any vehicle owned by the City of 

Brownsdale. If smoking results in discomfort to others, smokers are required to stop 

smoking.  Smoking in non-approved areas may result in disciplinary action. 

 

 

 



 

 

SECTION 46 

REIMBURSEMENT FOR CONTINUING EDUCATION COSTS 

 

     The City shall pay necessary and reasonable expenses incurred by a full time 

employee to attend training sessions for conferences.  These training sessions must be 

authorized by council prior to attendance.  The training must be of direct benefit to the 

employee in their position with the City. Eligible expenses are described below: 

1.      Registration fees 

2.      Lodging costs if overnight is authorized 

3.      Mileage costs at current City rate if City vehicle is not used 

4.      Hourly wage for the time spent at City required training sessions.  Travel time will 

be included in the wage calculation.  Time incurred as a result of time spent in 

training will be paid on a straight time basis. 

5.      Meetings and conferences, which are more than one day, personnel will be paid 

for only a maximum of an 8- hour workday. 

 

SECTION 47 

EQUAL EMPLOYMENT OPPORTUNITY POLICY STATEMENT 

 

     This is to affirm the City of Brownsdale policy of providing Equal Opportunity to 

all employees and applicants for employment in accordance with all applicable Equal 

Opportunity/Affirmative Action laws, directives and regulations of Federal state, and 

local governing bodies or agencies thereof, specifically Minnesota Statutes 363. 

     The City of Brownsdale will not discriminate against or harass any employee or 

applicant for employment because of race, color, creed, religion, national origin, sex, 

disability, age, and marital status with regard to public assistance. 

     The City of Brownsdale will take Affirmative Action to ensure that all employment 

practices are free to such discrimination.  Such employment practices may include, but 

are not limited to, the following:  hiring, upgrading, demotion, transfer, recruitment or 

recruitment advertising, selection, layoff, disciplinary action, termination, rates of pay 

or the form of compensation and selection for training, including apprenticeship. 

     The City of Brownsdale will commit the necessary time and resources, both 

financial and human, to achieve goals of Equal Opportunity and Affirmative Action. 

     The City of Brownsdale will evaluate the performance of its management and 

supervisory personnel on the basis of their involvement in achieving these Affirmative 

Action objectives as well as other established criteria.  Any employee of the City who 

does not comply with the Equal Employment Opportunity Policies and Procedures as 

set forth in this Statement and Plan may be subject to disciplinary action.  

 

     The City of Brownsdale has appointed the City Clerk/Treasurer, to manage the 

Equal Opportunity Program.  Responsibilities will include monitoring all Equal 

Opportunity activities and reporting the effectiveness of the Affirmative Action 

Program, as required by Federal, State, and Local agencies. 

 



 

 

SECTION 48 

PERFORMANCE APPRAISAL 

 

     Periodic, written evaluations of performance of assigned duties and responsibilities 

should be made for all employees including employees in their learning period.  These 

ratings will normally be conducted by the City Council.  The evaluations should be 

discussed with the employee and the written evaluation signed by the employee and 

City Council.  

 

   In the case of the librarian these ratings will normally be conducted by the library 

board.  The evaluations should be discussed with the employee and the written 

evaluation signed by the employee and library board.  

 

     Copies of these evaluations should be kept in the employee’s personnel file as long 

as the employee is employed with the City   Employees have the right to prepare 

additional written comments, if they so desire, and these will be attached to the written 

evaluation and placed in the file.  The Minnesota Data Privacy Act governs access to 

these records. 

 

 

 

SECTION 49 

AUTHORITY 

 

     This policy shall be in full force and effect from the date of publication of the 

Council action approving this document.  Changes can be made at the discretion of the 

Council by resolution following normal adoption procedures.  The City Council is 

responsible for interpretation of these policies. 

 

SECTION 50 

COMPUTER AND INTERNET USE 

 

     The purpose of this directive is to safeguard City of Brownsdale Computers, 

Software and Network Server from unauthorized access and vulnerability to viruses.  

Employee use of the Internet and Computers must be able to withstand public scrutiny 

without embarrassment to the City of Brownsdale. The City of Brownsdale recognizes 

that the City is the owner of its computers and software and reserves the right to limit 

their use by employees.  The adverse impact of misuse or visiting inappropriate 

websites poses a potential threat to the confidence of the public in our abilities.  

Employees all follow the same standards of reasonableness, courtesy, common sense, 

and legal responsibility expected in other modes of communication.  The following 

requirements are applicable to the use of City owned computers by all person 

employed with the City of Brownsdale. 

 



     Employees for the City of Brownsdale are encouraged to utilize to their fullest 

capacity, city computers, software, the internet, and the like in the normal scope of 

their duties.  Preparation of department reports, searching databases, scanning 

photographs are recognized as activities that contribute to the mission of the City of 

Brownsdale.  In addition, visiting appropriate city-related websites to obtain up-to-

date information that may affect the employee’s duties is also encouraged. 

 

     The following uses of the Internet are prohibited: 

Illegal activities- 

Gambling, Wagering, betting or selling- 

Harassment and illegal discrimination- 

Fund raising for any purpose unless authorized by the City Administrator- 

Commercial activities, e.g. personal for-profit- 

Promotion of political or religious positions or activities- 

Receipt, storage, or transmission or racist, sexist, obscene, or pornographic 

information- 

Non-City employee use 

Self-employment business promotion or transaction- 

 

     Use of City owned computers and Internet service shall not be used for 

downloading of any non-work related websites.  City owned computers shall not be 

used for personal shopping, job searches, dating services, chat rooms, or unauthorized 

e-mail or hot mail.  Under no circumstances shall pornographic websites or websites 

that contain full or partial nudity be accessed unless specifically mandated by a case 

investigation.  Web sites that the user knows contain pornographic reproductions shall 

be deleted immediately.  

 

Software 

All City computer workstations have been equipped with the software necessary to 

browse the Internet and to access business related content.  Downloading software 

from the Internet may introduce viruses; present compatibility problems in the 

computer network, and infringe copyrights.  Employees shall not download software 

from the Internet without approval of the City Council. 

 

Employees shall not install outside software on City-owned computers.  If an 

employee believes that upgrades to the computer system would assist City Employees 

with access to the Internet, the employee should contact the City Council. 

 

Monitoring 

Anytime a person visits an Internet site an electronic fingerprint is made of the visit.  

The visit and status of the visitor as a City of Brownsdale Employee are recorded 

electronically by both the agency and the person maintaining the website.  The City of 

Brownsdale maintains the right to monitor all employee Internet activity, as permitted 

by law. 

 

Privacy Issues 



Data that the agency maintains electronically is government data subject to 

classification and access under the Minnesota Government Date Practices Act, 

Minnesota Statutes, and Chapter 13.  Employees should understand that electronic 

data are not completely secure, and the Internet transactions including those that 

employees delete or erase from their own files, may be backed up or recorded, or 

stored centrally.  Such data may be retrieved and viewed by others at a later date. 

 

Reporting 

Employees shall report misuse of the Internet to a supervisor.  Managers and 

supervisors are responsible for ensuring the appropriate use of all electronic tools 

including the internet, through training, supervising, coaching and taking disciplinary 

action when necessary. 

 

Discipline 

Any employee who violates this policy may be subject to disciplinary action, up to 

and including discharge, in accordance with the appropriate labor agreement or plan 

and other applicable rules or law.  Unlawful use may also result in referral for criminal 

prosecution.   

Employees who have questions about appropriate use of City computer equipment or 

what is considered to be an appropriate use of the Internet are encouraged to consult 

their supervisor or The City Council with their questions. 

       

 

SECTION 51 

CITY OWNED CELL PHONE USE 

REIMBURSEMENT PLAN FOR EMPLOYEE OWNED PHONES USED AT 

WORK [3-7-11& 7-2-12] 

(NONE AT TIME OF 6-1-15 REVIEW) 

 

     The purpose of this section is to clarify city owned cell phone use by the employee to 

ensure safety, effective use of the tax dollar and to make the employee aware of IRS 

regulation through a written policy.  Cell phones are an effective means of internal, 

vender and customer service communication and are a useful tool for our field & key 

personnel.  The City provided phones are also an employee benefit that needs to be 

defined. 

 

Costs 

City cell phones come with a variety of features provided within the package designated 

by the City.   

 

Employees are allowed to use cell phones for personal use as long as the total minutes do 

not exceed the package.  Any minutes beyond the package will be billed to the individual 

assigned that cell phone.  

 



Use of additional features such as any brew applications, roaming charges, text 

messaging, or any extra feature that may be used at an additional cost to the package 

purchased by the employer will be billed to the assigned employee.   

 

Addition March 2010: City package designated will be at the cost of $75.00 a month, like 

the policy states anything over and above with be reimbursed by the City Employee. 

 

Addition July 2012: Starting with the first paycheck in Aug. 2012 the City will payroll 

deduct any overages from the City Employee paycheck. 

 

Federal Regulation  

The IRS has deemed personal use of cell phones provided by employers to be fringe 

benefits and thereby taxable as income.  In recent years, IRS audits have required 

individuals to prove proof of business use of cell phones.  Cell phone use is easy to track 

and numbers can be traced back to listing data.  For the employee’s own benefit, the use 

of calling cards or restricting personal calls to land lines or emergency use.  

Employee Confirmation 

 

This is to certify that I have received a copy of the City of Brownsdale’s personnel 

policies, that I have made myself familiar with them, and that I will abide by them during 

the tenure of my employ. 

 

 I also understand that continued violation of these policies could result in termination of 

my employment with the City of Brownsdale. 

 

 

 

 

_________________________________________________              _______________ 

Employee signature           Date 

 

This form, along with a completed W-4 form, must be on file with the City 

Clerk/Treasurer before any payroll checks will be issued. 

 


