
Grinnell FINANCE COMMITTEE Meeting 
MONDAY, MARCH 16, 2020 AT 7:30 A.M. 

VIA ZOOM 
 

 
Join Zoom Meeting 
https://zoom.us/j/95187582932?pwd=MzRta0JRd3ZwVEVrREZNc09qbG1Zdz09 
 
Meeting ID: 951 8758 2932 
Password: 272246 
One tap mobile 
+13126266799,,95187582932#,,#,272246# US (Chicago)  
+19292056099,,95187582932#,,#,272246# US (New York) 
 
Dial by your location 
        +1 312 626 6799 US (Chicago) 
        +1 929 205 6099 US (New York) 
        +1 253 215 8782 US 
        +1 301 715 8592 US 
        +1 346 248 7799 US (Houston) 
        +1 669 900 6833 US (San Jose) 
Meeting ID: 951 8758 2932 
Password: 272246 
Find your local number: https://zoom.us/u/ab3jby06N 
 
 
TENTATIVE AGENDA 
ROLL CALL:  Wray (Chair), White, Bly.   
 
PERFECTING AND APPROVAL OF AGENDA:     
 
COMMITTEE BUSINESS: 
 

1. Consider approval of lease with the Grinnell Housing Authority (See 
Resolution No. 2020-65). 

2. Consider resolution amending the city of Grinnell Personnel Policy Manual 
(See Resolution No. 2020-66). 

3. Review delinquent city utility account list. 
4. Review CDBG COVID-19 grant proposal. 
5. Consider special Campbell Fund request from the Grinnell Optimist Club 

to assist in funding the annual “Backpack for Kids” program the second 
Saturday in August. 

6. Discuss Special Request to the Campbell Fund for Grinnell Food 
Coalition. 
 

INQUIRIES:   
 
ADJOURN: 
 

https://zoom.us/j/95187582932?pwd=MzRta0JRd3ZwVEVrREZNc09qbG1Zdz09
https://zoom.us/u/ab3jby06N


 RESOLUTION NO. 2020-65 
 
 A RESOLUTION APPROVING THE LEASE OF CERTAIN REAL PROPERTY WITH 
THE GRINNELL HOUSING AUTHORITY 
 
 

WHEREAS, the City Council has determined that the city’s best interests would 
be served by leasing such real property; and  
 

NOW, THEREFORE, upon a motion duly made by Council member _______, 
seconded by Council member ________, and properly carried, it is hereby RESOLVED: 
 

1.  That the City of Grinnell, Iowa proposes to lease the following described 
property, to-wit (Grinnell Housing Authority): 
 

130 square feet of office space located on the 1st floor space of the City Hall. 
 

2.  That such property shall be leased upon the following terms and conditions: 
 
The sum of Two Hundred sixty-one dollars and 96/100 per month ($261.96) per 
month beginning on July 1, 2020; the sum of Two hundred sixty-nine dollars and 
82/100 per month ($269.82) beginning July 1, 2021; the sum of Two hundred 
seventy-seven and 91/100 per month ($277.91) beginning on July 1, 2022. The 
first payment being due on July 1, 2020, and the last day of each and every month 
thereafter.     

 
3.  That the lease agreement has been prepared for the proper signatures with 

the entire terms and conditions within said document. 
 

Dated this 20th day of April 2020. 
 

 
____________________________________ 
DAN F. AGNEW, MAYOR 

 
ATTEST: 
 
 
 
_____________________________________________________ 
ANNMARIE WINGERTER, CITY CLERK 



 PROPERTY LEASE 
 
 
THIS LEASE AGREEMENT executed in duplicate, made and entered into this 20th day of April, 
2020, by and between the City of Grinnell, Iowa, a municipal corporation (hereinafter called the 
"Landlord") and Grinnell Housing Authority (hereinafter called the "Tenant"), WITNESSETH THAT: 
 
 1. Premises and Term.   The Landlord, in consideration of the rents herein reserved and of 
the agreements and conditions herein contained, on the part of the Tenant to be kept and 
performed, leases unto the Tenant and Tenant hereby rents and leases from the Landlord, 
according to the terms and provisions herein, the 130 sq. ft. area, with the improvements thereon 
and all rights, easements and appurtenances thereto belonging, which, more particularly, includes 
the space and premises located on the lower level of the Grinnell City Hall, including the access to 
said premise by the common stairways and the right to use the elevator located in said premises 
for a term of three years, commencing on July 1, 2017 and ending at midnight on June 30, 2020. 
Landlord grants to Tenant an option to extend this lease for a period of one (1) year upon the same 
terms. Said option to be exercised by the Tenant giving to the Landlord notice by certified mail of its 
election of said option, said notice to be given at least ninety (90) days prior to the expiration of this 
lease agreement. Monthly rental rates are to be renegotiated on an annual basis with notice by 
either party ninety (90) days before expiration of the lease agreement. Tenant shall have the option 
to cancel this lease agreement upon notifying the Landlord in writing by certified mail, ninety (90) 
days prior to said termination; that after said termination this agreement shall become null and void. 
 
 2. Rental.  Tenant agrees to pay Landlord monthly rental for said premises as follows:  The 
sum of Two Hundred sixty-one dollars and 96/100 per month ($261.96) per month beginning on 
July 1, 2020; the sum of Two hundred sixty-nine dollars and 82/100 per month ($269.82) beginning 
July 1, 2021; the sum of Two hundred seventy-seven and 91/100 per month ($277.91) beginning 
on July 1, 2022. The first payment being due on July 1, 2020, and the last day of each and every 
month thereafter.   
 
Delinquent payments shall draw interest at 12% annum beginning ten (10) days after the due date, 
until paid. 
 
 3.  Possession.  Tenants shall be entitled to possession on the first day of the term of this 
lease, and shall yield possession to the Landlord at the time and date of the pro rata rental. 
 
 4.  Use of Premises.  Tenant covenants and agrees during the term of this lease to use 
and to occupy the leased premises only for the purposes of Grinnell Housing Authority, or its 
successors or assigns. 
 
 5.  Quiet Enjoyment.  Landlord covenants that its estate in said premises is fee simple; and 
that the Tenant on paying the rent herein reserved and performing all the agreements by the Tenant 
to be performed as provided in this lease shall and may peaceably have, hold and enjoy the 
demised premises for the term of this lease free from molestation, eviction or disturbance by the 
Landlord or any other persons or legal entity whatsoever. 
 
 6.  Care and Maintenance of Premises.  (a) Landlord will keep the said premises in a good 
state of repair and shall at its own expense care and maintain said premises in a reasonably safe 
and serviceable condition.  Tenant will not permit or allow said premises to be damaged or 
depreciated in value by any act of negligence by the Tenant, its agents or employees, except the 
effects of ordinary wear and tear.  The Landlord will make all repairs to the interior and exterior of 
said building and in addition make repairs to the sewer, plumbing water pipes, and electrical wiring 
and maintain the entire building free of any expense to the Tenant. 



 
 7.  Utilities and Services.  Landlord shall furnish all utilities for said premises, which utilities 
shall include water, sewer, gas, heat, electricity, power, air conditioning, garbage and trash disposal. 
 
Landlord shall furnish all air conditioning equipment and maintain the expense thereof. 
 
 8.  Janitorial Service.  Landlord shall furnish the janitorial service for the premises leased 
by Tenant from Landlord and the control of said janitorial service shall be under the control and 
supervision of the Landlord. 
 
 9.  Parking Facilities.  In addition to the above premises, Tenant shall have the right to use 
the parking facilities and Landlord reserves the right to control the designation of parking spaces 
allowed to the Tenant on the premises owned by the Landlord. 
 
 10. (a) Surrender of Premises at End of Term -- Removal of Fixtures.  Tenant agrees that 
upon the termination of this lease, it will surrender, yield up and deliver the leased premises in good 
and clean condition, except the effects of ordinary wear and tear and depreciation arising from lapse 
of time, or damage without fault or negligence of Tenants. 
 
 (b) Tenants may, at the expiration of the term of this lease, or renewal or renewals thereof 
or at a reasonable time thereafter, if Tenant is not in default hereunder, move any fixtures or 
equipment which said Tenant has installed in the leased premises, provided said Tenant repairs 
any and all damages caused by removal. 
 
 (c) Holding Over.  Continued possession, beyond the expiratory date of the term of this 
lease, by the Tenant, coupled with the receipt of the specified rental by the Landlord (and absent a 
written agreement by both parties for an extension of this lease, or for a new lease) shall constitute 
a month to month extension of this lease. 
 
 11. Assignment and Subletting.  Tenant shall not have the right nor shall the Tenant 
assign to sublet any part of this lease agreement without the express permission of the Landlord. 
 
 12. Insurance.  (a) Landlord and Tenant will each keep its respective property interest in 
the premises and its liability in regard thereto, and the personal property on the premises, 
reasonably insured against hazards and casualties; that is, fire and those items usually covered by 
extended coverage; and Tenant will procure and deliver to the Landlord sufficient written evidence 
of self-insurance. 
 
 (b) Tenant will not do or omit the doing of any act which would vitiate any insurance, or 
increase the insurance rates on force upon the real estate improvements on the premises or upon 
any personal property of the Tenant upon which the Landlord by law or by the term of this lease, 
has or shall have a lien. 
 
 (c) Subrogation rights are not to be waived unless a special provision is attached to this 
lease. 
 
 (d) Tenant further agrees to comply with recommendations of Iowa Insurance Service 
Bureau and to be liable for and to promptly pay, as if current rental, any increase in insurance rates 
in said premises and on the building of which said premises are a part, due to increased risks or 
hazards resulting from Tenant's use of the premises otherwise than as herein contemplated and 
agreed. 
 
 (e) Insurance Proceeds.  Landlord shall settle and adjust any claim against any insurance 



company under its said policies of insurance for the premises, and said insurance monies shall be 
paid to and held by the Landlord to be used in payment for cost of repairs or restoration of damaged 
building, if the destruction is only partial. 
 
 13. Indemnity and Liability Insurance.  Except as to any negligence of the Landlord, 
arising out of roof and structural parts of the building, Tenant will protect, indemnify and save 
harmless the Landlord from and against any and all loss, costs, damage and expenses occasioned 
by, or arising out of any accident or other occurrence causing or inflicting injury and/or damage to 
any person or property, happening or done, in, upon or about the leased premises, or due directly 
or indirectly to the tenancy, use or occupancy thereof, or any part thereof by the Tenant or any 
person claiming through or under the Tenant.  The Tenant further covenants and agrees that it will 
at its own expense procure and maintain casualty and liability insurance in a responsible company 
or companies authorized to do business in the State of Iowa as approved by the Landlord, or in lieu 
thereof, provide the Landlord sufficient evidence of self-insurance or of statutory authority for self-
insurance, protecting the Landlord against such claim, damages, costs or expenses on account of 
injury to any person or persons, or to any property belonging to any person or persons, by reason 
of such casualty, accident or other happening on or about the demised premises during the term 
thereof.  Certificates or copies of said policies, naming the Landlord and providing for fifteen (15) 
days' notice to the Landlord before cancellation shall be delivered to the Landlord within twenty (20) 
days from the date of the beginning of the term of this lease.  As to insurance of the Landlord for 
roof and structural faults, see paragraph 12(a) above. 
 
 14. Fire and Casualty. Partial Destruction of Premises.  (a) In the event of a partial 
destruction or damage of the lease premises, which is a business interference, that is, which 
prevents the conducting of a normal business operation and which damage is reasonably repairable 
within sixty (60) days after its occurrence, this lease shall not terminate but the rent for the lease 
premises shall abate during the time of such business interference.  In the event of partial 
destruction, Landlord shall repair such damages within 60 days of its occurrence unless prevented 
from so doing by acts of God, the elements, the public enemy, strikes, riots, insurrection, 
government regulations, city ordnance, labor, material or transportation shortage, or other causes 
beyond Landlord's reasonable control. 
 
 (b) Total Destruction of Business Use.  In the event of a destruction or damage of the leased 
premises including parking area so that Tenant is not able to conduct its business on the premises 
or the then current legal use for which the premises are being used and which damages cannot be 
repaired within one hundred twenty (120) days this lease may be terminated at the option of either 
the Landlord or Tenant.  Such termination in such event shall be effected by written notice of one 
party to the other, within thirty (30) days after such destruction.  Tenant shall surrender possession 
within thirty (30) days after such notice issues, and each party shall be released from all future 
obligations hereunder, Tenant paying rental pro rata only to the date of such destruction.  In the 
event of such termination of this lease, Landlord at its option, may rebuild or not, according to its 
own wishes and needs. 
 
 15. Condemnation.  (a) Disposition of Awards.  Should the whole or any part of the demised 
premises be condemned or taken by a competent authority for any public or quasi-public use or 
purpose, each party shall be entitled to retain, as its own property, any award payable to it.  Or in 
the event that a single entire award is made on account of the condemnation, each party will then 
be entitled to take such proportion of said award as may be fair and reasonable. 
 
  
 (b) Date of Lease Termination.  If the whole of the demised premises shall be so condemned 
or taken, the Landlord shall not be liable to the Tenant except and as its rights are preserved as in 
paragraph 14(a) above. 



 
 16. Termination of Lease and Defaults of Tenant.  (a) Termination Upon Expiration or 
Upon Notice of Default.  This Lease shall terminate upon expiration of the demised term; or of this 
lease expressly and in writing provided for any option or options, and if any such option is exercised 
by the Tenant, then this lease will terminate at the expiration of the option term or terms.  Upon 
default in payment of rental herein or upon by Tenant in accordance with the terms and provision 
of this lease, this lease may at the option of the Landlord be cancelled and forfeited, PROVIDED, 
HOWEVER, before any such cancellation and forfeited except as provided herein, Landlord shall 
give Tenant a written notice specifying the default, or defaults, and stating that this lease will be 
cancelled and forfeited thirty (30) days after the giving of such notice, unless such default, or 
defaults, are remedied within such grace period.  As an additional optional procedure or as an 
alternative to the foregoing (and neither exclusive of the other) Landlord may proceed as in 
paragraph 19, below, provided. 
 
 (b) In (a) above, waiver as to any default shall not constitute a waiver of any subsequent 
default or defaults. 
 
 17. Right of Either Party to Make Good any Default of the Other.  If default shall be made 
by either party in the performance of, or compliance with, any of the terms, covenants or conditions 
of this lease, and such defaults shall have continued for thirty (30) days after written notice thereof 
from one party to the other, the person aggrieved, in addition to all other remedies now or hereafter 
provided by law, may, but need not, perform such term, covenant or condition, or make good such 
default any amount advanced shall be repaid forthwith on demand, together with interest at the rate 
of 12% per annum, from date of advance. 
 
 18. Sign. Landlord shall approve any signs to be placed on said premises. 
 
 19. Rights Cumulative.  The various rights, power, options, elections and remedies of 
either party, provided in this lease, shall be construed as cumulative and no one of them as 
exclusive of the others, or exclusive of any rights, remedies, priorities, allowed either party by law, 
and shall in no way affect or impair the right of either party to pursue any other equitable or legal 
remedy to which either party may be entitled as long as any default remains in any way remedied, 
unsatisfied or undischarged. 
 
 20. Changed to be in Writing.  None of the covenants, provisions, terms or conditions of 
this lease to be kept or performed by Landlord or Tenant shall be in any manner modified, waived 
or abandoned, except by a written instrument duly signed by the parties and delivered to the 
Landlord and Tenant.  This lease contains the whole agreement of the parties. 
 
 21. Construction.  Words and phrases herein including acknowledgement hereof shall be 
construed as in the singular or plural number, and as masculine, feminine or neuter gender 
according to the context.  
 
 
 IN WITNESS WHEREOF, the parties hereto have duly executed this lease in duplicate the 
day and year first above written. 
 
 
 
 
 
 
 



      CITY OF GRINNELL, IOWA - Landlord 
 
 
__________________   _________________________________________ 
Date      Dan F. Agnew, Mayor 
 
 
__________________   ________________________________________ 
Date      Annmarie Wingerter, City Clerk 
 
 
 
      GRINNELL HOUSING AUTHORITY - Tenant 
 
 
__________________   _______________________________________ 
Date      Susan Hiner 
   



RESOLUTION NO. 2020-66 
 

A RESOLUTION ADOPTING THE AMENDED CITY OF GRINNELL 
PERSONNEL POLICY MANUAL  
 
 
WHEREAS, the city of Grinnell, Iowa has prepared an amendment for the 
Personnel Policy Manual specifically cleaning up Human Resources 
requirements to reflect policies enforced; and 
 
WHEREAS, all employees are city employees and shall governed by the City 
Personnel Policy Manual; and 
 
NOW, THEREFORE BE IT RESOLVED by the City Council of the city of Grinnell 
that the city of Grinnell Personnel Manual shall become effective April 20, 2020 
as amended.  
 
PASSED AND APPROVED this 20th day of April 2020. 
 
 
                  
          DAN F. AGNEW, MAYOR 
 
ATTEST: 
 
              
ANNMARIE WINGERTER, CITY CLERK/FINANCE DIRECTOR 
 
 
 
 



4/20/20 Personnel Policy Changes 

Housing stipend – added note that the benefit will not be prorated. 

FMLA – change from any 12 month period to any rolling 12 month period. 
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CITY OF GRINNELL 
 

PERSONNEL POLICY MANUAL  
 

Amended March 4, 2019 - Resolution No. 2019-20 
Amended August 5, 2019 – Resolution No. 2019-72 

Amended September 3, 2019 – Resolution No. 2019-85 
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PERSONNEL POLICY MANUAL 

 
INTRODUCTION 
 
A.  PURPOSE AND INTENT 
 
The city of Grinnell’s Personnel Policy Manual describes the official policies and procedures 
guiding the city’s actions with regard to personnel matters.  It is intended to guide and direct 
staffing and personnel management under routine situations.  By providing clear policy and 
procedures, the manual will contribute to a professional working environment in which roles 
and responsibilities are understood and accepted.  This manual is not a contract, nor does it 
form the basis for a contract of employment.  Employees of Grinnell are considered 
employees-at-will, unless they are covered by civil service laws of the Iowa State Code.  These 
policies may be changed by the City as it desires, with or without notice to the employees. 

 
SECTION 1.  RESPONSIBILITY FOR ADMINISTRATION: 
 

A. CITY MANAGER:  It is the City Manager's responsibility to carry out the City Personnel 
Program including administration of the position Classification and Pay Plans. The City 
Manager may assign other City employees to assist in the administration of regulation.  The 
City Manager is authorized and directed to administer the provisions of this manual and 
shall have the responsibility to establish detailed procedures he/she deems necessary to 
further explain or clarify the provisions contained herein.  Employees covered by this 
manual shall be subject to applicable administrative policies, work rules and other 
regulations established by the City Council, Supervisor or City Manager. 

 
The provisions of this policy shall not be construed as limiting in any way the power and 
authority of a department manager to establish departmental rules and regulations 
governing the conduct and performance of employees under his or her supervision.  Such 
departmental rules and regulations shall not be in conflict with the provisions of this 
manual. 

 
B. EMPLOYEES COVERED:  It is the policy of the City to extend equal employment 

opportunities to all employees and applicants for employment.  Positions in the City shall 
be open to all applicants who meet the qualifications established for the position for which 
the application is made.  The provisions of this policy shall be applied equally to all regular 
full-time and part-time employees without discrimination as to mental or physical ability, 
age, sex, marital status, race, color, religion, national origin  or political affiliation, unless 
otherwise set forth in this policy.  Complaints involved in allegations of discrimination 
shall not be a proper subject for the grievance procedure set forth in this policy or the 
appeal procedure set forth in Chapter 400, Code of Iowa. 

 
C. CIVIL SERVICE:  If applicable, Civil Service Commission will hear all appeals from 

disciplinary action against employees covered under Chapter 400, Civil Service (Iowa 
Code). 
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D. CITY COUNCIL:  The City Council shall annually establish the rate of pay for all 
positions in the City.  The City Council shall establish rates of pay for unclassified 
employees directly appointed by them (such as City Manager, City Attorney, City Clerk) 
on an annual basis.    

 
E. LIBRARY: 
   
 The Library Director acts as an agent of the Library Board of Trustees to administer the 

personnel policy regarding persons employed at the library. Where appropriate, "Library 
Director" replaces "City Manager" language in the Manual. 

 
1. The Library Board of Trustees employs a Library Director and by a two-thirds vote 

may remove the Director. 
 

2. The Library Board of Trustees authorizes the Library Director to employ such 
assistants and employees as may be necessary for the proper management of the 
Library. The City Manager, or his/her designee, shall be notified in the event of 
pending employee disciplinary action or termination. 

 
3. The Director shall maintain personnel records for each employee, including dates of 

employment and compensation. The Director shall be responsible for conducting 
employee evaluations annually. The Library Board of Trustees shall evaluate the 
Director annually and the results will be discussed at a regular Trustee meeting. The 
City of Grinnell shall be notified of changes to dates of employment and compensation 
of employees and shall be notified of any changes affecting the classification plan 
approved by the City Council. 

 
4. The work schedule for library employees is determined by the Library Director or 

his/her designee. 
 

SECTION 2.  POSITION CLASSIFICATION PLAN:   
 

The classification plan provides an inventory and description of all positions in the City.   
 

No city employee shall be classified nor paid at a salary rate, which is not established and 
recognized in the city's classification and pay plan.  All classifications shall be established by 
the City Manager and approved by the City Council. 

 
 A.  DEFINITIONS:   
 
    a. A position shall be defined as a unit of duties and responsibilities to be carried out by 

one employee, normally on a full-work-year basis.  
 
    b. A classification shall be defined as the title given to all city positions having the same 

general type of work with relatively the same duties and level of responsibility. 
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 B.  ESTABLISHMENT OF NEW POSITIONS:  Department Supervisor shall complete   a 
position description covering duties and responsibilities of proposed positions.  The 
proposal shall be submitted to the City Manager for review.  The City Manager, after 
studying duties and responsibilities of the proposed position according to the description 
submitted or by field audit will determine if the position is appropriate and will then 
assign position to proper class. 

 
 C.  ALLOCATION APPEALS:  If an employee has facts which indicate their position is 

improperly classified, the employee may request a review by their supervisor.  If the 
employee is unsatisfied with the supervisors answer, the employee may request the City 
Manager's review.  Any review request shall be submitted in writing and contain a 
statement of justification.  A written notice of classification determination will be sent to 
current incumbent within 10 days after final determination.  The final determination will 
not be subject to appeal. 

 
 D.  FORMS OF CLASSIFICATION DETERMINATIONS: 
 
   1. NO CHANGE is when it is determined position is correctly classified. 
 
   2. A LATERAL RECLASSIFICATION is when it is determined a position should be re-

classified to a classification having the same maximum salary. 
 
   3. AN UPWARD RECLASSIFICATION is when it is determined a position should be 

reclassified to a classification having a higher maximum salary. 
 
   4. A DOWNWARD RECLASSIFICATION is when it is determined a position should 

be reclassified to a classification having a lower maximum salary. 
 
        Incumbents in positions reclassified downward who remain in that position, shall be 

reduced to the lower classification immediately, but shall remain at their present salary 
rate, receiving no further upward salary adjustment until such time as the maximum 
salary for the new classification of the position equals or exceeds their salary on the 
date of the downward reclassification determination. 

 
 E.  MAINTENANCE OF PLAN: 
 

1. Each time a vacancy occurs, the City Manager shall review the allocation of the 
position.  This analysis may be waived in cases where changes in the duties and 
responsibilities of a position have been unlikely. 

 
2. Each time a department or division is reorganized; preliminary position descriptions 

for all affected employees shall be submitted by the Department Supervisor to the City 
Manager for approval. 

 
3. The City Manager may require any department or employees to submit position 

descriptions on a periodic basis, or any time they have reason to believe there has been 
a change in duties and responsibilities of one or more positions. 

 
4. Each time a new class is established; a class specification shall be written and 
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incorporated in the existing plan.  Class title shall be added to the schematic list of 
titles.  Likewise, an abolished class shall be deleted from the position classification 
plan by removing class specification and eliminating class title from the schematic list 
of titles. 

 
5. The City Manager shall take necessary steps to keep the position classification plan in 

current status on a continuing basis, making use of the above procedures and any 
others they deem necessary. 

 
 F. INTERPRETATION OF CLASS SPECIFICATIONS:  Class specifications are 

descriptive and not restrictive.  They are intended to generally indicate kinds of activities 
performed by established classifications. 

 
 G.  EMPLOYEES ACCESS TO PLAN:  All regular employees will have access to a copy 

of the Employee Personnel Manual.  Employees shall have access to the classification 
plan, pay plan, and personnel procedures provided these documents are inspected on the 
employees own time. 

 
SECTION 3.  PAY PLAN:  
  
The City Manager shall be responsible for presenting to the City Council a pay plan which shall 
consist of rates of pay for each classification as may be determined. Amendments to the pay plan 
may be recommended by the City Manager when changes in responsibility or work of classes, 
living costs, recruiting experience, prevailing rates of pay, City's financial condition and policies, 
or other pertinent conditions warrant such action.  The City Manager shall submit such 
recommendations to the Council for their consideration and approval. 

 
All employees in classified service shall be compensated in accordance with rates set forth of the 
salary grade to which positions of their class are assigned.  Those employed in unclassified 
positions shall be paid at a rate established by the City Council for its appointees, and by City 
Manager for other employees. 
 
 A.  DEFINITION OF THE PAY PLAN: 
 

a. PAY SCHEDULES.  The pay of regular City employees shall be on the basis of 
appropriate established schedules of salaries for their respective classifications.  An 
allocated salary rate may consist of an entrance rate, intermediate rates, and a 
maximum rate or flat rate depending on the nature of the needs of the classification.  
Salary rates prescribed are based on full time employment at normal working hours for 
respective position classes.  Salaries of supervisory, professional and administrative 
positions are fixed according to responsibilities to be fulfilled and are not based on a 
field number of hours of work per week and shall not be adjusted with variations in 
work schedules.  All regular full time classified employees shall be paid salaries 
prescribed in the pay plan for their respective job classifications unless a variance is 
determined and approved. 
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b. SPECIAL SALARY PROVISIONS. 
 

1. RATE ADJUSTMENT AND HIGHER LEVEL ASSIGNMENTS.  In any case 
where an employee is temporarily assigned in another position or positions to serve 
longer than 30 consecutive days, such employee shall receive a rate of pay 
commensurate with the employee’s qualifications and experience, subject to the 
approval of the City Manager, but in no event shall the employee receive a rate of 
pay less than he/she currently receives.   

 
 An employee who voluntarily takes a position with a lower class grade or rate of 

pay immediately assumes the pay scale of the lower classification. 
 
2. MERIT PAY.  An employee who exhibits exceptional ability may be given a merit 

pay raise over and above the highest rate shown for their classification.  Such an 
increase in salary must be recommended by the City Manager and approved by the 
City Council. 

 
B. ADMINISTRATION OF PAY PLAN: 

 
a. NEW APPOINTEES.  Generally new employees shall be paid minimum rate of pay 

for the class, i.e., rate paid for a new employee meeting the minimum qualifications.  
Exceptions may be granted upon prior written approval of the City Manager in the 
following cases: 

 
1. If it becomes necessary to appoint a new employee whose qualifications are less 

than the minimum qualifications established/expected for the position, the 
employee may be required to start below the minimum rate of the class or at a 
lower classification. 

 
2. If a new employee exceeds the minimum qualifications of the position, the 

employee may be appointed above the minimum salary rate. 
 

b. PROMOTION.  When an employee is promoted to a position in a higher class, the 
employee's salary may be increased to the minimum rate for the higher class.  In the 
case of overlapping ranges, the promoted employee shall be increased to the step 
immediately above the employee's present salary.  Employees promoted or 
transferred will automatically commence a new trial period for the new position.    

 
c. PAY SCHEDULE.  Pay schedule will be approved by the City Council and placed 

on file at City Hall.  Non-salaried employees will be paid twice per month on the 15th 
and 31st or the last business day of the month. 

 
d. LONGEVITY PAY:  Longevity pay will be paid to regular full time employees as 

set out hereafter.  Longevity pay will be based on years of seniority. 
 

Longevity pay for employees will be $.07 per hour for each 5 years of service as 
shown in the following schedule: 
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      Rate per Hour:     After years of continuous service             
 
        $.07            5 
          $.14          10 
        $.21          15 
          $.28          20 
          $.35          25 
           $.42          30 
          $.49          35 
           $.56          40 or more 

 
e. OVERTIME PAY: 

 
1. Exempt employees will not receive overtime pay for hours worked in excess of 

40 hours per work week.  Exempt employees are required to be on the job until 
the work is completed.  Hours worked in excess of 40 hours per week are non-
accumulative and shall be considered a part of the regular work week. 

 
2. Nonexempt employees, except as set forth below, will be paid 1.5 times their 

normal hourly rate for hours worked in excess of 40 hours per work week.  All 
overtime must be assigned or approved by the Supervisor prior to working 
overtime. 

 
  The City departments, except Police and Fire, work week is 12 midnight Monday 

morning to 11:59 P.M. Sunday.  Any time worked in excess of 40 hours during 
this work week shall be paid 1.5 times the employee’s normal hourly rate.  
Normal hourly rate includes base wage, longevity and merit pay.  Only hours 
actually worked will count as hours worked for the purpose of calculating 
overtime.   

 
  For Grinnell Fire Department the work period is 28 days beginning at 07:00 A.M. 

Monday morning through 6:59 A.M. Monday for a total of 212 hours worked per 
28 day schedule.  Nonexempt Fire Department employees are paid 1.5 times their 
normal hourly rate for hours worked in excess of 212 hours per 28 day schedule. 
Grinnell Fire Chief will schedule time off each cycle to avoid an employee from 
being scheduled more than 212 hours in the 28 day cycle. This will be referred to 
as Kelly Time.  

 
  For Grinnell Police Department the work period is 14 days beginning at 12 

midnight Monday morning to 11:59 P.M. Sunday for a total of 84 hours worked 
(See current Police Collective Bargaining Agreement for details). 

 
  Compensatory time for nonexempt employees must be taken within the work 

period in which it was earned.  If not taken during the work period earned, 
overtime will be paid under conditions outlined in this section. 

 
  The Public Services Department, Water Department and Wastewater Department 

employees (formerly covered by the PPME Union) are able to accumulate comp 
time in lieu of payment up to a maximum of 40 hours.   
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3.  OVERTIME FOR HOLIDAYS. 

 
  If an employee is required or assigned by their supervisor to work on a holiday, 

he/she will be entitled to a corresponding day off at regular pay, but shall receive 
1.5 times their regular rate of pay for the hours worked on the holiday.  Holidays 
do not include birthday or personal day.  When a holiday occurs on a Saturday or 
Sunday the actual paid holiday is Friday or Monday and not the actual holiday.  
When a person must work the paid holiday of Friday or Monday, they are paid 
one and one half their normal rate plus additional hours off commensurate with 
the hours worked on the holiday, up to a maximum of eight hours.  If a person 
works Saturday or Sunday, the employee will be paid the applicable rate of pay as 
appropriate. 

 
  For all shift personnel, the actual day of the holiday is the holiday for purposes of 

computing pay.    
      
SECTION 4. BENEFITS, VACATION, HOLIDAYS, TUITION, AND LEAVE OF 
ABSENCE: 
 
 A.  MEDICAL INSURANCE. 
 
   The City will pay the cost of medical insurance for individual full time employees under a 

group medical insurance plan.   The plan will be selected by action of the City Council.  
Employees will be notified at least 10 working days prior to any change in insurance 
company or insurance coverage. 

 
   Employees shall have the option of insuring under this same plan their family or 

dependents and, if option is exercised, the City shall pay (70%) seventy percent towards 
the increased premium required by family coverage.  The City shall deduct from 
employees monthly wages any balance over and above 70% per month contributed by the 
City towards family coverage. 

   
   If an employee retires from the City of Grinnell and provides a 30 day notice to the City of 

Grinnell, the provisions of Section 4 G[c] are applicable.  The employee shall also have 
the option of using the equivalent amount of sick leave pay as described in Section   4 
G[c] to pay for continuing health insurance premiums if said employee is eligible for said 
insurance under COBRA continuation coverage, or until age 65 as set out in the Iowa 
Code Chapter 509A.13.  The City shall not be required to pay for health insurance 
premiums except as required under COBRA or Chapter 509A.13 of the Iowa Code.  If the 
employee dies or reaches the age of 65 before the full amount in the fund has been used 
for medical insurance premiums, the balance of the fund shall revert to a beneficiary as 
designated by the employee.  Medical insurance payments shall be issued only to the 
company that is selected by the City of Grinnell as the Employer’s Plan and shall be 
determined to be the same option (individual or family ) as held by the employee on the 
date of termination of service.    
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 B.  LIFE INSURANCE. 
      
  The City will provide a term life insurance policy with a death benefit of $20,000 for 

individual full-time employees under a group life insurance plan as approved by the City 
Council.  Employees will be notified at least 10 working days prior to any change in 
insurance company or insurance coverage. 

 
 C.  UNIFORMS. 
 
 The City will issue an initial uniform and equipment to newly hired full-time employees 

who are required to wear uniforms after 90 days of employment.  The style and type of 
uniform issued will be determined by the City.  Employees are allowed a yearly amount 
for replacement of uniforms as established by the City.  If the cost to replace the uniform 
exceeds the annual amount established by the City, the employee will be responsible for 
the additional. 

 
 A clean uniform, in good repair, must be worn during working hours.  
 
 Shorts of a style approved by the City may be worn at the discretion of the Supervisor, as 

weather dictates. 
 

D. SAFETY EQUIPMENT 
 

Employer required to provide safety equipment needed. 
 
If an employee is required to wear safety shoes, they receive a reimbursement up to 
$100.00 per fiscal year. 

 
E. RESIDENCE – HOUSING STIPEND 
 

Effective January 1, 2019, a full-time employee will be entitled to a $2,000.00 housing 
stipend provided the employee both owns and resides at a residence within the corporate 
city limits of Grinnell.  The All employees must own or and reside within the city limits 
for an entire calendar year in order to receive the stipend.  There will not be any 
prorating of the benefit. To receive the stipend, the employee must present satisfactory 
proof of ownership and residency.    

 
F. VACATIONS. 
 
  All regular full-time and part-time employees working the requisite minimum hours of 

work shall be granted vacation with pay as set forth in this section.  (For definition of 
regular part-time and regular full-time employees see Section 5).  If a change is made in 
employee's hourly work week, the Payroll Clerk will make the respective change in 
vacation hours earned only after proper documentation is received on forms authorized by 
the City. 
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a. VACATION TIME ALLOWED. 
 
  Vacation time for full-time shall be based on the following service requirements:    
 
   Continuous Service Requirement   Vacation Time 
 
   After one calendar year           80 hrs. 
   After seven consecutive calendar years   120 hrs. 
   After fifteen consecutive calendar years   160 hrs. 
   After twenty-five consecutive calendar years             200 hrs. 
        

A vacation day shall be considered to be the number of hours an employee would   
normally work during a normal workday for part-time employees. 
 
For Grinnell Fire Department Personnel assigned to 24 hour shifts vacations 
shall be as follows: 

  
Continuous Service Requirement   Vacation Time 

 
   After one calendar year     106 hours 
   After seven consecutive calendar years   159 hours 
   After fifteen consecutive calendar years   212 hours 
   After twenty-five consecutive calendar years   265 hours 
 
b. VACATION - WHEN TO BE TAKEN. 
 

  Vacation must be taken within the year for which it was earned.  Vacation not used 
within one year may be forfeited unless the employee has been denied vacation time 
because of departmental emergency or convenience. 

 
c. VACATION - WHEN ALLOWED, SCHEDULING AND PREFERENCE. 
 
  Vacation shall be scheduled as far in advance as possible.  Scheduling of vacation will 

be set by departmental rule.  In the event more employees than allowable wish to 
schedule vacation during the same time period, those with the most seniority shall have 
the preference.  Vacation days shall not be taken in increments of less than one hour.  

 
d. RESIGNATION FROM CITY. 
 
  All employees shall give thirty (30) days written notice prior to leaving City 

employment in order to be eligible for payout of any accrued vacation time.  Failure to 
give such notice will forfeit all vacation earned. An employee shall use no more than 
one week of vacation or leave during their notice period.  Accrued vacation time and 
floating holidays shall not be used to extend an employee’s last day of employment or 
benefits.  An employee’s last day shall be their last actual work day. 

 
  All other benefit accruals that are eligible to be paid out will be paid to the employee 

in his/her final pay check.  
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e. LOSS OF VACATION. 
 
  Any employee who is discharged because of unsatisfactory work or disciplinary 

reasons shall forfeit all accrued vacation. 
 
f. HOLIDAYS. 
 
  GENERAL. Employees shall receive the following designated holidays:   
   
   New Year’s Day      Memorial Day 
   Independence Day     Labor Day  
   Thanksgiving Day     Christmas Eve (4 hours)    
   Day After Thanksgiving    New Year's Eve Day (4 hours) 
   Christmas Day      Employee’s Birthday  
   Three Personal Days (24) 
 
  PUBLIC SERVICES, WATER, AND WASTEWATER DEPARTMENT 

HOLIDAYS (all employees formerly covered by PPME contract): 
 
   New Year’s Day      Memorial Day 
   Independence Day     Labor Day  
   Thanksgiving Day     Christmas Eve (4 hours)                   
    Christmas Day      New Year's Eve Day (4 hours) 
   Four Personal Days (32)    Employee’s Birthday 
 
  LIBRARY HOLIDAYS: 
 

New Year's Day      Memorial Day 
Independence Day      Labor Day 
Thanksgiving Day      Christmas Eve Day 

   Christmas Day     Five Personal Days 
 

Birthday holiday must be used within 30 days of the employee’s actual birthday.  If the 
employee does not take it within the 30 days he/she will lose the birthday holiday. 
Overtime does not apply to birthday holiday or personal days. 
       

Employees who are hired before July first of any year shall be granted personal days as 
follows: 
 
   9 months before end of Fiscal Year = 3 days 
   6 months before end of Fiscal Year = 2 days 
   3 months before end of Fiscal Year = 1 day 
   Less than 3 months before end of Fiscal Year = 0 days 
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Grinnell Fire Department Personnel on 24 hour shifts who are hired before July first of 
any year shall be granted personal days as follows: 
 
   9 months before end of Fiscal Year = 24 hours 
   6 months before end of Fiscal Year = 16 hours 
   3 months before end of Fiscal Year = 8 hours 
   Less than 3 months before end of Fiscal Year = 0 hours 
 

Library employees who are hired before July first of any year shall be granted personal 
days as follows: 
 
9 months before end of fiscal year= 5 days 
6 months before end of fiscal year= 3 days 
3 months before end of fiscal year= 1 day 
Less than 3 months before end of fiscal year= 0 days 
 

When any of the named holidays occurs on a Sunday, the leave shall be granted on the 
following Monday; and if any of the named holidays falls on a Saturday, the leave shall 
be granted on the preceding Friday.  Holiday allowance will not be paid when an 
employee is absent on either scheduled work day immediately preceding or following 
the holiday, unless such absences are excused. 
 

If the holiday falls on a day the employee is on vacation leave, the day will count as a 
holiday, not a vacation day. 
 

EXCEPTIONS:  It is recognized that because of the constant nature of the work 
involved with fire fighters and police sergeants, that the employee’s shift schedule 
cannot be modified or shortened to insure each employee can take off every holiday 
that occurs during the year.  In consideration of the foregoing, all of the fire fighters and 
police sergeants shall be entitled to twelve (12) extra day’s leave of absence at their 
regular rate of pay. 
 

If required to work on a holiday itself, the listed fire fighter employee shall be paid at 
one and one-half (1 ½) times the regular rate of pay for a holiday worked. 

  
F.  SICK LEAVE. 

 
  As used in this section, a "regular employee" is a full-time or permanent part-time 

employee who has completed a trial period.  
 

a. GENERAL.  A regular employee of the City shall begin accruing sick leave upon 
completion of three (3) months at the rate of one day [eight (8) hours for 24-hour shift 
firefighters] at the end of each succeeding month, with no limits on accumulation of 
number of sick leave days. New hire firefighters on 24 hour shifts will receive their 
first year of sick leave up front, they will not accumulate any more until the second 
year.   

 
Sick leave may be used for medical exams and consultations with physicians.  
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When an employee cannot report for work, they or some responsible member of their 
family must notify the employee's department head immediately.  Failure to do so may 
be cause for denial of sick leave pay.  Each department will determine the length of 
time prior to reporting for work that an employee must notify their supervisor.  The 
employee may be required to furnish proof of sickness from the employee’s physician 
or a physician chosen by the City. 

  
Policy on Family and Medical Leave 

  
1. An unpaid leave of absence will be granted to employees if requested for the 

following reasons:  
 

A. Because of the birth of a son or daughter of the employee and in order to care 
for such son or daughter. 

B. Because of the placement of a son or daughter with the employee for adoption 
or foster care. 

C. In order to care for the spouse, person you hold yourself married to, son or 
daughter or parent of the employee if such has a serious health condition. 

D. A serious health condition that makes the employee unable to perform the 
employee's job. 

E. To serve as a military caregiver or to handle qualifying exigencies as permitted 
and defined under FMLA. 

 
Prior to leave being granted for one of the above reasons, a Request for Personal 
Medical Leave form must be completed and the City must determine that the 
request meets the qualifications of the Family Medical Leave Act of 1993.  
Definitions to determine if an employee is eligible for leave, will be definitions as 
stated in the Federal Register § 825.113. 
 
The City of Grinnell may, at the City's expense, require the employee to obtain the 
opinion of a second health care provider chosen by the City.  If the two health care 
providers disagree about any of the information in the certification, the parties may 
mutually select a third medical provider at the employer's expense.  The decision of 
the third provider shall be final and binding. 
 
This unpaid leave of absence will be provided (if all conditions are met) for up to 
12 weeks during any twelve (12) rolling month period), only to eligible employees 
who have an been employed for at least twelve (12) months by the City and has 
have worked at least one thousand, two hundred fifty (1,250) hours for the City 
during the previous twelve (12) month period.  The maximum 12 week period is 
determined to be 60 work days.  The work day is determined by the average regular 
hours worked per day by the employee in the preceding twelve month period. 

 
The employee may be required to provide advance leave notice and medical 
certification.  Taking of leave may be denied if requirements are not met. 
 

b. SICK LEAVE FOR FAMILY.  In case of serious illness, injury or disability to a 
member of an employee's immediate family (spouse, person they may hold themselves 
as married to, child, stepchild or parent), residing at the employee’s home, or minor 
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aged children or stepchildren, a regular employee may be granted leave with approval 
of the City Manager, chargeable against the employee's regular sick leave, not to 
exceed three (3) days in any one (1) calendar year.  

 
c. UNUSED SICK LEAVE AT TERMINATION OF EMPLOYMENT. If an 

employee of the City terminates employment by giving proper thirty (30) day written 
notice or by retirement after a thirty (30) day written notice; and such employee has 
accumulated unused sick leave in any amount up to ninety (90) days, such employee 
shall be paid in a lump sum or by monthly payments, at the City's option, for unused 
sick leave.  Rate of pay for unused sick leave will be 50% the regular rate of pay the 
employee is receiving at the time of termination. 

 
An employee shall have the option of using the equivalent amount of sick leave pay, 
as described, to pay for continuing health insurance premiums if said employee retires 
and is eligible for said insurance under COBRA continuation coverage, or until age 65 
as set out in the Iowa Code Chapter 509A.13.  The city shall not be required to pay for 
health insurance premiums beyond the time provided under COBRA or Chapter 
509A.13 of the Iowa Code.  If the employee dies or reaches the age of 65 before the 
full amount in the fund has been used for medical insurance premiums, the balance of 
the fund shall revert to the employee or a beneficiary as designated by the employee.  
Medical insurance payments shall be issued only to the company that is selected by the 
City of Grinnell as the Employer’s Plan and shall be determined to be the same option 
(individual or family) as held by the employee on the date of termination of service. 

 
G.  MATERNITY LEAVE:  Sick leave may be used for maternity leave. 

 
H.   FUNERALS:  Employees may be allowed time off with pay for funerals according to the 

following schedule:  
 

• up to five (5) days due to death of employee's spouse, or person they hold themselves 
married to; or their children; 

• up to three (3) days due to the death of employee's. their spouse's, or person they hold 
themselves married to’s, grandparents, 

 parents, grandchildren, brothers or sisters, and step-children or step-parents;  
• up to one (1) day to attend a funeral of a close relative (limited to aunt, uncle, niece, 

nephew or first cousin); 
• up to one-half (1/2) day to participate in a funeral service (casket bearer), for funerals 

held within the County 30 miles of the Public Safety Building  and one (1) day for 
funerals outside of the 30 miles of the Public Safety Building. 

• up to two (2) hours to attend other funerals which employee feels a need to attend.  
 

 
For firefighters assigned to the 24 hour schedule may be allowed time off with pay for 
funerals according to the following schedule: 

 
• up to three (3) shifts due to death of employee’s spouse, or person they hold 

themselves married to; or their children; 
• up to two (2) shifts due to the death of the employee’s, their spouse’s or person they 

hold themselves married to’s grandparents, parents, grandchildren, brothers or sisters, 



 
 18 

or step-children or step-parents; 
• up to one (1) shift to attend a funeral of a close relative (limited to aunt, uncle, or 

cousin); 
• up to four (4) hours to participate in a funeral service (casket barrier), for funerals held 

within 30 miles of the Public Safety Building and eight (8) hours for funerals held 
outside of the 30 miles of Public Safety Building; 

• up to two (2) hours to attend other funerals which employee feels a need to attend. 
 
To be eligible for paid funeral leave, the employee must attend the funeral.  The employee 
shall attach a "memorial program" to the daily time ticket of the day where leave was 
taken showing participation in the funeral service. 
 
Arrangements should be made in advance with your department head.  You must state 
relationship or reason absent on absence card.  Abuse of the above privileges shall be 
cause for dismissal.  In order to receive funeral leave with pay benefits, the employee must 
actually attend the funeral.  In addition, if a funeral occurs on a day when the employee is 
not assigned or scheduled to work, no funeral leave with pay benefits are awarded for that 
day or those days. 
 
In cases where an employee is absent from the job due to vacation or Family Medical 
Leave, and funeral leave for a family member is requested, the employee may adjust the 
leave to show that funeral leave was taken.  The Memorial Program shall be submitted to 
the Supervisor and the adjustment will be made to the employee’s vacation leave or (to the 
appropriate leave if Federal Family Medical Leave is listed as the reason for the employee 
to be away from the job.)  An employee that is on unpaid leave shall not be eligible for 
paid funeral leave. 
    
“Family Member” is defined as: spouse,  person the employee holds themselves as 
married to, parent, child, sister, brother, grandparent, grandchild.  Vacation or FML leave 
will only be adjusted for the above “family member”. 

 
I. JURY DUTY:  Any full time employee who is selected for jury duty shall receive a paid 

leave of absence for the time they spend on such duty.  The employee may be required to 
either return to the City the amount of jury duty pay, or they may receive from the City 
only the difference between their regular pay and their jury duty compensation. 

 
J. MILITARY DUTY:  City employees will be allowed time off with pay as provided by 

state or federal law. The city shall comply with the statute granting leave of absence for 
military leave in accordance with the provisions of Section 29A.28, the Code of Iowa, as 
the same may be amended from time-to-time.  Any employee, when ordered by proper 
authority to active state or federal service, is entitled to a leave of absence from the city 
for the period of such active state or federal service, without loss of status or efficiency 
rating.   
 

K. TUITION BENEFIT:  The City recognizes that some positions would be better 
enhanced and be of greater benefit to the City if additional advanced education was 
provided.  The policy for financial assistance for academic training sets forth the conditions 
and procedures whereby regular full-time employees who have enhanced their value to the 
city through academic instruction may receive reimbursement from the city for a portion of 
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their educational expense.   
 
 To qualify under this policy, the course or courses shall meet the two following criteria: 
 

a. Relate directly to the employee's current job duties: or if the employee is seeking a 
degree or certificate directly related to his/her current job or job within the city to which 
he/she is reasonably likely to be promoted.  To qualify, electives must be preceded by 
significant work in core courses. 
 

b. Accrue credit toward a high school diploma or equivalency certificate, or   
      toward an associate or bachelor’s degree at an accredited institution.  It is   
 not necessary that an employee intend to pursue the entire course of  
 studies leading to the certificate or degree. 
 
c. All classes where an employee intends to request reimbursement must be approved by 

the City Manager prior to enrollment. 
 

  The City will reimburse tuition cost to a cap of present tuition cost at the University of 
Iowa.     

 
The City will reimburse at the following rate for classes: 
       

Schedule of classes must not interfere with regular work schedule and mileage and other      
expenses would be paid by the employee.  Book expenses would be reimbursed at 50% for 
"A" or "B" grades and no reimbursement for grades less than "B". 
 
Tuition reimbursement is as follows: 
 
For classes pertaining directly to the job and approved by the City Manager prior to any 
request for payment: 
 
        65% for "A" grade 
        55% for "B" grade 
        No payment for "C" grade or less or incomplete. 
 
For classes needed for a job related degree, but not job related course work: 
 
        50% for "A" grade 
        40% for "B" grade 
        No payment for "C" grade or less or incomplete. 

   
L. FLEXIBLE BENEFIT PLAN.  All regular full-time employees not eligible for coverage 

as provided by a bargaining union contract may participate in the Flexible Benefit Plan 
established by the City.  The contributions to the plan will be made 100% by the employee 
and will be deducted pre-tax or non-pre-tax as the programs regulate in equal installments 
from the employee paycheck.  Employees are not eligible for reimbursement of unused flex 
dollars. 

 
 As part of the Flexible Benefit Plan the city may offer several other voluntary programs for 
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consideration by the employees at the employee cost.  Programs will be determined by the 
employer. 

 
M. 457 RETIREMENT PLAN.  All employees, not covered by a bargaining union contract, 

may participate in the 457 Retirement Plan.  The contributions to the plan will be made 
100% by the employee and will be deducted pre-tax, as the program regulates, in equal 
installments from the employee’s paycheck. 

       
SECTION 5.  GENERAL EMPLOYMENT POLICIES:   
 

A. POLICY:  It shall be the policy of the City of Grinnell to fill each position in the    City 
with the best available qualified person in accordance with state and federal law. 
 

B. NOTIFICATION OF POSITION VACANCIES:  All regular job openings, including 
part time, except emergency vacancies, shall be posted in the same manner as the City 
Council Agenda.  A copy of all job postings shall be given to the respective Department 
Superintendent.  Job postings shall be posted for at least five working days before being 
permanently filled, but job duties may be assigned in the interim to other employees to 
maintain a continuity of operations and services. 

 
  In the event of a job opening, the position will be filled by the most qualified person.   
 
C. LAY-OFF: 
 

An employee may be laid off due to lack of work, efficiency of operations, lack of funding 
or other factors deemed relevant by the City.   
 
a. LIMITATIONS TO DEPARTMENTS INVOLVED AND ORDER OF LAY-

OFF.  In the event of layoff, such reductions in force shall be limited to the department 
involved and shall be made in the following order.  The order within each designated 
category shall be determined by the department superintendent’s evaluation of the 
employee's relative value toward coping with remaining work load of the department, 
giving consideration to classification and length and quality of City and departmental 
service: 
 
1. Volunteers for lay-off. 
2. Temporary part time employees. 
3. Temporary full-time employees. 
4. Regular part-time employees who have completed a trial period. 
5. Full-time employees serving a trial period. 
6. Regular full-time employees. 
7. There are times when hiring a part-time employee may be necessary to reduce 

costs associated with full-time/benefits. 
 

   Employees who have been promoted, but who are serving a promotional trial period at 
the time of such reduction in force, shall be considered as holding a position in the 
highest classification in which they have completed the probationary period. 
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b. NOTICE TO EMPLOYEES:  Employees to be laid off will be given reasonable 
notice given the nature of the layoff and the necessity to reduce the work force. 

 
c. CALL-BACK:  Employees shall be returned to work in the reverse order in which 

they were laid off (last out/first in). 
 

D. SUPPLEMENTAL EMPLOYMENT:  An employee working in any position in addition 
to their full-time position with the City must notify department head or City Manager of 
outside employment.  Outside employment shall be subject to the following conditions: 

 
1. It must not interfere with the employee's effectiveness in performing their duties for the 

City. 
2. It must not leave the employee tired or subject to injury. 
3. It shall not be a conflict of interest with the City employment or interfere with response 

to any City emergency calls. 
4. It must not cause adverse publicity to the City employee or the employer. 

 
E. SENIORITY AND IMPACT OF SENIORITY:  Seniority is defined as the length of 

continuous service with the City since the most recent date of hire to a full-time regular 
position.  Seniority shall begin on the day of employment, but shall not apply until the 
probationary period has been completed. 

 
a. TERMINATION OF SENIORITY AND EMPLOYMENT:  Employee’s 

employment with the City shall cease and his/her seniority canceled if: 
  

1. The employee resigns. 
2. The employee is discharged. 
3. The employee is absent from work for three days without notifying the employer. 
4. If the employee fails to give two weeks notification of intent to return to work at the 

expiration of a leave of absence, or if employee does not request and receive a 
written extension of leave of absence.  (This shall not be interpreted to allow a 
grace period of three days after leave of absence.) 

5. The employee gives a false reason for a leave of absence. 
 

b. ACCRUE SENIORITY:  An employee shall accrue seniority while absent because of 
injuries covered by the Workman’s Compensation Act. 

 
c. EFFECT OF SENIORITY:  Upon successful completion of a trial period, the 

employee gains a seniority date in the employee's classification allowing employee: 
 

1. REASSIGNMENT, TRANSFER, PROMOTION:  Additional consideration for 
job reassignments, transfers, promotions. 

 
2. VACATION AND LEAVE:  Primary consideration in scheduling vacations 

and/or other leaves. 
 
3. LAY-OFF AND RECALL:  Additional consideration in case of a lay-off 

situation, and prime consideration for recall to work. 
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F. TRIAL PERIOD:  Each employee shall serve a trial period of 12 months.  Upon 
completion of a trial period, the employee will be entitled to all rights and privileges 
granted all other comparably situated employees and their term of employment will start as 
of their employment date. 

 
G. EMPLOYMENT OF RELATIVES:  It is the general policy of the City to avoid hiring 

relatives of present employees.  No person shall be employed, promoted, or transferred to a 
department of the City or to a division, when as a result they would be working in the same 
place or in contact with a relative or would be supervising or receiving supervision from a 
relative as defined below.   

 
 Relatives, for the purpose of this section, are defined as the employee's spouse, person they 

hold yourselves married to, children, mother, father, mother-in-law, father-in-law, brother, 
sister, brother-in-law, sister-in-law, grandparents, grandchildren, uncles, aunts, nieces, 
nephews, and first cousins.   

 
 Persons who are employed by the City at the date of adoption of this policy are to be 

considered exempt from this policy so long as they remain in the continuous employment 
of the City or if a seasonal employee so long as they return to the same employment next 
season.  Any exception to this policy can be granted by the City Manager and will be done 
so in writing and placed in the appropriate personnel files. 

 
H. REGULAR PART-TIME EMPLOYEES:  A regular part-time employee is one who is 

regularly scheduled to work less than 2,080 hours per year and more than 1,040 hours per 
year.  Regular part-time employees are only eligible for sick leave, vacation and holiday 
benefits on a prorated basis.  They are subject to the same work rules governing full-time 
employees. 

 
I. TEMPORARY EMPLOYEES:  A temporary employee is one who is hired in a 

temporary capacity to perform seasonal work or to assist in a special or temporary project.  
A temporary employee may be scheduled to work any number of hours up to four months.  
After four months the City Manager will review the position to determine if it should be a 
regular position or eliminated. 

 
 A temporary employee will not be eligible for sick leave, vacation, holiday benefits, 

insurance, or any other fringe benefits normally associated with regular employees. 
 
 Temporary employees shall be employed at hourly rates established and approved by the 

City Manager.  Employees may be advanced in pay, based upon satisfactory service, to 
higher salary rates established by the City Manager and consistent with established pay 
ranges. 

 
J. REGULAR FULL-TIME EMPLOYEES:  A regular full-time employee is one who is 

scheduled to work a minimum of 2,080 hours per year.  They can be paid an hourly or a 
monthly wage.  Full-time employees are eligible for all benefits.    

 
K. DEMOTIONS AND DOWNWARD RE-CLASSIFICATIONS:  When an employee is 

demoted to a lower class position, the employee shall be paid at a rate which is within the 
approved range for the lower level position.  If an employee demotes to a classification 
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carrying a lower range of pay than the employee is currently earning, the rate of pay shall 
be at the highest rate of pay for the position.   

 
L. PHYSICAL EXAMINATION PRE-REQUISITE TO EMPLOYMENT:  The City will 

designate a physician to administer employee physicals as the City determines appropriate.  
These employment physicals directed by the City will be at the City’s expense.  Temporary 
and seasonal employees may be administered physicals as deemed necessary by the City. 

  
M. BACKGROUND CHECK.  The City may require prospective employees to have a 

background investigation completed prior to employment. 
 
N.  RESIDENCY REQUIREMENTS:  Each employee must reside no greater than fifteen 

(15) miles from the Public Safety Building to the employee’s property line within one year 
from the date of hire.  *Amended by Resolution 2015-117 – October 19, 2015. 

      
 The city may require residency as a pre-requisite of employment for key management 

positions. 
 
O. FITNESS FOR DUTY EVALUATION:  An employee may be required to undergo a 

fitness for duty evaluation if there is a question on whether they are able to perform their 
duties as outlined in their job description.  

 
P. RETIREMENT:  Persons retiring prior to age 65 will receive such benefits as required by 

State or Federal law.  Employees who are covered by the Iowa Public Employees’ 
Retirement System shall be eligible for retirement benefits as established by that system. 

 
Q. EMERGENCY CALL:  All City employees are subject to respond to an emergency call 

when needed.  Failure to respond to an emergency call may be cause for disciplinary 
action, up to and including termination. 

 
R. PERMITTANCE OF EMPLOYEE:  During the course of normal business activities it 

may become necessary for an employee of the City to look for or acquire materials in 
another employee's unoccupied desk or office.  This practice is permitted, and the 
employee should not expect privacy of personal property kept in the employee’s desk or 
office. 

 
S. RETURN OF CITY PROPERTY:  An employee leaving City employment for any 

reason is responsible for returning any City property which the employee has in his/her 
possession.  Failure to return City property may result in the final check being withheld and 
subject the employee to all legal remedies available to the City. 

  
T. BREAK:  Breaks for employees may be granted as determined by the Supervisor or other 

controlling agreement. 
 

U. USE OF CITY EQUIPMENT:  City employees shall not use City equipment or property 
for personal purposes. 

 
V.  OPERATION OF MOTOR VEHICLE:  All employees, whether full-time, part-time, 

seasonal, or temporary, must be in possession of an appropriate driver’s license and must 



 
 24 

be insurable as set by the standards of the City's insurance carrier.  Individuals determined 
not to be insurable by the City's insurance carrier may not be considered for continued 
employment if their duties require operation of a motor vehicle or equipment.  Smoking is 
prohibited in city-owned vehicles.  

 
W.  USE OF TOBACCO, NICOTINE PRODUCTS, AND VAPORIZERS 

PROHIBITED.   All new hires effective July 20,   2009, shall be prohibited from smoking 
and the use of tobacco products or electronic smoking devices at any time.   Individuals 
using these products are not eligible for hire in any position with the city.  Any employee 
that violates this policy is subject to termination.  Employees may not possess or bring 
tobacco products or electronic smoking devices onto City property.  

 
 All city employees employed prior to July 20, 2009, shall use these products off city 

property during authorized city breaks only. Use of these products shall not be allowed 
during any other time of the employees’ work day. 

 
SECTION 6.  EMPLOYEE CONDUCT AND RELATIONS: 
 

A. MANAGEMENT-EMPLOYEE COOPERATION:  Management and employees work 
toward the same goal.  That goal is to bring efficient and economical municipal services to 
citizens of Grinnell.  This can only be achieved by management-employee cooperation. 

   
  City Manager and all department supervisors will give due consideration to all employees 

suggestions concerning methods by which efficiency and economy of municipal services 
can be improved.  The City Manager may set up a system for receipt, acknowledgement, 
recording, and action on suggestions of employees for improving City services. 

 
B. CHANGE OF ADDRESS:  Employees are required to notify the department supervisor 

promptly of any change of address, telephone number, or change in marital status, so that 
proper COBRA notification may be given and so that employees may be effectively 
contacted by telephone or mail. 

 
C PECUNIARY INTEREST:  CONFLICT OF INTEREST:  No employee of the City 

shall have financial interest, direct or indirect, in any contract with the City, or be 
financially interested directly or indirectly in the sale to the City of land, materials, 
supplies, or services, except on behalf of the City as an employee.  Non-salaried Board and 
Commission Members are exempt from the provisions in those cases where work is done 
on a competitive bid basis and the contract is not one involving directly or indirectly the 
work of the Board or Commission upon which the officer serves. 

 
D. IMPROPER POLITICAL ACTIVITY:  No persons holding an office, or employed in 

City service, except persons duly appointed to City Boards, Commissions, and committees, 
or persons elected to the City Council, shall: 

    
   1.    Be provided with a leave of absence without pay subject to Chapter 400 of the Iowa 

Code. 
 

2. Solicit any monetary contribution to campaign funds or make any monetary 
contribution to any municipal political campaign or to the campaign of any candidate 
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for municipal office. 
 

   3. Take any active part in a municipal political campaign during work hours. 
 

E. RULES GOVERNING CLAIMS FOR PERSONAL EXPENSE INCURRED IN 
OFFICIAL CONDUCT OF CITY BUSINESS:   

 
1. Those Eligible for Reimbursement:  Council Members, appointed officials, and 

employees and agents of the City shall be reimbursed for necessary personal expense 
incurred in conduct of City business in accordance with these rules and regulations.  
The following definitions shall be in effect: 

 
a. Council Members are those individuals elected to the City Council of Grinnell. 

 
b. Appointed officials are those individuals appointed to Boards and Commissions, 

or employees appointed directly by Council. 
 

c. Employees are those individuals appointed and listed on the regular payroll of the 
City. 

 
d. Agents of the City are those individuals retained on a fee basis or special 

appointment to perform valuable acts on behalf of the City.  City Council shall 
designate such agents prior to expense approval. 

 
2. Rules and Regulations.  Council Members, appointed officials, and employees and 

agents claiming expenses shall properly document and receipt, whenever practicable, 
all actual expenses.  The following guidelines shall be followed: 

 
a. Prior approval of the City Manager, or the designated representative, is required 

for all personal expenses inside or outside City limits. 
b. Eligible expense:  mileage, transportation, food, lodging, etc., shall be itemized 

and claimed on forms provided. 
c. Personal automobile:  when a personal automobile is used for transportation, 

actual mileage shall be compensated for at the maximum rate allowable by the 
Internal Revenue Service.  Prior approval of the City Manager is required for use 
of a personal automobile.  Private use of public vehicles is forbidden by state law.  
A City-owned vehicle shall be used when available. 

 
Proof of insurance is required of all employees using their personal vehicle for city 
business. 
 
Safety belts must be properly worn at all times in both city-owned vehicles and 
when using privately owned vehicles for city business.  Safety belt usage is Iowa 
law as well as a policy of the City of Grinnell.  The only exception to this policy is 
when the driver and front seat occupants are engaged in work requiring frequent 
exiting of the vehicle, provided they travel at a speed not exceeding 25 mph.  
Failure to comply with these rules is a violation of City safety policies, which is 
cause for disciplinary action, up to and including discharge. 
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A. Reporting of Tickets for Moving Violations. All employees who                
operate a city vehicle, or use their own vehicle on city business, and who 
receive a moving violation, shall notify the city of such citation.  Notification 
must be made within 5 days after the date that the person receives the 
citation. 

 
d. Public transportation:  receipts for public transportation (bus, rail, air) must be 

provided for reimbursement.  Whenever possible, the mode of transportation 
selected shall be the most economical available to provide necessary connections 
and to accommodate meeting schedules.  Class of such transportation shall be 
coach or tourist rather than first or business class, unless prior authorization is 
obtained from the City Manager.  Expense for rental of automobiles will not be 
reimbursed unless prior approval is obtained from the City Manager. 

 
e. Meals:  Meals will be reimbursed based on actual and reasonable costs.  In order 

to be eligible for reimbursement of meals, the employee must present an 
itemized receipt.  The City may use federal General Services Administration 
(http://www.gsa.gov/mie ) per diem rates to establish reimbursement rates, but 
is not required.   

 
f. Lodging:  Receipts for lodging will be reimbursed for actual cost; however, if a 

non-work companion is sharing lodging actual expenses shall be reduced for 
purposes of reimbursement. 

 
g. Personal Expense While in a City:  travel and expenses incurred relating to 

official City business, which does not require travel outside the City may be 
reimbursed. 

 
h. Payment for Expenses:  expense form statements shall be properly completed and 

signed by the employee and appropriate department supervisor prior to 
submission to the City Manager.  To receive proper consideration expense request 
must be received by the City Manager prior to the 25th of the month. 

 
 F.  GIFTS AND GRATITUDES:  No employee shall accept loans, gifts of money or 

goods, services or other arrangements for personal benefit under any circumstances 
directly or indirectly involving influence upon the manner in which they perform their 
work, makes decisions, or otherwise discharges their duties as a city employee. 

 
 G.  VIOLATIONS OF CHAPTER 321, CODE OF IOWA:  Any City employee, while 

operating a city-owned vehicle, is found in violation of provisions in Chapter 321, Code 
of Iowa, Motor Vehicle and Law of the Road shall be responsible for any penalties 
assessed for violations, in addition to any further discipline that may be deemed 
appropriate for the offense. 

 
SECTION 7.  SAFETY AND HEALTH. 
 
 A.   LAWS AND FAILURE TO COMPLY:  All employees shall comply with State and 

Federal laws governing Safety and Health.  Failure of any employee to comply shall be 
cause for disciplinary action, up to and including discharge. 

http://www.gsa.gov/mie
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   Safety seminars and meetings will be held when appropriate. 
 
SECTION 8.  DISCIPLINARY POLICY:   
 

The City expects certain standards of behavior from all of its employees.  The standards are 
intended for the protection and welfare of the City and its citizens.  Such standards and work 
rules are necessary so that the City can conduct its daily business in a consistent and orderly 
manner.  It is not possible to list all forms of behavior that are considered unacceptable in 
the workplace, but a partial listing of those standards/rules is outlined below.  The City will 
make efforts to uniformly and fairly enforce its rules/standards.  Violation of these standards 
may, at the City’s discretion, subject an employee to disciplinary action, including discharge 
from employment.  Keep in mind that an employee may be terminated without prior notice 
for any reason.  The following violations will justify immediate discharge, without warning, 
advance notice or pay in lieu thereof: 

 
• Willful damage or gross negligence to City property. 
• Theft. 
• Unauthorized possession of weapons or firearms on City property. 
• Drinking, intoxication or possession of drugs or alcoholic beverages while working or 

while on City property (even off duty). 
• Being under the influence of, use of, possession of, sale of or solicitation of narcotics. 
• Absence without authorization. 
• Tardiness. 
• Assaulting or fighting another individual. 
• Conviction of a criminal offense. 
• Falsification of job application, time sheet or other personal documents. 
• Harassment of any type. 
• Dishonesty. 
• Carelessness in handling City equipment. 
• Threats or acts of violence in the workplace. 
• Unauthorized use of City materials, equipment or other property. 
• Insubordination or lack of cooperation, whether in language or conduct.   
• Disruptive activity in the workplace. 
• Violation of departmental rules/standards. 
• Gambling on City property or while on work time. 
• Abusive or improper treatment of a citizen, coworker or other individual in the City 

or on City payroll. 
• Offensive conduct or language while in public or towards the public, City officials or 

employees, either on or off duty. 
• Disregard for safety policies, procedures, reporting requirements or proper use of 

safety gear, clothing or equipment. 
• Causing poor morale or disrespect among coworkers. 
• Failure to report to duty when assigned or called. 
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This list is not an exclusive list of violations justifying discipline or termination.  An 
employee may also be terminated for poor performance, excessive absenteeism or tardiness, 
insubordination, dishonesty or conduct of a similar nature.  While the City may attempt to 
provide an employee with notice of a problem and may try to work with an employee to 
correct a problem, it is not required.  An employee of the City may be terminated with or 
without warning and with or without an opportunity to correct the offense or problem 
leading to the termination. 

 
 The City expects all of its employees to show a high degree of personal integrity, both on 

and off duty.  Whether you are on or off duty, your conduct reflects on the City of Grinnell.  
You are encouraged to observe the highest standards of professionalism and integrity at all 
times.  Should your performance, work habits, overall attitude, conduct or demeanor 
become unsatisfactory, in the opinion of management, you will be subject to disciplinary 
action, up to and including discharge. Discipline for employees may be applied in one of the 
following manners: 

 
1. Oral warning. 
2. Written warning. 
3. Final written warning, suspension or disciplinary probation. 
4. Termination of employment. 

 
The City does not require progressive discipline and may issue discipline as it best sees fit 
given the conduct and actions of the employee.  The City does not offer tenured or 
guaranteed employment.  Either the City or the employee can terminate the employment 
relationship at any time, with or without notice.  While the City may elect to use progressive 
discipline in certain situations, the City is in no way obligated to do so.  Using progressive 
discipline is at the sole discretion of the City. 

 
SECTION 9.  GRIEVANCE PROCEDURE:   
 

A grievance is defined as a dispute or disagreement raised by an employee involving an 
interpretation or application of a specific provision of this policy manual.  Any matters 
governed by civil service law shall not be considered grievances and shall not be subject to 
the grievance procedure.  Any disciplinary action which may be appealed to the Civil Service 
Commission shall not be considered grievances and shall not be subject to the grievance 
procedure.  Any disciplinary action or any other claim which is within the jurisdiction of the 
Civil Service Commission must be processed in accordance with Chapter 400 of the Iowa 
Civil Service Law.   

 
 Step 1.   
 
 An aggrieved employee considering filing a grievance with regard to an interpretation or 

application of this policy manual shall first contact his/her immediate supervisor within five 
(5) days of the occurrence or event giving rise to the grievance in order to explain the 
grievance to the supervisor and resolve the dispute.  The immediate supervisor shall attempt 
to adjust the grievance or otherwise satisfy the employee within five (5) days after being 
presented with the grievance.   
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 Step 2. 
 
 If the response of the immediate supervisor is not satisfactory to the employee, the employee 

may submit a written statement of the grievance to his/her department manager within five 
(5) calendar days after the supervisor’s oral response is due.  The department manager shall 
respond in writing to the aggrieved employee within five (5) workdays after receipt of the 
written grievance.   

 
 Step 3.  
 
 If the grievance remains unresolved on the basis of the written decision of the department 

manager, the employee may present the grievance, in writing, to the City Manager within 
five (5) working days after the department manager’s response is due.  The employee shall 
provide the City Manager with a copy of the department manager’s reply at the time that the 
appeal is taken. 

 
 The City Manager shall hold an informal hearing within ten (10) calendar days following 

receipt of the appeal.  The employee and his/her representative and representatives selected 
by the City shall have the right to present information necessary to assist the City Manager in 
reaching a decision on the grievance.  The decision shall be issued within fifteen (15) 
calendar days following the completion of the hearing.  The decision of the City Manager 
shall be final and binding. 

 
 The time limit specified for each step of the grievance procedure may be extended by mutual 

consent.  If an answer to the grievance is not given to the employee by the City within any of 
the time limits specified in this section/procedure, the grievance may be appealed to the next 
step as set forth in the grievance procedure.  Failure by the employee to comply with any 
time limits shall constitute a withdrawal of the grievance, and no further appeal will be 
allowed. 

 
SECTION 10. FAMILY MEDICAL LEAVE ACT:   
 

The City of Grinnell is covered by the Family Medical Leave Act (FMLA) of 1993, as 
amended.  An “eligible employee” under FMLA means an employee who has been employed 
for at least twelve (12) months by the City and has worked at least one thousand, two 
hundred fifty (1,250) hours for the City during the previous twelve (12) month period. 

 
 In accordance with the Family Medical Leave Act, employees are entitled up to twelve (12) 

workweeks of unpaid leave during any twelve (12) rolling month period for one or more of 
the following reasons: 

 
• Birth of an employee’s child, in order to care for his or her child. 
• Placement of a child with an employee for adoption or foster care. 
• The employee’s spouse, person they hold themselves married to, daughter, son or 

parent has a serious health condition and the employee is needed to attend to their 
basic needs, both during periods of inpatient care and during periods of home care. 

• The employee is unable to perform the functions of his/her position due to a serious 
health condition. 
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• Eligible employees may use FMLA leave to serve as a military caregiver or to handle 
qualifying exigencies as permitted and defined under FMLA. 

 
For the birth of an employee’s child or placement of a child for adoption or foster care, 
expires at the end of the twelve (12) month period beginning on the date of the birth or 
placement.    
 
If both an employee and his/her spouse or person they hold themselves married to are 
employed by the City, their combined time off may not exceed twelve (12) workweeks 
during any twelve (12) rolling month period for the birth, adoption or foster care of a child or 
to care for a parent with a serious health condition.  Each spouse or person the employee 
holds themselves married to is eligible for the full twelve (12) weeks of leave within a twelve 
(12) rolling month period to care for a daughter, son, spouse, or person they hold themselves 
married to with a serious health condition. 

 
 When an employee requests FMLA leave, the employee must use his or her accrued paid 

leave.  Once all of the employee’s paid leave is exhausted, the employee may continue 
FMLA leave, to the extent to which the employee is entitled, as unpaid leave.  The employee 
may reserve forty (40) hours of sick leave each calendar year. 

 
 The City may require that a request for FMLA leave related to a serious health condition be 

supported by a signed certification, issued by a health care provider of the employee or the 
employee’s spouse, person they hold themselves married to, daughter, son or parent, as 
appropriate.  Whenever possible, it is expected that a notice be given thirty (30) days prior to 
the date when the employee anticipates the FMLA leave to begin. 

 
All leaves of absence requested under this leave in accordance with FMLA shall be 
administered in accordance with the Family Medical Leave Act of 1993, as amended. 

 
SECTION 11.  COMPUTER USE:   
 

The City provides computer facilities to its employees to assist and facilitate communications 
and other work-related communications and research.  The computer facilities are to be used 
for City business.  The only exception is that incidental and occasional personal use of e-mail 
is allowed during work breaks.  Internet access should only be used for City business.  
Personal e-mail will be treated by the City like other e-mail messages and will be considered 
public records.  Files, documents and e-mail, whether for personal or business use, that are 
created, sent, received or stored on the City’s computer facilities by the employee may not be 
kept confidential, subject to applicable law.  Personal use of the computers must be in 
compliance with this policy.  All employee electronic files generated or stored on City 
computers are considered to be the sole property of the City.   
 
The City may monitor, review and access employee electronic files for any municipal 
purpose, including for the purpose of ensuring that the employee is in compliance with this 
policy.  The monitoring, review and access may be implemented on the employee electronic 
files of all employees or of a specific employee.  Random monitoring, reviewing and access 
may be implemented.  
 
Employees may not use the City’s computer facilities for any illegal, disruptive, offensive or 
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wrongful purposes.  Employees may not use the City’s computer facilities to distribute 
defamatory, fraudulent or harassing messages; send, receive or store sexually explicit or 
suggestive materials or other offensive images or messages, or slurs or disparaging materials 
based on any person’s ethnicity, race, religion, disability, sexual orientation or age; violate or 
infringe the copyright of any person, or incite any person to illegal actions.   

 
Employees should not use the computer facilities to send bulk e-mail in a marketing or 
unsolicited format.  Sending bulk e-mail is prohibited.  The employee should not send or 
forward to others any “chain” e-mail.  The employee should not use the City’s logo, graphics 
or any other City content, unless involved in an authorized activity.  Any use of the City’s 
equipment or services for private or personal financial gain, commercial advertising or 
solicitation purposes is prohibited. 

 
The City’s computer facilities are only to be used by authorized persons, and an employee 
must have been issued or must create one or more passwords in order to use the City’s 
computer facilities.  The employee must provide any passwords that the employee has 
created to access the City’s computer facilities to the City Manager.  The employee should 
not give its passwords to any other people.  The employee may not use some else’s password 
without the express written authorization from the City.  Each user is responsible for the 
proper use of his or her account and any activity conducted with it.  This includes choosing 
safe passwords, protecting them and ensuring that file protections are set correctly.  Each 
employee is responsible for the security of any system he or she connects to the network.  
Any employee who finds a possible security lapse on the City’s computer system or network 
must report it to the City Manager as soon as possible. 

 
Malicious use or deliberate disruption of the City’s computers, network or internet/e-mail 
services and the misuse and deliberate damage to a City computer or services is prohibited. 

 
Employees should be aware that their “deletion” of electronic information will, in most 
cases, not erase such information from the computer system’s storage until it is overwritten 
with other data and it may, in any case, still reside in the City’s computer network either on 
various backup systems or other forms and, even if erased, may still exist in the form of 
printouts. 

 
This policy may be amended from time to time as the City Council determines to be 
necessary, with or without notice to the employees. 

 
Violation of this policy will subject the employee to discipline, up to and including 
discharge.   
 

SECTION 12.  CELL PHONE/ELECTRONIC COMMUNICATION DEVICE USE: 
 

While at work, employees are expected to exercise discretion in use of personal cell 
phone/electronic communication devices.  Personal calls during work hours, regardless of the 
phone use, can interfere with employee productivity, safety and may be distracting to others.  
Employees are prohibited from using cell phone/electronic communication devices in any 
illegal, illicit or offensive manner. 
 
Use of cell phones/electronic communication devices by City employees for personal use is 
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limited during work hours.  Employees may use cell phones/electronic communication 
devices for personal use during lunch or break periods only, except in the case of emergency.  
Use of cell phones/electronic communication devices should be made in a private space away 
from other employees, citizens and common work areas.  Personal cell phones/electronic 
communication devices are to be turned off or placed on silent mode during working hours.  
If an employee’s use of cell phone/electronic communication devices for personal use causes 
disruptions or loss in productivity, the employee may become subject to disciplinary action.  
The City reserves the right to request that an employee provide cell phone bills and usage 
reports for calls made during working hours to determine if the use of the cell 
phone/electronic communication device was excessive. 
 
Drivers shall comply with all federal, state and local laws and regulations regarding use of 
cell phone/electronic communication devices and other mobile technology devices.  No 
employee may use a cell phone/electronic communication device for personal use while 
operating City vehicles, equipment or machinery.  Sending or reading text messages, e-mails, 
viewing videos and inputting data into cell phones or laptop computers or navigation systems 
are prohibited while driving.  The cell phone voicemail feature should be on to store 
incoming missed calls and messages while driving, and all message retrievals and calls 
should be made after the vehicle is safely parked.  If acceptance of an incoming call or text is 
unavoidable and pulling over is not an option, employees are expected to keep the call short, 
use hands-free options, if available, refrain from complicated or emotional discussions and 
keep their eyes on the road.  Special care should be taken in situations where there is traffic, 
inclement weather or the employee is driving in an unfamiliar area. 
 
Under no circumstances are employees allowed to place themselves at risk to fulfill business 
needs.  Employees who are charged with traffic violations resulting from the use of their 
phone while driving will be solely responsible for all liabilities that result from such actions.  
Violations of this policy will be subject to discipline, including termination. 

 
SECTION 13. CONFLICT:   
 

Where this Personnel Manual is in conflict with state or federal laws, the law shall take 
precedence over this manual. 

 
SECTION 14.  DISCLAIMER:   
 

THIS MANUAL DOES NOT CONSTITUTE A CONTRACT OF EMPLOYMENT. 
 
This manual does not constitute or create a contract of employment.  Rather, this manual has 
been prepared to acquaint you with the City of Grinnell’s employment policies, your 
responsibilities as an employee, and the many benefits and privileges our employees may enjoy.  
It is presented as a matter of information only.  The City is committed to reviewing these 
policies continually and reserves the right to change or terminate any or all of them at any time, 
with or without notice to the employee.  As a City employee, you are employed at will, unless 
otherwise required by law.  You retain the right to terminate your employment at any time for 
any reason, and the city retains the same right.  No policy or practice of the city should be 
construed to change this relationship.  Only the City Council has the right to modify or change 
this practice, and such action must be in writing.  
 



 
 33 

Management is committed to reviewing these policies and benefits.  Accordingly, the policies 
and benefits outlined in these procedures are subject to review and change by management at 
any time.  No communication or practice limits the reasons or procedures for termination or 
modification of the employment relationship.  



 
 34 

Appendix A 
 

CITY OF GRINNELL POLICY 
PROHIBITING HARASSMENT 

 
   SUBJECT: HARASSMENT 

 
It is the policy of the City of Grinnell that no employee be harassed by another 
employee, customer, or supervisor on the basis of race, color, religion, sex, age, 
national origin, sexual orientation, gender identity, disability, or any other 
protected characteristic as established by law. 
 
Illegal harassment, whether verbal or physical, will not be tolerated.  All members 
of management have the explicit responsibility and duty to take corrective action to 
prevent any illegal harassment of our employees. 
 
If any employee believes that he or she has been subjected to illegal harassment, 
that employee should bring the matter directly to the immediate attention of their 
supervisor, any departmental supervisor, the City Manager, the City Clerk, the City 
Attorney, or a member of the City Council. All complaints will be investigated, and 
appropriate disciplinary action taken, up to and including termination.  There will 
be no retaliation against anyone who submits a good faith harassment complaint or 
participates in an investigation relating to such a complaint. 
 
Sexual Harassment 
It is the policy of the City of Grinnell that no employee be harassed by another 
employee or supervisor on the basis of sex. 
 
The policy prohibits any demand for sexual favors that is accompanied by a 
promise of favorable job treatment or a threat concerning the employee’s 
employment.  Also prohibited is subtle pressures for sexual favors, including 
implying that an applicant’s or employee’s cooperation of a sexual nature, or 
refusal thereof, will have any effect on the person’s employment, job assignment, 
wages, promotion, or any other condition of employment. 
 
In addition, any behavior of a sexual nature not welcomed by the employee or 
found to be personally offensive is expressly forbidden.  This includes but is not 
limited to: 
 
a. Repeated sexual flirtations, advances, or propositions. 

 
b. Continued or repeated verbal abuse of a sexual nature, sexually related 

comments and joking, graphic or degrading comments about the employee’s 
appearance or the display of sexually suggestive objects or pictures. 
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c. Any uninvited physical contact or touching, such as patting, pinching or other 
contact. 
 

d. Conduct that has the purpose or effect of unreasonably interfering with an 
individual’s work performance or creating an intimidating, hostile, or offensive 
work environment. 

 
Sexual harassment, whether verbal or physical, will not be tolerated.  All members 
of management have the explicit responsibility and duty to take corrective action to 
prevent any sexual harassment of our employees. 
 
As with other forms of harassment, any employee who believes that he or she has 
been subjected to sexual harassment should bring the matter directly to the 
immediate attention of their supervisor, any departmental supervisor, the City 
Manager, the City Clerk, the City Attorney, or a member of the City Council.  All 
complaints or reports of sexual harassment will be investigated, and appropriate 
disciplinary action taken, up to and including termination.  There will be no 
retaliation against anyone who submits a good faith sexual harassment complaint or 
participates in an investigation relating to such a complaint. 
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APPENDIX B 
 
 CITY OF GRINNELL 
 DRUG & ALCOHOL POLICY 
 
 SCOPE 
 
In compliance with the Drug-Free Workplace Act of 1988, every employee of the City of Grinnell will 
receive a copy of this Policy and acknowledge their compliance.  Copies of the Act are also available for 
any employee upon request from the City Office. 
 
This document establishes the Drug and Alcohol Policy of the City of Grinnell, and, as such, supersedes all 
previously issued policies, publications, memorandums, and documents related to this subject.  If you have 
any questions relating to material covered in this policy, see your supervisor or contact the City Office. 
 
 POLICY 
 
The goal of the City of Grinnell's Drug and Alcohol Policy is to make a good faith effort to maintain a drug-
free workplace and to otherwise comply with the "Drug-Free Workplace Act of 1988".  The City of Grinnell 
recognizes that misuse of alcohol and other drugs is a pervasive problem in our society.  The City of 
Grinnell is committed to the position that the most effective way of approaching this problem is through 
education, assessment, early intervention, and treatment, if necessary.  This policy is intended to promote 
assessment, treatment and rehabilitation as needed, as well as a safe and secure work environment.  The City 
of Grinnell encourages employees to seek assessment and to utilize its designated confidential assessment 
service as described in the Personnel Policy Manual of the City of Grinnell. 
 
To promote these goals, the City of Grinnell has established a drug-free awareness program.  The use of 
controlled substances, prescribed and non-prescribed drugs or alcohol by an employee is of concern to the 
City of Grinnell when such usage interferes with job performance, conduct, attendance, safety, or when in 
violation of the law. 
 
The unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance by 
employees, while on the city of Grinnell premises or while on city of Grinnell business, is prohibited.  
Conducting City of Grinnell business, which includes driving vehicles or operating City of Grinnell 
equipment while under the influence of alcohol or other drugs, is also prohibited.  Engaging in any of these 
prohibited activities may result in disciplinary action, including dismissal. 
 
 GUIDELINES 
 
The City of Grinnell recognizes that early identification through assessment and subsequent referral to the 
appropriate type of care may result in successful treatment of addictions.  Appropriate care facilities are 
covered in the City of Grinnell's medical coverage. 
 
1. Supervisors should make every effort toward early identification and encouragement of the employee 

to seek evaluation.  It is understood that it is not the responsibility of supervisory personnel to 
determine if an employee has a substance abuse problem.  Thus, referral for diagnosis and treatment, 
when necessary, will be based on observed job performance problems or issues. 

 
2. Consideration will be given to post-treatment activities (i.e. aftercare AA Meeting, etc.).  However, an 

employee's involvement in substance abuse treatment is not considered an alternative to meeting 
established work and attendance standards.  If it becomes necessary for an employee to undergo some 
form of treatment in an appropriate facility, absence will be handled in accordance with applicable 
benefit plans. 
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3. In the event of a relapse, the City of Grinnell will consider alternatives appropriate to the individual 
situation. 

 
In order to comply with the "Drug-Free Workplace Act of 1988" each employee will be given a copy of this 
policy and guidelines and will agree to comply.  This includes the requirement that any employee convicted 
of any criminal drug statute violation occurring on the job must notify the City Clerk within five (5) days. 
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ADDENDUM 
CITY OF GRINNELL 

SUBSTANCE ABUSE POLICY FOR DRUG AND ALCOHOL TESTING 
 

If the test of an employee, who is subject to the requirements of Federal DOT drug and alcohol testing, 
results in a Medical Review Officer (MRO) verified positive test for the use of drugs, or an alcohol 
concentration of 0.04 or greater, the employee will be referred to an appropriate substance abuse 
professional for assessment and enrollment in a treatment and rehabilitation program, if recommended.  
Results of the positive drug or alcohol test and terms of the rehabilitation will remain confidential, except as 
provided by the Federal Regulations. 
 
If the test results indicate an alcohol concentration of at least 0.02 but less than 0.04, the driver will be 
removed from the job for at least 24 hours and shall be permitted to use compensatory time or vacation, or 
leave without pay if paid leave is not available.  Alternatively, the employee may be assigned to non-safety-
sensitive duties with approval of the department supervisor.  The employee may return to safety-sensitive 
duty at his/her next scheduled shift after completion of the following: 
 

-At least 24 hours have elapsed from the breathalyzer test which indicated an alcohol concentration of 
at least 0.02 and, 

 
-The employee has taken another breathalyzer test which indicates an alcohol concentration of less 
than 0.02 

 
Employees referred to the treatment and rehabilitation program as a result of an MRO verified positive test 
or breath testing showing an alcohol concentration above 0.04, must immediately cease any substance 
abuse, must be subject to testing before returning to safety-sensitive duty, must subject themselves to 
periodic unannounced testing for a period of not to exceed sixty months, and must comply with all other 
conditions of the treatment and counseling program recommended by the substance abuse professional. 
 
None of the expenses of the substance abuse treatment and rehabilitation program shall be paid for by the 
City of Grinnell.  Expenses for the rehabilitation program shall be paid for entirely by the employee with the 
employee health insurance provider funding a portion as provided in the benefit plan. 
 
An employee required to take time off in order to participate in a rehabilitation program will be permitted to 
use sick leave, vacation time, and /or unpaid leave. 
 
Participation in substance abuse treatment and rehabilitation will not result in disciplinary action; however, 
non-covered duties may be assigned until the MRO or substance abuse professional determines that the 
employee may return to duty.  Successful completion of the prescribed program will be required for the 
employee to continue employment with the employer. 
 
If an employee is undergoing substance abuse treatment and counseling or has returned to duty upon 
successfully completing such treatment and rehabilitation and a subsequent test is verified by the MRO as 
positive, or results in an alcohol concentration of 0.04 or greater, the employee will be subject to further 
disciplinary action, up to and including termination. 
 
Employees who undergo substance abuse treatment and counseling under this policy and who continue to 
work must meet all established standards of conduct and job performance.  
  
 





Campbell Fund Request 

The Grinnell Food Coalition formed in March, 2020 to meet the unprecedented and emergent food 
needs of Grinnell residents who are negatively affected by the COVID-19 virus. Already, the State of 
Iowa has closed public schools, restricted elective medical procedures and announced limitations of no 
more than 10 on any group gatherings. Colleges and universities have sent their students home, 
churches have suspended services, local businesses are closing and residents of Grinnell are being 
furloughed. At-risk populations—especially those 65 years of age and older—have been strongly advised 
to stay home as a defense against contracting and spreading the virus.  

There is no doubt that many Grinnell residents who have never before depended upon outside support 
to meet their basic needs will turn to available resources in the Grinnell community. In fact, reports from 
Mid-Iowa Community Action (MICA) already indicate a sudden and sharp increase in demand for food 
assistance in Grinnell. With your help, our Coalition hopes to subsidize food purchases for Grinnell 
households that have been affected by the extraordinary measures taken by state and federal 
governments to slow the spread of the coronavirus. 

The Coalition’s initial priority is to provide food vouchers to MICA, the most robust organization serving 
food insecurity in Grinnell, so they can meet the increasing demand for their services. Coalition 
members are convinced that MICA offers the most expedient channel through which to reach those with 
emergency needs resulting from the pandemic. To reach those in need, we are also collaborating with 
the local school system as they continue serving students who qualify for the free and reduced lunch 
program. Finally, we are developing a practice of directing food vouchers to those who are unable to 
access these services because they are homebound, infected with the virus or helping to take care of 
someone who is ill and, consequently, are under self-quarantine themselves.  

We understand the preference of Campbell Fund administrators to have typical recipients process an 
application to verify residency in Grinnell, income, and receipt of alternative benefits. Such a protocol in 
this circumstance would be insurmountable for several reasons. MICA has already been required to 
reduce their own staff to no more than two people and to eliminate volunteer support at a time when 
demand for their resources has never been higher. MICA must also serve under the condition of 
anonymity; an application requiring an individual’s name, address, income, receipt of other services, etc. 
would preclude the possibility of connecting the Campbell Fund to Grinnell residents who are in great 
need of it. Moreover, public health officials do not recommend handling paper applications in the midst 
of a pandemic caused by the spread of a virus. Nor do they advise any process that would promote 
delays that put people in close, prolonged proximity to one another. As one public health expert shared 
with us recently, “The briefer the in-person transactions, the safer we keep everyone involved.” 

To the extent possible, we do not plan to displace other available food sources; we intend to use 
contributions made to the Grinnell Food Coalition as reserves to be accessed when the regular supply of 
food runs out at MICA. In the case of an extended national or statewide shutdown, we plan to first issue 
vouchers for use at local grocery stores. Otherwise, vouchers will be used after food items available at 
MICA are depleted. We have established a backup plan for distribution of the vouchers in the event 
MICA is temporarily decommissioned and we are working on a mail program to get vouchers to the 
homes of those in need who are unable to access food through MICA. When we reach early harvest, we 
plan to allow vouchers to be used to purchase food from local farmers. This layered approach to 
reaching the community in need will have the best chance of addressing the variety of circumstances 
residents of Grinnell find themselves confronting during the COVID-19 crisis. 



When establishing the Campbell Fund Trust, it may have been difficult to imagine the possibility of a 
global pandemic that would affect our community so quickly and thoroughly. It is the hope of the 
Grinnell Food Coalition that we can partner with the executors and administrators of the Campbell Fund 
to insure that its original intent to serve the needs of the “worthy poor” of Grinnell can be fulfilled 
during this time of crisis.  

If necessary to verify that recipients of Coalition Vouchers are residents of Grinnell, one possibility is that 
we could print two different colored vouchers to be distributed depending upon the answer to a quick 
question about residency. If, at point of service, the respondent says Grinnell is not the city of residence, 
a different set of vouchers and funds can be used for that person. We anticipate that the overwhelming 
majority of people seeking assistance will be residents of Grinnell, however, so we hope this added layer 
of administration can be avoided. 

 

Two Funding Options 

Outright Grant 
For all the reasons described above and because an outright grant would offer the greatest latitude in 
meeting the quickly changing needs of Grinnell residents, we hope this option can be approved with the 
latitude of making a subsequent request if Coalition funds are depleted before immediate needs are 
met.  

Grant Request: $25,000 

Line of Credit  
With a line of credit, we would hope for the Campbell Fund to identify a value not to be exceeded 
through this project so that only the amount of funds required to meet demand resulting from the 
pandemic would be expended. If demand is less than the maximum value assigned, this approach would 
insure that only funds required to address the food insecurity during the events surrounding the 
pandemic would be expended. If this option is preferred, we request that the line of credit be open until 
June 1 at which point we would reevaluate local conditions and determine if a later deadline could be 
established to meet continuing needs as a result of the pandemic. 

Line of Credit Request: Up to $50,000 

 

Voucher Details 

Voucher Values    $10 each 

First person in household $60 

Additional household member $10 

Household Size  Voucher Number Total Value 

1   6 vouchers  $60 
2   7 vouchers  $70  
3   8 vouchers  $80 
4   9 vouchers  $90 
5+   10 vouchers  $100 
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