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City of Davenport Administrative Policy
Policy Number 1.1
Subject | Equal Employment Opportunity & Affirmative Action
Effective Date | July 1, 2018

General Policy:
It has been, and will continue to be, the policy of the City of Davenport to
provide equal opportunities to all applicants, employees, and citizens without
discrimination because of race, color, religion, creed, sex, national origin or
ancestry, marital status, familial status, age, physical or mental disability,
political affiliation, veteran status, gender identity, or sexual orientation.

Scope:
All City employees and elected officials.

Provisions:
1. This policy encompasses all benefits, terms and conditions of

employment, employee compensation, promotions, training and
development, transfers, demotions, terminations, layoffs, and all other
privileges of employment.

2. Bi-annually, the City Administrator or his/her designee will revise and
Update the City's Inclusion and Equity Plan for approval by the City
Council.

3. Americans with Disabilities Act (ADAJ Reasonable Accommodations

The City is committed to the fair and equal employment of people with
disabilities. While many individuals with disabilities can work without
accommodation, other qualified applicants and employees face barriers
to employment without the accommodation process. It is the policy of
the City to reasonably accommodate qualified individuals with
disabilities unless the accommodation would impose an undue hardship.
In accordance with the Americans with Disabilities Act, accommodations
will be provided to qualified individuals with disabilities when such
accommodations are directly related to performing the essential
functions of a job, competing for a job, or to enjoy equal benefits and
privileges of employment. This policy applies to all applicants,
employees, and employees seeking promotional opportunities.

ISSUED BY | Mallory L.Merritt, Director of Human Resources
APPROVED BY j Corrin B. Spiegel,City Administrator
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For purposes of determining eligibility for a reasonable accommodation,
a person with a disability is one who has a physical or mental
impairment that materially or substantially limits one or more major life
activities.
A reasonable accommodation is a modification or adjustment to a job,
an employment practice, or the work environment that makes it
possible for a qualified individual with a disability to enjoy an equal
employment opportunity.
Procedure - Current employees and employees seeking promotion

1. The City will inform all employees that this accommodation
policy can be made available in accessible formats.

2. The employee shall inform their supervisor or the Human
Resources Department of the need for an accommodation.
The Human Resources Department will serve as ADA
Coordinator.

3 . The Human Resources Department may request
documentation of the individual's functional limitations to
support the request. Any medical documentation must be
collected and maintained on separate forms and in separate,
secure files.
When a qualified individual with a disability has requested an
accommodation, the employer shall, in consultation with the
individual:

Discuss the purpose and essential functions of the
particular job involved. Completion of a step-by-step job
analysis may be necessary.
Determine the precise job-related limitation.
Identify the potential accommodations and assess the
effectiveness each would have in allowing the individual to
perform the essential functions of the job.

4.

^V\ 0 J/ VWISSUED BY | Mallory L. Merritt, Director of Human Resources
APPROVED BY | Corrin B. Spiegel,City Administrator C%>
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• Select and implement the accommodation that is the most
appropriate for both the individual and the employer. While
an individual's preference will be given consideration, the
City is free to choose among equally effective
accommodations and may choose the one that is less
expensive or easier to provide.

• The Human Resources Department will work with the
employee to obtain technical assistance, as needed.

• If an accommodation cannot overcome the existing
barriers or if the accommodation would cause an undue
hardship on the operation of the business, the employment
relationship may be terminated.

Procedure - Job applicants

1. The job applicant shall inform the Human Resources Department
of the need for an accommodation. The Human Resources
Department will discuss the needed accommodation and
possible alternatives with the applicant.

2. The Human Resources Department will make a decision
regarding the request for accommodation and, if approved,
take the necessary steps to see that the accommodation is
provided.

Undue hardship. An undue hardship is an action that is unduly costly,
extensive, substantial, or disruptive, or that would fundamentally alter the
nature of the job or operations.
Procedure for determining undue hardship

1. The employee will meet with the Human Resources Department
to discuss the requested accommodation.

2. The Human Resources Department will review undue hardships
by considering:

• The nature and cost of the accommodation in relation to
the size, the financial resources, and the nature and
structure of the operation; and

p/\ 0\v\JISSUED BY | Mallory L. Merritt,Director of Human Resources
APPROVED BY | Corrin B, Spiegel,City Administrator CA>
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• The impact of the accommodation on the nature or
operation of the City

The Human Resources Department will provide a decision to the employee.
Employees or applicants who are dissatisfied with the decision(s) pertaining
to his/her accommodation request may file an appeal to the Human
Resources Director, within 30 calendar days of the decision, for a final
determination.

fyJMallory L. Merritt, Director of Human

^
Rt^ourcesISSUED BY |

APPROVED BY | Corrin B. Spiegel, City Administrator
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City of Davenport Administrative Policy

Policy Number 1.2
Subject | General Employment Practices
Effective Date | April 1, 2022

General Policy:

It is the policy of the City of Davenport that recruitment, selection, promotion,
and transfer of employees will be based on the knowledge, skills, and abilities
required to perform the duties of the position. A policy of employment based
on merit principles will be maintained for all City positions.

Scope:

All applicants and employees.

Provisions:

Unless otherwise provided for or in conflict with a collective bargaining
agreement or non-bargaining employee policy, the following provisions shall
apply to the City’s recruitment and selection process. Exceptions to the
provisions of this policy for positions exempt from Civil Service are outlined in
paragraphs14-17 below.

Recruitment

1. Recruiting efforts for all vacancies will be planned and carried out in a
manner that ensures open competition. Job announcements for all
vacant or newly created positions will be posted at City Hall and be
available on the City of Davenport website. Newspapers, professional
journals, and the internet may be used for recruitment as appropriate to
the occupational field and employment market. Employees and
applicants may sign up for notifications of job postings by completing an
online Job Interest Card.

2. Civil Service promotional job announcements will be posted for a period
of at least five (5) working days. All other Civil Service job announcements
will be posted for a period of at least ten (10) working days.

ISSUED BY | Alison M. Fleming, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator ^̂ U ~
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Announcements will specify the classification, duties, minimum
qualifications, salary, and the date by which applications must be
submitted to receive consideration.

3. Reclassification of filled positions is not considered a vacancy and need
not be filled by open competition if the job incumbent meets the
qualifications per Iowa Code.

4. Job applications must be submitted online prior to the posted closing
date and time to be considered for employment.

An employee who applies for a vacant position may apply for other
positions but will be ineligible to be selected for another position for thirty
(30) days after he/she is placed in the new job. The only exception to this
rule would be for medical reasons supported by a doctor's statement.
New employees who have not yet completed their probationary period
are eligible to apply for other positions, but may not be selected until they
have completed their probationary period. In the event that new
employees who have not yet completed their probationary period are the
only individuals remaining on a civil service list, the list will be decertified
and a new testing process will be commenced.

5.

Selection

6. All procedures established for selection purposes will provide for selection
based on the knowledge, skills, and abilities of the applicant without
regard to an applicant's race, color, religion, creed, sex, national origin or
ancestry, marital status, familial status, political affiliation, age, physical or
mental disability, sexual orientation, gender identity, veteran status, or
other non-merit factors. Evaluation of applicants will be made only on the
basis of valid, job-related criteria.

7. All applicants or current employees seeking employment or promotion
will be required to participate in all testing procedures except as required
by Iowa Code Chapter 400 in the case of voluntary demotions.

ISSUED BY | Alison M. Fleming, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator
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8. All applicants for full-time positions will be notified of the status of their
application at the conclusion of the selection process.

9. Applicants wishing to protest any facet of the selection process may
contact Human Resources. Applicants may also address the Civil Service
Commission for positions covered by Civil Service.

Probationary Periods and Trial Periods

10. Newly hired employees shall serve probationary periods in accordance
with Iowa Code Chapter 400.

11. A promoted or transferred employee shall serve a trial period to determine
his/her ability to perform the job and his/her desire to remain on the job.
Within the trial period, the employee shall have the right to revert to
his/her previous position. If, in the opinion of the City, the employee's
performance is unsatisfactory in the new position,and the employee must
revert back to his/her previous position, reasons for the action will be
provided to the employee in writing. This paragraph does not apply to

transfers resulting from a reduction in force nor does it apply to employees
represented by Police, Fire, and Transit and non-bargaining employees.

Temporary Appointments

12. The City may temporarily fill a vacancy until it is determined whether there
are applicants with the ability and qualifications to satisfactorily perform
the work involved, in accordance with Iowa Code Chapter 400. Nothing
herein shall preclude the City from assigning work during extended
absences.

Civil Service Positions

13. Employment practices pursuant to positions covered under Iowa Code
Chapter 400 will comply with such code and the Davenport Civil Service
Commission Rules and Regulations.

ISSUED BY | Alison M. Fleming, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator /^̂
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Positions Exempt from Civil Service

14. Human Resources will determine the positions that qualify as exempt
from Civil Service pursuant to the current state law. These classifications
are subject to change pursuant to amendments in the state law or
departmental reorganization.

15. Appointments, promotions, or transfers to full-time positions exempt from
Civil Service will be made by the Human Resources Department.

16. All employees in positions exempt from Civil Service are considered
employees at-will pursuant to state law. An employee's continued
employment will be contingent upon performance, continuation of the
position, and common law regarding employment at-will.

17. The hiring or appointment selection process will be established by the
Human Resources Department and Department Director and/or City
Administrator.

Alison M. Fleming, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator ^
ISSUED BY |
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City of Davenport Administrative Policy
Policy Number 1.3
Subject | Access to Personnel Files
Effective Date | September 22, 2020

General Policy:
It is the policy of the City of Davenport to permit access by all City
employees to their own personnel files. Access to these files and the
information contained in them will be limited to authorized personnel.

Scope:
All employees.

Provisions:
1. City employees will be permitted access to their employment files during

normal office hours in the Human Resources Department. Employees
will be permitted to examine, take notes, and make copies of any
materials contained in their file. Employees wishing to examine their
files must have the permission of their supervisor or Department
Director to leave during working hours. A member of the Human
Resources Department must be present during this examination.

$

2. An employee may request correction of any alleged misinformation
contained in these files. If this request is denied, the employee will
receive an explanation of the reason thereof, and will be permitted to
place a concise statement of disagreement in the file.

3. Access to an employee's personnel file will be limited to the employee,
the Human Resources Department staff, Department Director, and those
others who will be directly involved in making a decision as to terms and
conditions of employment.
In accordance to Iowa state law, the information placed in the
employee's personnel file as a result of disciplinary action may become
a public record. Disciplinary action that is a public record includes
resignation in lieu of termination, discharge, or demotion to a lower job
classification.

ISSUED BY | Mallory L. Merritt, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator
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4. The personnel file will contain the employment applications, personnel
actions, performance evaluations, disciplinary actions, gwards and
recognitions, and other documents regarding the employment
relationship.

5. All pre-employment physical reports, medical reports, and laboratory
test results (including drug and alcohol test results) will be maintained
in separate files. Access to these files is limited only to the employee
and selected Human Resources Department staff or the City Attorney or
designee.

6. All documents placed in the personnel file must be approved by the
Human Resources Director or designee.

ISSUED BY | Mallory L.Merritt,Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator
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City of Davenport Administrative Policy
Policy Number 1.4
Subject | Employee Separation Notice
Effective Date | July 1, 2018

General Policy:
It is the policy of the City of Davenport to coordinate the final day of
employment in the case of voluntary resignation or retirement with the
employee's desire and adequate staffing of the Department.

Scope:
All employees.

Provisions:
1. Employees are requested to provide written notice to their immediate

supervisor at least two (2) weeks prior to resignation or retirement from
employment.

2. During the period of transition, employees are required to provide full
cooperation to ensure an orderly continuation of essential work
activities.

3. Employees must report for work on their last day of employment unless
directed and approved by the Human Resources Director.

4. The City has the option of shortening the time period of the resignation
notice so as to comply with the preceding paragraphs or effect a staffing
transition.

5. Employees are required to return all City property by their last day of
employment.

PIMISSUED BY | Mallory L. Merritt, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator
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City of Davenport Administrative Policy
Policy Number 1.5
Subject | Pre-Employment Inquiries
Effective Date | July 1, 2018

General Policy:
It is the policy of the City of Davenport that all pre-employment inquiries
shall be conducted in compliance with applicable laws, and in accordance
with principles of fairness, equal opportunity, job-relatedness, business
necessity, and respect for privacy.
Scope:
All applicants and employees of the City of Davenport,

Provisions:
1. Pre-employment inquiries including employment interviews, reference

checks, and application forms shall consist of job related items
necessary to judge an applicant's competence or qualifications.

2. Pre-employment inquiries shall not include questions regarding race,
color, creed, religion, sex, national origin, age, marital and family
status, disability, economic status, sexual orientation, gender identity
or other factors unrelated to the job.

3. Pre-employment inquiries shall not include questions that are likely to
reveal the existence, nature, or severity of disabilities. Questions about
the ability to perform specific job functions, with or without reasonable
accommodation, may be asked provided all applicants are asked these
questions.

4. The City of Davenport may require post-offer medical examinations if all
entering employees in the same job category are required to take such
examinations.
Applicants will be required to sign, as part of the application form, a
statement authorizing the City of Davenport to conduct or participate in
an investigation of the applicant's work history, credentials, and
personal and police backgrounds. Police background and driving record
may be checked as appropriate to the position applied for. Failure to

5.

mMmISSUED BY | Mallory L. Merritt, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator
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sign the authorization statement may result in the elimination of the
applicant from consideration.

6. All requests for references and information about past or present
employees of the City of Davenport must be forwarded to the Human
Resources Department. Only Human Resources or authorized designees
shall release information of this nature. Information released by the City
shall consist of dates of employment, annual wages, and position only.
Employees or former employees of the City of Davenport who wish to
have additional reference information released must submit a signed
Authorized For Release of Information form detailing the information to
be released and the parties who are authorized to receive such
information.

/1mgmISSUED BY | Mallory L. Merritt,Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator
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City of Davenport Administrative Policy
Policy Number 1.6
Subject | Classification Review (Job Audits)
Effective Date | July 1, 2018

General Policy:
It is the policy of the City of Davenport that City job classifications, based on
job analysis, will be maintained on a current basis.

Scope:
All employees.
Provisions:
Job Audit Review - Reclassification

I. An employee or supervisor may request a job audit.
2. A written report providing a detailed description of the job tasks

performed by the incumbent and the knowledge and skills necessary to
perform these tasks should be submitted to the Human Resources
Department. Information included should document those tasks that
have been added or deleted from the current classification.
The Human Resources Department will review the request and evaluate
the position based upon the information received in the written request
and a job audit including interviews with the incumbent and supervisor.
A recommendation will be made taking into consideration the
appropriateness of the assignment of job duties outside the present
classification and the circumstances that necessitated the change in
position duties.

3.

Upon receipt of the recommendation, the Department Director or
Human Resources Director will determine if a request for reclassification
should be made to the City Administrator or if the additional duties
should be reassigned to another employee. If a reclassification request
is made, the Department Director shall work with the Finance Director
or designee to determine the source and/or availability of funding.

4.

mmmISSUED BY | Mallory L. Merritt, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator
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5. If approved for reclassification, civil service positions will be evaluated
under Iowa Code Section 400.7 (Preference by Service).
If the incumbent does not meet the requirements in Iowa Code Section
400.7, the job will be opened internally for other City employees to have
an opportunity to apply.

6. Situations where only a title change is affected without substantial
change in duties or qualifications shall not be considered
reclassification; however, all title changes must be approved by the City
Administrator or designee.

7. Job classification and the provisions governing it are subject to collective
bargaining agreements.

8. In order to maintain a high quality workforce and to assure equitable
compensation for comparable work, compensation for each position will
take into account the responsibility of the work, the level and difficulty
of the work, the compensation needed to compete in the labor market
and to stay in alignment with other governmental agencies. The
effective date of any salary changes will be determined by the
Department Director, taking into consideration the date of the request
and availability of funding.

Pre-Recruitment Review

9. Managers shall review job classifications prior to posting any job
recruitments. Human Resources is responsible for updating the
description and obtaining approval from the Civil Service Commission
for civil service positions.

TAELiISSUED BY | Mallory L. Merritt,Director of Human Resources
APPROVED BY | Corrin B. Spiegel,City Administrator cSL
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City of Davenport Administrative Policy
Policy Number 1.7
Subject | Termination of Employment
Effective Date | September 22, 2020

General Policy:
It is the policy of the City of Davenport to provide employees with clear
guidelines of termination as defined below.

Scope:
All City employees unless otherwise specified in a collective bargaining
agreement between the parties.
Provisions:
1. The employment relationship shall be considered terminated when an

employee:

a. Quits; or

b. Is discharged; or

c. Retires or is retired; or

d. Is absent for three (3) consecutive working days without notifying the
Employer, and without adequate cause; or

e. Is laid off and fails to report to work within the time specified limits

f. Does not report to work at his/her scheduled time for his/her first
scheduled workday or duty after the termination of an authorized
leave of absence, without notifying the Employer and without adequate
cause.

MIM/ISSUED BY | Mallory L. Merritt, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator

Administrative Policy 1.7 Page 1of1



City of Davenport Administrative Policy

Policy Number 1.8
Subject | Performance Evaluations
Effective Date | July 1, 2021 /QWA^General Policy:

It is the policy of the City of Davenport that supervisors may provide employees
with an annual performance evaluation.

Scope:

All full-time employees unless otherwise specified in a collective bargaining
agreement between the parties or a non-bargaining employee policy.

Provisions:
1. Performance evaluations can be a useful tool in providing employees with

feedback on their performance at work. Performance evaluations should
be job-related and highlight any accomplishments and areas for
improvement during the evaluation period.

2. Supervisors may complete an annual performance evaluation for their
employees. Supervisors should communicate goals and expectations to
employees in advance of the performance evaluation to provide adequate
time for employees to achieve goals and meet expectations during the
upcoming evaluation period.

When completing a performance evaluation, supervisors should avoid
common pitfalls of performance evaluations, including:

3.

a. Lack of differentiation: Providing the same feedback or ratings to all
employees.

b. Recency effect: Placing too much emphasis on the most recent
events and not including information from earlier in the evaluation
period.

Alison M. Fleming, Director of Human ResourcesISSUED BY |
APPROVED BY | Corrin B. Spiegel, City Administrator rffc
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c. Halo/horns effect: Rating an employee as high in all areas because
he/she is highly competent in one area and conversely, rating an
employee low in all areas because he/she is deficient in one area.

d. Personal bias/favoritism: Allowing impressions or personal feelings
toward an employee to dominate the performance evaluation.

e. Inaccurate information/preparation: Failing to seek out relevant
information about the employee's actual performance from those
who work most directly with the employee, resulting in an inaccurate
assessment.

If a performance evaluation is completed, both the employee and
supervisor should sign and date the completed document. The supervisor
should then forward a signed copy to Human Resources to be included in
the employee’s personnel file. If the employee disagrees with the
performance evaluation, he/she may attach a rebuttal. If the employee
refuses to sign,the supervisor should indicate as such on the performance
evaluation.

4.

Alison M. Fleming, Director of Human Resources (\L-~-

APPROVED BY | Corrin B. Spiegel, City Administrator C?C ^
ISSUED BY |
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City of Davenport Administrative Policy

Policy Number 2.1
Subject | Health Insurance
Effective Date | July 1, 2021 /QW
General Policy:

It is the policy of the City of Davenport to make health insurance available to
its full-time employees as defined below.

Scope:

All full-time employees and elected officials. (Part-time employees pursuant
to paragraphs 11 and 12 only.)

Provisions:
1. A full-time employee is defined as an employee who is scheduled and

averages at least 30 hours or more per week during a 12-month
measurement period. Employees hired on a temporary or part-time basis
are not considered full-time employees under this provision.

2. The City provides a health insurance plan for its full-time employees and
their dependents, including medical, prescription drug, dental, and vision
coverage. Premiums shall be set by the City Council as part of the annual
budget process,unless they have been established through the respective
collective bargaining agreements.

Insurance coverage for new employees will be effective upon their date of
hire and will continue in effect through the end of the month in which
separation or retirement from City employment occurs.

3.

4. The above benefit provisions are subject to change based upon availability
of coverage, cost, and other factors and should not be considered as a
continuous guaranteed benefit. The City maintains the right to select a
group carrier to provide these benefits.

5. Upon retirement, employees may continue the health insurance package
at their own expense without proof of insurability to age 65. Retiring

Alison M. Fleming, Director of Human Resources Q J r-
APPROVED BY | Corrin B. Spiegel, City Administrator
ISSUED BY |
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employees may elect to continue the health insurance package for a
spouse and eligible dependents without evidence of insurability by paying
the full premium contribution;however, once the retiree terminates his or
her coverage, coverage for the spouse and/or other dependents will also
terminate. If the retiree has health insurance coverage through another
employer or enrolls in Medicare prior to age 65, the City of Davenport Plan
will become the secondary payer.

6. Retiree is defined as leaving service with the City prior to reaching age 65
and:

Is at least 55 years of age with fifteen (15) or more years of
services with the City on their last day of employment; or

a.

b. Qualifies for a normal retirement as defined by the Iowa Public
Employees’ Retirement System (IPERS); or

Qualifies for a service retirement as defined by the Municipal
Fire and Police Retirement System of Iowa (MFPRSI); or

c.

d. Is granted Retiree status pursuant to a Separation Agreement
with the City.

Upon separation or termination of coverage for reasons other than
misconduct or upon loss of dependent status and other qualifying events,
employees or their dependents may continue the health insurance
package at their own expense without evidence of insurability based upon
the rules and regulations as provided by The Consolidated Omnibus
Budget Reconciliation Act of 1986 (COBRA) as revised by COBRA 1989.

7.

8. Employees and eligible dependents may enroll without medical
underwriting within 31 days of hire or upon a significant qualifying event

as defined by the plan. Enrollment at other times is not permitted with the
exception of open enrollment during November of each year.

ISSUED BY | Alison M. Fleming, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator
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9. The City retains the right to self-insure any or all of the health insurance
benefits or to contract for its coverage.

10. The City will not report physical diagnosis or mental health information for
an individual or disclose such information to any person, except to:

a. Administer claims submitted to a third party payer;

b. Conduct a utilization and quality control review of services;

c. Conduct an audit of claims paid; or

d. As otherwise authorized by law.

11. Part-time employees shall be eligible for health, dental, vision and
prescription drug insurance if required by state orfederal law. Additionally,
part-time employees shall be eligible to purchase either single or family
dental and/or vision insurance underthe group plan attheirown expense.

12. All other employees may receive health insurance benefits subject to a
collective bargaining agreement or upon approval of the City
Administrator.

13. Insurance coverage details for health, dental, vision and prescription drug
benefits and plan design can be found in the Summary Plan Descriptions
and are established by the Plan Administrator. Plan documents shall be
made available on the City’s Intranet and by contacting the Human
Resources Department.

H=-ISSUED BY | Alison M. Fleming,Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator Cfy
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City of Davenport Administrative Policy
Policy Number 2.2
Subject | Employee Assistance Program
Effective Date | July 1, 2018

General Policy:
It is the policy of the City of Davenport to make health insurance available to
its full-time employees as defined below.
Scope:
All full-time employees.
Provisions:
1. Employee Assistance Program services will be available for a variety of

issues including, but not limited to, alcohol and other substance abuse
and addictions, family problems, emotional disorders, and financial
difficulties.
When issues persist to the point that job performance is affected and
the issues cannot be resolved independently or with normal supervisory
coaching, a self-consultation or a supervisory referral may be arranged
with an employee assistance counselor.

2.

3. An employee may voluntarily seek counseling with regard to any issue
that they feel may affect job performance by contacting an employee
assistance administrator.

4. An employee referred to the employee assistance program by their
supervisor may be required to cooperate in seeking assistance and to
secure adequate treatment as may be necessary to resolve the issue.
The confidentiality of employee assistance counseling will be assured.
However, the employee may be required to provide consent for the
counselor to confirm program participation, advise supervisors of
recommended treatments, and assess employee progress.
All reasonable efforts will be made to address external variables that
may be impacting employee job performance before corrective discipline
is taken.

5.
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6. An employee whose job performance remains unsatisfactory while at the
same time refusing treatment may be subject to disciplinary action.

7. Services directly provided by the employee assistance program will be
provided free of charge to employees and their eligible dependents. To
the extent possible, the employee will be advised of the costs associated
with other recommended treatments and the extent to which such other
costs will be defrayed by insurance benefits

8. In instances where it is necessary, leave with pay will be provided to
employees for the initial consultation with an employee assistance
counselor. Sick leave may be granted for treatment on the same basis
as is granted for other health conditions.

Mallory L. Merritt,Director of Human Resources fISSUED BY |
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City of Davenport Administrative Policy

Policy Number 2.3
Subject | Educational Assistance
Effective Date | July 1, 2021

General Policy:

The City of Davenport recognizes that education is a continuing process and
that additional professional training can result in improved performance by its
employees. Therefore, the City will provide financial assistance to employees
who successfully complete approved college credit coursework as a means of
preparing for increased responsibility within the City of Davenport.

Scope:

All full-time employees.

Provisions:
Approved Courses

1 Approved courses may include correspondence, internet courses, as well
as those requiring class attendance, but must be offered by an accredited
school.

Approved courses are those necessary for obtaining an Associate’s,
Bachelor’s, and/or Graduate Degree.

2.

3. Courses must be related to the employee’s current and/or future job
responsibilities with the City and approved in advance by the Department
Director and Human Resources Director.

Reimbursement

4. A passing grade must be received to be eligible for reimbursement.
Reimbursable expenses include tuition and other fees specifically charged
by the school, plus the cost of required books, up to a total maximum of
$3,000 per calendar year, unless otherwise specified by an applicable
collective bargaining agreement or non-bargaining employee policy.

Alison M. Fleming, Director of Human ResourcesISSUED BY |
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Taxability of eligible reimbursements will be governed by the IRS rules in
the year of reimbursement.

5. Courses will be credited to the calendar year containing the last day of
class.

Reimbursement will be made after the employee submits certification
that the course has been completed with a passing grade and original
itemized receipts of all reimbursable expenses are submitted to the
Human Resources Department.

6.

If an employee receives funding assistance, scholarships, or grants,
reimbursement through this policy will supplement such assistance up to
the annual maximums established by an applicable collective bargaining
agreement or administrative policy. In no case will the combined total
received from the City and other sources of funding exceed the actual
expenses incurred.

7.
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City of Davenport Administrative Policy
Policy Number 2.4
Subject | Deferred Compensation
Effective Date | July 1, 2018

General Policy:
It is the policy of the City of Davenport to provide a plan whereby full-time
employees can defer a portion of their compensation for the purpose of
building retirement security in a tax sheltered investment plan in accordance
with Iowa Code Section 509A and Section 457 of the Internal Revenue Code.
Scope:
All full-time employees.
Provisions:
1. An employee may select any Deferred Compensation Plan Administrator

on the approved provider list for payroll deduction and investment.
2. Payroll Deduction:

a. Payroll deduction forms are available in the Human Resources
Department, Payroll, and online.

b. New enrollments, changes to existing enrollments, and/or
termination of payroll deductions for a plan may be initiated
by an employee at any time during the year.

c. All changes, new enrollments, or deduction terminations must
be provided to payroll staff. Unless the election form specifies
a later effective date, a change in the amount of the Annual
Deferral shall take effect as of the first day of the next
following month or as soon as administratively practical if
later.

d. The minimum employee contribution per paycheck, per the
Plan, is 1% of eligible wages. The City will adhere to Internal
Revenue Service annual allowable contribution limits.

3. Deferred Compensation Plan Administrators:
a. Payroll deductions can be made only for plan providers that have

completed a Deferred Compensation Plan Administrator
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Agreement with the City of Davenport and are on the approved
provider list. The Deferred Compensation Advisory Committee
will review and recommend the provider list to the City
Administrator for approval.

b. The Human Resources Department will maintain files of
Deferred Compensation Plan Administrator Agreements for all
organizations providing deferred compensation plans for City
employees.

c. The City does not solicit nor endorse any of the Plan
Administrator options.

d. The City will not furnish employee information/mailing lists to
current or potential Plan Administrators.

e. Contacts between Plan Administrators and employees must
be done on non-duty hours, except for benefit events
approved by the Human Resources Department.

f. Plan enrollment, change, and withdrawal option forms shall
be signed by the Human Resources Director or designee.

fA flivVISSUED BY | Mallory L. Merritt,Director of Human Resources
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City of Davenport Administrative Policy
Policy Number 2.5
Subject | Family and Medical Leave (FMLA)
Effective Date | July 1, 2018

General Policy:
It is the policy of the City of Davenport to grant up to 12 weeks of family or
medical leave during any 12 month period to eligible employees, in
accordance with the Family and Medical Leave Act of 1993 (FMLA).
Scope:
All City employees.

Provisions:
1. To be eligible for FMLA leave, an employee must:

• have worked for the City for at least 12 months; and

• have worked at least 1,250 hours during the 12 months prior to
the start of the FMLA leave.

2. Family and medical leave will be granted for:

a) a serious health condition that makes the employee unable
to perform one or more of the essential functions of the
employee's job; such as:

i) inpatient care defined as an overnight hospital stay

ii) continuing treatment by health care provider defined as
a period of incapacity of more than three consecutive
calendar days; and either

(1) any subsequent treatment or period of
incapacity relating to the same condition that
involves treatment two or more times by a
healthcare provider; or

(2) one treatment session by a physician which
results in a regimen of continuing treatment by
a health care provider or at least under the
supervision of the health care provider.
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iii) chronic condition defined as a condition that:
(1) requires periodic visits for treatment by a

health care provider;
(2) continues after an extended period of time;

and
(3) may cause episodic rather than a continuing

period of incapacity (e.g. asthma, diabetes,
epilepsy, etc.)

iv) pregnancy or prenatal care

v) permanent or long-term condition defined as the
employee or family member under the continuing
supervision of, but not receiving active treatment by,
a health care provider

vi) multiple treatments defined as the employee or family
member receiving multiple treatments either for
restorative surgery after an accident or other injury,
or for a condition that would likely result in a
period of incapacity of more than three consecutive
calendar days in the absence of medical intervention
or treatments.

b) To care for the employee's spouse, son, daughter or parent with
a serious health condition;

The birth or placement for adoption or foster care of a child.
Military Caregiver Leave: An eligible employee who is a spouse,
son, daughter, parent, or next of kin of a covered service
member with a serious injury or illness will be granted up to 26
workweeks of unpaid leave during a 12-month period to care for
the service member.
Qualifying Exigency Leave; An eligible employee will be granted
up to 12 weeks of unpaid leave during a 12-month period for
qualifying exigencies arising out of the fact that the employee's
spouse, son, daughter, or parent is on active duty, or has been

c)

d)

e)
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notified of an impending call or order to active duty, in support
of a contingency operation.

3. If the need for the leave is foreseeable, the employee must give a 30
day notice of his/her leave. If the leave is unexpected, the employee
should provide whatever notice is practicable. Failure to provide 30
days' notice for a foreseeable leave may result in a delay of the
commencement of the leave.

4. Employees will be required to complete a FMLA Request Form and
complete the Certification of Physician form (if applicable) within 15
calendar days from the start of the leave. These forms are available in
the Human Resources Department and City Intranet.

5. An employee may take intermittent leave or may work a reduced
schedule subject to the approval of the Department Director.
However, the leave may not exceed the total hours worked in
12 weeks over a rolling 12-month period measured from the date the
employee uses any FMLA leave.

6. An employee's birth or prenatal leave counts towards FMLA, however,
an employee will not be denied birth leave pursuant to Iowa Code
Section 216.6(2).

7. An employee on FMLA leave of absence will be required to charge the
leave time in the following order:

a) Sick leave, if the purpose of the leave qualifies for sick leave
usage.

b) Vacation leave.
c) Holiday leave.
d) Only after exhaustion of all paid leave time, will the employee

go on a non-pay status.
8. An employee, prior to returning to work from an absence of three (3) or

more consecutive calendar days or an intermittent injury related to the
performance of an essential job function requiring physical activity, shall
provide the employer with a fitness for duty certification from the
employee's health care provider which states that the employee is able

Mallory L. Merritt,Director of Human ResourcesISSUED BY |
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to return to work. The City may refuse to allow the employee to return
to work until such certification is provided.

9. If the City questions the validity of a medical certification, it may require
the employee to obtain a second opinion at the City's expense. If the
first and second opinions differ, the City may require the employee to
obtain certification from a third health care provider, at the employer's
expense. Both the employer and employee must agree to the provider
of the third opinion. The third opinion is final and binding.

10. Upon return from a FMLA leave of absence the employee will return to
their original or an equivalent position unless circumstances would have
affected their position had they not taken the leave.

11. Common or minor ailments such as common cold, the flu, ear aches,
stomach ailments, headaches, etc. do not qualify for FMLA unless
complications arise resulting in incapacity for three or more consecutive
calendar days.

12. Bereavement leave is not counted as FMLA leave.
13. During the period of family leave the City will continue the health,

dental, vision, life insurance and LTD benefits to eligible employees and
their families.

14. Leave beyond 12 weeks not covered by the City's long term disability
plan may result in dismissal. Failure to return to work when scheduled
from a FMLA leave of absence may result in dismissal.
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City of Davenport Administrative Policy
Policy Number 2.6
Subject | Leave of Absence
Effective Date | July 1, 2018

General Policy:
On occasion, circumstances may arise that necessitate an employee's
request for a leave of absence from work. Taking departmental staffing
needs into consideration, it is the policy of the City of Davenport to make
reasonable efforts to comply with leaves of absence based on good and
sufficient reasons.
Scope:
All full-time employees.

Provisions:
t* Employees seeking a leave of absence must submit a detailed request to

their Department Director 30 days prior to the commencement of the
leave. If appropriate, the employee must complete the Family and
Medical Leave Act (FMLA) Request Form, available in the Human
Resources Department and online.

2. The City Administrator may at his/her discretion grant a leave of
absence for good and sufficient reason, setting the terms and
conditions of the leave, including whether or not the leave is to be paid.
Each request for leave will be decided on its own merits.

3. Military leaves of absence will be granted in compliance with federal and
state laws.

4. Leaves of absence will not be granted to seek employment elsewhere or
to engage in employment other than for the City of Davenport.

5. Leaves of absence for candidacy and public service will be granted in
accordance with Iowa Code.

6. Upon return from a leave of absence not to exceed one year, employees
will be returned to their current or an equivalent position unless their

ISSUED BY | Mallory L, Merritt, Director of Human Resources
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position would have otherwise been affected if they were actively at
work.

7. The employee's Civil Service seniority for all classifications held will
cease accruing beginning on day sixty-one (61) of their leave of absence
and will resume accruing upon their return to full duty.

8. An employee's failure to return to work on the date specified as the end
of a leave of absence may result in the employee's termination.

9. Employees on leave without pay from the City shall not accrue leave
during any pay period in which leave without pay results in less than 40
hours of compensable time.

10. If the leave without pay is at the request of the employee for reasons
other than incapacitation to perform duties or FMLA leave of absence,
the City's contribution to health insurance benefits will terminate after
thirty (30) calendar days. The employee will have the option of
remaining on the City plan at his/her own expense during the leave of
absence for a period not to exceed 18 months. The employee's coverage
for Life, Long Term Disability, and Accidental Death & Dismemberment
Insurance will terminate after thirty (30) calendar days. The employee
will become eligible for all insurance coverage upon his/her return to full
duty.
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City of Davenport Administrative Policy
Policy Number 2.7
Subject | Absenteeism Due to Emergency Event
Effective Date | July 1, 2018

General Policy:
It is the policy of the City of Davenport to maintain City services to the
extent possible during periods of emergency, and there is an expectation
that employees report to work as scheduled or as requested to restore City
services unless otherwise notified or approved by an employee's Department
Director or their designee.
Scope:
All employees.
Provisions:
1. The City Administrator may limit certain city operations during

emergency events. When this occurs, employees may be notified by
their Department Director or their designee, not to report for their
workday or to leave or end duties before the end of a scheduled
workday. All employees who have been requested not to report to
work, or to work a shortened workday, shall be required to use
vacation, holiday, or compensatory leave for the time the employee is
not on duty, unless otherwise defined by union contract. Employees
ineligible for leave shall not be compensated for time off. All other
compensation for time worked shall be in accordance with City
Administrative Policy and/or Union Contract.

2. This policy does not prohibit employees from requesting time off.
Requests for time off or to report late shall not be unreasonably denied.

wfo/d-
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City of Davenport Administrative Policy
Policy Number 2.8
Subject | Benefits for Part Time Employees
Effective Date | July 1, 2018

General Policy:
It is the policy of the City of Davenport to grant its employees paid leave in
observance of specific holidays, pursuant to administrative policies and
existing collective bargaining agreements.
Scope:
All part-time, non-bargaining employees.
Provisions:
1. All part time employees will be limited to 1,559 of paid hours per

applicable measurement period.
A regular, part-time employee is defined as an employee who is
scheduled to work up to an average of 20 hours per week on a year-
round basis.

2. Pay rates for part-time employees will be established by the City based
on the job duties of the position.

3. On the second paycheck each November, all part-time employees will be
credited paid leave hours based on the number of straight time hours
worked the previous year, in accordance with the following schedule:

Hours worked previous Nov. 1- Oct. 31
Bank
From 350 hours to under 520 hours
From 520 hours to under 1,040 hours
From 1,040 hours to under 1,300 hours
From 1,300 hours to under 1,560 hours

Paid Leave
(Hours)
10 hours
20 hours
40 hours
60 hours

All Paid Leave Bank hours not used on or before October 31st of each
year will be paid to the employee on the second payroll in November.

fSchmiMallory L. Merritt, Director of Human ResourcesISSUED BY |
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4. An employee who works six or more months in a calendar year will
qualify for coverage under the Iowa Public Employees' System (IPERS).

5. A part time employee may not be re-employed by the City to any part
time or seasonal position for at least 14 weeks from their last date of
employment.

6. The above provisions detail the full extent of the benefit eligibility
afforded to permanent part-time employees. Any exceptions to benefit
eligibility for part-time employees must be approved by the City
Administrator.
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City of Davenport Administrative Policy
Policy Number 2.9
Subject | Benefits for Seasonal Employees
Effective Date | July 1, 2018

General Policy:
During certain seasons of the year, it may be necessary to supplement the
permanent workforce with temporary seasonal employees. Employees hired
temporarily during these peak seasons do not sustain any permanent
employment relationship with the City.
Scope:
All seasonal employees.
Provisions:

A seasonal employee is defined as an employee who is hired for a
predetermined period of time not to exceed six (6) consecutive months.
The nature of the seasonal work must also be linked to a time of the
year or a season.

1.

2. A City employee may not be re-employed by the City to any seasonal
position for at least 14 weeks from their last date of employment.
Pay rates for seasonal employees will be established by the City based
on the job duties of the position. Seasonal employees rehired for
consecutive seasons may be granted an annual increase based on
satisfactory performance within the established range for the position.

3.

Seasonal employees may be scheduled to work 40 hours a week. Hours
worked in excess of 40 within the payroll week (12:01 AM Sunday
through 12:00 PM Saturday) will be paid at one and one-halftimes the
employee's regular rate of pay in accordance with the provisions of the
Fair Labor Standards Act.
• Employees of the Parks and Recreation Department qualifying for

the exemption from the provisions of the FLSA under Section
13(a)(3) will receive their straight time hourly rate for all hours
worked.

4.
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5. Due to the temporary nature of these positions, seasonal employees will
not qualify for any benefits or benefit accruals including insurance
benefits.
However, an employee who is paid for six or more consecutive months
will qualify for coverage under the Iowa Public Employees' Retirement
System (IPERS).
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City of Davenport Administrative Policy
Policy Number 2.10
Subject | Donation of Leave for Catastrophic Illness/Injury
Effective Date | July 1, 2018

General Policy:
The City of Davenport recognizes that an employee or family member, as
defined below, may suffer from a catastrophic illness or injury resulting in

. circumstances where the employee may lack sufficient leave to be absent
from work with pay. In these circumstances, employees may desire an
opportunity to donate hours to assist the affected employee.
Scope:
All employees.
Provisions:
1. An employee may request the donation of leave by completing the

Catastrophic Leave Request Form. The Human Resources Director or
designee will approve qualifying donation requests.
"Catastrophic illness or injury" means a physical or mental illness or
injury, as certified by a licensed physician that will result in the inability
of the employee to report to work for more than 60 calendar days on a
consecutive or intermittent basis in the following twelve (12) months.
"Family catastrophic illness or injury" means an illness or injury of an
immediate family member (spouse, dependent children, or parents)
which a physician has certified will likely result in the inability of the
employee to report to work for more than 60 calendar days on a
consecutive or intermittent basis in the following twelve months to care
for the ill or injured immediate family member.

2. An employee may qualify to have hours donated if the employee/family
member is suffering from a catastrophic illness and the employee has
exhausted or will exhaust during the payroll cycle, all of their leave
balances.

3. Employees will be permitted to donate time to a specific employee
during the specified donation period. The Department Director or
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designee will notify employees within the department that donations are
being accepted. Employees outside the department will not be notified
but may offer to donate hours. The hours donated may come from the
employee's vacation, compensatory time, or holiday balances.
Employees may donate up to a maximum of 50% of their current leave
balance for these categories. An employee shall not be permitted to
donate sick leave. All donations must be made on the authorized form.
All hours donated are non-refundable regardless if they are utilized by
the employee.

4. Donated hours will be placed in the employee's sick leave bank. Hours
will be donated and received on an hour-for-hour basis.

5. Employees may receive up to 1,000 donated hours per eligible request.
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City of Davenport Administrative Policy

Policy Number 2.11
Subject | Supplemental Compensation
Effective Date | July 1, 2021

General Policy:

It isthe policy ofthe City of Davenport to provide supplemental pay asoutlined
below to ensure employees are fairly compensated.

Scope:

All full-time employees as specified below.

Provisions:

Uniform Allowance

1. Employees holding the positions specified below will be provided a
uniform allowance as outlined below:

Code Enforcement Officer I and Code Enforcement Officer II: $550.00 per
year, payable in two equal payments of $275.00 on the first pay periods of
August and February.

Lead Civilian Crime Scene Technician and Civilian Crime Scene
Technician: $550.00 per year, payable in two equal payments of $275.00
second pay period in January and July.

Community Service Specialist: $550.00 per year, payable in two equal
payments of $275.00 second pay period in January and July.

Property/Evidence Storage Technician: $250.00 per year, payable in two
equal payments of $125.00 on the second pay periods of January and July.

Lead Police Services Generalist and Police Services Generalist: $250.00 per
year, payable in two equal payments of $125.00 on the second pay periods
of January and July.
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Required Licenses and Certifications

2. If the City requires an employee to possess a valid Commercial Driver’s
License (CDL) as a continuing condition of employment, the City shall pay
the full cost of the CDL

3. If the City requires an employee to possess a certification, the City shall pay
the cost of obtaining and maintaining said certification.

Tool Allowance

Employees in the following classifications are eligible for a $500 tool
allowance: Mechanic, Senior Mechanic, Vehicle Refinisher, Electrician,
Lead Maintenance Specialist, Maintenance Specialist, Senior Maintenance
Specialist (General, Plumber, Painter, Electrician, and Carpenter),
Maintenance Mechanic, Auto Electrician, and Welder. The Equipment
Services Workers who are required to have tools are eligible for $300.

4.

The provisions of this Section are to be applied only in those instances that
the City requires that the employees furnish their own tools for the job-

related work. Payments under this Section shall be made the first payday
in August. New employees in the aforementioned classifications will
receive their first tool allowance on their first payday in August. For any
time worked before their first payday in August, they will receive an
additional tool allowance pro-rated on a quarterly basis.
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City of Davenport Administrative Policy

Policy Number 2.12
Subject | Long-Term Disability
Effective Date | July 1, 2021 RAVI'S''General Policy:

It is the policy of the City of Davenport to provide its regular full-time
employees with income protection in the event of a long-term medical
disability which would restrict their ability to perform gainful work and to earn
a livelihood.

Scope:

All full-time employees unless otherwise specified in a collective bargaining
agreement or other administrative policy.

Provisions:
1. A full-time employee is defined as an employee who is scheduled and

averages at least 30 hours or more per week during a 12-month
measurement period. Employees hired on a temporary or part-time basis
are not considered full-time employees under this provision.

2. The City will provide long-term disability insurance and will pay the full
premium costs for eligible employees.

3. Coverage for new employees will begin after 30 days of employment with
the City.

The plan will integrate with social security, workers’ compensation, or
other disability income to provide 70% of the employee’s gross monthly
salary, from all wage sources combined after a 90 day elimination period.

4.

5. Benefits underthe plan will continueforthe duration ofthe disability until
the employee reaches 65 years of age. For employees age 62 or older at
the time ofthe disability, benefits will continue for a scheduled period of
time beyond age 65 as provided by law.
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Accrued sick leave and other accrued leave time shall be used by
employees during the 90-day elimination period.

6.

7. Medical proof of disability may be required at anytime to support benefit
continuation and employees must be under the care of a medical doctor
to qualify for disability benefits.

8. Vacation, holiday and sick leave shall be accrued in accordance with the
applicable collective bargaining agreement or non-bargaining
administrative policy.

Insurance coverage details for long-term disability benefits and plan
design can be found in the Summary Plan Description and are established
by the Plan Administrator. Plan documents shall be made available on the
City’s Intranet and by contacting the Human Resources Department.

9.
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City of Davenport Administrative Policy

Policy Number 2.13
Subject | Life Insurance
Effective Date | July 1, 2021

General Policy:

It is the policy of the City of Davenport to provide non-contributory life
insurance to full-time employees.

Scope:

All full-time employees unless otherwise specified in a collective bargaining
agreement or other administrative policy.

Provisions:

A full-time employee is defined as an employee who is scheduled and
averages at least 30 hours or more per week during a 12-month
measurement period. Employees hired on a temporary or part-time
basis are not considered full-time employees under this provision.

1.

2. Each employee shall be provided life insurance coverage in the amount

of twenty thousand dollars ($20,000), or two times their annual salary
whichever is greater, which the employee may convert, upon retirement,
to a self-funded policy at privately offered premium rates.

Life insurance coverage will be provided at no cost to the employee.3.

Upon the death of a covered employee, payment of the full amount of
the insurance coverage will be made to the beneficiary previously
designated by the employee. Payment of benefits for those employees
who have declined to designate a beneficiary or whose beneficiary
precedes them in death will be made to the employee’s estate.

4.

5. The City retains the right to self-insure the above life insurance benefits
or contract for their provision.
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Insurance coverage details for life insurance benefits and plan design
can be found in the Summary Plan Description and are established by
the Plan Administrator. Plan documents shall be made available on the
City's Intranet and by contacting the Human Resources Department.

6.
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City of Davenport Administrative Policy

Policy Number 3.1
Subject | Disciplinary Actions
Effective Date | March 1, 2020

General Policy:
It is the policy of the City to address employee misconduct and/or behavioral
issues and/or work deficiencies in a fair and equitable manner.

Scope:
All employees.

Provisions:

1. When a supervisory authority believes disciplinary action may be
appropriate, the Department Director, supervisory authority, or
designee will review the matter and any supporting documentation
with the Director of Human Resources or designee to determine what
action is appropriate. If further investigation is felt to be warranted,
an investigation will occur by either Human Resources or the City's
Legal Department, unless specified differently in a departmental
policy that has been approved by the City Administrator and Human
Resources Director. If no further investigation is needed, a meeting
will be scheduled between the Department Director or designee and
the employee. At this pre-disciplinary meeting, the employee will be
advised that disciplinary action is being considered, be presented with
the reasons for disciplinary action, and will be given an opportunity to
present an explanation or any mitigating circumstances. An employee
may request a 24-hour delay in order to have an attorney or union
steward present at the meeting.

Failure to be truthful during an investigation process may result in
additional disciplinary actions up to and including termination.
The City's Legal Department may be used to perform investigations
and interviews at any point in the process or otherwise consulted.
The City Attorney may also initiate and conduct an investigation into
employee misconduct or neglect of duties and present the findings to
the appropriate supervisory authority and/or Human Resources.

ISSUED BY | Mallory L. Merritt, Director of Human Resources
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2. The employee may be placed on paid administrative leave pending
further investigation and/or disciplinary action and a pre-disciplinary
meeting will be scheduled at the earliest possible opportunity. Failure of
an employee to attend a scheduled pre-disciplinary meeting constitutes
sufficient grounds to terminate employment. If the employee fails to
attend the scheduled meeting, the employee will be notified in writing of
the disciplinary action taken.

3. When the disciplinary action will involve discharge, demotion, or
suspension, the "Notice of Action Taken" form must be completed by the
Department Director or designee. No discharge, suspension, or
demotion shall take effect prior to concurrence by the City
Administrator. The effective date of the action is the date on the "Notice
of Action Taken" form.

4. The employee will receive a copy of the "Notice of Action Taken" and a
copy will be placed in the employee's personnel file.

5. Suspensions shall be served on the duty dates immediately following the
imposition of the disciplinary action, unless department staffing
necessitates otherwise. All lengths of suspension are for duty dates, not
calendar days.

ISSUED BY | Mallory L. Merritt, Director of Human ResourcesKKAjjIM*/
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City of Davenport Administrative Policy

Policy Number 3.2
Subject | Employee Conduct
Effective Date | July 1, 2021

General Policy:

City employees are expected to conduct themselves in an ethical and honest
manner in the workplace and in recognition that they represent the City of
Davenport. Employees are prohibited from engaging in any conduct which
could reflect unfavorably upon the City of Davenport. Employees must also
avoid any action which might result in or create the impression of using public
office for private gain, giving preferential treatment to any person, or losing
impartiality in conducting City business.

Scope:

All employees.

Provisions:

Impartiality & General Conduct

1. City employees are expected to conduct themselves with honesty and
integrity in the workplace and in workplace interactions.

No City employee may grant or make available to any person any
consideration, treatment, advantage, or favor beyond that which it is the
general practice to grant or make available to all citizens.

2.

3. City employees must refrain from securing special privilege or exemption
for themselves or other individuals beyond that which would be available
to all citizens.

4. Employees must not use privileged information for their own advantage
or to provide other individuals with advantages or with information which
could be used for advantage. Each employee is charged with the
responsibility of ensuring that any information released is made available
to the general public.

W-ISSUED BY | Alison M. Fleming, Director of Human Resources
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Fraternization

5. For purposes of this policy, a relationship is defined as familial or other

associations such as romantic or sexual or living in the same household.

“Family" as used herein means parents, step-parents, grandparents, in-

laws, spouses or domestic partners or common-law spouses or

cohabitants, children, step-children, adoptive children, grandchildren,
siblings, uncles or aunts, nieces or nephews, or any person related by

blood or marriage within the third degree of kinship by civil law.

6. To avoid instances in which the hiring process or any term or condition of

employment is or may be inappropriately influenced by relationships as

defined by this policy, the following relationships must be disclosed to the

Human Resources Director and will be subject to provisions 7b and 7c:

a. Relationships requiring disclosure by both parties include:

i. Supervisory Function: An employee in a relationship as

defined by this policy with a direct subordinate employee

or direct supervisor.

ii. Appointment Function: An employee in a relationship as

defined by this policy with any employee who has

appointment power for the employee’s position within the

organization.

iii. Conflict of Interest: An employee in a relationship as

defined by this policy with any employee that creates a

conflict of interest where an employee’s duty to or services

for the City is or could be compromised by the employee’s

self-interest or the interest of another employee with

whom the employee is associated.

H=-ISSUED BY | Alison M. Fleming, Director of Human Resources
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b. Within thirty (30) calendar days of any required disclosure, the
Human Resources Director, in consultation with the appropriate
Department Director, Corporate Counsel, and/or City
Administrator, will provide the involved employee(s) with available
employment change options, which may include, but will not

limited to:

i. One employee may apply to transfer to another area.
ii. The reporting structure in the work unit may be revised in

the City’s discretion.

iii. In the case of potential conflicts of interest, work
alternative arrangements may be permitted. Said
arrangements would be documented in writing, approved
by the City Administrator and Corporate Counsel, and
executed by all involved parties.

c. Upon the presentation of employment change options, the

involved employee(s) will be provided thirty (30) calendar days to

execute the change options provided by the Human Resources

Director. Failure to elect and execute an available employment
change option will result in disciplinary action, up to and including

termination.

Sexual misconduct is prohibited in the workplace. For purposes of this
policy, sexual misconduct means an employee is or has engaged in sexual

activity on or in City property, or while said employee is on duty.
Employees who are found to have engaged in sexual misconduct are
subject to disciplinary action, up to and including termination.

7.

Use of Public Property

8. No City employee shall request, use, or permit the use of any publicly
owned property, vehicle, equipment, labor, service or supplies (new,

#=•
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surplus, scrap or obsolete) for the personal convenience or advantage of
any person.

9. If an employee determines that he or she has an outside interest which
may be affected by City of Davenport plans or activities, or result in a
conflict of interest, the employee must immediately report the situation
to their Department Director.

10. Violation of any provision of this policy may be cause for disciplinary action
up to and including termination.

Gift Law

All employees of the City of Davenport are required to follow the gift law
under State Code.

11.

A "gift" is anything of value in return for which legal consideration of equal
or greater value is not given and received.

12.

Exceptions: The State Code provides several exceptions to the prohibition
which allows the employee or official to receive gifts in some cases. Some
common exceptions are:

a. Nonmonetary items with a value of three dollars or less
received from any one donor during one calendar day.

Informational material related to the employee's or official's duties.
Anything received from any relative within the fourth degree by
kinship or marriage unless the relative is acting as an agent for
someone not related.

d. Items available or distributed free to the general public.

e. Plaques or items of negligible resale value.

Some expenses for food, beverages, registration, travel, or lodgings
given in exchange for participation in a panel or speaking
engagement.

13.

b.
c.

f.

ISSUED BY | Alison M. Fleming, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator £*>

Page 4 of 5Administrative Policy 3.2



Gifts of food, beverages, travel or lodging to the official or
employee representing an agency whose sole purpose is to attract
a specific new business, encourage expansion or retention of an
existing business or develop markets for Iowa businesses or
products.

9 -

The above is illustrative only and not a complete list.

Whistleblower Protection

14. City employees are encouraged to report information if they reasonably
believe the information is a violation of state or federal law, City
administrative policy or creates a specific danger to public health or safety.
Employees who report such activities in good faith will not be subject to
retaliation. If employees feel they have been the subject of retaliation, they
should contact the Human Resources Director or Corporate Counsel.

ISSUED BY | Alison M. Fleming, Director of Human Resources Ouhr̂
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City of Davenport Administrative Policy
Policy Number 3.3
Subject | Media Communications
Effective Date | July 1, 2018

General Policy:
The City of Davenport seeks to have an effective and productive relationship
with media outlets that includes responding to media inquiries promptly,
fairly, and accurately. Department Directors, in collaboration with City
Administration, are responsible for coordinating media responses in their
respective departments. Employees are not authorized to speak to the
media as representatives of the City of Davenport without authorization from
their Department Director.
Scope:
All employees.

Provisions:
1. Public Disclosure: It is the policy of the City of Davenport to meet all

requests for information and documents within the constraints of Iowa
Code Chapter 22 during normal business hours.

2. Media Releases: All official releases distributed to the media should be
distributed on City or Departmental letterhead and be approved by the
Department Director. The release should include the date and name of
the City staff person who will serve as a media contact person for
inquiries for additional information. When practicable, media releases
should be reviewed by City Administration prior to release. All City
media releases should include City Administration on the distribution
list.

3. Media Inquiries:

a. Spokesperson: The Department Director and/or his or her
authorized designee(s) can respond to media inquiries, including
interviews. When practicable, responses to or interview topics from
media inquiries should be reviewed with City Administration prior to
distribution. All City responses to media release should include City
Administration on the distribution list. City Administration may

Mallory L. Merritt,Director of Human ResourcesISSUED BY |
APPROVED BY | Corrin B. Spiegel,City Administrator
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during items of major importance, designate a specific City
spokesperson.

b. Employees: Employees who have not received direct and explicit
authorization from their Department Director may not respond to
media inquiries in their capacity as City of Davenport employees.
Nothing in this policy shall be construed as a restriction on the right
of employees to speak with the media so far as that communication
may not be construed as speaking on behalf of the City of
Davenport.

c. Litigation: Employees should not respond to media inquiries
regarding an issue involving City litigation or offer legal opinions on
City policies or activities. All media inquiries regarding present or
future litigation should be directed to the City Administrator or
Corporation Counsel.

d. Personnel Matters: All media inquiries.regarding personnel matters
and disciplinary actions not involving current or past litigation
should be referred to the Human Resources Director.

MJ jvdISSUED BY | Mallory L Merritt, Director of Human Resources
APPROVED BY | Corrin B. Spiegel,City Administrator
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City of Davenport Administrative Policy
Policy Number 3.4
Subject | Secondary Employment
Effective Date | July 1, 2018

General Policy:
City employees shall not engage in secondary employment that would in any
way adversely affect the employee's job performance in City employment or
violate state law.
Scope:
All employees and elected officials.

Provisions:
1. Employees may engage in secondary employment subject to approval

by their Department Director or designee.
City employees may not engage in secondary employment which in any
manner interferes with proper and effective job performance, results in
a conflict of interest, or may subject the City of Davenport to public
criticism or embarrassment.

2.

3. No City employee shall engage in any outside employment or activity
which is in conflict with the person's official duties and responsibilities.
Situations in which an unacceptable conflict shall be deemed to exist
shall include, but not be limited to, any of the following:

a. The outside employment or activity involves the use of City
time, facilities, equipment, uniform, business card, or other
evidences of office or employment to give the person or
member of the person's immediate family an advantage or
pecuniary benefit that is not available to other similarly
situated members or classes of members of the general
public. This paragraph does not apply to off-duty peace
officers who provide private duty security or firefighters or
emergency medical care providers who provide private duty
fire safety or emergency medical services provided that the
person has secured prior approval.

rwlWISSUED BY | Mallory L. Merritt, Director of Human Resources
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b. The outside employment or activity involves the receipt of,
promise of, or acceptance of money or other consideration by
the employee or a member of the person's immediate family,
for the performance of any act that the employee would be
required or expected to perform as a part of s their regular
duties or during the hours during which the person performs
service or work.

c. The outside employment or activity is subject to the
official control, inspection, review, audit, or enforcement
authority of the person, during the performance of the
person's duties of office or employment.

4. If the employee's Department Director determines that such secondary
employment is disadvantageous to the City, the employee will be
notified in writing that the employee must terminate either the
secondary employment or employment with the City.

5. Employees may not engage in outside employment while on sick leave,
including worker's compensation and on-the-job injury leave, without
the written approval of the Department Director or designee.

( ]
mwmiMallory L. Merritt,Director of Human ResourcesISSUED BY 1
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City of Davenport Administrative Policy
Policy Number 3.5
Subject | Political Activity
Effective Date | July 1, 2018

General Policy:
Employees of the City of Davenport may exercise their rights as citizens to
express their opinions and vote subject to the provisions stated in this
policy.
Scope:
All employees.

Provisions:
City employees shall not, while performing official duties or while using
City equipment at the person's disposal by reason of the position, solicit
in any manner contribution for any political party or candidate or
engage in any political activity during working hours that impairs the
efficiency of the position or presence during the working hours. An
employee who is a candidate for any elective public office shall not
campaign while on duty.

1.

2. City employees who supervise other employees shall not directly or
indirectly solicit the person supervised to contribute money, anything of
value or service to a candidate seeking elections, or a political party or
candidate's political committee.
City employees shall not wear during working hours or have posted on
City property any political advertising or endorsements.

3.

An employee who is a candidate for elective public office shall upon
written request be given a leave of absence in compliance with Iowa
Code. An employee who is elected to a municipal, county, state, or
federal office shall upon written request be given a leave of absence in
compliance with Iowa Code.

4.

WvO >[/i /ISSUED BY | Mallory L. Merritt, Director of Human Resources
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City of Davenport Administrative Policy

Policy Number 3.6
Subject | Vehicle and Motorized Equipment Use
Effective Date | March 1, 2020

General Policy:
Individuals operating vehicles and motorized equipment for City business are
responsible for doing so safely and in accordance with all applicable
Departmental rules, the City's Fleet Risk Management Plan, and applicable
local, state and federal laws.
Scope:
All employees and elected officials.

Provisions:
All employees who operate a city vehicle, equipment or personal
vehicle for business purposes are required to complete driver training.1.

City vehicles are to be driven only by authorized personnel. Passengers

in City vehicles are restricted to City employees and/or individuals on
City business.

2.

Employees shall not use a mobile communication device to write, send,
or view electronic messages while driving. This does not include a
digital dispatch system or two-way voice radio communication. With
the exception of transit operators, a hands free device may be used for
conversations permitting a single button to initiate or terminate a call.
These restrictions do not apply to calls made to report an emergency.
In all such cases, all precautionary measures should be practiced.

3.

Employees are required to report vehicles or equipment observed to be
in unsafe or inoperable condition before operating, or as the condition
becomes known as well as motor vehicle accidents to their immediate
supervisor immediately.

4.

Employees demonstrating poor driving habits or skills shall not be
allowed to operate city vehicles without additional training. Continued
demonstration of poor driving habits or skills may result in discipline up
to and including termination.

5.

ISSUED BY | Mallory L. Merritt, Director of Human Resources
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6. Incidents involving theft of a city vehicle/equipment or items in the
vehicle are to be reported upon discovery of the incident to the
employee's immediate supervisor and DAVENPORT POLICE
DEPARTMENT.

7. City vehicles are intended for use in conducting City business only. City
employees shall not use City vehicles for personal purposes while on or
off duty, with the limited exception of the commuting provisions
outlined below.

In those instances where a bona fide business purpose exists, an
employee may be assigned a vehicle to drive to and from work and
the employee's residence. Passengers for the commute are
restricted to other City employees specifically authorized to
commute in the vehicle.

A.

Employees commuting to or from work in a City vehicle as the driver
or a passenger must document the number of one-way commutes
and report this information to the City's Finance Department. The
commuting value will be reported and taxed as compensation in
accordance with IRS regulations.

B.

C. IRS code exempts certain specific vehicles from compensation
reporting and taxation:

1. clearly marked police and fire vehicles,
2. unmarked law enforcement vehicles driven by a full-time law

enforcement officer,
3. other specially equipped vehicles that are unlikely to be

useful for personal purposes, such as heavy cargo vehicles or
delivery vehicles with driver seating only, if they are
clearly marked on the exterior as City property.

While these vehicles are exempt from IRS compensation reporting and
taxation, all other provisions of the City's policies on vehicle use are
applicable.

ISSUED BY I Mallory L. Merritt, Director of Human Resources
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8. City employees may only use personal vehicles for official City business
when authorized by the Department Director or immediate supervisor.
Employees authorized to use a personal vehicle shall do so in
accordance with this policy. In the event of accident, authorized
employees are covered by workers compensation and the City for
liability in excess of an employee's personal auto liability policy.
Authorized employees are not covered by the City for property damage
to the employee's personal vehicle.

Mallory L. Merritt, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator Q)
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City of Davenport Administrative Policy

Policy Number 3.7
Subject | Use of City Communications Equipment
Effective Date | July 1, 2021

General Policy:

The City issues communication equipment to employees and elected officials
for use in conducting City business only. Individuals issued communication
equipment are responsible for due care and diligence in use and physical
protection of the City's equipment.

Scope:

All employees and elected officials.

Provisions:
Communication equipment includes telephones, mobile devices, radios, and
any other communication equipment provided to employees and elected
officials to assist in performing their official duties.

Telephones

1 The City's telephones are intended for use in conducting City business
only. Employees are strongly discouraged from using telephones for
personal use, other than to receive or make an occasional brief telephone
call.

Records of telephone numbers called and length of calls from City
telephones are public records to the extent required by law. The City has
the right to access and disclose this information accordingly.

2.

3. The City hasthe right to monitortelephone usage, including the recording
of calls, if there is reasonable suspicion that use of the telephone violates
criminal or civil law, when there may be a significant adverse effect on the
City or its employees, or to address customer service or employee
performance issues.

ISSUED BY | Alison M. Fleming, Director of Human Resources (XJc~
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Although the City does not intend to monitor the use of every City
telephone, excessive personal use will subject the employee to disciplinary
action.

4.

5. Supervisors requesting access to City telephone records and/or desiring
to record calls for a business purpose must obtain the advance written
approval from two (2) of the following: Human Resources Director,
Corporate Counsel, or City Administrator or their designees.

Mobile Devices

6. The City's Information Technology (IT) Department will issue phones upon
request to elected officials, or to employees upon approval of the
applicable Department Director or designee.

Phones are issued for City business use only. To ensure compliance with
IRS rules, personal calls must be brief, and the number of such calls must

be minimal. Excessive use of City phones for personal use will subject the
employee to disciplinary action.

7.

8. Each phone issued will be assigned to a City employee or elected official
who is responsible and accountable for the phone's usage.

Employees who are assigned phones are responsible for the physical
safeguarding of the phone, and must return them in good operating
condition when their assignment is completed or changed. Lost or stolen
phones must be reported to the City's IT Department immediately to
protect the City from unauthorized use.

9.

10. Records of telephone numbers called and length of calls from City phones
are public records to the extent required by law. The City reserves the
right to access and disclose this information accordingly.

11. The City reserves the right to monitor mobile devices if there is reasonable
suspicion that use of the phone violates criminal or civil law, or has a
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significant adverse effect on the City or its employees, causing potential
liability or injury.

12. As with other types of authorized work, all time spent by non-exempt

(hourly) employees using mobile devices for work purposes will be
considered hours worked; the time is compensable and will count toward
overtime eligibility as required by law.

13. Non-exempt employees should not check for, read, send, or respond
to work-related e-mails outside their regularly scheduled work hours
unless pre-authorized by management to do so. Non-exempt

employees using mobile devices for work-related correspondence during
unauthorized times may be subject to discipline for violating this policy.

14. Supervisors requesting access to City mobile devices usage records for a

business purpose must obtain the advance written approval from two (2)

of the following: Human Resources Director, Corporate Counsel, or City
Administrator or their designees.

Radios

15. Applicable department directors or their designee will issue radios on an
as-needed basis. Radio communications are to be for City business only.

16. Each radio issued will be assigned to a City employee who is responsible

and accountable for its usage.

17. The individual assigned a radio is responsibleforthe physical safeguarding

of it, and must return it in good operating condition when their
assignment is completed or changed. Lost or stolen radios must be
reported to the employee’s supervisor immediately.

18. The City has the right to monitor any radio usage if there is a reasonable
suspicion that use of it violates criminal or civil law, or has a significant

adverse effect on the City or its employees, causing potential liability or
injury.

Alison M. Fleming, Director of Human ResourcesISSUED BY |
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19. Supervisors requesting access to City radio records for a business purpose
must obtain the advance written approval from two (2) of the following:
Human Resources Director, Corporate Counsel, or City Administrator or
their designees.

Other Provisions

20. Elected Officials may elect to receive a monthly business allowance of
$175.00 for the purposes of procuring internet and/or cellular
communication services to assist them in their availability to address
matters related to City business in lieu of providing city-owned or leased
equipment. In addition to the monthly business allowance, elected
officials will also be offered the ongoing use of one city-issued tablet or
laptop device.

21. All other business allowances and corresponding amounts will be at the
sole discretion of the City Administrator.

ISSUED BY | Alison M. Fleming, Director of Human Resources
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City of Davenport Administrative Policy

Policy Number 3.8
Subject | Use of City Digital Technology
Effective Date | July 1, 2021

General Policy:

The City's digital technology is intended for use in conducting City business
only. In order to protect the City and its investment in digital technology, only
items purchased and licensed by the City Information Technology (IT)
Department shall be allowed network access.

Scope:
All employees and elected officials.

Provisions:
Electronic Mail and Internet

The City's digital technology is intended for use in conducting City
business only. Individuals shall not routinely use City resources for
personal use.

1.

As with other types of authorized work, all time spent by non-exempt

(hourly) employees using City digital technology for work purposes will
be considered hours worked; the time is compensable and will count

toward overtime eligibility as required by law.

2.

Non-exempt employees should not utilize City digital technology
outside their regularly scheduled work hours unless pre-authorized by
management to do so. Non-exempt employees using City digital
technology for work-related correspondence during unauthorized times
may be subject to discipline for violating this policy.

All messages sent over the electronic mail system are public records
unless otherwise provided for by state law. The City reserves the right to

access and disclose all messages sent over its electronic mail system.

3.

Alison M. Fleming, Director of Human Resources
dministrator
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Users of electronic mail should treat electronic mail with the same
privacy and confidentiality as non-electronic mail. Individual users
should not attempt to gain access to another individual's personal mail
files without proper authorization.

4.

The City reserves the right to monitor any employee's use of digital
technology.

5.

Employees are strongly discouraged from using digital technology (such
as electronic mail and internet) for personal use. Although the City does
not intend to monitor personal electronic communications and internet
use, it can gauge the amount of time an employee spends on personal
electronic usage versus business-related usage, and excessive personal
use will subject the employee to disciplinary action.

6.

Supervisors requesting access to an employee’s electronic mail, internet
use or other digital technology recordsfor a business purpose under this
policy must obtain the advance written approval from two (2) of the
following: Human Resources Director, Corporate Counsel, or City
Administrator or their designees.

7.

Use of Software

Digital programs and data are clearly protected by the Copyright Act of
1976, and its amendments. The Copyright Act provides copyright
owners with exclusive rights and defense against the misuse of
proprietary programs, files, and databases. Anyone who violates any of
these exclusive rights is an infringer of the copyright. Any violation of
the license agreement is subject to civil and sometimes criminal
penalties. From a practical perspective, normal product upgrades, fixes,
and other notices will only be received by licensed users. The City IT
Department makes every reasonable effort to track end-user software
use and the legal licenses required to be compliant. End user software
downloaded or brought in from the outside, and not authorized by the
IT Department puts the City and the department at risk for prosecution.

8.
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Only supported software supplied by the City IT Department should be
used.

The City IT Department reserves the right to remove any non-compliant
software from the City-owned digital device immediately upon discovery
without any notification to the end user. IT staff will audit departments'
software from time to time to verify compliance with this policy.
Unauthorized software will be removed.

Employees shall not take home software for use on non-City owned
equipment. “Home Use" software agreements offered by vendors will be
available to employees under the conditions that the vendor specifies,
and as approved by the Director of Information Technology.

9.

Use of Secure Email

Due to specific operational needs and compliancy regulations, it may be
necessary to utilize a secure email communications portal. Some
examples of use include, but are not limited to, the following: HIPAA,
CJIS, PCI, and EVIDENCE.

10.

Using secure email must meet one or more of the following conditions:
i. Required by HIPAA, CJIS, PCI,and/or another compliancy entity.
ii. Required to externally or internally transmit private, personal,

and/or victim related information or digital media to outside
agencies such as DHS, DCFS, CPS, Scott County Attorney’s
Office, Medical Examiners, or other Medical Providers.

iii. Required to internally transmit personal health information.

11.

Use of secure email communications requires the approval of the
employee’s Department Director and shall not be used for any of the
following:

12.

i. Routine, non-confidential, daily transmittals
ii. To avoid a future or current search request or FOIA
iii. For personal, non-city related business

H=-Alison M. Fleming, Director of Human ResourcesISSUED BY |
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Security Cameras

Security cameras may be utilized in City facilities or properties.13.

Although the City does not intend to monitor security cameras, the City
reserves the right to do so if there is reasonable suspicion that there has
been a violation of criminal or civil law, or a significant adverse situation
has occurred, causing potential liability or injury.

14.

Supervisors requesting access to security camera footage for a business
purpose under this policy must obtain the advance written approval
from two (2) of the following: Human Resources Director, Corporate
Counsel, or City Administrator or their designees. Emergency situations
requiring immediate access to security cameras by sworn personnel
and/or the City Administrator shall not be subject to this approval
provision.

15.

Alison M. Fleming, Director of Human Resources QtJr—
APPROVED BY | Corrin B. Spiegel, City Administrator ^ISSUED BY |
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City of Davenport Administrative Policy
Policy Number 3.9
Subject | Tobacco/Nicotine Free Environment
Effective Date | July 1, 2018

General Policy:
The City of Davenport is committed to providing its employees with a
tobacco/nicotine-free work environment to protect the health, welfare, and
comfort of employees from the adverse effects of tobacco and nicotine use.

Scope:
All employees and elected officials.

Provisions:
Use of tobacco and nicotine products is prohibited in all City owned and
leased buildings, grounds including sidewalks, equipment and vehicles,
included but not limited to parks, parking ramps, public transit stations,
platforms, and shelters.

2. Tobacco/nicotine products that are prohibited include but are not limited
to cigarettes, electronic cigarettes, cigars, chewing tobacco, snuff, pipes
or any emerging tobacco product or simulated smoking device. Nicotine
replacement therapy products for the purpose of cessation are
permitted.
The use of tobacco and nicotine products will only be allowed during
normal meal and break periods in a location allowable under state law
and City ordinance. The duration of these normal meal and break
periods remain unchanged and employees are not provided additional
time away from work for the use of tobacco products.

3.

The City of Davenport recognizes nicotine dependency as an addiction
and a major health concern. Tobacco cessation products are available
under the City's prescription drug insurance program for eligible
employees.

4.

Management and supervisory staff will be responsible for ongoing
compliance with the Tobacco/Nicotine Free Environment Policy within
their work areas. They are expected to adhere to standard practices in

5.

ISSUED BY | Mallory L. Merritt, Director of Human Resources
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resolving issues of noncompliance and maintaining expected levels of
productivity within their work groups.

|0A 6AY\SISSUED BY | Mallory L Merritt,Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator ^
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City of Davenport Administrative Policy

Policy Number 3.10
Subject | Driver's License
Effective Date | July 1, 2018

General Policy:
It is necessary for all City employees who are required to have and maintain
a driver's license, including Commercial Driver's License (CDL) as a part of
their job, to maintain their driving privilege in order to perform their job
duties and provide efficient services.^

Scope:
All employees required to hold a current driver's license, per job description.

Provisions:
If an employee is required to have a driver's license or CDL, pursuant to
the employee's job description, the employee shall present the license
to the Department Director or designee upon request.

1.

If an employee's driving privilege is subject to suspension or is
suspended by the state, the employee shall immediately notify the
immediate supervisor. The supervisor shall notify the Department
Director or designee and the Director of Human Resources.

2.

An employee may continue to work so long as the employee has a valid
license issued by the state.

3.

An employee may utilize vacation, compensatory time, or unpaid leave
for up to 30 calendar days while the employee's driving privilege is
suspended.

4.

If, after 30 calendar days, an employee is unable to present a valid
driver's license, work permit, or is unable to operate City vehicles and
equipment without the installation of an ignition interlock device, the
employee shall be subject to termination for failure to perform duties,
unless the employee is granted a leave of absence in accordance with
other Administrative Policies.

5.

M^Vl/ISSUED BY | Mallory L. Merritt,Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator
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6. The suspension or revocation of a driver's license related to an ADA
claim or worker's compensation shall be accommodated pursuant to
applicable laws.

ISSUED BY I Mallory L. Merritt,Director of Human Resources
APPROVED BY | Corrin B. Spiegel,City Administrator
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City of Davenport Administrative Policy
Policy Number 3.11
Subject | Workplace Harassment
Effective Date | July 1, 2018

General Policy:
The City of Davenport promotes a productive and safe work environment,
free of harassment, and does not tolerate any verbal or physical conduct by
an employee which disrupts, or interferes with another's work performance
or which creates an intimidating, offensive or hostile environment, especially
if such conduct concerns race, color, sex , religion, creed, age, physical or
mental disabilities, national origin or ancestry, sexual orientation, marital
status, familial status, gender identification, or veteran status.

It is the responsibility of all employees, whether managers, supervisors or
co-workers, to maintain an environment free of harassment.

Scope:
All employees and elected officials.

Provisions:
1. Examples of harassment may include, but are not limited to: threats,

insults, slurs, unwelcome comments, jokes, pranks, gestures or physical
contact, and display or circulation of derogatory or inappropriate written
or other physical materials, cartoons, or pictures.

2. Harassment is defined as occurring when:

a. Submission to such conduct is made either explicitly or implicitly a
term or condition of an individual's employment;

b. Submission to or rejection of such conduct by an individual is used
as the basis for an employment decision affecting that person; or

c. Such conduct has the purpose or effect of unreasonably interfering
with an individual's work performance or creating an intimidating,
hostile, or offensive environment.

3. Harassment can take many forms, including but not limited to:

MlVixISSUED BY | Mallory L.Merritt, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator Cfo
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Verbal: Innuendo and other suggestive comments, humor or jokes
about employee traits, offensive written notes, insults, threats,
sexual advances, or propositions;
Nonverbal: Whistling, suggestive or insulting looks, sounds,
gestures, pictures, cartoons, or calendars; or
Physical: Striking (e.g., hitting or other combative actions),
intentional touching of the body (e.g., brushing, patting, pinching),
kissing, inappropriate display of body parts, or coerced acts of a
sexual nature; or

a.

b.

c.

d. Abuse of Authority: Intentional misuse of power or position by a
public officer or employee for an improper purpose.

4. Harassment does not include personnel actions such as: performance
evaluations, employee grievances, complaints, appointments,
promotions, transfers, assignments, reinstatements, reductions in pay,
dismissals, suspensions, demotions, violations of collective bargaining
and civil service laws, or any other personnel action taken under
authority of state law.

5. Any employee who experiences and/or observes the actions or words of
another employee and believes that those actions or words constitute
harassment is advised to:

a. Tell the offending party that the behavior is unwelcome, offensive
or improper, explaining how it made employee feel and/or how it
has affected employee's work performance.

b. If the problem continues despite these efforts, the employee has
the responsibility and obligation to report or make a complaint as
soon as possible to his/her immediate supervisor. If the complaint
involves supervisory personnel, then the employee should report or
make a complaint to the Director of Human Resources, the City
Administrator or the Inclusion & Equity Officer. All complaints
received by supervisors shall be reported to the Department
Director and Human Resources Director.

6. Retaliation against employees that report harassment or who participate
in the investigation of harassment reports is prohibited and will result in
disciplinary action up to and including termination from employment.

mfrv\ yISSUED BY | Mallory L. Merritt, Director of Human Resources
APPROVED BY | Corrin B. Spiegel,City Administrator C3>
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7. Employees are assured that privacy of the complainant and the person
accused of harassment will be kept strictly confidential, Management's
investigation will include interviews with all relevant persons, including
the complainant, the accused, and other potential witnesses.
Management will review its findings with the complainant at the end of
the investigation. If the investigation shows that the complaint appears
to be valid, immediate and appropriate action, up to and including
discharge will be taken to stop the practice and to prevent its
recurrence. If the validity of the complaint cannot be determined,
action will be taken to reacquaint all parties with this policy.

8. All employees are expected to cooperate in employment investigations
and are prohibited from making false statements intended to take
revenge or harm a fellow employee. Individuals who intentionally
report false claims with the purpose of damaging the individual or
organization's reputation will be subject to a separate disciplinary
investigation.

WlijfrVl JISSUED BY | Mallory L. Merritt,Director of Human Resources
APPROVED BY | Corrin B. Spiegel,City Administrator0>
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City of Davenport Administrative Policy
Policy Number 3.12
Subject | Workplace Violence
Effective Date | July 1, 2018

General Policy:
The City of Davenport desires a violence free work environment for all City
employees. The City will not tolerate violence in the workplace and is
committed to maintaining an environment free from violence, including
verbal or physical threats, as well as forms of intimidation.
Violence or the threat of violence, by or against a City employee is strictly
prohibited and will subject the perpetrator to serious disciplinary action up to
and including termination of employment and possible criminal prosecution.
Scope:
All employees and elected officials.

Provisions:
1. No employees, excluding law enforcement personnel, are permitted to

bring dangerous weapons into the workplace or onto City property for
any reason without prior written permission of the City Administrator.
Dangerous weapons, as defined by Iowa Code Section 702.7 and City
ordinance, include but are not limited to any offensive weapons, pistol,
revolver, or other firearm, dagger, razor, stiletto, switchblade knife, or
knife having a blade exceeding three inches in length.

2. Reporting the Incidents:

An employee witnessing violence directed by or against another
City employee should not take action which may endanger the
employee or others. The employee should gather as much
information as feasible, assess the situation, and call for police
assistance, if necessary.

a.

b. Any City employee having knowledge of a violent act involving any
City employee (as a victim or perpetrator) must report it.
Disciplinary action may result if the employee having firsthand
knowledge of a violent act fails to report the incident. The

2ISSUED BY | Mallory L Merritt, Director of Human Resources
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employee may report the incident to their supervisor, Department
Director, Director of Human Resources, Corporation Counsel, or City
Administrator.
All employees reporting cases of workplace violence are assured
that they will be free from any and all reprisal or retaliation for
reporting the violent act.

c.

d. The person reporting the incident either as a witness or victim may
ask for anonymity during any investigation. However, there is no
right or guarantee of anonymity.
A supervisor shall report any violent acts to their Department
Director. Any acts involving the threat of bodily injury, must be
immediately reported to the Department Director and to the
Director of Human Resources.

e.

3. Investigations and Resolutions:

All reported cases of workplace violence shall be investigated by a
management team that may include; the Department Director,
Director of Human Resources, Corporation Counsel, or their
designee.

a.

b. The investigation will determine immediate risks and security
measures, gather relevant facts and determine if the alleged
perpetrator should be removed from the workplace. The
investigation may further include interviews of relevant persons
including the complainant, the alleged perpetrator, and other
witnesses.
The City and its employees shall cooperate with police and other
law enforcement officials in the investigation and prosecution of
violent acts.

c.

d. In cases where the perpetrator is not a City employee or in any
case the City deems advisable, the investigation may be conducted
by law enforcement personnel.

ISSUED BY | Mallory L. Merritt,Director of Human Resources
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e. The action at the conclusion of the investigation may result in
disciplinary action, referral to EAP, criminal prosecution, and/or
installation of additional security measures.

4. Violent act means any act, done without legal justification, which is
intended:

to cause pain or injury to, or which is intended to result in physical
contact which will be offensive or insulting to another, coupled with
the ability to execute the act, or

a.

b. to place another in fear of immediate physical contact which will be
painful, injurious, insulting, or offensive, coupled with the ability to
execute the act, or

to injure or provoke fear or anger in another or threatening in an
act intended to injure or provoke fear or anger under circumstances
raising a reasonable expectation that the threat will be carried out,

c.

or

d. intentionally pointing any firearm, or imitation firearm, towards
another, or displaying a dangerous weapon towards another in a
threatening manner, or

placing a real or simulated explosive or similar incendiary device in
or near public facilities.

e.

f rv\JISSUED BY | Mallory L. Merritt,Director of Human Resources {\f\
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City of Davenport Administrative Policy
Policy Number 3.13
Subject | Use of Social Media
Effective Date | July 1, 2018

General Policy:
This policy establishes guidelines for the creation and use of social media
sites (including but not limited to Facebook and Twitter) as a means of
conveying City of Davenport information to its citizens. The intended
purpose of using social media is to disseminate information and various
items of interest from the City to its citizens. The City has an overriding
interest and expectation in deciding what is "spoken" on behalf of the City on
City social media sites.
Employees should be aware that social media sites are constantly changing,
and they should never assume that personal information posted on such
sites is protected. As such, employees should expect that any information
created, transmitted, downloaded, exchanged, or discussed via social media
may be accessed by the public and/or City staff. Consequently, employees
should use common sense in all communications, particularly on a website
or social networking site accessible to anyone.
Scope:
All employees and elected officials.

Provisions:
For purposes of this policy, "social media" is understood to be content
created by employees, using accessible, expandable, and upgradable
publishing technologies, through and on the Internet. Examples of the types
of social networking sites covered by this policy include, but are not limited
to: blogs, Linkedln, Facebook, Google+, Twitter, YouTube, photo and video
sharing sites, micro-blogging, podcasts, wikis, news sites, as well as
viewable comments posted on Internet sites. This policy is not meant to
address only certain forms of social media, but rather social media in general
as advances in technology will occur and new tools will emerge that are also
expected to be used in accordance with this policy.
The procedures for using Social Media are presented in two categories: (1)
City sponsored sites used for the dissemination of information and for official

rv\ Q JfvO'

Mallory L. Merritt, Director of Human ResourcesISSUED BY |
APPROVED BY | Corrin B, Spiegel, City Administrator

Page 1of 4Administrative Policy 3.13



interaction with citizens; and (2) procedures governing employee conduct
while on social media sites for personal use.
Any employee who violates this policy may be subject to disciplinary action,
up to and including termination.
1. Administration of Official City Social Media site

City Administration shall maintain a City social media site that is
recognized as the main City site, but departments may establish
their own subpages, sub sites, or satellite sites with the approval of
the City Administrator. At the time such site is approved, the
Department Head must determine who will be responsible for
developing this site including establishing an administrative profile,
designating who will have authority for speaking on behalf of the
City, and who will keep the site up to date, including answering
questions in a timely manner.
City of Davenport social media sites are subject to State of Iowa
public records laws. Any content maintained in a social media
format that is related to City business, including a list of subscribers
and posted communication is a public record.
Employees representing the City via social media accounts must
conduct themselves at all times as representatives of the City of
Davenport. Employees that fail to conduct themselves in an
appropriate manner shall be subject to discipline up to and
including dismissal.

a.

b.

c.

2. Personal Use of Social Media Sites by Employees

a. Employees shall refrain from the use of social media during working
hours or on equipment provided by the City unless such use is
work-related or authorized by a supervisor. Employees should note
that this provision is not meant to prohibit employees from
engaging in concerted protected activity where allowed by the
National Public Employee Relations Board (NLRB).

b. Employees may not, unless expressly authorized, make statements
on behalf of the City. Employees should consider including a
disclaimer when making work-related statements in social media
communications (e.g., "The postings on this site are my own and do
not necessarily reflect the views of the City of Davenport").

ISSUED BY | Mallory L. Merritt, Director of Human Resources
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Employees shall not use their City-provided email accounts when
using social media unless expressly authorized to do so by their
supervisor. In addition, employees should have no expectation of
privacy when using City-provided email or other forms of electronic
communication.
Employees shall not post, transmit, or otherwise disseminate any
information to which they have access as a result of their duties
unless expressly authorized. In addition, employees are required to
respect the privacy of their co-workers and citizens and must take
steps to protect the privacy and confidentiality of others.
Unless expressly authorized, employees are not to use the City's
intellectual property such as trademarks, logos, letterhead, etc.
This includes posting pictures of yourself or others wearing City'
uniforms or other apparel bearing the City's name or logo unless
while engaged in NLRB concerted protected activities.
Employees are not allowed to use photographs or other depictions
of departmental uniforms, other officers, badges, patches, marked
units, any other departmental property or on-duty personnel,
including incident scenes unless acting within their scope of duties
and while employing standard operating procedures or expressly
authorized. This includes, but is not limited to, posting,
transmitting, and/or disseminating any pictures or videos of official
departmental training, activities, or work-related assignments. In
addition, employees are expected to respect the privacy of their co-
workers and citizens and must take steps to protect the privacy and
confidentiality of others. Employees should note that this provision
is not meant to prohibit employees from using photographs or other
depictions of employees engaging in NLRB concerted protected
activity.
Employees shall not post material that could reflect unfavorably
upon the City, its employees and citizens or that could be construed
as discriminatory or harassing in nature.
Nothing in this policy is intended to infringe upon any employee's
First Amendment rights and employees are free to express
themselves as private citizens on social media sites. The intent of
this policy is to prevent employees from engaging in unlawful
speech, improperly impairing the working relationships of this City,
impeding the performance of City duties and/or negatively affecting

c.

d.

e.

f.

g -

h.
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the public perception of the City. As public employees, employees
are cautioned that speech made pursuant to an employee's official
duties is not protected speech under the First Amendment and may
form the basis for discipline.

i? fWISSUED BY | Mallory L. Merritt, Director of Human Resources yy\
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City of Davenport Administrative Policy

Policy Number 3.14
Subject | Personal Appearance
Effective Date | March 1, 2020

General Policy:
It is the policy of the City of Davenport that each employee's dress,
grooming, and personal hygiene should be appropriate for their work
situation. Anything that could be considered a safety hazard, offensive,
distracting, or otherwise diminish the confidence in an employee's ability to
deliver quality services will not be permitted.
Scope:
All employees.

Provisions:
1. Supervisors should be aware of how employees are dressed and take

actions to correct any inappropriate attire. Supervisors should
periodically inspect uniform clothing items and replace items that have
become too worn, or, where applicable, direct the employee to replace
uniform items that are too worn.

If an employee arrives for work out of compliance with this policy, their
supervisor will send them home to change. The employee will be
required to utilize accrued leave for this time absent from work.

2. General Standards: When related to a business necessity, Department
Directors may establish set uniform or clothing guidelines within their
respective departments. The additional guidelines apply:

Personal appearance and grooming should be appropriate to the
work setting and should not interfere with the work to be
performed, create a safety hazard, or cause a distraction in the
workplace.
Clothing should fit properly, be clean, and not be torn or visibly
patched.

a.

b.

\AA1MA/ISSUED BY | Mallory L. Merritt, Director of Human Resource
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c. All clothing items worn as part of the workday must not display any
image or text that is inappropriate or distracts from the professional
image of the City.

At its own discretion, the City may have casual days (i.e. jeans on
Friday). On those days, employees should continue to follow the other
guidelines for appropriate clothing.

3.

If departmental personal appearance policy differs from this policy,
employees shall comply with their departmental policy.

4.

Employees who desire an exception to this policy for religious or medical
reasons should contact Human Resources for the applicable request
forms.

5.

Any official uniforms displaying the City logo, or illustrating any
connection to the City of Davenport, must be properly disposed of when
no longer useful. Proper disposal includes returning the items to the
City of Davenport.

6.

ISSUED BY | Mallory L. Merritt, Director of Human Resources
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City of Davenport Administrative Policy
Policy Number 3.15
Subject |Drug & Alcohol Policy Administration
Effective Date | September 22, 2020

General Policy:

The purpose of this policy is to provide defined guidance for the following drug and
alcohol related policies and ensure all employees of the City of Davenport are aware
of their compliance in each category regarding controlled substance and alcohol
abuse, along with rehabilitation efforts for a drug-free workforce.

Scope:

All employees of the City of Davenport.

Definitions & Acronyms:

• Federal Transit Administration (FTA)

• Federal Motor Carriers Safety Administration (FMCSA)

• Medical Review Officer (MRO)

• Consortium/Third Party Administrator (C/TPA)

• Substance Abuse Professional (SAP)

• Designated Employer Representative (DER)

• Test Reasons: DOT, Non-DOT, Post Accident (PA), Pre-employment Drug
Testing, Reasonable Suspicion, Return-To-Duty (RTD), Fit-For-Duty (FFD),
Follow-Up (FU) and Random (DOT/safety-sensitive only)

• Breath Alcohol Concentration (BAC)

• Breath Alcohol Technician (BAT)

• Evidential Breath Testing Device (EBT)

• Urine testing (drug only)

• Oral Fluid Testing (drug only)
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• Split Specimen: a second test can be run from the same urine specimen. A
new test may not be given.

• Department of Human Services (DHHS)

• FMCSA Clearinghouse (FMCSA covered employees only)

• Drug or alcohol charges and convictions should be reported to employer's
supervisor with the supervisor reporting to the DER or Human Resources
Director for further instruction no later than five (5) days after charge or
conviction of drug or alcohol prohibitions.

Provisions:

1. All DOT safety-sensitive employees governed by the FTA
(Federal Transit Authority) and FMCSA (Federal Motor Carriers Safety
Administration) will follow the set protocols spelled out in
Administrative Policies 3.16 & 3.19.
2. All other employees of the City of Davenport that are non-DOT,
will follow Administrative Policies 3.16, 3.17 & 3.18.
3. Prohibited substances/controlled substances includes both illegal
and legal (used illegally) drugs, as well as alcohol in the workplace.
4. Specific provisions are listed in each policy. Please see
commonly used definitions and acronyms for ease of reading and
following of processes in each policy.
5. The DER is certified by the DOT and designated by the Human
Resources Director.
6. Testing site is Genesis Occupational Health and after hours is
Genesis West Emergency Room.
7. Randomly tested employees chosen every month by Genesis
Consortium not the City of Davenport.
8. All testing for FTA and FMCSA employees is federally mandated.
9. All testing is confidential and maintained in the HR office with
oversite by the DER.

ISSUED BY 1 Mallory L. Merritt, Director of Human Resources
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10. Drug or alcohol charges and convictions should be reported to
employer's supervisor reporting to the DER or Human Resources
Director for further instruction no later than five (5) days after charge
or conviction of drug or alcohol prohibitions.

ISSUED BY | Mallory L. Merritt, Director of Human Resources
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City of Davenport Administrative Policy

Policy Number 3.16
Subject | Drug-Free Certification
Effective Date | September 22, 2020

General Policy:
It is the policy of the City of Davenport to certify that the workplace is drug
free.
Scope:
All employees.
Provisions:
1. Employees are prohibited from manufacturing, distributing, dispensing,

possessing, or using a controlled substance in the workplace.

2. An employee must notify the City of any drug charges or convictions
per Administrative Policy Statement 3.15 for a violation/s occurring
in the workplace no later than five days after the charges or
conviction occur.

3. The City will determine appropriate action within 30 days of receiving
notice of conviction, as outlined in Administrative Policy Statement
3.15. This policy provides for rehabilitation for the initial offense
and disciplinary action up to and including discharge for
non-satisfactory completion of rehabilitation or a second
offense.

4. As a condition of employment, each employee will abide by the terms of
this policy.

Mallory L. Merritt, Director of Human ResourcesISSUED BY |
APPROVED BY | Corrin B. Spiegel, City Administrator
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City of Davenport Administrative Policy

Policy Number 3.17
Subject | Drug Testing & Reasonable Suspicion
Effective Date | July 1, 2021 '°WAVi*V
General Policy:

Whereas the City of Davenport prohibits the use of illegal drugs by its
employees and applicants for employment, this policy is established to

provide for testing as necessary to ensure compliance in a manner
which respects constitutionally guaranteed rights of privacy.

Scope:

All employees and applicants for employment (including current

employees) with the City of Davenport for firefighter, police officer,
civilian crime scene technicians, and positions that fall under the
Omnibus Transportation Employee Act of 1991or other Federal or State
mandates for drug testing.

Provisions:

All candidates for employment for positions of as Police Officer,
Firefighter, Civilian Crime Scene Technician, and such other
positions as may immediately and directly affect the public
safety shall submit to a test for drug use as a part of the pre-

employment physical, and must test free of all illegal
substances as a condition of employment.

1.

Job announcements for any position requiring a test for drug(s)
shall include a notice that the drug test will be required as a
condition of employment.

2.

In the event there is reason to suspect (Reasonable Suspicion) that
an employee is using illegal drugs,that employee may be required
to submit to a drug test. Drug tests, in such instances, shall be
ordered by the Designated Employer Representative (DER) or
Director of Fluman Resources after a complete review of reasons
and evidence have been reviewed with the employee’s
supervisor/s. Such review may also include the involvement of the

3.
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City Administrator and/or Corporation Counsel. Any employee
who refuses to submit to a drug test when so ordered will be
subject to discharge.

Any positive result of a test for use of illegal drugs shall be
confirmed by an alternate testing procedure before action istaken.
Accurate records of sample collection and custody shall be
maintained, and results shall be reported confidentially by the
laboratory to the DER or Director of Human Resources.

4.

An employee who tests positive for use of illegal drugs shall be
referred for professional evaluation and rehabilitation with a
Substance Abuse Professional (SAP). Such employee shall be
required to complete the prescribed rehabilitation program and
must successfully comply with all follow-up requirements.

5.

An employee who refuses to test or participate in prescribed
rehabilitation, fails to successfully complete rehabilitation treatment,
or is guilty of a second illegal drug offense will be terminated from
employment.

6.

Nothing herein shall prevent an employee's supervisor from taking
immediate action in relieving the employee from duty if such is
deemed necessary for the safety and health of the employee or other
individuals and upon conference with the DER or the Director of
Human Resources.

7.

Special testing guidelines for employees performing safety-sensitive
functions falling under the provisions of the Omnibus Transportation
Employee Testing Act of 1991, Federal Motor Carrier Safety
Administration (FMCSA) and Federal Transit Authority (FTA) can be
found in Administrative Policy 3.19, and may be subject to additional
guidelines or requirements as required by federal laws.

8.
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City of Davenport Administrative Policy
Policy Number 3.18
Subject | Alcohol Misuse & Reasonable Suspicion
Effective Date | September 22, 2020

General Policy:

It is the policy of the City of Davenport to prohibit the use of alcoholic
beverages during work hours and to prohibit reporting to work under the
influence of alcohol.

Scope:

All City employees.

Provisions:

1 . Employees are not permitted to consume alcoholic beverages during
their hours of work including paid or unpaid lunch periods or other
designated break periods.

2. In the event that there is reason to suspect (reasonable suspicion) that
an employee is under the influence of alcohol, the immediate supervisor
shall immediately contact the DER or the Human Resources Director
to discuss signs and symptoms of alcohol abuse. If it is determined that
alcohol abuse may exist, the DER or Human Resources Director will
provide guidance for next steps regarding employee removal from the
workplace and reasonable suspicion testing.

3. Employee transportation shall be provided to and from the testing site. If
employee tests 0.02 or lower, employee should be taken home for the
day. If employee tests 0.04 or above, employee will need to be taken
home and required to complete a rehabilitation program with a SAP and
follow the prescribed program before they can be returned to work. The
employee's failure to comply with the appropriate test may be cause for
immediate discharge from employment. The DER or Human Resources
Director will contact the SAP and employee regarding all required return
to work procedures. Once a negative return-to-duty is completed, the
DER will contact the supervisor to schedule the employee’s work hours.
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4. A written report shall be provided to the DER or Human Resources
Director within 24 hours of the incident(s), reasons to suspect that the
employee was under the influence of alcohol, and names of witnesses, if
any. The report shall be prepared by the supervisor with the assistance
of the Department Director.

5. Upon completion of a thorough review of evidence, a decision will be made
concerning appropriate disciplinary action, if necessary, or enacting
Administrative Policy 2.2, Employee Assistance Program through UNUM,
or a combination thereof.

6. An employee's failure to comply with any of the provisions of this policy
may be grounds for disciplinary action up to and including discharge.

7. If necessary, the Police Department can be requested to respond as a
police matter.

8. An employee who refuses to test or to participate in prescribed
rehabilitation, fails to successfully complete rehabilitation treatment, or is
guilty of a second illegal drug offense or alcohol misuse will be terminated
from employment.

9. Special testing guidelines for employees performing safety sensitive
functions falling under the provisions of the Omnibus Transportation
Employee Testing Act of 1991, Federal Motor Carriers Safety
Administration (FMCSA) and Federal Transit Authority (FTA) can be
found in Administrative Policy 3.19.
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City of Davenport Administrative Policy

Policy Number 3.19
Subject | Drug & Alcohol Testing DOT FTA/FMCSA
Effective Date | September 22, 2020

General Policy:

The purpose of this policy is to ensure employee fitness for duty and to
protect City employees, customers, and the public from risk posed by
worker use of drugs and/or alcohol. This Policy is intended to comply
with all applicable Federal regulations governing workplace drug use and
alcohol misuse in the transit industry. Regulations issued by the U.S.
Department of Transportation (DOT) and the Federal Transit
Administration (FTA) mandate urine, oral fluid, oral fluid drug testing
and evidential breath alcohol testing for employees in safety-sensitive
positions. This Policy sets forth the Federal and City anti-drug and
alcohol misuse program including the testing and reporting requirements
for safety-sensitive and non safety-sensitive employees.
It is the City's goal to prevent substance abuse and rehabilitate rather
than terminate the employment, of workers. However, violations of the
Policy will result in discipline, up to and including termination, or in not
being hired, for all persons covered by this Policy.
Compliance with DOT (FTA/FMCSA) drug and alcohol regulations and City
Policy is a condition of employment.
Scope:

FTA covered employees include:

Full and part time transit system employees, controlling dispatch or
movement of a revenue service vehicle, and maintenance of revenue
service vehicles or equipment used in revenue service.
FMCSA covered employees include:

Safety-sensitive employees who are required to drive a vehicle with a
gross vehicle weight rating or gross combination weight rating (whichever is

greater) of 4,537 kg (10,001 lbs.) or more (GVWR, GCWR, GVW or GCW), a
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vehicle designed or used to transport between 9 and 15 passengers (including
the driver). This policy applies to full and part time transit system
employees, safety-sensitive employees who operate any of the following
types of commercial motor vehicles in interstate commerce: a vehicle designed
or used to transport 15 or more passengers including the driver and not used
for compensation, whether direct or indirect, a vehicle designed or used to
transport 15 or more passengers including the driver and not used for
compensation, any size vehicle used in the transportation of materials found to
be hazardous for the purposes of the Hazardous Materials Transportation Act
(49 U.S.C. 5101 et sea.J and which require the motor vehicle to be placarded
under the Hazardous Materials Regulations (49 CFR Parts 100-177T This
includes INTRASTATE Hazardous Materials carriers, contract employees, and
contractors in safety-sensitive positions.
FMCSA CLEARINGHOUSE:

The U.S. Department of Transportation's Federal Motor Carrier Safety
Administration's Clearinghouse became operational on January 6, 2020. FMCSA
covered employers must use the Clearinghouse to report commercial motor
vehicle drivers' drug and alcohol program violations. The employer must also
query the Clearinghouse for new hires upon hire and annually for current
employees. All drug and alcohol program policies have been updated to reflect
this change.
Any questions or information about the City of Davenport's FTA/FMCSA
anti-drug and alcohol misuse program can be directed to the Designated
Employer Representative (DER) located in Human Resources or his/her
designee.

Provisions:

The Federal Transit Administration (FTA) and the Federal Motor Carrier
Safety Administration (FMCSA) mandates drug testing for employees in
safety-sensitive positions and prohibits performance of safety-sensitive
functions when there is a positive drug and/or alcohol test result.

The U.S. Department of Transportation (DOT) has also published 49 CFR
Part 40, as amended, which sets standards for the collection and testing
of urine, oral fluid, and breath specimens. In addition, the Federal
government published 49 CFR Part 29, "The Drug-Free Workplace Act of
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1988," which requires the establishment of drug- free workplace policies
and the reporting of certain drug-related offenses. This policy
incorporates these federal requirements for safety-sensitive employees
and others when noted.

PROHIBITED/CONTROLLED SUBSTANCES

Prohibited/controlled substances addressed by this policy include the
following:

Illegally Used Prohibited/Controlled Substances or Drugs

Any illegal drug or any substance identified in Schedules I through V of
Section 202 of the Controlled Substance Act (21 U.S.C. 812), and as
further defined by 21 CFR 1300.11 through 1300.15. FTA/FMCSA
requires the testing of each urine, oral fluid specimen for only the
following drugs/drug metabolites:

Marijuana
Cocaine
Amphetamines
Opioids
Phencyclidine (PCP)

Illegally used prohibited/controlled substances include any drug not
approved for medical use by the U.S. Food and Drug Administration
(FDA). Illegal use includes use of any illegal drug, misuse of legally
prescribed drugs, and use of illegally obtained prescription drugs.

Legal Drugs

The appropriate use of legally prescribed drugs and non-prescription
medications (e.g., over-the-counter medications) is not prohibited. The
misuse or abuse of legal drugs while performing City business, in
uniform or on City property, is prohibited.

Alcohol

The use of beverages containing alcohol or substances including any
medication, mouthwash, food, candy or any other substance such that
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alcohol is present in the body at a concentration of 0.02 or greater
while performing City business is prohibited. The concentration of alcohol
is expressed in terms of grams of alcohol per 210 liter of breath as
measured by a breath-testing device.

PROHIBITED CONDUCT

Manufacture. Trafficking. Possession and Use T49 CFR Part 29]

All FTA/FMCSA employees are prohibited from engaging in the unlawful
manufacture, distribution, dispensing, possession or use of prohibited
substances on City premises, in City vehicles, in uniform, or while on
City business. Employees who violate this provision will be terminated.
Law enforcement shall be notified, as appropriate, where criminal
activity is suspected.

Intoxication/Under the Influence

Any safety-sensitive employee who is suspected of being intoxicated,
impaired, under the influence of a prohibited substance, or not fit-for-
duty shall be subject to reasonable suspicion drug and alcohol testing
and suspended from job duties pending an investigation and verification
of condition. Employees who fail to pass a drug or alcohol test shall be
immediately removed from safety-sensitive duty and referred to a
Substance Abuse Professional (SAP). Failure of an employee to obtain a
SAP evaluation and/or failure to follow the SAP's recommended
treatment plan will be cause for termination of employment. A drug or
alcohol test is considered positive if the individual is found to have a
quantifiable presence of a prohibited substance in the body above the
minimum thresholds defined in 49 CFR.
Alcohol Use

No safety-sensitive employee may report for duty or remain on duty
when his/her ability to perform assigned duties is adversely affected by
alcohol or when his/her breath alcohol concentration is 0.02 or greater.
No safety-sensitive employee shall use alcohol while on duty or while
performing safety-sensitive functions. No safety-sensitive employee
shall use alcohol within four hours of reporting for duty, or during the
hours that they are on call. Violation of these provisions is prohibited
and is cause for termination of employment.
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Non-Neaative Alcohol Test

If an employee's breath alcohol concentration is greater than or equal to
0.02 and less than 0.04 on an alcohol test, the employee will be
removed from safety-sensitive duties for eight hours unless a retest
results in a concentration of less than 0.02. This absence will be
considered an unexcused absence subject to City of Davenport
disciplinary procedures.
Compliance with Testing Requirements

Under the FTA/FMCSA regulation, all safety-sensitive employees will be
subject to urine or oral fluid drug testing and breath alcohol testing. Any
safety-sensitive employee who refuses to comply with a request for
testing shall be immediately removed from safety-sensitive duty. A list
of what constitutes a refusal to take a DOT drug test are listed below:

As an employee, you have refused to take a drug test if you: (1)
Fail to appear for any test (except a pre-employment test) within a
reasonable time, as determined by the employer, consistent with
applicable DOT agency regulations, after being directed to do so by the
employer. This includes the failure of an employee (including an owner-
operator) to appear for a test when called by a C/TPA; (2) fail to
remain at the testing site until the testing process is complete;
provided, that an employee who leaves the testing site before the
testing process commences for a pre-employment test is not deemed to
have refused to test; (3) fail to provide a urine or oral fluid specimen
for any drug test required by this part or DOT agency regulations;
provided, that an employee who does not provide a urine, oral fluid
specimen because he or she has left the testing site before the testing
process commences for a pre-employment test is not deemed to have
refused to test; (4) in the case of a directly observed monitored
collection in a drug test, fail to permit the observation or monitoring of
your provision of a specimen; (5) fail to provide a sufficient amount of
urine, oral fluid when directed, and it has been determined, through a
required medical evaluation, that there was no adequate medical
explanation for the failure; (6) fail or decline to take an additional drug
test the employer or collector has directed you to take; (7) fail to
undergo a medical examination or evaluation, as directed by the MRO
as part of the verification process, or as directed by the DER. In the
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case of a pre-employment drug test, the employee is deemed to have
refused to test on this basis only if the pre-employment test is
conducted following a contingent offer of employment. If there was no
contingent offer of employment, the MRO will cancel the test; or (8) fail
to cooperate with any part of the testing process (e.g., refuse to empty
pockets when directed by the collector, behave in a confrontational way
that disrupts the collection process, fails to wash hands after being
directed to do so by the collector). (9) For an observed collection;
fail to, follow the observer's instructions to raise your clothing above the
waist, lower clothing and underpants, and to turn around to permit the
observer to determine if you have any type of prosthetic or other device
that could be used to interfere with the collection process. (10) Possess
or wear a prosthetic or other device that could be used to interfere with
the collection process. (11) Admit to the collector or MRO that you
adulterated or substituted the specimen. As an employee, if the MRO
reports that you have a verified adulterated or substituted test result,
you have refused to take a drug test. As an employee, if you refuse to
take a drug test, you incur the consequences specified under DOT
agency regulations for a violation of those DOT agency regulations.

Treatment Requirements

All employees are encouraged to make use of the available resources for
treatment of alcohol misuse, legal, and illegal drug use problems.

Under certain circumstances, employees may be required to undergo
treatment for substance abuse or alcohol misuse as explained in this
policy. Any safety-sensitive employee who refuses or fails to comply
with the SAP's requirements for treatment, after care or return-to-
duty directives, will be terminated. The employee's insurance
provider will coordinate the cost of the treatment or rehabilitation
services.
Voluntary Treatment

The City of Davenport encourages employees to seek treatment voluntarily. Any
employee who comes forth and notifies the City of Davenport of an alcohol or
chemical abuse problem will be provided assistance. This assistance will include
a mandatory referral to the City of Davenport's Substance Abuse Professional
(SAP) at the City of Davenport's expense. Employees are encouraged to follow
the SAP's recommended treatment plan. An appropriate leave of absence
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may be granted for treatment and rehabilitation. Payment for treatment will
be coordinated through the employer's DER, Human Resources Department
and the City of Davenport's health insurance provider.
Voluntary requests for treatment must be made prior to notification for
any FTA/FMCSA drug/alcohol test or disciplinary action. Employees will
not be disciplined for requesting treatment, but will be expected to
observe job performance standards and work rules as they apply to
every employee. Any decision to seek help through the City of Davenport
will not interfere with an employee's eligibility for promotional
opportunities. Confidentiality of information will be maintained at all
times.
Confidentiality

The City of Davenport affirms the need to protect individual dignity, privacy
and confidentiality throughout the testing process. Drug and alcohol test
results shall not appear in an employee's general personnel file and will be
contained in a separate confidential medical folder kept under the control of
the DER/Human Resources Director and regulated by the FTA and FMCSA.
The test results and contents of this file may only be disclosed without an
employee's consent when:

1. The information is compelled by law or by judicial or administrative
process;

2. The information has been placed at issue in a formal dispute between the
employee and employer.

An employee must sign a separate release for each disclosure of drug
and/or alcohol testing information. The employee must sign releases
when information will be released to the employee, union
representatives, subsequent employers, and to any other third party
designated by the employee.
Testing Procedures

Urine or oral fluid testing for drugs and breath testing for alcohol may be
conducted' when circumstances warrant and will be conducted in
accordance with the procedures. All safety-sensitive employees will be
subject to drug testing prior to employment, for reasonable suspicion,
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random, and post-accident as defined under FTA and FMCSA regulations.
In addition, all safety-sensitive employees will be tested prior to
returning to duty after failing a random drug or alcohol test and
receiving the required SAP evaluation and treatment. Follow-up testing
will be conducted for a period of one to five years based on the SAP's
recommendation, with at least six tests performed during the first year.
Testing shall be conducted in a manner to assure a high degree of
accuracy and reliability and using techniques, equipment, and laboratory
facilities that have been approved by the U.S. Department of Health and
Human Services (DHHS).
An initial drug screen will be conducted on each urine, oral fluid
specimen. For those specimens that are not negative, a confirmatory
Gas Chromatography/Mass Spectometry (GC/MS) test will be performed.
The test will be considered positive if the amounts present are above the
minimum thresholds established in 49 CFR Part 40, as amended.

All drug testing laboratory results will only be released to and reviewed
by a qualified Medical Review Officer (MRO) in order to verify and
validate test results. The MRO will release findings only to the DER or
Director of Human Resources. A MRO shall be a licensed physician who
has knowledge of substance abuse disorders and has appropriate
medical training to interpret and evaluate an individual's confirmed
positive test result. Before verifying that an employee has a positive test
result, the MRO is responsible for contacting any such employee, on a direct and
confidential basis, to determine whether the employee wishes to discuss the
test or present a legitimate explanation for the positive test result. An MRO staff
person may make the initial contact, but they are prohibited from gathering
medical information. If, after reasonable efforts, the MRO is unable to reach the
employee directly, the MRO will contact the DER for assistance in contacting the
employee.
If, after making all diligent and reasonable efforts, the MRO nor the DER are
able to contact the employee within ten (10) days from the date the MRO
received the confirmed positive test result from the laboratory, the MRO may
verify the test result as positive. The MRO may also verify the test result as
positive if the employee does not contact the MRO within three (3) days of
being contacted by the DER or the employee expressly declines the opportunity
to discuss the test result. The MRO may reopen the verification of positive test if
the employee presents documentation of serious injury or illness or other
circumstances that unavoidably prevented the employee from being contacted
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within the designated time period, and if the employee then presents a
legitimate (in the MRO's opinion) explanation for the positive test, the MRO shall
declare the test to be negative.
The MRO will review and interpret an individual's medical history, including any
medical records and biomedical information provided; affording the individual
an opportunity to discuss the test result; and decide whether there is a
legitimate medical explanation for the result, including legally prescribed
medication.
The MRO can declare a test invalid or canceled in accordance with 49 CFR Part
40. A canceled/invalid test is considered neither a positive nor a negative test.
An example of a canceled test is a urine, oral fluid sample being rejected by the
laboratory. The MRO shall cancel the test, report the cancellation and the
reasons for it to the FTA or FMCSA clearinghouse, employer, and employee.
Following a negative dilute, the employee will be required to undergo another
test.
considered a negative and no additional testing will be required unless directed
to do so by the MRO.

Should this test result in a negative dilute result, the test will be

Tests for breath alcohol concentration (BAC) will be conducted utilizing a
National Highway Traffic Safety Administration (NHTSA) approved evidential
breath-testing device (EBT) operated by a trained breath alcohol technician
(BAT). All breath alcohol test results will be reported only by an MRO or BAT to
a (DER). If the initial test indicates a BAC 0.02 or greater, a second test will be
performed to confirm the results of the initial test. A safety-sensitive employee
who has a confirmed alcohol concentration of greater than 0.02 but less than
0.04 will be removed from his/her position for eight hours unless a retest
results in a concentration measure of less than 0.02. The inability to perform a
safety-sensitive duty due to an alcohol test result greater than 0.02 but less
than 0.04 will be considered an unexcused absence subject to the City of
Davenport's disciplinary procedures.
An alcohol concentration of 0.04 or greater will be considered a positive alcohol
test and in violation of this policy and a violation of the requirements set forth in
49 CFR Part 655 for safety-sensitive employees. Any safety-sensitive employee
that has a confirmed positive drug or alcohol test will be removed from his/her
position, informed of education and rehabilitation programs available, and
referred to a Substance Abuse Professional (SAP) for assessment.
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Compensation for Testing

The City of Davenport will compensate employees for drug or alcohol testing
according to the following:

Compensated Testing: (random, reasonable suspicion, follow-up, post injury or
post-accident testing) Employees will be compensated from the time they are
notified of the testing and relieved of job duties or from the time they leave City
of Davenport property until such time as they are released by the supervisor
escorting the employee.
In the case of alcohol testing at the City of Davenport, the employee will be
paid from the time they report to the appropriate office until they have
completed the test.
Split-Specimen Testing

Any Safety-sensitive employee who questions the results of a required drug test
under this policy may request that an additional test be conducted. This test
must be conducted at a different DHHS-certified laboratory. The test must be
conducted on the split sample that was provided by the employee at the same
time as the original sample. All costs for such testing are paid by the employer.
The method of collecting, storing, and testing the split sample will be consistent
with the procedures set forth in 49 CFR Part 40, as amended.
The employee's request for a split-sample test must be made to the Medical
Review Officer within 72 hours of notice by the MRO of the original sample
verified test result. Requests after 72 hours will only be accepted if the delay
was due to documentable facts that were beyond the control of the employee as
determined by the MRO.
Pre-emplovment Testing

All safety-sensitive position applicants shall undergo urine, or oral fluid drug
testing immediately following the offer of employment and before transfer into a
safety-sensitive position. Receipt by the DER or Human Resources Director of a
negative drug test result is required prior to employment. Failure of a pre-
employment drug test will disqualify an applicant for employment with the City
of Davenport for at least six months. The City of Davenport will reconsider a
safety-sensitive applicant for employment under the following conditions:

I
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1. At least six months has lapsed between applications;
2. The applicant can show proof of successfully completing a substance abuse

treatment program;
3. The applicant must pass a new drug test;
4. The applicant must be willing to be subjected to a follow-up testing program

devised for the employee who has tested positive.
5. Has been reported the FMCSA Clearinghouse. Not applicable for FTA

Employees.

Should a safety-sensitive employee be unavailable to perform job duties for a
period of ninety (90) days or more and be out of the random selection testing
pool during that time, the employee will be required to submit to a pre-
employment drug test with a negative result prior to returning to their safety-
sensitive job duties. Employees transferring into safety-sensitive positions will
be required to submit to and pass (i.e. receive a negative result) a pre-
employment drug test prior to the transfer.

Reasonable Suspicion Testing

All safety-sensitive employees may be subject to a fitness-for-duty evaluation,
and urine or oral fluid and breath testing when there are reasons to believe that
drug and/or alcohol use is adversely affecting job performance. Non safety-
sensitive employees are tested under the City of Davenport's own
jurisdiction at the discretion of the DER/Human Resources Director and in
accordance with the applicable administrative policies. A reasonable suspicion
referral for testing will be made on the basis of specific, contemporaneous, and
articulable observations concerning appearance, behavior, speech, or body
odors of the employee consistent with possible drug use or alcohol misuse. An
employee is reasonably suspected of prohibited drug use or alcohol misuse
when a supervisor or other City of Davenport authorized official trained in
making reasonable suspicion determinations can:

- Substantiate specific behaviors that may indicate drug use or
alcohol misuse by an employee;

- Identify job performance problems that may indicate prohibited
drug use or alcohol misuse.

- Actually observe physical indications that prohibited drug use or
alcohol misuse may be occurring by an employee.

A supervisor will contact the DER or Human Resources Director of the City of
Davenport regarding observations required as the authorized official must make
under section 655.43(c) only if the observations required of this section are
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made during, just preceding, or just after the period of the workday that the
covered employee is required to be in compliance with this part. Once the
observations of the supervisor/supervisors has been discussed with the DER or
Human Resources Director and determined to meet the criteria for reasonable
suspicion, testing must commence immediately after, and the employee's
supervisor or designee must transport the employee to the testing site and stay
and wait for results to be given to the DER or Human Resources Director via
phone by the testing facility. Once the employee is determined to be negative,
and the supervisor has heard from the DER, he/she may return to work or go
home for the day.
Post-Accident Testing

Following an FTA/FMCSA jurisdiction accident, the safety-sensitive employee will
be required to submit to a drug and alcohol test. Following an accident that is
not under the jurisdiction of the FTA or FMCSA, the employee may be required
to test under the City of Davenport jurisdiction only. Post-accident testing is
stayed while an employee assists in resolution of the accident or receives
medical attention following the accident. However, employees must remain
readily available during the time periods stated below. Post-accident testing will
be done as soon as possible, and no later than (8) eight hours after the accident
for alcohol testing and (32) thirty-two hours after the accident for drug testing.
An employee involved in an accident must not use alcohol until after the
employee undergoes alcohol testing or eight hours have elapsed, whichever
comes first.
An FTA accident is defined as: an occurrence associated with the operation
of a revenue service vehicle where there is a fatality, an individual suffers bodily
injury and immediately receives medical treatment away from the scene of the
accident; or one or more vehicles incur disabling damage that requires towing
from the site. Safety-sensitive employees that are on duty in the vehicle and
any safety-sensitive employee whose performance could have contributed to
the accident will be tested. Accident does not necessarily mean collision. For
example, if an individual falls on a vehicle and needs to be transported to a
hospital, then an accident has occurred and a post-accident test is required
unless the driver can be completely discounted as a contributing factor to the
accident. This definition only applies to non-fatal accidents. Fatal accidents
always result in safety-sensitive employees being tested as outlined in Sections
655.44 (a)(1) and (a)(2). Sec. 655.44 Post Accident Testing, "(a) Accidents. (1)
Fatal accidents, (i) As soon as practicable following an accident involving the
loss of human life, an employer shall conduct drug and alcohol tests on each
surviving covered employee operating the mass transit vehicle at the time of
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the accident, (ii) The employer shall also drug and alcohol test any other
covered employee whose performance could have contributed to the accident
ie., (the bus mechanic who worked on the vehicle prior to the accident), as
determined by the employer using the best information available at the time of
the decision."
" f 2 j Non-fatal accidents, (i) As soon as practicable following an accident not
involving the loss of human life in which a mass transit vehicle is involved, the
employer shall drug and alcohol test each covered employee operating the mass
transit vehicle at the time of the accident unless the employer determines,
using the best information available at the time of the decision, that the covered
employee's performance can be completely discounted as a contributing factor
to the accident. The employer shall also drug and alcohol test any other
employee whose performance could have contributed to the accident, as
determined by the employer using the best information available at the time of
the decision."
An FMCSA accident is defined as: Both FTA and FMCSA require testing
automatically after an accident resulting in the loss of human life (a fatality);
both rules require testing after an accident causing an injury necessitating
immediate medical attention away from the scene; and both rules require
testing after disabling damage necessitating one or more vehicles be towed
away from the scene. There are critical differences between these two rules,
however. The only person subject to testing after an FMCSA covered accident is
the operator of the commercial motor vehicle (the driver), while FTA requires
testing of the operator as well as any other safety-sensitive employee whose
performance could have contributed to the accident. Additionally, for non-fatal
accidents, FTA allows the employer to discount the employee's performance as
a factor contributing to the accident and then refrain from testing them.
Conversely, FMCSA only authorizes testing for non-fatal accidents when the
operator receives a citation from law enforcement for a moving traffic violation.
This municipality is covered by both FTA and FMCSA and some employees are
covered by both. When an employee is involved in an accident, regulations
must be followed which cover the activity the employee was performing at the
time of the event. Nothing in this policy shall be construed to require the delay
of necessary medical attention for the injured following an accident or to
prohibit an employee from leaving the scene of an accident for the period
necessary to obtain assistance in responding to the accident or to obtain
necessary emergency medical care. However, any employee who under the
above circumstances fails to remain available for drug and alcohol testing
(including notifying City of Davenport of his/her location), or who otherwise

Mallory L. Merritt, Director of Human ResourcesISSUED BY
APPROVED BY| Corrin B. Spiegel, City Administrator 0̂
Administrative Policy 3.19 Page 13 of 16



leaves the scene of the accident without appropriate authorization prior to drug
and alcohol testing, will be considered to have refused the test.
49 CFR Part 40 allows the City of Davenport to acquire post-accident test results
obtained by Federal, State, or local law enforcement personnel in instances
where the City of Davenport is unavailable to perform post-accident testing. The
results of a blood, urine or oral fluid or breath test for the use of prohibited
drugs and alcohol misuse, conducted by Federal, State or local officials having
independent authority for the test shall be considered to meet the FTA and
FMCSA requirements provided such tests conform to the applicable Federal,
State or local testing requirements and that the test results are obtained by the
City of Davenport.
Random Testing

In accordance with 49 CFR Part 655, employees in safety-sensitive positions will
be subject to random, unannounced testing. The selection of safety-sensitive
employees for random drug and alcohol testing will be made by using a
scientifically valid method that ensures that each covered employee has an
equal chance of being selected each time selections are made. Random tests
will be unannounced and spread out throughout the year, days of the week, and
hours of daily operations. The FTA determines the testing percentages annually.
All safety- sensitive employees will be placed in the random selection pool. Each
employee in this pool will be matched with a unique random selection number.
Through the use of a computer-based random number generation program, the
required number of persons will be selected for each testing cycle (eg.,
monthly) throughout the year. All employees in the pool will remain in the
random selection pool at all times throughout the year regardless of whether or
not they have been previously selected. Employees who are not available for
testing during the testing period will be removed from the random pool prior to
the random selection drawing occurring. The DER will access the selection pool
numbers. Notification will be made to those who must submit a urine, oral fluid
specimen and/or complete a breath alcohol test. An alcohol test must be
completed just before, during, or just after the employee performs safety-
sensitive functions.
A covered employee may be randomly tested for prohibited drug use anytime
while on duty and will be immediately escorted to the medical facility for the
test upon notification. As soon as the urine or oral fluid specimen is collected
and/or breath test is completed, the employee will be required to return to
work, unless the breath test is non-negative (0.02 BAC or greater).

/1
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Return-To-Dutv Testing

All safety-sensitive employees who previously tested positive on a drug or
alcohol test must be evaluated and released to duty by a SAP and provide a
negative return-to-duty test result before returning to work. If an employee
refuses the return-to-duty test, he/she will be considered as having a second
positive drug or alcohol test and his/her employment with the City of Davenport
will be terminated.
Follow-Up Testing

Safety-sensitive employees that have tested positive on one of the
aforementioned tests will be required to undergo frequent, unannounced follow-
up urine or oral fluid and/or breath alcohol testing following their return to duty
after a positive drug/alcohol test and treatment. The follow-up testing will be
performed for a period one to five years based on the SAP's recommendations,
however, a minimum of six tests are to be performed the first year.

Employment Assessment

Any safety-sensitive employee who tests positive for the presence of illegal
drugs or alcohol above the minimum thresholds set forth in 49 CFR Part 40, as
amended, will be referred for evaluation to a SAP. A SAP is a licensed or
certified physician, psychologist, social worker, employee assistance
professional or addiction counselor with knowledge of and clinical experience in
the diagnosis and treatment of alcohol or drug related disorders. The SAP will
evaluate each employee to determine what assistance, if any, the employee
needs in resolving problems associated with prohibited drug use or alcohol
misuse. If a safety-sensitive employee is allowed to return to duty, he/she must
properly follow the rehabilitation program prescribed by the SAP, he/she must
have a negative return-to-duty drug or alcohol test, and can be subject to
unannounced follow-up tests for a period of one to five years. At least six
follow-up tests are required in the first year following treatment.- The
employee's insurance provider will coordinate the cost of treatment or
rehabilitation services. The employer is responsible for the cost of any
treatment or rehabilitation services.

ft f\mmuMallory L. Merritt, Director of Human Resources
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Consequences of a Positive Test

Applicants for Employment:

The City of Davenport has a zero tolerance policy for positive pre- employment
drug test results. A verified positive drug test result for an applicant's pre-
employment test will result in no-hire with the City of Davenport.
City Employees:

The City of Davenport will allow employees the ability to continue employment
or what is considered a second chance for random tests, post- accident and
reasonable suspicion testing only. Following a verified positive drug and/or
alcohol test for any of the above tests, the employee will be required to be
evaluated by a SAP, complete the SAP's recommended treatment/education,
and adhere to return-to-duty and follow-up testing requirements stated in this
policy. An employee who has a second positive test for drugs and/or alcohol on
a follow-up test or any other type of test will be immediately discharged from
employment with the City.
Re-Entry Conditions

Safety-sensitive employees who re-enter the workforce after a confirmed
positive drug and/or alcohol test result must agree to re-entry conditions. These
conditions must include (as minimum):

1. A release to work statement from the Substance Abuse Professional.

2. A negative return-to-duty test for drugs and/or alcohol.
3. Must submit to unannounced follow-up tests at the SAP's discretion.

4. Follow specified after-care requirements with the understanding that any
violation of the re-entry conditions is grounds for termination of
employment.

ISSUED BY | Mallory L. Merritt, Director of Human Resources
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City of Davenport Administrative Policy

Policy Number 3.20
Subject | Branding
Effective Date | August 20, 2020

General Policy:
The purpose of this policy is to ensure that any use of city logos, the City
Seal, trademarks, and branded elements for any purpose is appropriate and
upholds the established visual identity guidelines (see Design Guidelines for
reference). Consistent use of these aforementioned elements strengthens
their value and the City's ability to protect against unauthorized use.
Scope:
This policy applies to all city employees, contractors, or any entity or person
preparing official city materials or doing business on behalf of the City of
Davenport.
Provisions:
All city employees and departments shall utilize the Design Guidelines
document located on the intranet for a more comprehensive and focused
remittance on the appropriate use of city logos and branded elements.
City employees shall use the templates created by the City Administration
Department which are located on the City's intranet for PowerPoint
presentations, memo formats, letterhead, business cards, and other
documents. If an employee desires to use the City logo outside of any of the
predefined templates on the intranet, approval must granted by the City
Administration Department or the Communications Division in advance of
the use.
If a violation of this policy is identified, City Administration and/or their
designee will determine the action needed, which may include redesign of
print and/or electronic materials. With respect to all violations of this policy,
the City reserves its right to seek appropriate remedies under applicable
federal or state law.

wmmX7ISSUED BY | Mallory L. Merritt, Director of Human Resources
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City of Davenport Administrative Policy

Policy Number 3.21
Subject | Sexual Abuse
Effective Date | April 1, 2022

General Policy:

The City of Davenport is dedicated to providing a safe environment for those
who interact or engage with City employees and other workplace participants.
The City does not tolerate any sexually abusive conduct by its employees and
other workplace participants towards members of the public, co-workers,
other workplace participants, minors, and those in vulnerable populations.

It is the responsibility of all employees, whether managers, supervisors or co-

workers, and workplace participants to maintain an environment free of sexual
abuse.

Scope:

All employees, including elected officials, and other workplace participants.

Definitions:
Minor: Any person who meets the requirements of being a minor under state

or local law.

Sexual Abuse: Includes the following acts:

a. Unwanted and unnecessary touching or fondling;

b. Voyeurism;

Exposure to sexual acts or pornography;

d. Requests for or offers of sex;

e. Solicitation of sex;

d. Sexual exploitation;

Lewdness or exposing private body parts;

c.

e.

W-ISSUED BY | Alison M. Fleming, Director of Human Resources
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Taking nude photographs and/or videos without proper consent
or for illegal purposes; or

Other sexual acts such as intercourse, penetration, rape, incest, or
sodomy.

f.

g-

Vulnerable Populations: Those who are legally incompetent or otherwise
unable to give consent, including, but not limited to, mentally impaired
persons and the elderly.

Workplace Participants:Volunteers and/or paid contractors, when performing
work for the City of Davenport.

Provisions:

Employees and other workplace participants are prohibited from
committing acts of sexual abuse toward members of the public, co-
workers, other workplace participants, minors and those in vulnerable
populations.Employees and other workplace participants are prohibited
from having any type of sexual relationship with a minor. Employees and
other workplace participants are prohibited from having any type of
sexual relationship with someone in a vulnerable population who is
legally incompetent or otherwise unable to give consent. After
appropriate investigation, employees and other workplace participants
who are discovered to have committed or are reasonably suspected of
committing sexual abuse will be reported to the proper legal authorities
and subject to discipline, up to and including termination, or removal in
the case of other workplace participants.

I

Sexual abuse can take many forms, including, but not limited to:2.

Verbal: Unwelcome and inappropriate sexual activities, advances,
comments, innuendos, jokes, gestures, written communications,
electronic communications or messaging (i.e. email, text, social
media, voicemail), exploitation, exposure, stalking, or invasion of
sexual privacy.

a.

Alison M. Fleming, Director of Human ResourcesISSUED BY |
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b. Nonverbal: Material such as pornographic or sexually explicit
images,posters, pictures, cartoons, drawings,calendars, or objects.
Physical: Physical assaults or violence, such as rape, sexual battery,
abuse, molestation or any attempt to commit such acts; unwanted
and intentional physical conduct that is sexual in nature, such as
touching, pinching, patting, brushing, massaging someone’s neck
or shoulders or other body part, and/or pulling against another's
body or clothes.
Abuse of Authority: Direct or implied threats that submission to
sexual advances will be a condition of employment, participation,
or affiliation with the City of Davenport.

c.

d.

All candidates for employment will be required to authorize the City of
Davenport to conduct a background investigation. Failure to provide
authorization will result in removal from further consideration. The
Human Resources Department will conduct background investigations
on candidates for employment and will involve other departments in the
investigation process, as appropriate. Completed background check
reports will be maintained by the City's contracted vendor in accordance
with their policies and procedures.

3.

Workplace participants who work with public safety, minors and/or
vulnerable populations or in positions as determined by the City of
Davenport will be required to authorize the City of Davenport to conduct
a background investigation.Failure to provide authorization will result in
removal from further consideration. The involved Department will
conduct background investigations on the above specified workplace
participants and will involve other departments in the investigation
process, as appropriate. Completed background check reports will be
maintained by the City’s contracted vendor in accordance with their
policies and procedures.

4.

If an employee or other workplace participant experiences and/or
observes the actions or words of another and believes that those actions
or words constitute sexual abuse, he/she is required to:

5.
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Report any criminal sexual abuse and/or suspicions of criminal
sexual abuse to the Davenport Police Department or other
jurisdiction having authority.City staff members will report to their
supervisors any indication of or warning signs concerning sexual
abuse and/or any instances of an employee or other workplace
participant committing acts of sexual abuse.
All complaints received by supervisors shall be reported to the
Department Director and Human Resources Director. If the
complaint involves supervisory personnel, then the employee
should report to the Human Resources Director, the City
Administrator, or the City Attorney.

a.

b.

Retaliation against employees who report and/or participate in the
investigation of sexual abuse is prohibited and will result in disciplinary
action, up to and including termination from employment, volunteer
work or contract work for the City of Davenport.

6.

During the City’s disciplinary investigation, employees are assured that
privacy of the complainant and the person accused of sexual abuse will
be kept strictly confidential to the extent possible. Management's
investigation may include interviews with all relevant persons, including
the complainant, the accused, and other potential witnesses.

7.

If the disciplinary investigation shows that the complaint appears to be
valid, immediate and appropriate action, up to and including
termination, will be taken to stop the practice and to prevent its
recurrence. If the validity of the complaint cannot be determined, action
will be taken to reacquaint all parties with this policy.

All employees and other workplace participants are expected to
cooperate in investigations and are prohibited from making false
statements intended to take revenge or harm another individual.
Individuals who intentionally report false claims with the purpose of
damaging the individual or organization's reputation will be subject to a
separate disciplinary investigation.

8.
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City of Davenport Administrative Policy
Policy Number 4.1
Subject | Time Reporting & Record Keeping
Effective Date | July 1, 2018

General Policy:
A consistent structure for recording hours worked by City employees shall be
used to ensure accurate wage/salary payments and associated records in
accordance with all applicable State and Federal code requirements.
Scope:
All employees.

Provisions:
1. All employees shall be provided instruction on how to record their time

upon hire. The following are the three mechanisms for time reporting
for City employees:

a. Automated Roster System: applicable to Fire and Police personnel
scheduled in advance of work dates, shifts, and assignments.
Completion and maintenance of these schedules are delegated to
appropriate department personnel by the Fire and Police Chiefs.
Approved schedules will be signed by the appropriate authority in
the Fire and Police departments and as designated by the Fire and
Police Chiefs. Adjustments to the schedules for absences and other
changes will be entered into the system by the employee's direct
supervisor or authorized staff.

b. Time Clock: applicable to all FLSA nonexempt employees required
by their Department to record their start and stop times by time
clock. Each employee is responsible for recording their start and
stop times. Employees are prohibited from recording the start and
stop times for another employee. Absences and other adjustments
will be entered to the employee's timecard by the individual(s)
designated by the Department Director. Employees are not able to
adjust their own time records. Once all punches are reviewed and
all time off is entered, the timecard is approved by the employee's
supervisor and/or department director.

ISSUED BY | Mallory L. Merritt, Director of Human Resources
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The City has adopted a 15-minute rounding rule for both in and out
punches with a seven minute change point. Employee time from 1
to 7 minutes may be rounded down, and thus not counted as hours
worked, but employee time from 8 to 14 minutes must be rounded
up and counted as a quarter hour of work time.

c. Electronic Timesheets: applicable to all City employees not covered
by (a) or (b) above. Employees using e-Timesheet will be provided
access to the intranet site along with a unique login and password.
It is the employee's responsibility to login and enter their time to
the appropriate pay categories. When the timesheet is complete, it
is approved by the employee's supervisor and/or department
director. Once the pay period ends, any adjustments or changes
must be made by the designated approver.

2. Federal Programs Time Reporting:

Use of program pay codes is required for all City employees in
positions funded by federal programs with the following exceptions:

(1) If an employee's work hours are devoted 100% to one federal
program and that program's funding code is properly reflected
in the Payroll System.

(2) If an employee's time is charged to federal programs only
through the City's indirect cost plan rather than directly to a
federal program(s).

For employees required to use the program pay codes according to
part (a) above, actual work hours spent each day on the applicable
federal program(s) should be recorded under the appropriate
program pay code.

a.

b.

Mallory L. Merritt/Director of Human ResourcesISSUED BY |
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City of Davenport Administrative Policy
Policy Number 4.2
Subject | Travel and Business Expense
Effective Date | July 1, 2018

General Policy:
City employees and elected officials are expected to follow all City
procedures related to travel expenditures and reimbursement when traveling
as a representative of the City to conferences, conventions, training
seminars, business meetings or other official city business.
Scope:
All employees and elected officials.

Provisions:
All travel requires advance approval by the Department Director or
designee.

1.

All travel and business expenses shall be processed using the system
and procedures established by the Finance Department.

2.

3. All travel and business expenses must be supported by original
documents/invoices.
Advance payment directly to vendors for registration, transportation,
lodging, or other travel-related fees may be made based on vendor
requirements. Employees may receive advance reimbursement for pre-
paid costs.

4.

Employees are eligible to receive a 75% advance of estimated costs if
three (3) or more consecutive days of travel are necessary and the
request for advance is made at least two weeks prior to the time the
travel advance is needed. Advances are paid to employees the week
immediately preceding the travel departure date.

5.

Should travel and business expense advances exceed actual travel and
business expense incurred, the employee shall reimburse the excess
amount to the City. A copy of the receipt shall be attached to the
completed travel form.

6.
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7. Employees must complete their travel form within two weeks of their
return.

8. Upon completion of travel documents, remaining reimbursements will be
issued to the employee in the next available accounts payable cycle.

9. The following types of expenses are eligible for reimbursement as long
as they meet the usual tests of reasonableness and appropriateness:

a. Registration: Fees for registration at a business related meeting,
convention, or training seminars.

b. Transportation: Mode selected will be based upon the length of
trip, travel time, and lowest cost alternative to the City. Based on
these criteria, the following types of transportation expenses may
be allowed:
i. City vehicle: Employees may use a pool vehicle when traveling

on City business. If a pool car is unavailable, then the
employee must make arrangements for a rental vehicle with
one of the City's authorized car rental operators. Actual
expenses for gas, oil, and other reasonable operating
expenses incurred will be reimbursed.

ii. Personal vehicle: If the employee or elected official chooses
to utilize his/her personal vehicle for City business, the City
will reimburse only the fuel expenses incurred. For local
travel, defined as the local metropolitan statistical area, an
employee who utilizes a personal vehicle when authorized by
the department director will be reimbursed by the approved
IRS mileage rates. Employees will be required to use a pool
car when one is available. When a pool car is available and
the employee chooses to use a personal vehicle, no
reimbursement will be given.

iii. Air travel: Coach or tourist class will be used when available.
When possible, air travel should be planned far enough in
advance to take advantage of reduced fares. Air travel
reservations may be made through the City's travel vendor(s)
as authorized by the Purchasing Division. The City will pay for
one standard checked bag.

ISSUED BY | Mallory L. Merritt,Director of Human Resources
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iv. Other transportation: Rental of automobiles, taxis, public
transportation, and other special conveyances are allowable
for reimbursement provided the costs are reasonable and
meet a specific business need.

c. Lodging: Reasonable lodging expenses incurred in the performance
of City business are eligible provided the place of travel is more
than 50 miles from the City of Davenport or the individual's
residence. Only actual lodging expenses will be reimbursed;
expenses for pay television, movie rental, athletic rooms, etc. are
not eligible for reimbursement. Most hotels and motels offer
discounts for government entities; employees and appointed
officials should request the government room rate when making
reservations unless a better group rate is available.

d. Per Diem Allowance: The daily per diem allowance will be the rate
established by the Government Services Administration (GSA)
schedule. The per diem rate will be based on the type (i.e.
breakfast, lunch, dinner) and the location of the meal. Daily per
diems will be based on departure and return, on the meal type, and
offset by meals provided by host of the seminar/conference/class.
Expenses in excess of the daily maximum are reimbursable at the
Department Director's discretion. Receipts and written justification
will be required for expenses exceeding the per diem allowance.

e. Business meals: Meals during meetings between two or more
individuals for a specific City business purpose are eligible for
reimbursement. The meeting purpose, participants, and expenses
must be detailed with the request for reimbursement. Either partial
per diem allowances or actual receipts are acceptable basis for
reimbursement, at the Department Director's discretion.

Exceptions to the provisions of this Policy must be approved in writing
by the City Administrator. A copy of this approval must accompany
the completed travel documentation prior to any applicable advance
payments or reimbursements.

10 .

Failure to comply with this Policy may result in full or partial denial of
reimbursement and/or future travel advance requests, loss of travel
privileges, and/or disciplinary action up to and including dismissal.

11.
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If an employee who is eligible for overtime compensation is required to
attend a conference or training session, the following rules on travel
time will apply:
a. Time spent traveling: Time spent traveling between Davenport

and the location of the training will be considered hours worked
for a one-day training assignment.

b. If the assignment requires an overnight stay: If the assignment
requires an overnight stay, travel time is only counted as hours
worked to the extent that it coincides with the employee's regular
workday.

12.

13. City Council Members ONLY. City Council members will each be
awarded an equal share of the department travel budget approved for
that fiscal year. All eligible travel expenses will be reimbursed up to
his/her equal share plus any amount contributed by another Council
member(s). All other provisions of this policy apply to travel by
Council members.
Department Directors and Managers are eligible to have the dues of
one service club paid by the City of Davenport, provided the city
business purpose/benefit has been approved by the employee's
supervisor and subject to budget availability. No voluntary
contributions will be paid as part of the annual dues.

14.

15. Where this policy is silent or open to interpretation, the Finance
Director's interpretation is final.
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City of Davenport Administrative Policy
Policy Number 4.3
Subject | Red Circle Employees
Effective Date | July 1, 2018

General Policy:
It is the policy of the City of Davenport to apply the designation of "red
circle" to those employees who are receiving pay above their applicable step
for ninety (90) calendar days for the position in which they are presently
working.
Scope:
All employees.

Provisions:
Red circling will typically occur due to circumstances beyond the
employee's control. For example, the restructuring of a department,
reclassification following a job audit, or because of a new position due to
a reduction of the workforce.

1.

2. Upon job reclassification to a lower pay grade, an employee will remain
at the higher rate of pay for ninety (90) calendar days after which time
the employee will be placed at a step in the new pay grade representing
the lowest decrease in pay or corresponding to years of service.

3. Step increases and general wage increases will not be granted to
employees during the ninety (90) calendar days they are "red circled".

ISSUED BY | Mallory L. Merritt, Director of Human Resources
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City of Davenport Administrative Policy
Policy Number 4.4
Subject | Grant/Gift Administration
Effective Date | July 1, 2018

General Policy:
To establish administrative, accounting, and financial reporting procedures
and controls for the purpose of improving coordination, accounting, and
compliance for all third-party awards received by the City of Davenport.
Scope:
All employees.
Provisions:
1. Application and Authorized Signatory

a. All grant applications must be approved by the department head of
the user department. The grant user department is responsible for
preparing and submitting grant applications on behalf of the City.
The user department is responsible for notifying the Finance
Director of the grant application. The Finance Director shall be the
City's authorized signatory for all grant applications, unless such
application requires City Council approval as a condition of
submission.

b. Upon submittal of the grant application, the user department shall
forward a complete copy of the application to the Accounting
Division. The user department shall be responsible for submitting
ongoing official communications with the Accounting Division.

c. The user department is responsible for keeping a file of all original
documents related to the grant application and any and all
correspondence and reporting pertaining to the award.

2. Acceptance or Denial of Grant Applications
a. A copy of the official correspondence from the grant organization

providing notice of acceptance or denial of the award shall be
forwarded to the City Administrator, Finance Director, and
Accounting Division. Such notification shall include any detail,
breakdown, or requirements of the award provided by the grant
organization.
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b. The user department shall provide a list of the detailed
expenditures related to the grant award and the planned account
number(s) that will be utilized.

3. Accounting /Budgeting
a. The user department shall be responsible for the preparation of all

reporting consistent with the terms of the grant award. The
Accounting Division shall prepare, assist with, and approve all
financial reporting as required by the grant organization.

b. The user department shall be responsible for coordination of
necessary grant award budgeting with the Finance Department.

c. The user department shall assist the Accounting Division at the end
of each fiscal year in reconciling for each award the amount
budgeted, total amount spent as of the last day of the reporting
period, and the remaining balances to be re-appropriated in the
following fiscal year.

d. The Accounting Division shall request of the user department any
and all copies of files necessary for proper record keeping and audit
purposes.

4. Payment and Reimbursements
a. Requests for reimbursements/draws done electronically should be

provided to the Accounting Division. Requests for
reimbursements/draws done by forms/letters need to be processed
through the Revenue Division by using the bill request form. All
back up and supporting material for the reimbursements/draws
must be provided to the Accounting Division. Any correspondence
for adjustments made by the grantor needs to be sent to the
Accounting Division to ensure proper identification of the funds
when received.

b. The Accounting Division shall be responsible for reconciling
payments and reimbursements to the general ledger.

c. All grant reimbursements shall be requested to be sent to the City's
Revenue Division for receipt. Copies of the receipt shall be
provided to the user department and the Accounting Division.

JM7Mallory L. Merritt, Director of Human ResourcesISSUED BY |
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d. When all expenditures have taken place and all reimbursements
have been received, the user department shall notify the
Accounting Division that the award has been completed.

wljlAyMallory L. Merritt, Director of Human Resources \
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City of Davenport Administrative Policy
Policy Number 4.5
Subject | On-the-Job Injury & Illness
Effective Date | July 1, 2018

General Policy:
Absence from work resulting from injury or illness arising out of and in the
course of employment with the City will be paid in accordance with
applicable laws.
Scope:
All employees and elected officials.

Provisions:
All work injuries or illness attributed to employment with the City shall
be reported as soon as possible to the immediate supervisor. The
supervisor must complete a First Report of Injury within 24 hours of
notification of injury or illness.

1.

All employees injured on duty will be treated by the City's designated
medical provider.

2.

Disability benefits will be paid as prescribed under the applicable law but
accrued sick leave may be used by the employee to cover unpaid lost
time due to prescribed waiting periods. If the disability exceeds 14
calendar days, the employee may request to receive disability pay for
the waiting period and their sick leave will be refunded back to their
leave bank.

3.

Upon written request by the employee, sick leave may be used to
supplement disability payments.

4.

Non-sworn employees who are temporarily disabled shall be required to
accept reasonable transitional work or shall forfeit their right to
continued disability payments.

5.

6. The City's contribution for employee insurance benefits will continue
during any period of injury leave.

A
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7. An employee who is determined to be on OJI shall not have any of their
benefits diminished including accruals.
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City of Davenport Administrative Policy
Policy Number 4.6
Subject | Transitional Work Assignments
Effective Date | July 1, 2018

General Policy:
In the event an employee is temporarily restricted from performing his/her
regular job duties due to an illness or injury, it is the policy of the City of
Davenport to actively seek transitional work assignments for the employee
during the recovery period.
Scope:
All employees, unless the employee's collective bargaining agreement or
general order(s) specifies a different procedure.
Provisions:
Work-Related Illness or Injury

1. All work assignments will be within the restrictions as prescribed by
the City's physician or City-referred treating physician.

2. An employee's regularly assigned department is responsible for
providing work within the employee's temporary restrictions. If no
work is available in their regularly assigned department, Risk
Management will assist in seeking any work assignment within the
City meeting the temporary work restrictions.

3. If an employee is assigned outside his/her regular department,
normal supervisory responsibility will be transferred to the
department in which they are assigned to work. The employee's
regularly assigned department should be provided all information
pertaining to the employee's wages, attendance, and performance
in accordance with existing procedures. Wages will be paid from
the employee's regularly assigned department at the employee's
regular rate of pay.

4. Department directors may be required to submit a list of
transitional work available within their department to Risk
Management. Transitional work will be assigned using this list.
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5. Upon medical release to regularly assigned work, the employee will
be returned to his/her regular department and classification.

6. Employees who refuse to accept transitional work assignments will
forfeit their rights under the applicable law.

Off-Duty Illness or Injury
1. Department Directors, at their discretion and with the approval of

both the Human Resources Director and City Administrator, may
provide transitional work for employees who have suffered from off-
duty illness or injury.

2. The employee requesting transitional work for an off-duty illness or
injury must be released by the City physician. The City physician
will provide work restrictions based on the employee's condition and
job duties.

3. Transitional work under this provision will be offered based on
department availability and is no guarantee of work or hours.
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City of Davenport Administrative Policy

Policy Number 4.7
Subject |Compensation Schedules & Adjustments
Effective Date | September 22, 2020

General Policy:
It is the policy of the City of Davenport that compensation adjustments due
to promotions, voluntary demotions, or movement between bargaining units
for employees shall be administered on a fair and equitable basis.
Scope:
All full-time employees, unless the employee's collective bargaining
agreement identifies a different procedure. In this case, the collective
bargaining agreement shall be the governing document.

Provisions:
1. Salary schedules specifying the rates of pay for each job classification

shall be adopted annually by the City Council as part of the annual
budget process. Positions subject to collective bargaining agreements
shall be negotiated with the applicable bargaining unit and approved
by the City Council.

2. Upon promotion to a higher classification, an employee shall receive a
minimum of a 10% increase unless specified otherwise in a collective
bargaining agreement between the parties.
Upon voluntary demotion to a job classification with a lower pay range,
an employee will be placed at his/her current step in the new pay
range. Employees on a longevity pay schedule will be placed at the
step corresponding to his/her years of service.

3. Employees involuntarily transferred or demoted for non-disciplinary
reasons will be placed at his/her current step in the new pay range.
Employees on a longevity pay schedule will be placed at the step
corresponding to his/her years of service. At the discretion of the City
Administrator, the employee may be considered "red circled" pursuant
to the Administrative Policy.

ISSUED BY | Mallory L. Merritt, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator
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4. If a transfer or demotion is a result of a disciplinary action, the
employee will be placed at his/her current step in the new pay range.
Employees on a longevity pay schedule will be placed at the step
corresponding to his/her years of service.

5. Employees voluntarily transferring to entry level positions in another
job family or bargaining unit shall continue to accrue benefits based on
their years of employment with the City. However, seniority for
purposes of vacation or shift picks shall be considered based on
seniority in the position.

6. Part-time employees permitted to accrue hours in leave banks that are
later hired as full-time employees in permanent positions shall be
separated from their part-time positions and all leave banks
eliminated. Any vacation or holiday leave hours shall be paid out at
the part-time salary rate.

Definitions:
Longevity Schedule: Longevity schedule shall mean schedules that
specifically reference years of service associated with steps as presented in
the adopted salary schedules. For purposes of clarity, the Police, Fire, and
Teamster bargaining unit pay schedules are longevity schedules.

ISSUED BY | Mallory L. Merritt, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator ($£,
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City of Davenport Administrative Policy
Policy Number 4.8
Subject | Financial Accounts
Effective Date | July 1, 2018

General Policy:
It is the policy of the City of Davenport that City employees or elected
officials are not authorized to set up any financial accounts with the use of
the City taxpayer identification number.
Scope:
All employees and elected officials.

Provisions:
1. Only the Finance Director or Chief Financial Officer, or designee,

and Revenue Manager are authorized to establish accounts with any
financial institution, including the use of the City taxpayer
identification number, for the City of Davenport.

2. Establishing a City of Davenport account or the use of taxpayer
identification number on financial accounts without their approval is
prohibited.

3. Violation of this policy may result in discipline, up to and including
termination.

Mallory L. Merritt, Director of Human ResourcesISSUED BY |
APPROVED BY | Corrin B. Spiegel, City Administrator Py-,
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City of Davenport Administrative Policy

Policy Number 4.9
Subject | Food & Meal Expenses
Effective Date | March 1, 2020

General Policy:
On occasion, it may be necessary for meals and/or refreshments to be
provided to employees or non-employees for business purposes and under
specific circumstances. In these cases, meals/refreshments shall meet the
test of public purpose and be treated as a non-taxable benefit based on the
criteria outlined in this policy.
Scope:
All employees and elected officials, collectively referred to as "employees".

Provisions:

1. All meal/refreshment purchases must be directly connected to a public
purpose. If the meal/refreshment does not serve a public purpose,
City funds shall not be used to fund the items.

2. Any meal or refreshment purchase shall be approved in advance by
the department director. For the purpose of this policy, some
examples of public purposes include, but are not limited to:

a. Recruitment and hiring processes
b. Economic development activities related to the attraction,

retention, or expansion of new or current businesses
c. Partnerships with other agencies or those doing official business

with the City of Davenport such as consulting groups, etc. and
directly related or connected to specific and defined projects.

3. City reimbursement for employee meals is intended to be occasional in
nature and directly connected to a public purpose. This policy does
not allow for reimbursement of meals for and/or between employees
and/or non-employees convening during a meal period for the purpose
of maintaining relationships or discussing work-related topics that
could have reasonably occurred outside the meal period. To avoid
incurring personal expenses associated with a meal, employees are
encouraged to meet as needed outside of meal periods.

ISSUED BY | Mallory L. Merritt, Director of Human Resources
APPROVED BY | Corrin B, Spiegel, City Administrator
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4. A reimbursable business meal can be provided to non-City employees
when the meal is connected with a public purpose as established in
this policy.

5. A reimbursable business meal can be provided to City employees when
employees are required to work through a normal meal period or when
the meal is connected with a public purpose as established in this
policy.

6. Occasional de minimis refreshments (donuts, cookies, candy, soft
drinks, bottled water, etc.) can be provided when the event is
designed to improve and/or reward the job knowledge of participants,
show appreciation, or to enhance participation in an event.

7. City funds shall not be used to fund any meals or refreshments for any
type of celebration, such as holiday and retirement parties, held
strictly for the enjoyment of the staff.

8. Approval for any other meal or refreshment request may be given at
the discretion of the City Administrator or designee. In instances
where approval is granted, documentation of such approval shall be
included in the reimbursement or payment request.

9. All requests for reimbursement or payment must contain a brief
statement indicating the public purpose of the purchase. Any request
without the required information will be denied. If an employee
utilizes a purchasing card to purchase a meal that is not reimbursable,
the individual will be required to repay the full cost of the meal to the
City, as directed by the City Administrator or Finance Department.

Mallory L. Merritt, Director of Human ResourcesISSUED BY |
APPROVED BY | Corrin B. Spiegel, City Administrator &&
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City of Davenport Administrative Policy

Policy Number 4.10
Subject [ Financial Interest Disclosure
Effective Date | April 1, 2022

1836

General Policy:

Employees and elected or appointed officials are required to adhere to the City
of Davenport’s Financial Interest Disclosure Policy and submit all required
documentation.

Scope:

All employees, elected officials, and appointed officials.

Definitions:

“Immediate Family” means spouse, un-emancipated children or any person

who dwells within discloser’s household and contributes to the economics of
the household.

Provisions:

1. In compliance with Iowa Code, employees, elected officials, and
appointed
officials working for or representing the City of Davenport must disclose
direct and indirect financial interests in contracts and businesses (see
FID form for examples).

a. An employee must complete and submit a Financial Interest

Disclosure Form (hereafter FID Form) to the Human Resources
Department before, or at, the time of hire with the City of
Davenport.

i. Whenever there is a change to the employee’s financial
interests while employed by the City, a new FID form must

ISSUED BY | Alison M.Fleming, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator C&C
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be submitted to the Human Resources Department within
thirty (30) calendar days of such change.

b. An elected or appointed official must complete and submit an FID
Form to the Mayor’s Office before assuming the duties of the
elected or appointed office.

i. Whenever there is a change to the elected or appointed
official's financial interests while serving in the office to
which they have been elected or appointed, a new FID form
must be submitted to the Mayor's Office within thirty (30)
calendar days of such change.

2. If the review or update of the employee’s or official’s form is requested
by the City, the employee or official must acknowledge receipt of the
request and must respond within thirty (30) calendar days of such
acknowledgment with the requested information.

3. Violation of this policy by employees may result in discipline, up to and
including termination of employment. Violation of this policy by elected
or appointed officials may result in removal.

Alison M. Fleming, Director of Human ResourcesISSUED BY |
APPROVED BY | Corrin B. Spiegel, City Administrator Qk
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City of Davenport Administrative Policy

Policy Number 5.1
Subject | Examination & Copying of Public Records
Effective Date | April 1, 2022

General Policy:

It is the policy of the City of Davenport to meet all requests for information and
documents within the constraints of Iowa Code Chapter 22. The purpose of
this policy is to fix fees for public examination and photocopying.

Scope:
All employees.

Provisions:
I. This policy is not intended to preclude verbal responses to routine

requests for information.

2. Every Department Director, or the designee, is the lawful custodian of
public records kept by that department. The Deputy City Clerk is the
lawful custodian of all Council and Administration public records.

Whenever a public records request is submitted and the nature of that
request requires a search of city computer records, the person making the
request should beapprised that it will be necessary to perform a computer
search to fulfill their request, and that pursuant to Iowa law which allows
the City to recover the expenses incurred in fulfilling a request, the City will
perform the search contingent upon the receipt of payment from that
person in such amount as equals the City’s expenses incurred in
performing the computer search whether or not the search produces
non-confidential information the person was seeking or for that matter
any information. The expenses related to a computer search are set forth
in the schedule below.

3.

4. In addition to the computer search, staff time, if the number of pages to
be copied exceeds fifty (50) pages, or if the staff time involved in

ISSUED BY | Alison M. Fleming, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator (
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providing/reviewing the records exceeds fifteen (15) minutes, the following
fee schedule shall apply:

a. photocopies 25$ per page

$10 per flash driveb. flash drive

$22 (hours rounded to nearest % hour)c. hourly rate clerical

$33 (hours rounded to nearest YA hour)d. hourly rate management

$40 (hours rounded to nearest YA hour)e. hourly rate IT

$40 (hours rounded to nearest YA hour)f. hourly rate legal review

Actual cost per unit to produceg. routinely prepared or bound reports

Any IT staff, City attorney, staff attorney, or outside attorney who performs
a review or search at the request, written or oral, of the lawful custodian
shall hereby be a "custodian’s authorized designee" for open record’s
purposes.

The requesting individual will be billed for work performed and costs
incurred regardless of whether he or she picks up the documents. Full
payment will be required on any current or outstanding open records bill
prior to the fulfillment of a request. Such payment shall be credited to the
City's general fund.

5.

6. All requests for public records normally should be filled in a timely manner,
within ten (10) working days, unless there is an issue that requires more
time.

7. Thecustodian may consultthe Legal Department concerning requestsfor
records that may be considered confidential records pursuant to Iowa

W-ISSUED BY | Alison M. Fleming, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator CA
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Code Sec. 22.7. These requests include, but are not limited to: medical
records, personnel or employee-related files, documents concerning
litigation or claims (potential litigation), reports provided to government
that may provide advantages to competitors, property appraisals
concerning public projects, library patron records, and names and
addresses of complainants.

This policy does not cover departmental records which are subject to a
specific, written departmental policy and fee schedule - by way of
example police reports.

8.

9. The custodian should notify the requesting party if a request for records
may require an extensive search, elevated review, or a computer search.
The City may require a deposit of 50% of the expected total cost in
advance. The party shall be charged in accordance with the schedule
above for such service.

10. All open records requests that are responded to by electronic mail shall be
issued as a pdf file in order to prevent modification by the requester.

11. All records generated by a police department internal affairs investigation
shall remain confidential except for the closing letter.

W-ISSUED BY I Alison M. Fleming, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator
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City of Davenport Administrative Policy 

Policy Number 5.2 

Subject I Tresspass Ban Procedures 

Effective Date I July 1, 2018 

General Policy: 

It is the policy of the City of Davenport to make clear to the members of the 
public what type of behavior is unacceptable while on City property and what 
actions the City may take when faced with unacceptable behavior. 

Scope: 

All employees. 

Provisions: 

1. The City's behavior policy outlining the expected behavior of members
of the public while on City property, "Municipal Property Behavior
Policy," is attached as Attachment A.

2. The behavior policy shall be posted conspicuously to the public.

3. The procedures for dealing with members of the public who do not
comply with the behavior policy shall be the same or materially similar
to Attachment B, "Trespass Ban Procedure."

4. The City shall develop a standard form for issuing trespass bans to
members of the public. This form shall be the same or materially
similar to Attachments C and D, "Notice - Temporary Trespass Ban" and
"Notice - Continuous Trespass Ban."

5. The City shall develop and maintain a standard form for the banned
member of the public to request the ban be lifted. The form shall be the
same or materially similar. to Attachment E, "Request to Lift Trespass
Ban."

6. Consistency in application is of primary importance in implementing this
policy.

ISSUED BY I Mallory L. Merritt, Director of Human Resources 
APPROVED BY I Corrin B. Spiegel, City Administrator Q..> 
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7. The staff member authorized to issue and lift trespass bans shall be
determined by the place over which the trespass ban governs and shall
be as followed:

City Hall
Library
Public Works
Police Station
Fire Stations
Parks
Bus Depot
Wastewater Pollution Control Plant WPCP Manager

City Administrator & City Attorney
Director of Library
Director of Public Works
Police Chief & Station Supervisor
Fire Chief or Shift Commander
Director of Parks & Recreation
Transit Manager

The City Administrator shall have the authority to issue trespass bans
over any other property not listed above.
The City Administrator shall have the authority to issue trespass bans
over all city property.
The above named individuals may designate a staff member to issue or
lift a trespass ban.

8. This policy does not preclude any issuance or enforcement of criminal
trespass citations.

ISSUED BY | Mallory L.Merritt, Director of Human Resources
APPROVED BY | Corrin B. Spiegel,City Administrator

Administrative Policy 5.2 Page 2 of 2



Page 1 of 2 
Davenport Municipal Behavior Policy 

Last Updated 3/29/2018 
 

                  City of Davenport 
226 West Fourth Street • Davenport, Iowa 52801 

Telephone (563)326-7735 • TDD (563) 326-6145 • Fax (563) 328-6767 
www.cityofdavenportiowa.com 

 

MUNICIPAL PROPERTY BEHAVIOR POLICY 

This policy promotes the mutual respect, civility, and orderly conduct among City employees, elected 
officials, and the public.  This policy is not intended to deprive any person of their right to freedom of 
expression, but only to maintain, to the extent possible and reasonable, a safe, harassment-free workplace 
for our staff.   

Violations of this policy may result in action taken against the offending party, including but not limited 
to a ban from the premises.  Abusive or hostile behavior towards other people will not be tolerated. 

The public areas of city property are open to all members of the public.  Members of the public are 
expected to observe the rights of other members of the public and city employees.  Members of the public 
are also expected to use city property within its intended purposes and not disrupt operations or disturb 
others.  Pursuant to City Administrative Policy, designated City staff members will determine inappropriate 
behavior and actions and will take immediate action for the following prohibited behaviors: 

1. Behaving in a way that endangers the safety or health of self and/or others; 
2. Violating any local, state, or federal law; 
3. Using restrooms inappropriately such as bathing, shaving, laundering, eating, or loitering; 
4. Vandalism or destruction of City property or the personal property of other members of the public 

or City staff; 
5. Committing or attempting theft of City property or the personal property of other members of the 

public or City staff; 
6. Disrupting City business, operations, activities, meetings, or events or misusing staff time; 
7. Using abusive or obscene language or gestures at other members of the public or staff; 
8. Sleeping in areas unintended for sleeping; 
9. Leaving unattended belongings; 
10. Loitering inside or immediately outside City property; 
11. Skateboarding, roller-blading, or bicycling, except in designated areas; 
12. Fighting or simulating fighting; 
13. Climbing, playing, or running, except in designated areas; 
14. Riding elevators continuously or nearly continuously; 
15. Playing radios or other devices loudly enough to disturb or distract other members of the public or 

staff; 
16. Placing feet or shoes on chairs, couches, tables, or other furniture or moving furniture to use as a 

footrest;  
17. Defacing, writing, or carving on furniture, walls, or other city property; 
18. Exhibiting excessive displays of affection, which includes sexual conduct or physical conduct 

disruptive to other members of the public or staff; 
19. Viewing inappropriate materials; 

http://www.cityofdavenportiowa.com/
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20. Bringing any animals into the building portion of City property or other portions of City property 
inappropriate for animals, except for service animals; 

21. Soliciting, petitioning, panhandling, or gambling; 
22. Loud talking, arguing, laughing, or other noise which disturbs or could disturb other members of 

the public or staff; 
23. Eating, drinking, or having open containers of food in areas not designed for these activities.  

PLEASE NOTE: These items will not be kept for visitors to retrieve on their way off the premises; 
24. Consuming, having consumed, or carrying alcoholic beverages unless explicitly granted permission 

in writing; 
25. Use of cigarettes, e-cigarettes, cigars, chewing tobacco, snuff, pipes, or any emerging tobacco 

product or simulated smoking device inside any city buildings, immediately outside of windows or 
doors of city buildings, and as otherwise required; 

26. Failing to pay the required fare for entrance, where appropriate, or refusing to show proof of such 
payment; 

27. Bringing bulky, dangerous, or otherwise obstructive items into areas inappropriate for such items, 
including but not limited to flammable liquids or substances. 

Further, visitors to City property must be mindful of the following conditions: 

28. Minors are the responsibility of their parents or guardians whether or not a parent or guardian is 
present.  Parents and guardians should use caution and their best discretion in allowing their child 
to visit City property unsupervised.  No child under the age of 8 shall be left unsupervised on City 
property.  Other age limits may be required depending on the type of facility and other factors. 

29. Pursuant to Iowa Code §724.4A, weapons are not allowed in any City park or in the Main Library or 
City Hall due to their proximity to the Davenport Community Schools Creative Arts Academy.  (A 
weapon is defined as a gun, rifle, shotgun, knife, switchblade, or any object which can potentially 
be used in a dangerous or threatening manner.). 

30. Sex offenders convicted of sexual offenses must comply with Iowa Code §692A.113 and are 
excluded from certain areas where minors may be present. 

31. Visitors must be fully clothed, including shoes and shirt, except as appropriate to certain park 
activities. 

32. Visitors may be requested to leave the premises if his or her personal hygiene interferes with the 
orderly operations of the City facility or service or with the use and enjoyment of other members of 
the public. 

33. Staff areas are off-limits to visitors.  Anyone found in designated staff or employee areas will be 
required to leave the area immediately. 

34. If not clearly prohibited, determinations of what constitutes inappropriate behavior are at the 
discretion of the City Administrator, City Attorney, or their respective designees. 

35. Failure to comply with this Municipal Property Behavior Policy may result in a periodic or 
continuous trespass ban on some or all City property.  Those named in the City Administrative 
Policy are authorized to institute said ban. 
  
The above list contains examples of prohibited behavior and is not exhaustive of all types of 
misbehavior on or misuse of City property.   
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  City of Davenport • Legal Department 
226 West Fourth Street • Davenport, Iowa 52801 

Telephone (563)326-7735 • TDD (563) 326-6145 • Fax (563) 328-6767 
www.cityofdavenportiowa.com 

 
TRESPASS BAN PROCEDURE 

 
1. Consistency in application is of primary importance in implementing this policy 
 
2. Any questions on applying discretion should be posed to the Legal Department 
 
3. Steps below may be applied in the same interaction or over several days. 
 
4.  All staff has the authority to warn members of the public who are not following Municipal 

Property Behavior Policies. 

 

 
PROCEDURE FOR PREVENTING DISRUPTIVE BEHAVIOR 

1. The Municipal Property Behavior Policy should be posted conspicuously. 

2. Staff should present themselves in accordance with the Municipal Property Behavior Policy in 
order to demonstrate appropriate behavior. 

 

 

If a patron is threatening the well-being of staff or other members of the public,  
call 911 and skip the below steps. 

 
Staff has the right to skip steps below depending on the seriousness of the offense. 
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PROCEDURE FOR DEALING WITH DISRUPTIVE BEHAVIOR 

This procedure is for use in requesting members of the public leave City property or in trespass banning 
them. 

1. First Offense -  Politely inform the patron that they are being disruptive and suggest a way for 
them to come into compliance with the Municipal Property Behavior Policies.  If the behavior 
continues, follow the steps below. 
 

2. Second Offense – 1st Warning.   
a. Communications with Patron 

i. Talk with the patron.  Re-explain how they are violating the behavior policy. 
ii. Tell them that this is considered a first warning. 

iii. Tell them that if their behavior continues, they will be asked to leave the 
premises for the day. 

iv. If appropriate, hand them a copy of the Municipal Property Behavior Policy. 
b. Communications Intra-Office 

i. Tell your supervisor and, as appropriate, other people in your department or 
building of the incident so that they are aware. 
 

3. Third  Offense – 2nd Warning & Action  (Asked to leave for the day) 
a. Communications with Patron 

i. Talk with the patron.  Re-explain how they are violating the behavior policy. 
ii. Tell them that this is considered a second warning and that the next action will 

be a trespass ban from the property. 
iii. Instruct them to leave the premises for the day. 

b. Communications Intra-Office 
i. Tell your supervisor and, as appropriate, other people in your department or 

building of the incident so that they are aware. 
 

4. Fourth Offense –Action Taken – Suspended for 6 Months or Less 
a. When a patron has already received two warnings and is again violating the Municipal 

Property Behavior Policy, the supervisor should be notified. 
i. The supervisor should determine whether the behavior is so disruptive as to 

warrant a trespass ban.  This is a situation-based based determination. 
ii. If the supervisor believes a trespass ban should be instituted, the supervisor 

should request permission from the department director (below) to trespass 
ban the patron. 

iii. If the department director agrees, the supervisor should follow the below 
procedures. 

 
 

b. Complete the Trespass Ban Letter 
i. Complete as much of the letter as you can. 
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ii. Attach a copy of the Municipal Property Behavior Policy. 
1. Circle the applicable violations.  (Circle all that apply.) 

c. Communication with Patron 
i. The supervisor should talk with patron and re-explain how they are violating the 

behavior policy. 
ii. Tell them that they have been given two prior warnings and that they will now 

be banned from the building/area for six months.  
1. This time period may be reduced as the situation warrants. 

iii. Ask them for their driver’s license or state ID & make a photocopy of it. 
1. Fill this information into the letter. 

iv. Hand them a copy of the letter and request that they sign the Temporary 
Trespass Ban. 

v. If the patron refuses to sign the letter, note the refusal on the letter. 
vi. Make a copy of the letter for the patron. 

vii. Keep the original letter in the appropriate file. 
d. Communications Intra-Office 

i. As appropriate, tell the people in your department or building of the incident so 
that they are aware. 

ii. Email the Legal Department with a scanned copy of the Trespass Ban Letter 
including the circled Municipal Property Behavior Policy and Driver’s License 

e. Update the Trespass Ban List. 
i. M:/Trespass Ban Procedures/Trespass Ban List 

 
5. Fifth Offense – Action Taken – Continuous Ban or Longer than 6 months 

a. Follow the same procedures as for the fourth offense, but with longer ban period. 
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RIGHTS OF A BANNED PERSON 

REVIEW 

1. At the midterm point of the trespass ban, the patron has the right to request a meeting to 
discuss reinstating their access and the patron’s compliance with the terms of the trespass ban. 

a. The midterm point for any period of one year or longer is six months. 
i. For continuous bans, the patron may request a meeting after six months and 

every year thereafter unless good cause is shown to deny subsequent meetings. 
b. When to grant a meeting: 

i. The director or supervisor believes the patron has shown progress (an 
opportunity to encourage the patron’s compliance) 

ii. The director or supervisor believes the meeting will be productive (an 
opportunity to correct the patron’s minor non-compliance) 

c. When to deny a meeting: 
i. The director or supervisor believes the meeting will be unproductive.  (The 

patron has shown egregious non-compliance by continuing to violate the rules 
or enter the facility during the ban.) 

2. At the end point of the trespass ban, the patron has a right to request reinstatement 
a. Reinstatement should generally be granted 
b. If reinstatement is not granted, the reason should be noted. 

3. A patron requests an interim or end of ban review by: 
a. Completing the Request to Lift Trespass Ban form (located on common drive) 
b. Having an informal discussion with the director or supervisor as to the reasons why the 

ban should be lifted and, if lifted, the behavior expected of the patron. 
c. The director or supervisor may determine the level of formality necessary for the 

meeting. 
d. For interim review: 

i. The meeting should occur within a week of the midpoint or within a week of the 
request, whichever is later. 

e. For end of ban review: 
i. The meeting should occur within a week of the end of ban or within a week of 

the request, whichever is later. 

APPEAL 

1. For any type of ban, a patron has the right to request an appeal hearing in front of a hearing 
officer through the procedures in Davenport Municipal Code 2.86. 

a. Such request must be made within 30 days of the determination the patron is appealing. 
i. Examples of determinations: 

1. Trespass Ban Issued 
2. Determination not to lift ban at end point  
3. For Continuous Bans, determination not to lift ban at yearly review 

b. Because no actual determinations are made during the interim review, there is no 
appealable issue. 
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  City of Davenport • Legal Department 
226 West Fourth Street • Davenport, Iowa 52801 

Telephone (563)326-7735 • TDD (563) 326-6145 • Fax (563) 328-6767 
www.cityofdavenportiowa.com 

 

NOTICE - TEMPORARY TRESPASS BAN 
 
Date: __________________________________ 
 
 
To: ___________________________________________________________________________ 
 
Address: ______________________________________________________________________ 
 
Phone Number: ________________________________________________________________ 
 
Driver’s License or State ID #:___________________________  State of Issuance:____________ 
 
 
Re: Six Month Suspension for Inappropriate Behavior 
 

This suspension is effective beginning ____________________ . 

You are banned from the following properties: 

� All City of Davenport Properties  
� City Hall 
� Public Works 
� Police Department 
� Bus Depot 
� Water Pollution Control Plant 
� City of Davenport Libraries 

� All City of Davenport Parks 
� Specific City of Davenport Parks 

______________________________
______________________________ 

� Other City Properties 
______________________________
______________________________

  

_________________________________________         ________________________________________ 
Signature of City of Davenport Employee             Printed Name of Davenport Employee 
 
 
_____________________________________________ 
I, the above named person, acknowledge receipt of this suspension notice. 
 
 
____________________________________________ 
Date    



Page 2 of 2 
Notice – Temporary Trespass Ban 

Last Updated 3/5/2018 

The City of Davenport’s Municipal Property Behavior Policy outlines what is expected 
from all citizens and guests using city property.  This policy is available upon request or can be 
found on the City of Davenport website and is at the City Hall Service Desk and the Public 
Works Service Desk.  The policy is attached with the area(s) of specific concern noted. 

Due to your inappropriate behavior, this letter is informing you that you are not allowed 
to enter the above referenced properties for any reason.  Should you enter the specified 
properties, the police will be contacted and you will be served with a Trespass Notice or 
arrested for trespass.  This suspension covers the entire property including all interior and 
exterior common areas and parking lots. 

You may designate a friend or family member to conduct your business within the 
properties on your behalf. 

 Any permission or license you may have previously enjoyed to enter upon or be upon 
the properties is hereby revoked and withdrawn.  You may not enter upon or be upon such 
properties prior to the expiration of the six month suspension without the express written 
permission of an authorized agent of the City of Davenport. 

If you would like your privileges restored, you will need to complete a Request to Lift 
Trespass Ban and make an appointment with the department head or their designee at the end 
of your 6 month suspension.   Using the Request to Lift Trespass Ban form, you may also 
request an interim-review of the suspension after 90 days of this suspension.  Consideration of 
your request prior to the 90 period will not be given.  Your request may be made after the 90 
day midpoint or within one week of the end of the ban. 

Pursuant to Davenport Municipal Code 2.86, you have the right to an appeal hearing. 

After the six month period expires, please contact the appropriate official for the place 
at which you were banned at the phone numbers below to arrange for an appointment to 
discuss lifting the suspension. 

City Hall:   Corrin Spiegel  (563) 326-7711 

Library:   Amy Groskpf  (563) 328-6850 

Public Works:   Nicole Gleason (563) 326-7923 

Police Department:  Chief Sikorski  (563) 326-7778 

Parks:    Scott Hock  (563) 328-7275 

Bus Depot & Citibus:  John Powell  (563) 888-2151 

WPCP:    Dan Miers  (563) 326-7877 

Other City Properties:  Corrin Spiegel  (563) 326-7711 

https://www.google.com/search?rlz=1C1NHXL_enUS766US766&ei=1JFwWo7dOYy4jwOv57LIBA&q=city+hall+davenport&oq=city+hall+davenport&gs_l=psy-ab.3..0j0i20i263i264k1j0j0i22i30k1l5j38l2.2774.3522.0.3617.10.6.0.0.0.0.244.562.0j2j1.3.0....0...1c.1.64.psy-ab..7.3.562....0.H2oJUHM_wmY
https://www.google.com/search?q=public+works+davenport+ia&rlz=1C1NHXL_enUS766US766&oq=public+works&aqs=chrome.0.69i59j69i57j0j69i60l3.2496j0j7&sourceid=chrome&ie=UTF-8
https://www.google.com/search?q=davenport+citibus&rlz=1C1NHXL_enUS766US766&oq=davenport+citibus&aqs=chrome..69i57j0l5.3639j0j9&sourceid=chrome&ie=UTF-8
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Notice - Continuous Trespass Ban 

  Last Updated 3/5/2018 

  City of Davenport • Legal Department 
226 West Fourth Street • Davenport, Iowa 52801 

Telephone (563)326-7735 • TDD (563) 326-6145 • Fax (563) 328-6767 
www.cityofdavenportiowa.com 

 

NOTICE - CONTINUOUS TRESPASS BAN 
 

Date: __________________________________ 
 
 
To: ___________________________________________________________________________ 
 
Address: ______________________________________________________________________ 
 
Phone Number: ________________________________________________________________ 
 
Driver’s License or State ID #:___________________________  State of Issuance:____________ 
 
Re: Continuous Trespass Ban for Inappropriate Behavior 
 
This trespass ban is effective beginning ____________________  and is a continuous ban on 
you. 
 
You are banned from the following properties: 

� All City of Davenport Properties  
� City Hall 
� Public Works 
� Police Department 
� Bus Depot 
� Water Pollution Control Plant 
� City of Davenport Libraries 

� All City of Davenport Parks 
� Specific City of Davenport Parks 

______________________________
______________________________ 

� Other City Properties 
______________________________
______________________________

  

_________________________________________         ________________________________________ 
Signature of City of Davenport Employee             Printed Name of Davenport Employee 
 
 
_____________________________________________ 
I, the above named person, acknowledge receipt of this suspension notice. 
 
 
____________________________________________ 
Date    
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Notice - Continuous Trespass Ban 

  Last Updated 3/5/2018 

The City of Davenport’s Municipal Property Behavior Policy outlines what is expected 
from all citizens and guests using city property.  This policy is available upon request or can be 
found on the City of Davenport website and is at the City Hall Service Desk and the Public 
Works Service Desk.  The policy is attached with the area(s) of specific concern noted. 

Due to your inappropriate behavior, this letter is informing you that you are not allowed 
to enter the above referenced properties for any reason.  Should you enter the subject 
properties, the police will be contacted and you will be served with a Trespass Notice or 
arrested for trespass.  This continuous ban covers the entire property including all interior and 
exterior common areas and parking lots. 

You may designate a friend or family member to conduct your business within the 
properties on your behalf. 

 Any permission or license you may have previously enjoyed to enter upon or be upon 
the properties is hereby revoked and withdrawn.  You may not enter upon or be upon such 
properties without the express written permission of an authorized agent of the City of 
Davenport. 

If you would like your privileges restored, you will need to complete a Request to Lift 
Trespass Ban and make an appointment with the department head or their designee no earlier 
than six months after the date of this notice.  Consideration of your request prior to the initial 
six month period will not be given. 

Pursuant to Davenport Municipal Code 2.86, you have the right to an appeal hearing. 

The contact information is listed below to arrange for an appointment to discuss lifting 
the continuous trespass ban. 

City Hall:   Corrin Spiegel  (563) 326-7711 

Library:   Amy Groskpf  (563) 328-6850 

Public Works:   Nicole Gleason (563) 326-7923 

Police Department:  Chief Sikorski  (563) 326-7778 

Parks:    Scott Hock  (563) 328-7275 

Bus Depot:   John Powell  (563) 888-2151 

WPCP:    Dan Miers  (563) 326-7877 

Other City Properties:  Corrin Spiegel  (563) 326-7711

 

https://www.google.com/search?rlz=1C1NHXL_enUS766US766&ei=1JFwWo7dOYy4jwOv57LIBA&q=city+hall+davenport&oq=city+hall+davenport&gs_l=psy-ab.3..0j0i20i263i264k1j0j0i22i30k1l5j38l2.2774.3522.0.3617.10.6.0.0.0.0.244.562.0j2j1.3.0....0...1c.1.64.psy-ab..7.3.562....0.H2oJUHM_wmY
https://www.google.com/search?q=public+works+davenport+ia&rlz=1C1NHXL_enUS766US766&oq=public+works&aqs=chrome.0.69i59j69i57j0j69i60l3.2496j0j7&sourceid=chrome&ie=UTF-8
https://www.google.com/search?q=davenport+citibus&rlz=1C1NHXL_enUS766US766&oq=davenport+citibus&aqs=chrome..69i57j0l5.3639j0j9&sourceid=chrome&ie=UTF-8


  City of Davenport • Legal Department 
226 West Fourth Street • Davenport, Iowa 52801 

Telephone (563)326-7735 • TDD (563) 326-6145 • Fax (563) 328-6767 
www.cityofdavenportiowa.com 

 

Request to Lift Trespass Ban 

Date: ____________________ 

Name: ________________________________________________________________________ 

Mailing Address (include City, State & Zip (REQUIRED): _________________________________ 

Contact Number(s) (REQUIRED): ___________________________________________________ 

Email (Optional): _______________________________________________________________ 

To Whom It May Concern: 

I was trespassed banned from:   My ban is a :  (check one)   

________________________________  _______ Ban for _____ months 

My ban began on:     _______ Ban for _____year(s) 

________________________________  _______ Ban continuously 

I hereby request a meeting to discuss lifting the trespass ban for the following reasons: 

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________  

 

      ___________________________________ 

      Signature of Person Filing Request 
 
Office Use Only          Circle One:   Interim Review   End of Ban Review 
 
Date Meeting Held: _____________________   Staff Present: ___________________________ 
 
Determination: _________________________________________________________________ 



City of Davenport Administrative Policy
Policy Number 5.3
Subject | Emergency Duties
Effective Date | March 18, 2020

General Policy:
It is the policy of the City of Davenport in times of declared emergencies to
implement flexible work procedures to meet the needs of the emergency.
Scope:
All employees.
Provisions:

1. In times of a declared emergency, the City Administrator or designee,
may issue administrative policy updates and adjust work rules,
including labor assignments. Some examples include: enforcement
of vacation caps, leave donation processes, performing work
normally done by another division/department, work location, and
normal hours of work.

2. Agreements must be reached with the individual collective bargaining
units in order for this policy to be put into effect, including the waiver
of any associated review period requirement.

3. Work assignment adjustments must respect any specialized
certifications required for the task or duty. Positions requiring a
specialized certification or license shall not be performed by any
personnel not having that designation.

4. Different emergencies require different operational actions so a
temporary and emergency-specific administrative policy will be
issued and must be agreed to with the collective bargaining units.

5. In the event that this administrative policy is invoked, an after-action
review committee consisting of representation from all bargaining
units and city management will commence to review the emergency
and make any necessary future adjustments.

Mallory L. Merritt,Director of Human Resources JVV\)/ y\A/
APPROVED BY | Corrin B. Spiegel, City Administrator (Jfi ^
ISSUED BY |
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DATE:  29 May 2020

 
TO:  All City of Davenport Employees  
 
FROM: Mallory L. Merritt, Human Resources Director 
 
RE: COVID-19 Employee Update (Effective June 1, 2020) 
 
 

COVID-19 Employee Update 
 

As the City continues to transition to normal business protocols, Administrative Policy 5.4 
will expire on May 31, 2020.  However, during the transition period, and as we establish 
the City’s new normal, the following guidelines will remain in place until modified or 
deleted through a supplemental memorandum:   
 

1. The City will continue to operate at or above minimum staffing levels as has been 
the case throughout the duration of the COVID-19 situation; 
 

2. As all service areas are now operational and City facilities open, employees will be 
expected to report to work during normal business hours or in accordance with 
work schedules set forth by the respective department directors.  Any requests to 
work from home will be evaluated by the department director but will be evaluated 
under the same criteria utilized prior to COVID-19;  
 

3. If the employee has experienced a loss in childcare due to COVID-19, the 
employee may be eligible for leave under the Families First Coronavirus Response 
Act (FFCRA).  If this is the case, the employee should fill out the appropriate form 
and attach relevant documentation showing a loss of childcare.  Any time taken off 
by the employee under this provision should be coded as such in the timekeeping 
system;  
 

4. All employees who have currently been approved for childcare leave under the 
FFCRA must recertify by June 5, 2020.  If documentation is not received, the leave 
bank will be deactivated, and the employee will have to reapply to have the leave 
bank restored;  
 

5. All vacation caps will be waived through December 31, 2021.  Leave caps will be 
enforced beginning January 1, 2022;  

^DAVENPORT
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6. Any employee taking time off for COVID-19 related reasons including illness, 

childcare, quarantine, etc. shall ensure that this time off is coded appropriately;  
 

7. Employees who travel out of the country or who go on any type of cruise, including 
river voyages, will likely be required to submit to a 14 day quarantine period upon 
the employee’s return.  To cover the quarantine period, the employee may utilize 
any remaining FFCRA Type 1 leave, if approved, or any other remaining accruals; 
 

Thank you for the flexibility and leadership that has been demonstrated by all of the City’s 
personnel and bargaining groups over the last several months.  Please let me know if you 
have any questions.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



City of Davenport Administrative Policy

Policy Number 5.5
Subject | Records Management
Effective Date | March 4, 2021

General Policy:
To establish and maintain a records management program that ensures
efficient, prompt, orderly, proper, and appropriate maintenance and disposal
of records in accordance with the Record Retention Manual for Iowa Cities;
the Archival Process of City Records; and applicable local, state, and federal
laws.
Scope:
All employees.
Provisions:
1. The responsibility for the development, maintenance, and implementation

of a records management program is specifically assigned to the
Department Head or designee of each City department, the City Archivist,
and the Deputy City Clerk in Administration.

2. The Code of Iowa, City of Davenport Municipal Code, and certain federal
laws and regulations governing record retention must be incorporated
into the department/division records management program. The Iowa
Municipal Records Manual published by the Iowa State Historical
Department, the Guide to Record Retention Requirements published by
the Office of the Federal Register, and the Record Retention Manual for
Iowa Cities (link to Intranet) published by the Iowa League of Cities will
be used as resources for this purpose. Retention schedules will be
approved/reviewed by the City Archivist and Deputy City Clerk to insure
they meet retention requirements.

3. Records of administrative, legal, or fiscal value will be maintained if there
are reasonable expectations that such records will be used repeatedly in
the future and as required to meet administrative, legal, and fiscal
requirements.

Alison Fleming, Director of Human ResourcesISSUED BY |
APPROVED BY | Corrin B. Spiegel, City Administrator
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https://intranet.davenportiowa.com/docwarehouse/files/RecordRetentionManualforIowaCities.pdf
https://intranet.davenportiowa.com/docwarehouse/files/RecordRetentionManualforIowaCities.pdf


4. Records because of age, uniqueness, or pertaining to important people or
events may be of historical value and should be donated to the
Richardson-Sloane Special Collections Center of the Davenport Public
Library once no longer needed for administrative or legal purposes.

5. Records which are required to be kept more than ten years must be,
where feasible, scanned into OnBase or other permanent types of
reproduction and the original destroyed. Records that require long-term
storage (over 50 years) or that have historical value should be evaluated
prior to destruction. All physical records must be maintained in suitable
equipment or locations so as to prevent deterioration, destruction by fire,
and unlawful or inappropriate disclosure. The City of Davenport maintains
two archival storage locations: Davenport Police Department, 416 N
Harrison St, and Public Works, 1200 E 46th St. Any records that need to
be placed in City Archives (link to Intranet) must be boxed according to
established procedure and the City Archivist must be contacted to
transfer the records.

6. Access to records considered confidential are limited to those whose
official duties require such access. Direct data access via on-line terminals
is limited to authorized personnel through special access restrictions.
Destruction of confidential records, whether digital or physical, must be in
such a manner as to prevent disclosure of the contents.

7. As of July 1of each year, records which have no further operational or
other value and which are not otherwise required to be maintained shall
be destroyed or otherwise disposed after final authorization for legal
record. An inventory or list of purged records should be maintained and
given to the City Archivist or Deputy City Clerk.

8. Any email in the "Deleted Items" folder older than 30 days will be
removed by IT. In addition, any email in the "Inbox" root folder (not
subfolders) older than 6 months will be removed by IT. Any email(s) that
must be kept and/or maintained for ongoing projects or historical value

ISSUED BY | Alison Fleming, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator
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https://intranet.davenportiowa.com/docwarehouse/files/CityArchivingProcess.pdf
https://intranet.davenportiowa.com/docwarehouse/files/CityArchivingProcess.pdf


should be placed in a different Outlook folder or saved to a network drive.
Each employee is responsible for maintaining their emails and outlook
folder systems.

9. Employees must regularly delete files that are no longer needed from
computer desktops and/or L: drives. Any documents that must be kept
and/or maintained for ongoing projects or historical value must be saved
on a common network drive.

10. If a credible threat of litigation is present and litigation is "reasonably
anticipated," any related records must be preserved until cleared for
disposal by the City Attorney's Office. If a Department Head receives a
litigation hold notice from the City Attorney's Office, the department will
take the necessary steps to preserve all related documents until further
notice from the City Attorney's Office. The Risk Division or City Attorney's
Office must be notified if a department reasonably anticipates litigation.

ISSUED BY | Alison Fleming, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator
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City of Davenport Administrative Policy

Policy Number 6.1
Subject | Compensation Plan Administration
Effective Date | April 1, 2022

General Policy:

It is the policy of the City of Davenport that compensation for employees be
administered on a fair and equitable basis. Rates of pay established for job
classifications shall take into consideration the difficulty and responsibility of
the job, labor market rates for comparable jobs and internal differentials
among subordinate, supervisory, and management positions.

Scope:

All non-bargaining employees.

Provisions:

1. Salary schedules specifying the rates of pay for each non-bargaining job
classification shall be developed by the Human Resources Department and
approved by the City Administrator.

2. Advancement within the pay range shall be according to scheduled steps
in the absence of a denial by the Department Director. Such denial shall be
provided in writing to the Human Resources Department. New employees
may be granted a one-step increase upon successful performance after
completion of six months of employment. Current employees promoted
into new positions who begin at step 1 of the new scale may be granted a
one-step increase upon successful performance after completion of 30 days
in the new position. Thereafter, employees may be eligible to receive a step
increase on the first day of the pay period which falls between December
25th and January 7th of each year if the annual performance review was
satisfactory until the employee reaches the maximum step for the
classification.

3. Rates of pay may not exceed the maximum established for the job
classification except for temporary and extraordinary circumstances. The
need for such exception must be certified by the City Administrator.

Alison M. Fleming, Director of Human ResourcesISSUED BY |
APPROVED BY | Corrin B. Spiegel, City Administrator Ck.
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4. Department Director positions shall be considered unclassified.
Compensation rates and salary adjustments for Department Directors shall
be at the discretion of the City Administrator. The City Administrator or
supervisory designee may review annually the overall performance of each
Department Director on the anniversary of the individual’s date of hire or
on a date as determined by the City Administrator. Based upon that review,
the City Administrator or supervisory designee may adjust compensation as
necessary. For purposes of this policy, supervisory designee shall be
interpreted to be the Department Director's direct supervisor.

5. Upon promotion, including promotions from a bargaining unit into a non-

bargaining position, a Department Director may approve a starting rate

higher than a step1, but not above a step 5. Appointments above a step 5 in
the salary schedule must be approved by the Human Resources Director
and the City Administrator. In all cases, a promotional salary adjustment
shall be at least 10%.

6. Employees in classifications designated as “clerical," who are ineligible for
the step increase because they have reached the maximum rate for their
respective classification and have a satisfactory performance evaluation may
be provided a payment on the last pay period in November based upon their
years of service on the following January1st as follows:

a. Less than 10 Years
b. 10 through14 Years
c. 15 through 19 Years
d. 20 years or more

None
$325
$475
$625

7. If an employee in a position classified as supervisory or managerial
contributes 1%, the City will contribute to an individual’s City 457 deferred
compensation plan 5% of the individual’s annual income. The City’s 5%
contribution will be based on the same calculations currently being used to
determine the individual’s 1% contribution. The City contribution shall be
made bi-weekly and reflected on the individual's payroll check. The City

ISSUED BY | Alison M, Fleming, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator
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contribution shall cease if the individual reaches the maximum contribution
allowed by law, is no longer employed with the City, or at any time the
individual terminates participation in the City’s 457 deferred compensation
program or contributes less than the required 1%. The contribution will be
made to one provider selected by the individual, so long as the provider is
one of those on thecity's list. Should the individual’s contribution ceasemid-

year due to reaching the maximum allowable contribution amount and a
partial payment is required, the individual will make the first1%,and theCity
the second payment to reach the maximum annual amount (up to 5%).

8. The City shall contribute to the cost of insurance for single employee
coverage and of dependent coverage for employees electing the family plan
at rates set forth by the City Council as part of the annual budget process.

9. The City will contribute 1% towards a Section 125 RHS plan. Employees may
utilize a Section 125 plan to pay with pre-taxed funds the costs associated
with any item(s) eligible for Section 125 coverage pursuant to the Internal
Revenue Service regulations. Each year, employees will be automatically
enrolled by the City in the Section 125 plan for purposes of coverage for
premiums.

Alison M. Fleming, Director of Human ResourcesISSUED BY |
APPROVED BY | Corrin B. Spiegel, City Administrator
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City of Davenport Administrative Policy
Policy Number 6.2
Subject | Compensation Adjustments - Exceptional Performance
Effective Date | July 1, 2018

General Policy:
It is the policy of the City of Davenport that employees exhibiting
exceptional job performance may be granted salary adjustments.
Scope:
All non-bargaining employees.

Provisions:
1. Department Directors may recommend that employees whose job

performance is exceptional be granted a salary adjustment (i.e. step
increase). Recommended adjustments should not exceed the maximum
rate for the job classification.

2. Department Directors may recommend lump sum bonus payments, not
to exceed $1,000, for exceptional work on special projects above and
beyond their regularly assigned duties.

3. Department Directors should exercise care in assuring that all such
requests are based on work-related criteria. Distribution of increases
should not depend on such peripheral factors as rank within the
department or tenure of service but on an objective review of the
employee’s performance in the particular job responsibilities assigned.

4. Any Department Director requesting a salary adjustment or bonus
payment for an employee should submit a memo to the City
Administrator clearly identifying the work related criteria by which the
adjustment or bonus payment is merited. In conjunction with such
justification, the amount of the salary increase or bonus payment should
be clearly specified in the memo. All requests for compensation
adjustments will be approved or denied in the City Administrator's sole
discretion. A request for compensation adjustment creates no right to
or interest in the same for the subject employee.

ISSUED BY | Mallory L. Merritt, Director of Human Resources
APPROVED BY [ Corrin B. Spiegel, City Administrator
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City of Davenport Administrative Policy

Policy Number 6.3
Subject | Shift Premium
Effective Date | July 1, 2018

General Policy:
It is the policy of the City of Davenport to provide shift differentials in
addition to established wage rates to all employees regularly assigned to
second or third shifts.
Scope:
All full-time, non-bargaining, non-exempt employees.

Provisions:
All employees regularly assigned to work shifts beginning between 3:00
p.m. and 10:59 p.m. shall be paid a shift differential of 3.5% of the
straight time hourly rate of pay for each hour of actual work performed
during the shift. This shift differential payment will be included in the
employee's regular hourly rate of pay for purposes of computing
overtime pay.

1.

All employees regularly assigned to work shifts beginning between
11:00 p.m. and 6:59 a.m. shall be paid a shift differential of 4.0% of
the straight time hourly rate of pay for each hour of actual work
performed during the shift. This shift differential payment will be
included in the employee's regular hourly rate of pay for purposes of
computing overtime pay.

2.

3. Those employees electing a flexible work schedule shall waive the above
provision.
Police supervisory personnel shall be provided shift premium payments
as provided under the collective bargaining agreement for the Police
Union.

4.

ISSUED BY | Mallory L. Merritt, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator
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City of Davenport Administrative Policy

Policy Number 6.4
Subject | Hours of Work & Compensation
Effective Date | April 1, 2022

General Policy:

It is the policy of the City of Davenport to fairly compensate employees for all
hours worked.

Scope:

All full-time, non-bargaining employees.

Provisions:

1. The normal workweek for employees will be 40 hours, usually scheduled
as five (5) consecutive eight-hour days. However, employees may elect a
flexible work schedule with prior approval of the Department Director or
designee.

Employees holding classifications designated for purposes of the Fair
Labor Standards Act as exempt will not be eligible for overtime pay or
compensatory time off. They are paid an annual salary commensurate to

the requirements of their position.

2.

Exempt employees are required to work all hours necessary to properly
perform the duties of their position.

3. Employees holding classifications designated for purposes of the Fair
Labor Standards Act as non-exempt will be eligible for overtime as follows:

a. For the purpose of this administrative policy, overtime is defined as:

i) All hours worked in excess of the employee’s defined FLSA
classification.
A. Standard employees:
B. Sworn Police Officers:
C. Sworn Firefighters:

40 hours over 7 days
86 hours over 14 days
168 hours over 21 days

ISSUED BY | Alison M. Fleming, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator Ck
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ii) All hours worked in excess of an employee’s normal work day.

iii) All hours worked on observed holidays.

b. All hours paid, with the exception of sick leave, will be counted in the
calculation of overtime eligibility.

c. Overtime compensation will be paid at one and a half times the
employee's regular hourly rate or the employee may elect to earn
compensatory leave up to 80 hours. All compensatory hours must
be used in the fiscal year in which they were accrued; however, an
employee may elect to carry over up to 40 hours of compensatory
time to utilize in the next fiscal year. Any compensatory hours
remaining at the end of the fiscal year and not carried over will be
paid to the employee on the last paycheck in June.

All overtime worked must be approved in advance by the
Department Director or designee.

d.

e. In the event of an occurrence requiring the services of an employee
outsidetheir regularly scheduled workday,the employee called in will
receive a minimum of two (2) hours of overtime pay or his/her
applicable rate for all hours worked, whichever is greater.

f. Employees required to be "on-call", that is any employee who is
required to be immediately available to report to work during
scheduled time off, shall be compensated at the rate of:

1. Ninety-six dollars ($96.00) per day to be pro-rated if an employee
is required to be on-call for lessthan twenty-four (24) consecutive
hours; or

2. For actual hours worked at his/her applicable rate; or
3. For two (2) hours of pay at his/her applicable hourly rate for each

time he/she is required to return to duty; whichever is greater.

ISSUED BY | Alison M. Fleming, Director of Human Resources 0-^APPROVED BY | Corrin B. Spiegel, City Administrator
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This provision shall apply only to those employees required to be
available for work during regularly scheduled time off. No employee
will be required to be on-call during his/her approved leave. No
employee will be eligible for on-call duty when utilizing sick leave.

Out-of-Class Pay - When an employee is directed to assume the majority
of the duties and responsibilities of a non-bargaining classification higher

than that which the employee normally holds for more than ten (10)

consecutive workdays by the Department Director, the employee shall
receive a minimum of a step one (1) of the classification pay range or a 7%,
whichever is greater. Pay for work performed as an Interim Department

Director will be at the discretion of the City Administrator.

4.

Alison M. Fleming, Director of Human ResourcesISSUED BY |
APPROVED BY | Corrin B. Spiegel, City Administrator

Page 3 of 3Administrative Policy 6.4



City of Davenport Administrative Policy
Policy Number 6.5
Subject | Break Periods
Effective Date | July 1, 2018

General Policy:
It is the policy of the City of Davenport to grant its employees break periods
near the middle of each shift as a relief from work routine and as an
opportunity for rest and/or refreshment. Use of break periods will be granted
freely, with consideration of department staffing needs.
Scope:
All non-bargaining employees.

Provisions:
I. Employees shall be allowed one paid break during each 4-hour work

period.
Breaks shall be 15 minutes in duration, and taken at the discretion of
the Department Director or designee.

2.

Breaks shall be staggered to ensure that public duty stationsare staffed
at all times.

3.

Because breaks are intended for rest and/or refreshment as a relief
from work routine, they may not be combined to extend the length of
either break period, or banked for future use, or saved to extend the
lunch period or shorten the work day.

4.

Employees scheduled 6 or more hours of work shall be granted a meal
period of at least 30 minutes without pay. Whenever possible, the meal
period should be scheduled at the middle of the work shift. A paid lunch
may be granted at the discretion of the Department Director or
designee.

5.

/)
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City of Davenport Administrative Policy
Policy Number 6.6
Subject | Vacation Accruals
Effective Date | July 1, 2018

General Policy:
It is the policy of the City of Davenport to grant its employees paid vacation
time for the purpose of rest and recreation from the daily work routine. Use
of accrued vacation time is to be granted with due consideration of
departmental staffing needs and requirements.

Scope:
All permanent, full-time, non-bargaining employees.

Provisions:
I. Employees shall accrue vacation leave bi-weekly at a rate equivalent to
l/26th of their annual vacation accrual in accordance with the following
schedule.

Employees Not Exempt Under FLSA
Years of Continuous Amount of Vacation

Service
1st-3rd years
4th-5th years
6^-8^ years
9th.12th

13th-16(

17th-20th years
21st-24th years
25th year & thereafter

Hours

10 work days
12 work days
15 work days
18 work days
20 work days
23 work days
25 work days
30 work days

80 hours
96 hours
120 hours
144 hours
160 hours
184 hours
200 hours
240 hours

years
th years

Employees Exempt Under FLSA
Years of Continuous Amount of Vacation

Service
Hours

1st-5th years
6th-12th years
13th-18th years
19th year & thereafter

15 work days
20 work days
25 work days
30 work days

120 hours
160 hours
200 hours
240 hours

/)
ManaISSUED BY | Mallory L. Merritt, Director of Human Resources
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Department Directors
Years of Continuous Amount of Vacation

Service
years
h years

Hours

lst-5th

6th-12t

13th year & thereafter

20 work days
25 work days
30 work days

160 hours
200 hours
240 hours

Police Department Supervisory Personnel
Years of Continuous Amount of Vacation

Service
ears

ears

Hours

1st-5 th

6th-11" ' y
12th-17th years
18th-23rd years
24th year & thereafter

10 work days
15 work days
20 work days
25 work days
30 work days

80 hours
120 hours
160 hours
200 hours
240 hours

Fire Department Supervisory Personnel Assigned to 24-Hour Shift Schedule
Years of Continuous Amount of Vacation Hours

Service
During 1st year
2nd-5th years

th "ears
years

2 duty days
5 duty days
7 duty days
10 duty days
12 duty days
15 duty days

48 hours
120 hours
168 hours
240 hours
288 hours
360 hours

6th-12
12th-20
21st-24th year
26th year & thereafter

7

2. Vacation leave will not accrue in bi-weekly pay periods when an
employee received less than 40 hours of paid time. Vacation leave will
not accrue after 30 consecutive days of extended leave without actual
hours of work.

3. Vacation leave is to be granted providing employees can be spared from
their duties. Employees shall not be permitted to take leave that has
not yet accrued. The employee's accrual is noted in the employee's
previous payroll check. Denial of vacation leave at the time requested
by the employee must be based upon, factors which are reasonable and
equitable.

fISSUED BY | Mallory L. Merritt,Director of Human Resources
APPROVED BY | Corrin B. Spiegel,City Administrator
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4. The Department Director is responsible for determining when and the
extent to which vacation leave will be granted. The use of vacation
leave is subject to the prior approval of the Department Director or
designee. Department Directors may require an employee to take at
least five consecutive workdays during a 12 month period.

5. Employees have the responsibility of cooperating with the Department
Director or designee in scheduling vacation leave and requesting time
off during periods when their services can best be spared.

6. If a holiday falls within the period the employee is to be on vacation
leave, such holiday will not be charged as vacation leave.

7. Vacation may accrue without limit; however, only 280 hours can be
carried from one anniversary date to another anniversary date. For
Police Department supervisory personnel, 320 hours can be carried from
one anniversary date to another anniversary date. Fire Department
supervisory personnel assigned to the 24-hour shift can carry 360
hours, and Fire Department supervisory personnel assigned to the 8-
hour shift can carry over 320 hours on April 1st of each year. Library
supervisory personnel can carry over 2 times their individual annual
accrual.

8. Pay for accrued vacation leave will be granted to each employee upon
separation of service, up to a maximum of 320 hours for Police and Fire
(assigned to 8-hour shifts) Department supervisory personnel, 360
hours for Fire Department supervisory personnel assigned to 24-hour
shifts, and 280 for all other non-bargaining employees. Upon the death
of an employee, the accumulated leave will be paid to the beneficiary
designated for his/her group life insurance, up to the employee's
respective carry-over limit.

9. Previously banked vacation will be administered in accordance with the
1995 procedures contained in all affected employee's personnel files.

mjmzISSUED BY I Mallory L.Merritt, Director of Human Resources
APPROVED BY | Corrin B. Spiegel,City Administrator Os
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City of Davenport Administrative Policy

Policy Number 6.7
Subject | Holidays
Effective Date | January 13, 2022

General Policy:
The following will be recognized as paid holidays for City employees:

- New Year’s Day
- Martin Luther King Day
- President’s Day
- Good Friday
- Memorial Day
- Juneteenth
- Independence Day
- Labor Day
- Veteran’s Day
- Thanksgiving Day
- Friday after Thanksgiving
- Christmas Eve Day
- Christmas Day
- 2.0 Floating Holidays

Scope:

All full-time, non-bargaining employees, and part-time employees (provision
numbers 4, 5, 6, and 9 only).

Provisions:
All regular City employees will be granted or accrue the holidays
specified, with the exception of Fire Department personnel working
on a shift basis and Police Department supervisory personnel.

1.

Supervisory employees of the Police Department will be granted
holiday leave according to the schedule established by the collective
bargaining agreement for the Police Union.

2.

Alison M. Fleming, Director of Human ResourcesISSUED BY |
APPROVED BY | Corrin B. Spiegel, City Administrator Ok
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Supervisory employees of the Fire Department, who are on shift basis
only, will be granted holiday leave according to the schedule
established by contract with the Davenport Association of
Professional Firefighters.

3.

An employee shall forfeit his/her right to payment for any such
holiday if he/she has an unexcused absence on the last regular
working day preceding such holiday or on the next regular working
day following such holiday. Furthermore, to be eligible for holiday
pay, the employee must work or be paid for the full scheduled
working day immediately preceding and immediately following the
day observed as a holiday unless the employee is excused in writing
by his/her supervisor with a copy to the employee. An employee on
suspension or unpaid leave shall not be eligible for holiday pay.

4.

Should a holiday fall on a Saturday, the preceding day will be
recognized as the holiday. Should a holiday fall on a Sunday, the
following day will be recognized as the holiday.

5.

Unless specifically designated in lieu of observed holidays, floating
holidays will be credited on the first pay period in July for all
employees active on July 1st.

6.

Floating holidays shall be considered as personal holidays to be taken
during the fiscal year at the employee’s discretion with the approval
of the Department Director or designee. Employees have the
responsibility of cooperating with the Department Director or
designee in scheduling their personal floating holiday during periods
when their services can best be spared.

7.

Beginning with the recognition of Juneteenth and moving forward, if
a holiday is recognized by both the United States Federal
Government and the Iowa State Government and one recognizes it
as a paid holiday, then it shall be incorporated as a paid holiday within
the City’s administrative policies.With respect to bargaining units, the
various bargaining units will be contacted about incorporating the

8.

ISSUED BY | Alison M. Fleming, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator^
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holiday into collective bargaining agreements through side letters
where applicable.

Eligible regular part-time employees as defined by administrative
policy will be granted or accrue four hours of holiday leave for the
holidays specified below:

- New Year’s Day
- Memorial Day
- Independence Day
- Labor Day
- Thanksgiving Day
- Christmas Day

9.

Alison M. Fleming, Director of Human ResourcesISSUED BY |
APPROVED BY | Corrin B. Spiegel, City Administrator
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City of Davenport Administrative Policy
Policy Number 6.8
Subject | Sick Leave
Effective Date | July 1, 2018

General Policy:
It is the policy of the City of Davenport to grant its employees paid sick
leave for use during times of incapacitation or to provide care for a family
member.

Scope:
All full-time, non-bargaining employees.
Provisions:
1. Employees will accrue fifteen (15) paid sick leave days per year. Sick

leave will accrue in any bi-weekly period in which the employee works
or is paid for a minimum of forty (40) hours. Sick leave will accrue to a
maximum of 960 hours (120 work days).
Fire Department personnel on a shift basis will accrue sick leave at the
rate of seven (7) twenty-four duty days (168 hours) per year.

2. Employees may use sick leave for absences due to:

a. Sickness, injury, or pregnancy.
b. Attendance upon a member of the immediate family (spouse,

parent or guardian, child, brother or sister) who is seriously ill and
requires the personal care of the employee or whose contagious
disease would cause the employee's presence at work to
jeopardize fellow employees. At the discretion of the Department
Director or designee, an employee may be required to submit a
doctor's statement documenting the need for this assistance.

c. Extended absence for attendee at the funeral of a family member
as provided in Administrative Policy 6.9, "Bereavement Leave."

d. Medical, dental, or optical examinations or treatment.
e. Work related injuries as necessary to supplement disability

benefits provided under Worker's Compensation in accordance
with Administrative Policy 4.5.

sf7\ fjyt?ISSUED BY | Mallory L. Merritt, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator
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3. An employee who is absent due to illness which may qualify for FMLA
shall comply with the. applicable policy.

4. If abuse of sick leave is suspected, a Department Director or designee
may require an employee to provide a doctor's statement or submit to
an examination by a physician of the City's choice.

5. An employee shall not suffer loss or impairment of seniority during any
period of temporary absence. The employee's position may be filled
temporarily at any time during the employee's absence from duty.

6. Employees using 40 hours or less of sick leave during the course of the
fiscal year will be provided one bonus holiday annually. To qualify for
the bonus hours, employees must be in the employ of the City for the
entire fiscal year. Bonus holiday hours will be credited to each qualified
employee during the first pay period of August. Holiday hours may not
be carried over into another fiscal year.

7. An employee may request advancement of up to 80 hours of sick leave
in the event the employee has utilized all available leave balances.
Approval of such requests is at the discretion of the Department
Director. Upon return to work, sick leave benefits cannot be used and
will not accrue until the amount of advancement has been paid back

8 . Employees moving from Fire and Police union positions to a non-
bargaining position and who are eligible to receive pay for accumulated
sick leave will receive a lump sum payment on the final pay period as a
union employee.

ISSUED BY | Mallory L. Merritt, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator
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City of Davenport Administrative Policy

Policy Number 6.9
Subject | Bereavement Leave
Effective Date | April 1, 2022

General Policy:

It is the policy of the City of Davenport to grant eligible employees
bereavement leave for use in attending the funeral of a family member.

Scope:

All full-time and regular part-time,non-bargaining employees.

Provisions:

1. Employees, upon request, will be excused for up to three (3) work days,
including travel time, for the purpose of attending the funeral of a
member of the immediate family without loss of pay.

For the purpose of this policy, a family member is defined as parent,
step-parent, spouse, child, step-child, brother or step-brother, sister or
step-sister, mother-in-law, father-in-law, son-in-law, daughter-in-law,
grandparent, grandchild, legal ward, or other resident family member of
the employee’s immediate household. (Parent may include any person
standing in loco parentis to an employee when the employee was a
child.)

2.

3. Additions to the above list and an extension of up to two additional days
of bereavement leave may be granted at the discretion of the
Department Director in extenuating circumstances and for good cause
shown.

4. In the event of circumstances requiring more than the bereavement
days as outlined above, employees may utilize accumulated vacation,
holiday, or compensatory leave with the approval of the Department
Director or designee.

5. An employee may be required to submit documentation of the need for
bereavement leave.

ISSUED BY | Alison M. Fleming,Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator
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City of Davenport Administrative Policy
Policy Number 6.10
Subject | Jury Duty/Court Time
Effective Date | July 1, 2018

General Policy:
It is the policy of the City of Davenport to release employees from work to
fulfill their civic responsibilities when called upon to serve as jurors or
subpoenaed to testify by a court.
Scope:
All full-time and regular part-time, non-bargaining employees.

Provisions:
I. Employees will be excused from work for jury duty. An employee called

for jury duty must submit a copy of the jury summons to his/her
Department Director or designee as far in advance as possible.

2. Employees are expected to be absent from work for only the amount of
time actually required for jury duty. The employee must request a
statement of actual hours served from the court clerk to present to
his/her Department Director or designee.
Time absent from work due to jury duty will be paid at the employee's
regular rate of pay. Upon receipt of payment from the court for per
diem and mileage, the employee must surrender the per diem portion to
the City's Revenue Division; the mileage portion is the employee's to
keep. A copy of the revenue receipt will be forwarded to the Payroll
Division.

3.

If as a result of the performance of his/her duties as a City of Davenport
employee, an employee is subpoenaed to appear in a legal proceeding
to testify, the employee shall be released from work without loss of pay
for the time spent testifying, provided that the employee produces proof
of the subpoena and presents a signed statement from a court official as
to the hours spent in court. The employee subpoenaed must reimburse
the City for any witness fees paid to him/her. An employee must take
vacation time to comply with all other subpoenas.

4.

[UVfTCSISSUED BY | Mallory L. Merritt, Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator
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City of Davenport Administrative Policy
Policy Number 6.11
Subject | Reduction in Force
Effective Date | September 22, 2020

General Policy:
Whenever the public interest is best served through the reduction of a
position or classification due to curtailment of work, division reorganization,
or lack of funds, the following provisions will be applied.
Scope:
All non-bargaining employees.
Provisions:
I. The City Administrator will approve all reductions in force.
2. Employees having Civil Service status at the time of layoff will be

afforded displacement rights and placed on a preferential hiring list, in
accordance with Iowa Code.

3. All employees affected by a reduction in force will be given as much
advance notice as possible but not less than 30 calendar days prior to
the effective date of the removal from the classification. Such
notification will be in writing and shall include the reason for the
removal from the classification, the employee's seniority dates, and the
effective date of the action.

4. Any employee who will be laid off from City employment will be
provided outplacement assistance at the employee's request. Such
outplacement assistance will include career counseling and resume
development. Such employees will be afforded reasonable time off work
to seek employment elsewhere.
Employees subject to layoff may receive severance packages as
determined by the City Administrator.

5.

5zmaimISSUED BY | Mallory L. Merritt, Director of Human Resources
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City of Davenport Administrative Policy
Policy Number 6.12
Subject | Complaint Procedures
Effective Date | July 1, 2018

General Policy:
It is the policy of the City of Davenport that all employees shall have the
privilege of seeking resolution of their complaints without discrimination,
restraint, or reprisal.
Scope:
All non-bargaining employees.
Provisions:
Provisions of Informal Complaint Procedure

1. The following informal complaint procedure will be used for all
complaints including discrimination complaints:

STEP ONE: An employee who has a complaint other than
discharge, demotion, promotion or suspension shall
first present this complaint orally to his/her
immediate supervisor. A complaint on a discharge,
demotion, promotion or suspension may be appealed
directly to the Director of Human Resources at step
three of the procedure.

STEP TWO: If the complaint is not satisfactorily resolved at
step one, the employee may, within five (5) working
days, submit his complaint in writing to the
Department Director. The Department Director
shall, within five (5) working days, conduct such
meetings or investigations as are necessary to
become apprised of the circumstances of the
complaint and issue a decision in writing to the
complainant. The written decision will be provided
within 10 working days of any meetings.
If the complaint is not satisfactorily resolved atSTEP THREE:

ISSUED BY | Mallory L.Merritt, Director of Human Resources
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step two, the employee may, within ten (10) working
days, submit the complaint in writing to the
Director of Human Resources who shall arrange such
meetings as are necessary to hear the complaint.
The Director of Human Resources shall, within ten
(10) working days of any meeting(s) issue a decision in
writing and such decision shall be final.

2. In all informal complaints, the complainant shall have the right to be
represented by themselves or an attorney.

3. Time limits at any step of the informal complaint procedure may be
extended to a specific date by mutual agreement of the parties.

4. If the complaining party fails to file within the specified time limits at
any step of the informal complaint procedure, the complaint shall be
considered to have been resolved by the last response of the City. If
the City fails to respond within the specified time limit at step 1or 2 of
the informal complaint procedure, the complaint shall automatically be
carried to the next step.

Appeals Exempt from Iowa Code Chapter 400, Civil Service

5. Within 5 working days of receipt of the step three decision by the
Director of Human Resources, an employee may appeal a suspension,
demotion, promotion or discharge to the City Administrator. The City
Administrator shall issue a final decision in writing within ten (10)
working days of the meeting on the appeal. Such decision shall be final
and binding.

6. Within 30 days of the date of mailing a notice of discharge by the City
Clerk, an employee may be granted a name-clearing hearing before the
City Council for the purpose of clarifying all issues connected with the
discharge.

Appeals Under Iowa Code Chapter 400, Civil Service

7. To preserve Civil Service appeal rights, employees must file such appeal
with the Clerk of the Civil Service Commission within the required time
limits established in Iowa Code Section 400.20. Procedures for appeal

Mallory L. Merritt, Director of Human ResourcesISSUED BY |
APPROVED BY | Corrin B. Spiegel,City Administrator
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are established in Chapter 400 of the Iowa Code and the Davenport Civil
Service Commission Rules and Procedures.

pLISSUED BY | Mallory L.Merritt,Director of Human Resources
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City of Davenport Administrative Policy
Policy Number 6.13
Subject | Long-Term Disability
Effective Date | July 1, 2018

General Policy:
It is the policy of the City of Davenport to provide its permanent full-time
employees with income protection in the event of a long-term medical
disability which would restrict their ability to perform gainful work and to
earn a livelihood.
Scope:
All full-time, non-bargaining employees.

Provisions:
1. The City will provide long-term disability insurance and will pay the full

premium costs for eligible employees.
2. Coverage for new employees will begin after 30 days of employment

with the City.
3. The plan will integrate with social security, workers' compensation, or

other disability income to provide 70% of the employee's gross
monthly salary, from all wage sources combined after a 90 day
elimination period.

4. Benefits under the plan will continue for the duration of the disability
until the employee reaches 65 years of age. For employees age 62 or
older at the time of the disability, benefits will continue for a scheduled
period of time beyond age 65 as provided by law.

5. Accrued sick leave and other accrued leave time shall be used by
employees during the 90-day elimination period.

6. Medical proof of disability may be required at any time to support
benefit continuation and employees must be under the care of a
medical doctor to qualify for disability benefits.

IA /M/ISSUED BY | Mallory L. Merritt, Director of Human Resources f
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7. Employees shall not accrue vacation, holiday or sick leave hours after
30 consecutive days of leave without actual hours of work.

8. An employee shall not suffer loss or impairment of seniority during any
period of temporary disability for a period of up to one year in
conjunction with the City's long-term disability policy. The employee's
position may be filled temporarily at any time during the employee's
absence from duty.

ISSUED BY | Mallory L. Merritt,Director of Human Resources
APPROVED BY | Corrin B. Spiegel,City Administrator QJl^
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City of Davenport Administrative Policy
Policy Number 6.14
Subject | Life Insurance
Effective Date | July 1, 2018

General Policy:
It is the policy of the City of Davenport to provide non-contributory life
insurance for all employees. Coverage amounts will be based on job
classifications.
Scope:
All full-time, non-bargaining employees.

Provisions:
1. Employees will be entitled to life insurance coverage based on job

classifications:
a. Employees holding the following classifications are provided two

times their annual salary:
i. Mayor and City Council members
ii. City Administrator
iii. Assistant City Administrator
iv. Police Chief
v. Fire Chief
vi. Other Department Directors

b. All other full-time, permanent, non-bargaining employees will be
provided life insurance coverage in the minimum amount of
twenty thousand dollars ($20,000) or one times their annual
salary, whichever is greater.

2. Life insurance coverage will be provided at no cost to the employee.
3. Upon the death of a covered employee, payment of the full amount of

the insurance coverage will be made to the beneficiary previously
designated by the employee. Payment of benefits for those employees
who have declined to designate a beneficiary or whose beneficiary
precedes them in death will be made to the employee's estate.

4. The City retains the right to self-insure the above life insurance
benefits or contract for their provision.

/i
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5. The amount of life insurance will reduce by 35% at age 70 and 45% at
age 75. Benefits terminate at retirement or separation.

WWISSUED BY I Mallory L.Merritt,Director of Human Resources
APPROVED BY | Corrin B. Spiegel, City Administrator
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City of Davenport Administrative Policy
Policy Number 6.15
Subject | Compensation Philosophy
Effective Date | March 1, 2020

General Policy:
To achieve and execute the City's mission, vision, and associated workplans,
the City must attract, motivate, and retain highly qualified and dedicated
employees. Employee compensation rates shall be established to promote
and maintain both internal and external equity in a fiscally responsible
manner.

Scope:
All full-time, non-bargaining City employees.
Provisions:

1. The City will maintain active salary schedules for all non-bargaining
employees on a twelve step scale.

2. Every five years, the City shall evaluate all active positions and assign
a numerical grade indicator (herein referred to as MPI - Market Points
Indicator) to each position based on the criteria outlined in a third-
party compensation study. The market mid-point percentile level
utilized to ensure compensation compatibility shall depend on the level
of the position. The appropriate benchmark, and the benchmark that
will be utilized for each identified MPI is outlined below:

Mid-Point PercentileMPI
51-17
18-19

J50th percentile
37.5 percentile

-Ll
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3. An employee's compensation shall be classified as fairly compensated
so long as the range is within the below adopted tolerance levels:

MPI Tolerance Level
11-12 +/- 10%

+/- 15%13-15
[ 16-19 +/- 20%

4. If the active compensation rate for an employee is outside of the
accepted tolerance rate, the below strategies may be employed to
more accurately align the position and the rate of pay:

a. Increase or decrease responsibilities associated with the position
b. Reclassify the position when it becomes vacant
c. Reclassify the position immediately
d. Adjust the employee's movement within the step schedule (ie:

freeze, grow past the 12th step)

5. Director level compensation, including the City Administrator and
Corporation Counsel, shall be evaluated compared to a range but will
be exempt from the twelve step schedule. The supervising authority
may adjust the compensation for these positions so long as the
compensation fits within the accepted range and tolerance levels. For
Director level positions, the range shall be established by using the
37.5 percentile as the mid-point. For Director positions with an MPI of
30-33, the range shall be a 30% difference between the minimum and
maximum salary amounts. For Director positions with an MPI of 34 or
higher, the range shall be a 50% difference between the minimum and
maximum salary amounts.

6. Nothing contained within the compensation philosophy shall be
construed as a required benefit. Any market adjustment, pay scale
adjustment, etc. is subject to annual appropriation by the City Council.

ISSUED BY | Mallory L. Merritt, Director of Human Resources
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City of Davenport Administrative Policy

Policy Number 6.16
Subject | Educational Assistance
Effective Date | July 1, 2021

General Policy:

The City of Davenport recognizes that education is a continuing process and
that additional professional training can result in improved performance by its
employees. Therefore, the City will provide financial assistance to employees
who successfully complete approved college credit coursework as a means of
preparing for increased responsibility within the City of Davenport.

Scope:

All full-time, non-bargaining employees.

Provisions:
Educational assistance for non-bargaining employees shall be in accordance
with Administrative Policy 2.3 with the following exceptions:

1. Expenses shall be reimbursed up to a maximum of the IRS limit in a
calendar year.

2. In some instances, a business purpose may exist requiring an
accelerated course load and resulting in an increase in expenses to an
employee above the maximum reimbursement amount. In those
situations, the maximum reimbursement amount may be exceeded in a
given calendar year with the advance approval of the Department
Director, Human Resources Director and City Administrator.

3. If the reimbursement amount exceeds the amount outlined in IRS rules
on nontaxable fringe benefits, the employee shall be responsible for any
and all taxes associated with the amount in excess. Applicable taxes, if
any, will be withheld at the time the reimbursement is provided.
Taxability of eligible reimbursements will be governed by the IRS rules in
the year of reimbursement.

H=^Alison M. Fleming, Director of Human ResourcesISSUED BY |
APPROVED BY | Corrin B. Spiegel, City Administrator
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