AGENDA
CITY OF CEDAR FALLS, IOWA
CITY COUNCIL MEETING
MONDAY, AUGUST 21, 2023
7:00 PM AT CITY HALL, 220 CLAY STREET

Call to Order by the Mayor
Roll Call
Pledge of Allegiance
Approval of Minutes
1. Regular meeting of August 7, 2023.
Agenda Revisions
Special Presentations

Public Forum. (Speakers will have one opportunity to speak for up to 5 minutes on topics relevant to City
business.)

Staff Updates
Special Order of Business
2. Public hearing on the proposed conveyance of certain vacated city right-of-way along Hudson Road.
a) Receive and file proof of publication of notice of hearing. (Notice published 08/12/2023)
b) Written communications filed with the City Clerk.
c¢) Staff comments.
d) Public comments.

e) Resolution approving the conveyance and authorizing execution of a Quit Claim Deed conveying
certain vacated city right-of-way along Hudson Road to David and Tamara Nicol.

|0

Public hearing on proposed amendments to Chapter 26, Zoning, of the Code of Ordinances relative
to parking requirements for institutional uses in the Downtown Character District (CD-DT).

a) Receive and file proof of publication of notice of hearing. (Notice published 08/12/2023)

b) Written communications filed with the City Clerk.

c¢) Staff comments.

d) Public comments.

e) Pass an ordinance amending Chapter 26, Zoning, of the Code of Ordinances relative to parking

requirements for institutional uses in the Downtown Character District (CD-DT), upon its first
consideration. (requires 5 aye votes)
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Pass Ordinance #3036, amending Chapter 3, Advertising, of the Code of Ordinances relative to
political signs, upon its third & final consideration.

Pass Ordinance #3037, amending Chapter 2, Administration, of the Code of Ordinances relative to
salaries for elected officials, upon its third & final consideration.

Pass Ordinance #3038, amending Chapter 23, Traffic and Motor Vehicles, of the Code of
Ordinances relative to establishing temporary long-term daily permits for municipal parking lots or
facilities, upon its second consideration.

Pass Ordinance #3039, amending Chapter 23, Traffic and Motor Vehicles, of the Code of
Ordinances relative to prohibiting parking on certain portions of Dakota Street, upon its second
consideration.

OR

Suspend the rules requiring ordinances to be considered at three separate meetings (requires at
least six aye votes), and pass the ordinance upon its third & final consideration.

Pass Ordinance #3040, amending Chapter 23, Traffic and Motor Vehicles, of the Code of
Ordinances relative to establishing a 4-way stop at the intersection of Center Street & Lone Tree
Road, upon its second consideration.

Consent Calendar: (The following items will be acted upon by voice vote on a single motion without separate
discussion, unless someone from the Council or public requests that a specific item be considered separately.)

9.

Receive and file the City Council Standing Committee minutes of August 7, 2023 relative to the
following items:

a) Retiring/Expiring TIF Districts and Process of Releasing Funds.

b) Pedestrian Crosswalks on University Avenue, Center Street & 12th Street.

Receive and file a communication from the Civil Service Commission relative to the certified list for
the position of Traffic Technician.

Receive and file Personnel Policies for the City of Cedar Falls that have been reformatted to the new
standard policy format.

Approve the following applications for retail alcohol licenses:

a) Whiskey Road Tavern & Grill, 402 Main Street, Class C retail alcohol & outdoor service - renewal.
b) B & B West, 3105 Hudson Road, Class E retail alcohol - renewal.

¢) Panther Travel Center, 1525 West Ridgeway Avenue, Class E retail alcohol - renewal.

d) River Place Plaza, 200 East 2nd Street — Plaza, Special Class C retail alcohol & outdoor service —
temporary expansion of outdoor service area. (September 2-3, 2023)

e) Metro Mart, 103 Franklin Street, Class E retail alcohol - new.

Resolution Calendar: (The following items will be acted upon by roll call vote on a single motion without
separate discussion, unless someone from the Council or public requests that a specific item be considered

separately.)

13.

14.

Resolution Calendar with items considered separately.

Resolution calling for a public referendum to authorize the imposition of a local sales and services
tax in the City of Cedar Falls, lowa, at the rate of one percent (1%), to be effective on January 1,
2026.

Resolution approving and adopting the rate of $3.89 per $1,000 taxable value for the Downtown
Cedar Falls Self-Supported Municipal Improvement District (SSMID) for FY2025.
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Resolution approving and authorizing execution of a Termination of Agreement for Private
Development, and approving and accepting a Warranty Deed, relative to an Agreement for Private
Development with Wayne Estates, LLC.

Resolution approving and accepting Diamond Arts & History grant funding from the Cedar Falls
Community Foundation relative to developing an Art & Culture Mobile Tour project.

Resolution approving and authorizing execution of a Change Order relative to a Community
Development Block Grant (CDBG) Rental Rehabilitation Project at 1009 West 3rd Street.

Resolution approving the preliminary plat of Ashworth North Subdivision.

Resolution approving and authorizing submission of an application to the lowa Department of
Homeland Security and Emergency Management (IDHSEM) for hazard mitigation relative to
purchasing repetitive loss (RL) and severe repetitive loss (SRL) properties in northern Cedar Falls.

Resolution approving and authorizing execution of Amendment Number Four to the Subaward
Agreement with the lowa Department of Homeland Security and Emergency Management (IDHSEM)
for an extension of the Voluntary Property Acquisition Program funded through the Hazard Mitigation
Grant Program relative to the Northern Cedar Falls Flood Buyout Program.

Resolution approving the Certificate of Completion and accepting the work of Owen Contracting, Inc.
for the 2022 Alley Reconstruction Project, and approving and authorizing the transfer of funds from
Storm Water Bond Fund to the Street Construction Fund.

Resolution receiving and filing, and approving and accepting the bid of Boulder Contracting, LLC, in
the amount of $74,473.50, being the only bid received for the 2023 Sidewalk Assessment Project —
Zone 1.

Resolution approving and authorizing execution of a Cooperative Agreement for Construction
Projects with Black Hawk County relative to the West Viking Road Reconstruction Project.

Resolution approving and authorizing execution of a License Agreement with Unite Private Networks
relative to installing a fiber optic telecommunications system within the public right-of-way along
Technology Parkway.

Resolution setting September 5, 2023 as the date of public hearing to consider entering into an
Agreement for Private Development, and to consider conveyance of certain city-owned real estate to
Cedar Falls Partners, LLC.

Pass an ordinance amending Chapter 2, Administration, of the Code of Ordinances relative to
establishing a Bicycle and Pedestrian Commission, upon its first consideration.

Allow Bills and Claims

28.

Allow Bills and Claims for August 21, 2023.

Council Updates and Announcements

Council Referrals

Executive Session

29.

Executive Session to discuss Legal Matters per lowa Code Section 21.5(1)(c) to discuss strategy
with counsel in matters that are presently in litigation or where litigation is imminent where its
disclosure would be likely to prejudice or disadvantage the position of the governmental body in that
litigation.

Adjournment
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CITY HALL
CEDAR FALLS, IOWA, AUGUST 7, 2023
REGULAR MEETING, CITY COUNCIL
MAYOR ROBERT M. GREEN PRESIDING

The City Council of the City of Cedar Falls, lowa, met in Regular Session,
pursuant to law, the rules of said Council and prior notice given each member
thereof, at 7:00 P.M. on the above date. Members present: Schultz, deBubhr,
Kruse, Harding, Ganfield, Sires, Dunn. Absent: None. Mayor Green led the
Pledge of Allegiance.

It was moved by Harding and seconded by Schultz that the minutes of the
Regular Meeting of July 17, 2023 be approved as presented and ordered of
record. Motion carried unanimously.

Michael Blackwell, Cedar Falls, referenced the 24/7 Wall Street Journal Report
regarding the worst cities for Black Americans to live and expressed his concerns
and hopefulness for the future.

Mayor Green announced that in accordance with the public notice of July 22,
2023, this was the time and place for a public hearing on the proposed revised
plans, specifications, form of contract & estimate of cost for the 2023 Sidewalk
Assessment Project - Zone 1. It was then moved by Schultz and seconded by
Harding that the proof of publication of notice of hearing be received and placed
on file. Motion carried unanimously.

The Mayor then asked if there were any written communications filed to the
proposed project. Upon being advised that there were no written communications
on file, the Mayor then called for oral comments. City Engineer Wicke provided a
summary of the proposed project. There being no one else present wishing to
speak about the proposed project, the Mayor declared the hearing closed and
passed to the next order of business.

It was moved by Harding and seconded by Kruse that Resolution #23,259,
approving and adopting the revised plans, specifications, form of contract &
estimate of cost for the 2023 Sidewalk Assessment Project - Zone 1, be adopted.
Following questions and comments by Councilmembers Ganfield, Schultz,
Harding and Kruse, and responses by City Engineer Wicke and City
Administrator Gaines, the Mayor put the question on the motion and upon call of
the roll, the following named Councilmembers voted. Aye: Schultz, deBuhr,
Kruse, Harding, Ganfield, Sires, Dunn. Nay: None. Motion carried. The Mayor
then declared Resolution #23,259 duly passed and adopted.

Mayor Green announced the continuation of a public hearing to consider entering
into an Agreement for Private Development, and to consider conveyance of
certain city-owned real estate to Ryan Companies US, Inc. Economic
Development Coordinator Graham provided a brief summary of the agreement.
There being no one else present wishing to speak about the agreement and
conveyance, the Mayor declared the hearing closed and passed to the next order
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of business.

It was moved by Kruse and seconded by Dunn that Resolution #23,260,
approving and authorizing execution of an Agreement for Private Development,
and approving and authorizing execution of a Deed Without Warranty conveying
certain city-owned real estate to Ryan Companies US, Inc, be adopted. Following
guestions by Councilmembers Ganfield and Harding, and responses by
Economic Development Coordinator Graham and City Attorney Rogers, the
Mayor put the question on the motion and upon call of the roll, the following
named Councilmembers voted. Aye: Schultz, deBuhr, Kruse, Harding, Ganfield,
Sires, Dunn. Nay: None. Motion carried. The Mayor then declared Resolution
#23,260 duly passed and adopted.

It was moved by Kruse and seconded by Harding that Ordinance #3031,
amending the Zoning Map by removing approximately 2.26 acres of property
located at 702 LeClair Street from the C-1, Commercial Zoning District and
placing the same in the PC-2, Planned Commercial Zoning District, be passed
upon its third and final consideration. Following due consideration by the Council,
the Mayor put the question on the motion and upon call of the roll, the following
named Councilmembers voted. Aye: Schultz, deBuhr, Kruse, Harding, Ganfield,
Sires, Dunn. Nay: None. Motion carried. The Mayor then declared Ordinance
#3031 duly passed and adopted.

It was moved by Kruse and seconded by Schultz that Resolution #23,261,
approving and authorizing execution of a PC-2, Planned Commercial Zoning
District Developmental Procedures Agreement with Randy W. Howe Revocable
Trust, and approving a PC-2, Planned Commercial Master Plan relative to
construction of a warehouse/storage building, be adopted. Following due
consideration by the Council, the Mayor put the question on the motion and upon
call of the roll, the following named Councilmembers voted. Aye: Schultz,
deBuhr, Kruse, Harding, Ganfield, Sires, Dunn. Nay: None. Motion carried. The
Mayor then declared Resolution #23,261 duly passed and adopted.

It was moved by Kruse and seconded by Ganfield that Ordinance #3032,
amending Chapter 26, Zoning, of the Code of Ordinances relative to allowance of
vinyl siding on residential buildings with six or fewer dwelling units in the
Neighborhood Frontages within the CD-DT, Downtown Character District, be
passed upon its third and final consideration. Following due consideration by the
Council, the Mayor put the question on the motion and upon call of the roll, the
following named Councilmembers voted. Aye: Schultz, deBuhr, Kruse, Ganfield,
Sires. Nay: Harding, Dunn. Motion carried. The Mayor then declared Ordinance
#3032 duly passed and adopted.

It was moved by Kruse and seconded by Harding that Ordinance #3034,
amending Chapter 19, Streets and Sidewalks, of the Code of Ordinances relative
to removal of snow and ice, be passed upon its third and final consideration.
Following due consideration by the Council, the Mayor put the question on the
motion and upon call of the roll, the following named Councilmembers voted.
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Aye: Schultz, deBuhr, Kruse, Harding, Ganfield, Sires, Dunn. Nay: None. Motion
carried. The Mayor then declared Ordinance #3034 duly passed and adopted.

It was moved by Ganfield and seconded by Kruse that Ordinance #3035,
amending Chapter 23, Traffic and Motor Vehicle, of the Code of Ordinances
relative to prohibiting parking on certain portions of Bluebell Road, be passed
upon its third and final consideration. Following due consideration by the Council,
the Mayor put the question on the motion and upon call of the roll, the following
named Councilmembers voted. Aye: Schultz, deBuhr, Kruse, Harding, Ganfield,
Sires, Dunn. Nay: None. Motion carried. The Mayor then declared Ordinance
#3035 duly passed and adopted.

It was moved by Kruse and seconded by Harding that Ordinance #3036,
amending Chapter 3, Advertising, of the Code of Ordinances relative to political
signs, be passed upon its second consideration. Following due consideration by
the Council, the Mayor put the question on the motion and upon call of the roll,
the following named Councilmembers voted. Aye: Schultz, deBuhr, Kruse,
Harding, Ganfield, Sires, Dunn. Nay: None. Motion carried.

It was moved by Kruse and seconded by Harding that Ordinance #3037,
amending Chapter 2, Administration, of the Code of Ordinances relative to
salaries for elected officials, be passed upon its second consideration. Following
due consideration by the Council, the Mayor put the question on the motion and
upon call of the roll, the following named Councilmembers voted. Aye: Schultz,
Kruse, Harding, Ganfield, Dunn. Nay: deBuhr, Sires. Motion carried.

It was moved by Kruse and seconded by Dunn that the following items on the
Consent Calendar be received, filed and approved:

Receive and file the City Council Standing Committee minutes of July 17, 2023
relative to the following items:

a) Grow Cedar Valley Update.

b) Parking Permits for Downtown Residents.

c) City Council Emails on City Website.

d) Request for 4-Way Stop at the Lone Tree and Center Street Intersection.

Receive and file Departmental Monthly Reports of June 2023.

Approve a request for a temporary sign/banner to be located on city-owned
property at 205 West 1st Street for 60 days.

Approve the following applications for retail alcohol licenses:

a) Main Street Sweets, 307 Main Street, Special Class B retail native wine —
renewal.

b) Amigo, 5809 University Avenue, Class C retail alcohol & outdoor service -
renewal.

c) The Pump Haus Pub & Grill, 311 Main Street, Class C retail alcohol & outdoor
service - renewal.

d) Wilbo, 118 Main Street, Class C retail alcohol & outdoor service - renewal.
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e) Live to 9, 200 Block of State Street and 100 Block of East 2nd Street including
adjacent sidewalks, Special Class C retail alcohol & outdoor service — 5-day
permit.

f) Kwik Star, 4515 Coneflower Parkway, Class B retail alcohol - new.

Motion carried unanimously.

It was moved by Schultz and seconded by Harding to approve the following
recommendations of the Mayor relative to the appointment of members to Boards
and Commissions:

a)Nick Evens, Utilities Board of Trustees, term ending 08/31/2027.

b)Sandy Thomas, Visitors & Tourism Board, term ending 07/01/2026.

Following comments by Mr. Evens and Councilmembers Harding and Schultz,
the motion carried unanimously.

It was moved by Kruse and seconded by Harding that the following resolutions
be introduced and adopted:

Resolution #23,262, approving and authorizing execution of Memorandum of
Understanding with the lowa Department of Revenue relative to participation in
the State Setoff Program.

Resolution #23,263, approving and authorizing execution of a Master Services
Agreement with CivicPlus relative to content management software for the City's
web site.

Resolution #23,264, approving and authorizing execution of an Agreement with
ByWater Solutions relative to an Integrated Library System (ILS) for the Waterloo
and Cedar Falls Public Libraries.

Resolution #23,265, approving and authorizing execution of an Agreement with
Tree Town Consultants, LLC for the purchase and training of a dual-purpose
police dog.

Resolution #23,266, approving and authorizing execution of a First Amendment
to the Wellness Program Services Agreement with TMA @ Your Service, LLC,
d/b/a “Wellworks For You” relative to a platform for the City’s employee wellness
program.

Resolution #23,267, approving and authorizing execution of an Offer to Buy Real
Estate and Acceptance for 8,000 square feet of city-owned property adjacent to
6317 Development Drive within the West Viking Road Industrial Park.

Resolution #23,268, approving and authorizing execution of an Owner-Occupied
Rehabilitation Contract with Daniels Home Improvement relative to a Community
Development Block Grant (CDBG) housing rehabilitation project.

Resolution #23,269, approving and authorizing execution of an Agreement with
lowa Northland Regional Council of Governments (INRCOG) for administration
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and technical services related to Community Development Block Grant (CDBG)
Funding Project Delivery for FY2024 (Federal Fiscal Year 2023).

Resolution #23,270, approving and authorizing execution of an Agreement with
lowa Northland Regional Council of Governments (INRCOG) for technical
services related to Home Investment Partnerships Program (HOME) Funding
Project Delivery for FY2024 (Federal Fiscal Year 2023).

Resolution #23,271, approving and authorizing the expenditure of funds for the
purchase of a pickup truck for the Parks Section.

Resolution #23,272, approving and authorizing submission of an Application for
Site-Specific Traffic Safety Improvement Program (TSIP) funding to the lowa
Department of Transportation (IDOT) relative to the Prairie Parkway and Viking
Road Intersection Improvements Project.

Resolution #23,273, approving and authorizing execution of a License Agreement
with Windstream Intellectual Property Services, LLC relative to installing a fiber
optic telecommunications system within the public right-of-way along Leversee
Road.

Resolution #23,274, approving the Certificate of Completion for the 2021 Public
Sidewalk Repair and Infill Project.

Resolution #23,275, approving the Certificate of Completion and accepting the
work of Peterson Contractors, Inc. for the 2021 Street Construction Project, and
approving and authorizing the transfer of funds from the Street Construction
Fund, GO 2022, Sanitary Sewer Rental Fund and Golf Improvement Fund to the
Street Repair Fund (LOST).

Resolution #23,276, approving the Certificate of Completion and accepting the
work of Peterson Contractors, Inc. for the 2022 Street Construction Project, and
approving and authorizing the transfer of funds from the Street Construction
Fund, GO 2022, Sanitary Sewer Rental Fund and Golf Improvement Fund to the
Street Repair Fund (LOST).

Resolution #23,277, approving the Certificate of Completion and accepting the
work of Benton’s Sand & Gravel, Inc. for the Clay Street Park Water Quality
Improvements Project.

Resolution #23,278, setting August 21, 2023 as the date of public hearing on the
proposed conveyance of certain vacated city right-of-way along Hudson Road.

Resolution #23,279, setting August 21, 2023 as the date of public hearing on
proposed amendments to Chapter 26, Zoning, of the Code of Ordinances relative
to parking requirements for institutional uses in the Downtown Character District
(CD-DT).

Following due consideration by the Council, the Mayor put the question on the
motion and upon call of the roll, the following named Councilmembers voted.
Aye: Schultz, deBuhr, Kruse, Harding, Ganfield, Sires, Dunn. Nay: None. Motion

Iltem 1.




54404 -

54405 -

54406 -

54407 -

-6-

carried. The Mayor then declared Resolutions #23,262 through #23,279 duly
passed and adopted.

It was moved by Kruse and seconded by Harding that Ordinance #3038,
amending Chapter 23, Traffic and Motor Vehicles, of the Code of Ordinances
relative to establishing temporary long-term daily permits for municipal parking
lots or facilities, be passed upon its first consideration. Following questions by
Councilmember deBuhr, and responses by Administrative & Parking Supervisor
Breitbach, the Mayor put the question on the motion and upon call of the roll, the
following named Councilmembers voted. Aye: Schultz, Kruse, Harding, Ganfield,
Sires, Dunn. Nay: deBuhr. Motion carried.

It was moved by Kruse and seconded by Harding that Ordinance #3039,
amending Chapter 23, Traffic and Motor Vehicles, of the Code of Ordinances
relative to prohibiting parking on certain portions of Dakota Street, be passed
upon its first consideration. Following questions by Councilmembers deBuhr and
Schultz, responses by City Engineer Wicke and Administrative & Parking
Supervisor Breitbach, and additional comments by Dr. William Henninger, UNI,
the Mayor put the question on the motion and upon call of the roll, the following
named Councilmembers voted. Aye: Schultz, Kruse, Harding, Sires, Dunn. Nay:
deBuhr, Ganfield. Motion carried.

It was moved by Dunn and seconded by Schultz that Ordinance #3040,
amending Chapter 23, Traffic and Motor Vehicles, of the Code of Ordinances
relative to establishing a 4-way stop at the intersection of Center Street & Lone
Tree Road, be passed upon its first consideration. Following comments by
Councilmember Kruse, it was moved by Kruse and seconded by Ganfield to
postpone consideration to the October 2, 2023 City Council meeting to allow
completion of a pedestrian study. Following questions and comments by
Councilmembers deBuhr, Schultz, Dunn, Kruse, Harding and Ganfield, Mayor
Green, and Cedar Falls residents Amy Jardon, Jim Newcomb and Mark Suchy,
and responses by Public Works Director Schrage and City Administrator Gaines,
it was moved by Schultz to call the question. Motion to call the question carried
unanimously. The motion to postpone failed 2-5, with Schultz, Harding, Ganfield,
Sires and Dunn voting Nay. Following additional comments and questions by
Councilmembers Harding, deBuhr, Schultz and Kruse, and Amy Jardon,
responses by Schrage, City Attorney Rogers and Community Development
Director Sheetz, and closing comments by Mayor Green, the Mayor put the
guestion on the original motion and upon call of the roll, the following named
Councilmembers voted. Aye: Schultz, Harding, Ganfield, Sires, Dunn. Nay:
deBuhr, Kruse. Motion carried.

It was moved by Kruse and seconded by Ganfield that the bills and claims of
August 7, 2023 be allowed as presented, and that the Controller/City Treasurer
be authorized to issue City checks in the proper amounts and on the proper
funds in payment of the same. Upon call of the roll, the following named
Councilmembers voted. Aye: Schultz, deBuhr, Kruse, Harding, Ganfield, Sires,
Dunn. Nay: None. Motion carried.
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It was moved by Kruse and seconded by Schultz to adjourn to Executive Session
to discuss Property Acquisition per lowa Code Section 21.5(1)(j) to discuss the
purchase or sale of particular real estate only where premature disclosure could
be reasonably expected to increase the price the governmental body would have
to pay for that property or reduce the price the governmental body would receive
for that property; and to discuss the City Administrator’s performance pursuant to
lowa Code Section 21.5(1)(i) and City Code Section 2-217. Upon call of the roll,
the following named Councilmembers voted. Aye: Schultz, deBuhr, Kruse,
Harding, Ganfield, Sires, Dunn. Nay: None. Motion carried.

The City Council adjourned to Executive Session at 8:25 P.M.
Mayor Green reconvened the Council meeting at 10:14 P.M.

It was moved by Dunn and seconded by Sires that the meeting be adjourned at
10:15 P.M. Motion carried unanimously.
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Item 2.

DEPARTMENT OF COMMUNITY DEVELOPMENT

R
VISITORS & TOURISM/
PLANNING & COMMUNITY SERVICES  INSPECTION SERVICES RECREATION & COMMUNITY PROGRAMS CULTURAL PROGRAMS
220 CLAY STREET 220 CLAY STREET 110 E. 13™ STREET 6510 HUDSON ROAD
PH:  319-273-8606 PH:  319-268-5161 PH:  319-273-8636 PH: 319-268-4266

w FAx: 319-273-8610 FAX: 319-268-5197 FAX: 319-273-8656 FAX: 319-277-9707

MEMORANDUM

TO: Mayor Robert M. Green and City Council
FROM:  Thom Weintraut, Planner IlI
DATE: August 21, 2023

SUBJECT: Public Hearing to consider offers to purchase and to convey vacated right-of-way
along Hudson Road

REQUEST: Consideration of offer(s) to purchase and to convey vacated portion of
Hudson Road (Case #VAC23-001)

LOCATION: 1,728 sg. ft. of public property located on the west side of Hudson Road
approximately 200 feet north of the intersection of Ashworth Drive.

PROPOSAL

David A. Nicol has requested a vacation of 1,728 sq. ft. of the public right-of-way located on the
west side of Hudson Road approximately 200 feet north of the Ashworth Drive intersection
Council held a public hearing on May 15 on an ordinance to vacate the subject right-of-way and
on June 20, the Council adopted said ordinance. The City notified persons who were to be
given preference to purchase the vacated right-of-way according to the provisions of Section
306.23, lowa Code. An offer to purchase the vacated ROW along with certified checks made
payable to the City of Cedar Falls for the fair market value of $7,000 were received from Mike
Nicols. Fair market value was determined by independent appraisal with reductions for

easements retained.

RECOMMENDATION

Staff recommends approval of a resolution to convey the vacated real estate, subject to
establishment of a perpetual utility easement and further subject to existing easements of
record, all as shown on the attached vacation plat, to David Nicols for the fair market value of
$7,000 and to authorize the Mayor and the City Clerk to execute a Quit Claim Deed for the
described real estate and to deliver said Quit Claim Deed to the Grantee.

Attachments:  Resolution to Convey Vacated ROW and execute a Quit Claim Deed
Right of Way Vacation Plat
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Prepared by: Thomas Weintraut, Planning Ill, 220 Clay St., Cedar Falls, IA 50613 (319) 273-8600

RESOLUTION NO.

RESOLUTION APPROVING AND AUTHORIZING THE EXECUTION OF A QUIT CLAIM DEED
CONVEYING VACATED RIGHT-OF-WAY ALONG HUDSON ROAD IN CEDAR FALLS, IOWA,
SUBJECT TO RESERVATION OF A PUBLIC UTILITY EASEMENT OVER SAID RIGHT-OF-
WAY

WHEREAS, the City Council held a public hearing on May 15, 2023, regarding an
ordinance to vacate a portion of Hudson Road right-of-way, as legally described below, retaining
perpetual easements, with the intent to make this land available for sale and conveyance
according to State law; and

WHEREAS, on June 20, 2023, the City Council adopted an ordinance vacating the
aforementioned portion of right-of-way along Hudson Road, retaining a perpetual public utility
easement over said vacated right-of-way; and

WHEREAS, an offer to purchase the vacated right-of-way, attached hereto, along with a
certified check made payable to the City of Cedar Falls for the fair market value of $7,000.00 were
received from David A. and Tamara M. Nicol, husband and wife, on July 7, 2023, with fair market
value being determined by independent appraisal by Rally Appraisal, LLC dated February 10,
2023, that took into account the easement retained; and

WHEREAS, David A. and Tamara M. Nicol, being current owners of land adjacent to said
vacated right-of-way, are entitled to preference as to any bid made equaling or exceeding the fair
market value of the vacated right-of-way under lowa Code § 306.23; and

WHEREAS, no other bids were received within the statutory 60-day period for receiving
bids after certified mail notice of vacation was provided by the City to owners of land adjacent to
the vacated right-of-way at the time the right-of-way was acquired by the City and also to current
owners of land adjacent to the vacated right-of-way.

NOW, THEREFORE, BE IT RESOLVED by the City Council of the City of Cedar Falls,
lowa, that the real estate described below is hereby conveyed, subject to establishment of a
perpetual public utility easement over said real estate and further subject to existing easements
of record, all as shown on the vacation plat attached hereto, and incorporated herein; and

BE IT FURTHER RESOLVED that the Mayor and City Clerk are hereby authorized to
execute a Quit Claim Deed for said described real estate accordingly to David A. and Tamara M.
Nicol, 3019 Lovejoy Drive, Cedar Falls, lowa 50613, and to deliver said Quit Claim Deed to said
Grantees, and to do any other things and to execute any other documents as may be necessary
to convey such real estate.

Item 2.
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LEGAL DESCRIPTION

That part of the Southeast Quarter of the Northwest Quarter of Section No. 26,
Township 89 North, Range 14 West of the Fifth Principal Meridian, City of Cedar
Falls, County of Black Hawk, State of lowa, described as follows:

Beginning at the Southeast corner of Lot 13 of Prairie Winds 4™ Addition in the
City of Cedar Falls, lowa which is on the present West right-of-way line of Hudson
Road; thence North 89°16’°12” East along the East prolongation of the South line
of said Prairie Winds 4™ Addition, 21.73 feet; thence South 00°30’40” East, 80.20
feet to the present West right-of-way of Hudson Road, 21.55 feet: thence North
00°38’32” West along the present West right-of-way line of Hudson Road, 80.20
feet to the Point of Beginning.

Contains 1,735 Square Feet or 0.04 Acre

ADOPTED this 21 day of August 2023.

Item 2.

Robert M. Green, Mayor

ATTEST:
Jacqueline Danielsen, MMC, City Clerk
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Index Legend
Location: |Part of SE 1/4 of the NW 1/4, Sec. 26-T89N-R14W
Cedar Falls, Black Hawk Co., lowa
Requestor: |City of Cedar Falls
Proprietor:|City of Cedar Falls
Surveyor: |Michael R. Fagle
Company: [AECOM
Michael R. Fagle, 501 Sycamore Street, Suite 222,
Waterloo, lowa, 50703
Return To |AECOM, mike.fagle@aecom.com - 319-874-6595

Reserved for County Recorder’s Use

Right-of-Way Vacation Plat
Part of the Southeast 1/4 of the Northwest 1/4
Section 26, Township 89 North, Range 14 West of the 5th P.M.
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Right-of-Way Vacation Plat
Part of the Southeast 1/4 of the Northwest 1/4

Section 26, Township 89 North, Range 14 West of the 5th P.M.
City of Cedar Falls, County of Black Hawk, State of Iowa

DESCRIPTION OF RIGHT-OF-WAY VACATION-OUTLOTA

That part of the Southeast Quarter of the Northwest Quarter of Section No. 26, Township 89
North, Range 14 West of the Fifth Principal Meridian, City of Cedar Falls, County of Black Hawk,
State of lowa, described as follows:

Beginning at the Southeast corner of Lot 13 of Prairie Winds 4th Addition in the City of Cedar Falls,
lowawhich is on the present West right-of-way line of Hudson Road; thence North 89°16’12” East
along the East prolongation of the South line of said Prairie Winds 4t" Addition, 21.73 feet; thence
South 00°30°40” East, 80.20 feet to the present West right-of-way line of Hudson Road; thence
South 89°17°15” West along the present West right-of-way line of Hudson Road, 21.55 feet;
thence North 00°38’°32” West, along the present West right-of-way line of Hudson Road, 80.20
feet to the Point of Beginning.

Containing 1,735 Square Feet or 0.04 Acre

NOTE: The South line of Prairie Winds 4th Addition is assumed to bear North 89°16’12” East for
this description.
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APPRAISAL REPORT
OF
+/- 1,734 Square Feet of Unused Right-of-Way

Hudson Road
Cedar Falls, lowa 50613

File # C23B2WH07
PREPARED FOR:
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JAMES A. HERINK
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www.rallyappraisal.com
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Rally Appraisal, L.L.C.

Cedar Falls Office * 209 Franklin Street, Suite A-3 * Cedar Falls, 1A 50613

Clint Cota, SRA -- Office Manager Phone: (319) 266-9373
Jim Herink -- Senior Appraiser www.rallyappraisal.com
Adam Horan

David D. Passmore, MAI — Commercial Manager

Ryan Meyers

Jon Wienhold

March 2, 2023

Dave Nicol

RE: +/- 1,734 Square Feet of Unused Right-of-Way, Hudson Road, Cedar Falls, lowa 50613
Dear Client:

As requested, | have personally inspected and appraised the unused right-of-way referenced
above. The purpose of this appraisal report is to conclude an opinion of the As Is, fee simple
market value of the subject as of the inspection, on February 10, 2023. The intended use of
this appraisal is for client to determine the subject’s fair market value and the intended user is
Dave Nicol. This appraisal is not intended for any other use or for use by others.

The subject is a tract of unused right-of-way that is assumed to contain 1,734 square feet. It
is located in a residential area of Cedar Falls along a north / south arterial. It is not within a
specific zoning district since it is a city-owned right-of-way. The owner of the adjacent
property, who is also the client, is in the process of re-zoning the adjacent property to R-1,
One and Two-Unit Residential. Therefore, the value estimate herein is based on the
extraordinary assumption that the site is zoned R-1, One and Two Unit Residential, which is
the zoning district of the majority of the nearby properties.

This appraisal report is intended to comply with the reporting requirements set forth under
Standards Rule 2-2(a) of the Uniform Standards of Professional Appraisal Practice. As such, it
may only present summary discussions of the data, reasoning, and analyses that were used in
the appraisal process to develop the opinion of value. Additional supporting documentation
concerning the data, reasoning, and analyses may be retained in file.

| certify that, to the best of my knowledge and belief:

e The statements of fact contained in this report are true and correct.

e The reported analyses, opinions, and conclusions are limited only by the reported
assumptions and limiting conditions and are my personal, impartial, and unbiased
professional analyses, opinions, and conclusions.

e | have no present or prospective interest in the property that is the subject of this
report and no personal interest with respect to the parties involved.

e | have performed no services, as an appraiser or in any other capacity, regarding
the property that is the subject of this report within the three-year period
immediately preceding acceptance of this assignment.

e | have no bias with respect to the property that is the subject of this report or to the
parties involved with this assignment.

18
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¢ My engagement in this assignment was not contingent upon developing or
reporting predetermined results.

e My compensation for completing this assignment is not contingent upon the
development or reporting of a predetermined value or direction in value that favors
the cause of the client, the amount of the value opinion, the attainment of a
stipulated result, or the occurrence of a subsequent event directly related to the
intended use of this appraisal.

e My analysis, opinions, and conclusions were developed, and this report has been
prepared, in conformity with the Uniform Standards of Professional Appraisal
Practice and FIRREA.

e Mr. James Herink made a personal inspection of the property.

e No one provided significant real property appraisal assistance to the person signing
this certification.

e | have performed within the context of the competency provision of the Uniform
Standards of Professional Appraisal Practice.

e The reported analyses, opinions, and conclusions were developed, and this report
has been prepared, in conformity with the Code of Professional Ethics and
Standards of Professional Practice of the Appraisal Institute.

e The use of this report is subject to the requirements of the Appraisal Institute
relating to review by its duly authorized representatives.

The estimated As Is market value of the fee simple interest in subject property as of February
10, 2023 is as follows:

SEVEN THOUSAND DOLLARS
$7,000, As Is

This transmittal letter and certification of appraisal precede the appraisal report, further
describing the subject property and containing the reasoning and pertinent data leading to the
opinion of value. Your attention is directed to the “General Underlying Assumptions” and
“Limiting Conditions”, which are considered usual for this type assignment and have been
included at the beginning of the report.

Please contact us if you have any questions.

Sincerely,
NPHPR S VI

James Herink
Certified General Real Property Appraiser, CG02627
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GENERAL UNDERLYING ASSUMPTIONS

Legal Matters:

The legal description used in this report is assumed to be correct, but it may not necessarily
have been confirmed by survey. No responsibility is assumed in connection with a survey or for
encroachments or overlapping or other discrepancies that might be revealed thereby. Any
sketches included in the report are only for the purpose of aiding the reader in visualizing the
property and are not necessarily a result of a survey.

No responsibility is assumed for an opinion of legal nature, such as to ownership of the property
or condition of title.

The appraisers assume the title to the property to be marketable; that, unless stated to the
contrary, the property is appraised as an unencumbered fee which is not used in violation of
acceptable ordinances, statutes or other governmental regulations.

Confidential Information - information that is either: identified by the client as confidential
when providing it to an appraiser and that is not available from any other source; or classified
as confidential or private by applicable law or regulation*. *NOTICE: For example, pursuant
to the passage of the Gramm-Leach-Bliley Act in November 1999, some public agencies
have adopted privacy regulations that affect appraisers. As a result, the Federal Trade
Commission issued a rule focused on the protection of "non-public personal information"
provided by consumers to those involved in financial activities "found to be closely related to
banking or usual in connection with the transaction of banking." These activities have been
deemed to include "appraising real or personal property." (Quotations are from the Federal
Trade Commission, Privacy of Consumer Financial Information; Final Rule, 16 CFR Part 313)

Unapparent Conditions:

The appraisers assume that there are no hidden or unapparent conditions of the property,
subsoil or structures which would render it more or less valuable than otherwise comparable
property. The appraisers are not experts in determining the presence or absence of hazardous
substance, defined as all hazardous or toxic materials, waste, pollutants or contaminants
(including, but not limited to, asbestos, PCB, UFFI, or other raw materials or chemicals) used in
construction or otherwise present on the property.

The appraisers assume no responsibility for any engineering studies or analysis which would be
required to conclude or discover the presence or absence of such substances or for loss as a
result of the presence of such substances, or for unapparent conditions. The client is urged to
retain an expert in this field, if desired. The value estimate is based on the assumption that the
subject property is not so affected.

Information and Data:

Information and opinions furnished to the appraisers and contained in the report were obtained
from sources considered reliable and believed to be true and correct. However, no warranty is
given for the accuracy of such items furnished the appraisers.

All mortgages, liens, encumbrances, and servitudes have been disregarded unless so specified
within the appraisal report. The subject property is appraised as though under responsible
ownership and competent management.
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Zoning and Licenses:
It is assumed that all applicable zoning and use regulations and restrictions have been complied
with, unless a nonconforming use has been stated, defined and considered in the valuation.

It is assumed that the subject property complies with all applicable federal, state and local
environmental regulations and laws unless noncompliance is stated, defined and considered in
the valuation.

It is assumed that the information relating to the location of or existence of public utilities that
has been obtained through a verbal inquiry from the appropriate utility authority, or has been
ascertained from visual evidence is correct. No warranty has been made regarding the exact
location or capacities of public utility systems.

It is assumed that all licenses, consents or other legislative or administrative authority from local,
state or national governmental or private entity or organization have been, or can be, obtained
or renewed for any use on which the value estimate contained in the valuation report is based.

The appraisers will not be required to give testimony or appear in court due to preparing the
appraisal with reference to the subject property in question, unless prior arrangements have
been made.

Possession of the report does not carry with it the right of publication. Out-of-context quoting
from or partial reprinting of this appraisal report is not authorized. Further, neither all nor any
part of this appraisal report shall be disseminated to the general public by the use of media for
public communication without the prior written consent of the appraisers signing this appraisal
report.

Disclosure of the contents of this report is governed by the By-Laws and Regulations of the
Appraisal Institute. Neither all nor any part of the contents of this report shall be conveyed to
any person or entity, other than the appraiser’s client, through advertising, solicitation materials,
public relations, news, sales, or any other media without the written consent and approval of the
author, particularly as to valuation conclusions, the identity of the appraiser with which they are
connected, or any reference to the Appraisal Institute or to the MAI designation. Further, the
appraiser assumes no obligation, liability, or accountability to any third party. If this report is
placed in the hands of anyone but the client, client shall make such party aware of all the
assumptions and limiting conditions of the assignment.

The distribution of the total valuation in this report, between land and improvements, is
applicable only as a part of the whole property. The land value, or the separate value of the
improvements, must not be used in conjunction with any other appraisal or estimate and is
invalid if so used.

No environmental or concurrency impact studies were either requested or made in conjunction
with this appraisal report. The appraisers, thereby, reserve the right to alter, amend, revise, or
rescind any of the value opinions based upon any subsequent environmental or concurrency
impact studies, research or investigation.
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The Americans with Disabilities Act ("ADA") became effective January 26, 1992. The
appraisers have not made a specific compliance survey and analysis of this property to
determine whether or not it is in conformity with the various detailed requirements of the ADA. It
is possible that a compliance survey of the property, together with a detailed analysis of the
requirements of the ADA, could reveal that the property is not in compliance with one or more of
the requirements of the Act. If so, this fact could have a negative effect upon the value of the
property. Since the appraisers have no direct evidence relating to this issue, possible
noncompliance with the requirements of ADA in estimating the value of the property has not
been considered.

An appraisal related to an estate in land that is less than the whole fee simple estate applies only
to the fractional interest involved. The value of this fractional interest plus the value of all other
fractional interests may or may not equal the value of the entire fee simple estate considered as
a whole.

The appraisal report related to a geographical portion of a larger parcel is applied only to such
geographical portion and should not be considered as applying with equal validity to other
portions of the larger parcel or tract. The value for such geographical portions plus the value of
all other geographical portions may or may not equal the value of the entire parcel or tract
considered as an entity.

The appraisal is subject to any proposed improvements or additions being completed as set
forth in the plans, specifications, and representations referred to in the report, and all work being
performed in a good and workmanlike manner. The appraisal is further subject to the proposed
improvements or additions being constructed in accordance with the regulations of the local,
county, and state authorities. The plans, specifications, and representations referred to are an
integral part of the appraisal report when new construction or new additions, renovations,
refurbishing, or remodeling applies.

If this appraisal is used for mortgage loan purposes, the appraisers invite attention to the fact
that (1) the equity cash requirements of the sponsor have not been analyzed, (2) the loan
ratio has not been suggested, and (3) the amortization method and term have not been
suggested.

The function of this report is not for use in conjunction with a syndication of real property. This
report cannot be used for said purposes and, therefore, any use of this report relating to
syndication activities is strictly prohibited and unauthorized. If such an unauthorized use of this
report takes place, it is understood and agreed that Rally Appraisal, LLC has no liability to the
client and/or third parties.

Acceptance of and/or use of this appraisal report constitutes acceptance of the foregoing
General Underlying Assumptions and General Limiting Conditions. The appraisers' duties,
pursuant to the employment to make the appraisal, are complete upon delivery and acceptance
of the appraisal report. However, any corrections or errors should be called to the attention of
the appraisers within 60 days of the delivery of the report.

This report is intended for use only by the identified client and identified other known intended
users stated within the cover letter. Use of this report by others is not intended by the appraiser.
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SUMMARY OF SALIENT DATA

PROPERTY TYPE:

PROPERTY LOCATION:

OWNER:

DATE OF VALUATION:

DATE OF REPORT:

PROPERTY RIGHTS APPRAISED:
SITE DATA:

IMPROVEMENT DATA:

ZONING:

HIGHEST AND BEST USE:

Unused right-of-way

West side of Hudson Road, just north of Ashworth
Drive, Cedar Falls, lowa 50613

City of Cedar Falls

February 10, 2023

March 2, 2023

Fee Simple Interest, As Is

1,734 Square Feet

None

R-1, One & Two Unit Residential

Residential

VALUE INDICATIONS:

COST APPROACH:

SALES COMPARISON APPROACH:
INCOME APPROACH:

FINAL VALUE ESTIMATE:

Rally Appraisal, L.L.C.

Not Developed
$7,000, As Is
Not Developed
$7,000, As Is

-14-
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SCOPE OF REPORT

Intended use, user, and effective date of value:

The scope of the appraisal is the type and extent of research and analysis in an appraisal or
appraisal review assignment. It encompasses the necessary research and analysis to
prepare a report in accordance with the intended use, the Standards of Professional Practice
of the Appraisal Institute, and the Uniform Standards of Professional Appraisal Practice
Foundation.

This appraisal is prepared for the Dave Nicol to determine the subject’s fair market value.
This report represents my analysis and conclusion of the estimated As Is market value of the
fee simple interest in the subject property, as of February 10, 2023.

Appraisal Process and Inspection:

The subject property was inspected on February 10, 2023. The photographs of the subject
included in this report were also taken on February 10, 2023. The appraiser walked and
drove around the site and viewed multiple aerial photos.

In developing approaches to value, the market data were collected from the assessor’s office
files, other appraisers, realtors, or persons knowledgeable to the subject property and
marketplace. Attempts were made to confirm sales data with at least one of the parties
involved in the transaction.

Regional, city, county and neighborhood data were based upon information available from
the city, county and lowa Economic Development.

Information about the subject property was obtained by inspecting the interior and exterior of
the property, interviews, and public records.

In estimating the highest and best use of the property, an analysis was made of data
compiled in the steps noted above. In addition, a study of the market in the subject area has
been made to determine the economic feasibility of the subject property.

The subject property is a tract of right-of-way in a residential area of Cedar Falls. The best
indicator of value is the sales approach and this will be the only approach developed herein,
since it is the primary approach used by market participants.

The appraiser is not a building or environmental inspector. An inspection was made of the
visible areas at the time of the inspection. The site is assumed to be stable and free of any
environmental contamination and there are no encroachments by the subject property or on
the subject property unless otherwise stated in this report.

Rally Appraisal, L.L.C. -15-
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The appraiser is not qualified to:

o Make a determination whether the subject property meets current ADA guidelines

¢ Detect if the subject site contains any environmental contamination

e Survey the subject property to verify actual size or to make a determination as to whether
the subject property encroaches on another property or another property is encroaching
on the subject property

If there is any question regarding any of these issues, it is the responsibility of the client to
obtain verification from qualified sources.

Type of Report and Definition of Value:

The appraiser is estimating the As Is market value of the fee simple interest in the subject
property.

Fee Simple Estate: Absolute ownership unencumbered by any other interest or estate,
subject only to the limitation imposed by the government powers of taxation, eminent domain,
police power, and escheat.

Leased Fee Estate: An ownership interest held by a landlord with the rights of use and
occupancy conveyed by lease to others. The rights of the lessor (the leased fee owner) and
the leased fee are specified by contract terms contained within the lease.

In this report, | have been asked to estimate the value of the Fee Simple Interest in the
subject property, As Is.

Assignment Results: An appraiser’s opinions or conclusions, not limited to value, that were
developed when performing an appraisal assignment, an appraisal review assignment, or a
valuation service other than an appraisal or appraisal review.

Comment: Physical characteristics are not assignment results.

Rally Appraisal, L.L.C. -16-
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Definition of Market Value:

Market value, as herein used, is defined as follows:

The most probable price that a property should bring in a competitive and open market
under all conditions requisite to a fair sale, the buyer and seller each acting prudently
and knowledgeably, and assuming the price is not affected by undue stimulus. Implicit
in this definition is the consummation of a sale as of a specified date and the passing
of title from seller to buyer under conditions whereby:

1) Buyer and seller are typically motivated;

2) Both parties are well informed or well advised, and acting in what they
consider their own best interests;

3) A reasonable time is allowed for exposure in the open market;

4) Payment is made in terms of cash in U.S. dollars or in terms of financial
arrangements comparable thereto; and

5) The price represents the normal consideration for the property sold
unaffected by special or creative financing or sales concessions granted
by anyone associated with the sale. !

! [Code Federal Regulations, Title XI, Part 34.42 (FIRREA)]

Rally Appraisal, L.L.C. -17-
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Assignment Conditions:

The appraisal assignment is based on the assumptions/conditions outlined below. Pursuant
to the requirement within Uniform Standards of Professional Appraisal Practice (USPAP,
2020-2021, extended into 2023 Edition) Standards Rule 2-2 (a) (xi), it is stated here that the
use of these extraordinary assumptions and/or hypothetical conditions may affect the
assignment results.

Extraordinary Assumption: an assignment-specific assumption as of the effective date
regarding uncertain information used in an analysis which, if found to be false, could alter the
appraiser's opinions and conclusions.

Comment: Extraordinary assumptions presume as fact otherwise uncertain information about
physical, legal, or economic characteristics of the subject property; or about conditions
external to the property such as market conditions or trends; or about the integrity of data
used in an analysis.

The appraiser is making the following extraordinary assumptions:
e The information provided to the appraiser by the client is true, complete, and
not misleading.
e There is no environmental contamination to the subject site from past uses.
e The subject is zoned R-1, One and Two-Unit Residential
e The subject contains 1,734 square feet

Hypothetical Condition: a condition directly related to a specific assignment, which is
contrary to what exists but is used for the purpose of analysis.

e This report was not subject to any hypothetical conditions.

Rally Appraisal, L.L.C. -18-
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Estimated Marketing Time: 3-6 months

Market data indicates the anticipated marketing time for the subject is 6 months. This
is based on historical marketing periods of other similar properties that have sold in
this market and other similar market areas. However, the list price and the marketing
effort are paramount to getting a sale within the indicated marketing time. Properties
which are over-priced often experience extended marketing times.

Exposure Time: is defined as “an opinion, based on supporting market data, of the
length of time that the property interest being appraised would have been offered on
the market prior to the hypothetical consummation of a sale at market value on the
effective date of the appraisal".2

In case of the subject, exposure time is determined to be 3 months.

2 Uniform Standards of Professional Appraisal Practices & Advisory Opinions, Appraisal Standards Board, The Appraisal Foundation,
2020-2023. 34
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COMPETENCY PROVISION

James Herink is a Certified General Real Property Appraiser currently certified by the State
of lowa and has been appraising commercial real estate for the past ten years.

Mr. Herink has been appraising residential and multi-family properties for 14 years. He is a
graduate of Denver University, with a Bachelor’s Degree in Journalism. He is currently taking
courses from the Appraisal Institute and working towards a future designation. He
successfully achieved General Certification in August of 2012.

The appraiser has appraised retail properties, light industrial, mini-storage, warehouses and
multi-family properties in the past nine years and is familiar with the processes of valuation.
The appraiser is seeking guidance from other knowledgeable persons within Rally Appraisal
who have experience with valuation of this type as well.

A list of qualifications and a list of various property types appraised are in the addendum
section of this report.

Rally Appraisal, L.L.C. -20-
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APPRAISAL:®

(Noun) the act or process of developing an opinion of value; an opinion of value.
(Adjective) of or pertaining to appraising and related functions such as appraisal
practice or appraisal services.

Comment: An appraisal is numerically expresses as a specific amount, as a range of
numbers, or as a relationship (e.g., not more than, not less than) to a previous value
opinion or numerical benchmark (e.g., assessed value, collateral value).

TYPE OF REPORT:

According to the Uniform Standards of Professional Appraisal Practice, Standards Rule 2-2,
an appraisal report must be prepared under one the following two options: Appraisal Report
or Restricted Appraisal Report. These two report types are described as follows:

Appraisal Report:

Should contain a summary of all information significant to the solution of the
appraisal problem. “Summarize” is the distinguishing term related to the Appraisal
Report.

Restricted Appraisal Report:

Should contain a brief statement of information significant to the solution of the
appraisal problem. “State” is the distinguishing term related to the Restricted
Appraisal Report.

This is an Appraisal Report, which is intended to comply with the reporting requirements set
forth under Standards Rule 2-2 (a) of the Uniform Standards of Professional Appraisal
Practice (USPAP) for an Appraisal Report. As such, it presents only summary discussions of
the data, reasoning, and analyses that were used in the appraisal process to develop the
appraiser’s opinion of value. Supporting documentation concerning data, reasoning, and
analyses is retained in the appraiser’s files. The depth of discussion contained in this report
is specific to the needs of the client and for the intended use as stated in the scope of

work. The appraiser is not responsible for unauthorized use of this report.

3 Uniform Standards of Professional Appraisal Practice and Advisory Opinions, 2020-23 Edition, Appraisal Standards Board, The Appraisd

Foundation, page 3.
Rally Appraisal, L.L.C. -21-
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IDENTIFICATION OF THE PROPERTY

Legal Description:
To be determined

Owner of Record:
City of Cedar Falls

Property History:

The subject has not been sold or transferred in the last three years per the assessor’s
records. It has not been listed for sale in the last 12 months on any of the listing services
available to the appraiser. There are no known pending sales contracts on the subject as of
the effective date of this report.

Encroachment/Encumbrance:

There were no apparent issues with encroachments or encumbrances noted at the time of
the inspection.

Rally Appraisal, L.L.C. -22-
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ASSESSED VALUE & TAXES

The subject is owned by the City of Cedar Falls and not subject to taxation and does not have
an assessed value. The assessed land values of nearby residential lots range from $2.86 to

$4.95 per square foot. If the subject were taxed, it would likely be in this range. The appraiser
recommends the client monitor future assessments.

Rally Appraisal, L.L.C.

-23-
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THE APPRAISAL PROCESS

The appraisal process is the orderly gathering, organizing and analyzing of factual data, in order
to estimate a logical conclusion of a defined value as of a given date. The valuation process
begins when an appraiser fully identifies the appraisal problem and ends when he/she reports the
solution to the client. The valuation process is accomplished by following specific steps; the
number of steps used depends on the nature of the appraisal assignment and the data available.

The first step is defining the appraisal problem, which involves determining the following
considerations:
Identification of real estate

Identification of the property rights to be appraised
Date of value estimate

Use of appraisal

Definition of value

6. Other limiting conditions

aosrwbd -~

Once the appraisal problem is defined, the appraiser collects and analyzes data that affects the
market value of the subject property. The necessary data to be gathered includes general data
for the region, community and neighborhood in which the subject property is located. This
general data includes socio-economic, governmental, and environmental information. Also,
specific data is gathered for the subject property and possible comparable properties. This
specific data includes site and improvements, sales and listings, costs and depreciation,
income/expense and capitalization rate information. It is most desirable to use specific data
within close proximity of the property to be appraised, but is sometimes necessary to search
beyond neighborhood or community boundaries in order to find sufficient and/or reliable data.
The examination of the data should lead to an understanding of the interrelationships specific
area. It also provides raw data from which to extract numerical measurements and other
evidence of market trends.

The next step in this process is to analyze and estimate the highest and best use for the subject
site, as vacant, and as improved (in the case of improved properties).

Then the specific data is analyzed and used in one or more of the three standard approaches to
value that are generally recognized by the appraisal community. The most common titles for
these approaches are The Cost Approach, The Direct Sales Comparison Approach, and The
Income Approach.

The final step in the appraisal process is the reconciliation of the value indications given by each
of the applied approaches into a single dollar figure. When all three approaches are used, the
appraiser examines the spread among the three, separate indications. A wide spread may
indicate that one or more of the approaches is not truly applicable to the appraisal problem. The
appraiser must always consider the relative dependability and applicability of each approach in
reconciling the value indications into a final estimate of defined value. In the reconciliation, the
appraiser considers the following critical factors: which of the approaches is based upon the
greatest amount of reliable data, which approach most closely reflects the actual attitudes of
typical buyers and sellers, and which approach (s) is most pertinent given the objective of the
appraisal. The reconciliation also provides an opportunity to resolve variations and
inconsistencies among the value indications and the methods with which they were derived.

The report of defined value provides the client with a summary of the data analyzed, the methods
used, and the reasoning that led to the value estimate.

Rally Appraisal, L.L.C. -24-
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COMMUNITY DATA

Overview

The Waterloo/Cedar Falls metro area includes the communities of Waterloo, Cedar Falls,
Evansdale, and the outlying communities of Elk Run Heights, Hudson, Washburn and
Raymond. The population, education and household statistics for the Waterloo/Cedar Falls
metro area as reported by the Cedar Valley Alliance are on the following pages.

Item 2.
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The Cedar Valley area in Mortheast lowa includes a
total population of 250,000, The area is hame to one
of three lowa Board of Regents universities, a four-
year private college, innovative public and private
Pre-K and K-12 schools, and nationally recognized
historic downtown districts.

Life in the Cedar Valley is enhanced by an extensive system of recreational trails
and bicycle paths, numerous municipal and state parks, golf courses, a variety of
museums, music and cultural festivals, and a state-of-the-art performing arts

center.,

The Cedar Valley is within a day’s drive of all major Midwest markets, with a 50
rminute direct commercial flights to/from Chicage O'Hare.

2022

POPULATION RARAR

168,323

Cedar Falls-Waterloo MSA

130,434
42327
808
3512
2,574
70438

Black Hawk County
Cedar Falls

Evansdale

La Porte City
Hudson
Waterloo

25,651
12,986

Bremer County
Waverky

21,409

Buchanan County

14,226

Butler County

1,796

Chickasaw County

T T8.08L

Fayette County

12,239

Grundy County

16,741

Tarna County

251,558

Cedar Valley Region

Source: EMS! 2022

HEALTH CARE (il

UnityPoint Health Waterloo: 204 Beds

RECREATION & SPORTING

OPPORTUNITIES

40 Pullic Parks
3 Dog Parks
10 Golf Courses
& Disc Golf Courses
7 Public Swimming Pools/
Adguatic Centers
30 Public Tennis Courts
23 Softball/Baseball Diamonds
1lce Skating/Hockey Arenas
[indoors)
12:560+ Camparounds: Sites
15 Public Boat Launches
5 Soccer Complexes: Fields
[outdoor)
15occer Fields (indaor)
1Inclusive Park
1Theme Park |ocutdoor)]
2 Water Parks (outdoor)

« Figures reffect Block Howk County
& City of Woveriy

MercyOne Waterloo Medical Center; 366 Beds
MercyOne Sartori Memorial Hospital: 100 Beds
Waverly Health Care: 25 Beds

Rally Appraisal, L.L.C.
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Courtesy of Cedar Folls Tourism & Visitors Buregu & Experience Waterloo

CLIMATE

Avg. Temp (F)
Spring: March-May
Avg, Temp: 48.4

sumrmer: June-August
Avg,. Temp: 716

Fall: september-Movermber
Ayg. Ternp: £9.9

wWinter: December-February
Avg, Temp: 2.4

RAIN & SNOW
Spring: April - June
Avg, Rain: 130" Ava, Snow: 1.5"

Summer: July - September
Avg. Rain: 1.7 Avg. Snow: O

Fall: Octaber - December
Avg, Rain: 57" Avg. Snow:; 8°
Winter: January - March

Avg, Rain: 397 Avg. Snow: 183"

Source: wegtharbase.oom

ARTS & CULTURE

15 Museums

Puklic Libraries

Art Museums
Performing Arts Venues
Youth Museums
Symphony Orchestras

[ IS o R |

TRANSPORTATION

Interstate Highways
|-380

Federal Highways
Us 20,63, 218

State Highways
14 21, 51, 58, 218

Mass Transit
MET Transit

Passenger Air Service
Waterloo Regional
Airport

Municipal Airports - 9
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Employment

Employment and cost of living factors, including the area’s largest employers, are shown
below. The U.S. Bureau of Labor Statistics is indicating an overall unemployment rate for
Black Hawk County of 3.3% as of December, 2022. This is compared with 3.1% for the entire

state of lowa and 3.6% for t

he Unit States.

Cowrtasy of L-0 Expevience Waterloo, Lost ishond Theme Pork & Codlor Folls Toun'sm &

Visftors Bureou

LIVE THE VALLEY

Live the Valley is a website, magazine and social
miedia platform uff-q,:rilu_l a ook into what it is like -
to live and work in the Cedar Valley including an
interactie cost of living calculator. For more

infarmation, visit wwwlivethevalley.com

COST OF LIVING
Owverall Cost of

Living is 13.8% lowar /\

than LS Average o

; =
m i 15.4% lower than ﬁ
U5, Average

THEWVALLEY

20.2% lewer than
US, Avarage

122% lower than
US. Average

Source: COLL 2031 Annual Avg Cost of Living Indes, Waterloo/Coedar Falks, 14 M58

Maving or Visiting the Cedar Valley
livethevalley.com
cedarfallstourism.org

exparience walerloo.com
waverhywelcomehome.com

Industrial/Office Site Selection Resources
growcedarvalley.com/economic-developrment

THE CEDAR VALLEY OF 1OWA

Grow

Here

MAJOR EMPLOYERS

John Deere 5,000
UnityPoint Health 33652
Tyson Fresh Meals 3,000
MercyOne 2897
Waterloo Community Schools 1,200
Target Distribution Centars 1,800
Unlversity of Marthern lowa 1,650
VGM Group 1,400
Hy-Vee Food Stores 1256
Western Home Communities Aol
Cedar Falls Community Schools 79
Bertch Cabinet Manufactuning 725
Veridian Credit Union a2a
CUNA Mutual Group 550
Cmega Cabinetry 550
Central Rivers Area Educ. Agency E30
LSE/LSBEX 00
Peterson Contractors, Inc 500
Wartburg College 500
Viking Pump 400
mMartin Brothers Distribution 450
Cedar Valley Medical Specialists 405
CBE Campanies, Inc 400
NewAldaya Lifescapes 370
City of Cedar Falls 156
Black Hawk County 348
The Isle Casing Hotel 267
Trinity Rail Maintenance Sarvice %0
ConAgra Foods 230
Lo CaleCred MOy-0Ocnobers M from [hoss

reporting ncluces FT ovd AT

TOP INDUSTRY STATS FOR THE

CEDAR VALLEY

Transportation & Warehousing
S0 E4E | 4.4%
Manufacturing

$85166 | T7.2%
Finance & Insurance

2806 | 4£0%

Healthcare & 5ocial Assistance
£E5189 | 13.2%

Retail Trade
$3I6833 | N.0%

Source EME) 2022 - Average Sodary | % al workdforee

Rally Appraisal, L.L.C. -28-
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Item 2.

THE CEDAR VALLEY OF 10WA,

Courtesy of Experience Waterloo & Woterioo Cammunity Schools

The Cedar Valley boasts strong public =
and private educational systems from PRIMARY EDUCATION

early childhood education to Ph.D,

programs. The Cedar Valley is the only School Enroliment Avg. ACT
region in the world with a collective Score
emphases on developing leadership and  Cedar Falls 5,808 24.6
employability skills in Prek-12 sehools Cedar Valley Catholic Schools 1,018 0.8
with Leader in Me ®, The Cedar Valleyis Hudson Te7 231
also home to River Hills School, a public  JesUp 1,060 24.0
sponsored special school for students Waterloo 10,741 20.8
with moderate, severe, and profound Waverly-Shell Rock 2335 236
developrnental disabilities ermploying State Composite 4B5,630° 215
innowvative strategies serving students Mational Composite 48.3M*° 203
fram kindergartan through age 21. Source: 2021 - NCES edu.gov & Waterfoo Courier 1242027

* Stud@nts enralled in pubiic schools

EDUCATION ATTAINMENT

cv 14 us
High School Diploma + S30% 923% B837%
some College, Mo Degree 20.9% 205% 20%
Bachelor's Degree + 27.2% 0% 336%

Source: EME 2022 [CV = Cedar Wollay)

Cowurtesy of Cedor Folls Toursm & Visitors Bureau
Robatic Leagiee Competition of Linlversioy of N, lowo

Enrollment Institution
217 University of Marthern lowa - Regent University
5,085 Hawkeye Cammunity College - Community/Technical Collegs
1541 Wartburg College - Private
552 Allen College - Health Sciences Programs
&00 Upper lowa University - Private

Source; 2021 - NCES edu.gay

Rally Appraisal, L.L.C. -29- 44
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Education

The Waterloo/Cedar Falls metro area is currently served by two public school districts:
Cedar Falls Community School District and the Waterloo Community School District. There
are also a few parochial schools in Waterloo and Cedar Falls. The community of Hudson has
its own school district.

Cedar Falls is home to the University of Northern lowa. The University of Northern lowa is a
four-year state university with an approximate enrollment of 9,300 students.

Hawkeye Community College is a two-year college, located on the south side of Waterloo,
with an enrollment of approximately 5,250.

Transportation

For decades, Waterloo/Cedar Falls had been known as the largest metropolitan area in the
country without a link to the interstate system. The first link came in 1985 when Interstate 380
was completed, that connects Waterloo and Cedar Falls to Cedar Rapids and Interstate 80 to
the south. The second link came in the early 2000’s when the Avenue of the Saints was
completed within the metro area. This avenue is a four-lane expressway that connects St.
Paul Minnesota to St. Louis Missouri. Additionally, US Highway 20, a four-lane expressway
running east/west connects Waterloo and Cedar Falls to Dubuque to the east and Interstate
35 to west. The stretch of US Highway 20 from west of the metro area to Interstate 35 was
completed in 2003. These three highways are known as the “Golden Triangle” and have
helped spur growth in both Waterloo and Cedar Falls during the last few decades.

There are multiple railroads in the metro area.

The Waterloo Municipal Airport on the north side of the metro area provides air service.

Rally Appraisal, L.L.C. -30- 45
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Conclusion

The Waterloo/Cedar Falls metro area experienced a major economic downturn in the late
1970s and early 1980s with the community’s largest employer, John Deere, laying off several
thousand employees. Rath Packing, another major employer, also shut down their facility in
Waterloo about the same time, laying off several thousand more workers.

Over the past two decades, this metro area has been making progress-recovering jobs lost
during that economic downturn.

The Cedar Falls Industrial Park has been rapidly expanding over the past decade with
several local businesses relocating and new businesses coming into the area. This office
park has an aggregate employment base of approximately 5,000 jobs.

There has been some growth with IBP, now Tyson’s, on the northeast side of Waterloo in the
past decade with a recent multimillion dollar expansion announced that will create more than
200 jobs. The Isle of Capri Casino in Waterloo in 2008 creating nearly 800 jobs.

There are several apartment projects on the west side of Cedar Falls that have been
developed in the past 10-15 years that are oriented to students of the university.

The population projections reported by the Cedar Valley Alliance online may be unjustified,
given the amount of growth in this area. At the very least, the population is expected to
remain stable for this metro area with a potential slight increase in population.

Rally Appraisal, L.L.C. -31- 46
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Adjoining Property Uses

North Single Family
South Single Family
East Single Family
West Single Family

Neighborhood Composition

The subject is located on the southwest edge of Cedar Falls, which has been rapidly
expanding during the last ten years with single family, condominiums and twin home
properties. The Cedar Falls School District opened a new elementary school in the
neighborhood in the fall of 2018, which has been a major draw to the area. The predominate
land use in the neighborhood is single-family residential with some multi-family and
commercial along the arterials.

Neighborhood Boundaries

The neighborhood boundaries are considered to be Union Road to the west, Viking Road to
the south, State Highway 58 to the east and University Avenue to the north.

Rally Appraisal, L.L.C. -32-
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Transportation Linkages and Major Arterials

The subject fronts Hudson Road, the main north/south arterial in this part of the Cedar Falls.
Hudson Road intersects with US Highway 20, approximately two miles south of the subject’s
location and State Highway 57 (West 1st Street), approximately four miles north of the
subject's location. The City of Cedar Falls recently extended Greenhill Road from where it
stopped by Hudson Road, just north of the subject, to link up with West 27th Street. This is
an attempt to alleviate the traffic congestion along Hudson Road during events at the
University of Northern lowa. The new extension will provide access to the undeveloped areas
in the subject’s immediate neighborhood and will likely only increase demand. Overall, the
subject’s linkages are favorable.

Neighborhood Trends

Growth has been steady on the west side of Cedar Falls since vacant land is available. In the
last ten years a few new single-family subdivisions have been developed due to the strong
demand for new housing units. There are a few newer subdivisions in the works on the west
side of town and its expected the growth will continue at its current pace into the foreseeable
future. The extension of Greenhill Road from Hudson Road to West 27" Street will most
likely lead to more growth on the area due to the improved traffic flow on the west side of the
community.

Proposed Development

Two large residential subdivisions are in the works on the west side of Cedar Falls. Skogman
Homes and Panther Development have added more than 350 residential lots to the market in
the last decade years and hold the rights for additional land for future development. These
subdivisions surround a new elementary school constructed by the Cedar Falls School
District that opened in 2018.

In the multi-family sector, there have been more than 400 units constructed along Greenhill
Road in both Cedar Falls and Waterloo since 2011. The newest complex was recently
completed and contains 79 units within a single, four-story building. The demand for multi-
family in Cedar Falls has been strong during the last few years with most complexes being
100% occupied within 30-60 days of completion.

The most intensive commercial development in Cedar Falls is occurring southeast of the
subject off Viking Road near the intersection with State Highway 58. This area is anchored by
big-box retailers such as Target, Fleet and Farm, Hobby Lobby, Wal-Mart and Menards.

Neighborhood Comments

The subject property is a developing neighborhood on the southwest side of Cedar Falls. The
neighborhood has seen steady growth in the last ten years and growth is expected to
continue at a similar pace into the near future.

Rally Appraisal, L.L.C. -33-
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MARKET ANALYSIS

The subject property consists of a tract of unused right-of-way on the west side of Hudson
Road just north of Ashworth Drive. It is approximately 21’ x 80’ and contains 1,734 square
feet. It is within a developing residential area, which contains mostly single-family homes plus
some condominiums. Since the subject is a narrow strip of land with marginal utility, it would
likely only be attractive to a limited number of buyers, such as an adjacent property owner or
local municipality. This factor limits its marketability.

Rally Appraisal, L.L.C. -34- 49




SITE DESCRIPTION:

Rally Appraisal, L.L.C.

AERIAL PHOTO (ESTIMATE ONLY)

-35-
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SITE AREA PROVIDED BY THE CLIENT

Location

West side of Hudson Road just north of Ashworth Drive, Cedar Falls, lowa 50613

Shape/Size

Rectangle with a width of 80.31" and a depth of 21.41, per the information provided by the
client, which is not an actual survey. The total site area of the subject is estimated to be

1,734 square feet.

Topography/Soil Condition:
The subject is a mostly level and the soil is assumed adequate to support any improvements

allowed by zoning.

Utilities:
Electricity

Natural Gas

City Water
Sanitary Sewer
Rally Appraisal, L.L.C.

Yes
Yes
Yes
Yes

-36-
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Visibility/Access
The subject is located along Hudson Road, a main north / south road on the west side of
Cedar Falls. It has average visibility and access.

Flood Zone:

Panel: 19013C0277F

Zone: Zone X; Area of minimal flood hazard
Date July 18, 2011 (See Flood Map Below)
Zoning:

No zoning, since the subject is a right-of-way owned by the city. The majority of the
surrounding properties are zoned R-1, One and Two-Unit Residential.

Comments:

The subject is a mostly level, narrow parcel, which parallels a north / south arterial. It has
adequate access, visibility and all utilities are available. Per FEMA, the subject is not in the
flood plain. The property is assumed adequate to support any improvements allowed by
zoning.

Flood Map

Rally Appraisal, L.L.C. -37-
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HIGHEST AND BEST USE ANALYSIS
Highest and Best Use is defined as:

“The reasonably probable and legal use of vacant land or an improved property, which is
physically possible, appropriately supported, financially feasible and that results in the
highest value.™

The competitive market forces, where the subject property is located, determine whether the
current use is the highest and best use of the subject property, not the appraiser, developer,
or property owner.

The subject consists of a tract of city-owned right-of-way along an arterial. Its current use is
consistent with the surrounding property uses.

Although potential exists for industrial development, the smaller size and lack of depth of the
tract limits its use potential. The subject would most likely only appeal to an extremely narrow
set of buyers, such as an adjacent property owner.

The subject property is physically possible, legally permissible, and is financially feasible
although it is not income producing. The maximally productive use is to hold the land for
future development.

The site, as vacant and ready for development, is the highest and best use until there is
demand for change to an improved use.

Most Likely User / Timing of Use
The most probable buyer for the subject would an owner-occupied user and the typical
marketing time is 3 to 6 months for this property type.

4 The Appraisal of Real Estate, Fifteenth Edition
Rally Appraisal, L.L.C. -38-
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VALUATION METHODOLOGY

The valuation process is used to develop a well-supported estimate of a defined value, which is
based upon consideration of all pertinent general and specific data. Appraisers estimate property
value by applying specific appraisal procedures, which reflect three distinct methods for analyzing
data mathematically cost, direct sales comparison, and income capitalization.

All three standard approaches to value will be considered herein The Cost Approach, The Direct
Sales Comparison Approach and The Income Approach. All approaches will be processed and
included whenever the data is sufficient. However, there are instances when data is inadequate for
an approach. In such cases, an explanation will be provided as to why the approach was deleted.

The Cost Approach involves estimating the land value based on market sales and adding the
depreciated cost of the improvements. The estimated cost is based on Marshall and Swift online
service and/or the owner’s actual cost for proposed construction projects. The estimated
replacement cost represents the cost of functional replacement cost and not reproduction cost.
Depreciation is based on the economic age-life method and supported based on market sales. The
cost approach is best used on newer properties where the amount of depreciation is less and makes
this approach more reliable.

The Direct Sales Comparison Approach requires the gathering of data as similar to the subject
property as possible and provides an indication of value through the comparative process. The
approach compares units that have sold, with the subject as a unit, recognizing differences of
individual characteristics of each property. Determining the degree of comparability between market
data and the subject involves their similarity with respect to many valuation factors including physical
characteristics. Adjustments are made for market recognized differences. The sales comparison
approach is most useful when a number of similar properties have sold recently or are currently for
sale in the subject property’s market.

The Income Approach is a capitalization of the subject property’s typical net income stream in order
to indicate a market value for the subject property. This capitalization is the method, which
recognizes and measures the present worth of the future benefits of property ownership, such as net
income. This approach then reflects current market rents, when applicable, and competitive
operating expenses. In the appraisal of income producing property, the net income stream is a major
motivating factor in the purchase process. The typical purchaser/investor will look at the property’s
ability to produce net income in order to provide a competitive return on invested capital, as well as,
provide for any debt service. This approach is most influential when comparable rental and expense
information is readily available.

It should be noted that, while all applicable approaches should have some reasonable correlation,
specific adjustments will not be exactly the same in each approach. This is because each approach
indicates that market value of the subject property by measuring different types of market data and
different market participants. For example, the location adjustment for the subject site in Cost
Approach may not be the same amount of adjustment ($ or %) as in the Direct Sales Comparison
Approach. This is because the purchasers of vacant land look at the land as having a larger choice
of improvements or uses; it has greater possible utility as a vacant site. The purchaser of an existing
improved property is ‘locked’ into a smaller number of choices that are limited by the existing
improvements. In the Income Approach, a prospective tenant will determine an even different
interpretation of that location based upon his or her own desires and the particular leasable space
and not the whole improvement or not the consideration of the vacant site.

Detailed explanations and processes for each reliable approach follow in the report. It is suggested
that all data be studied prior to evaluation.

Rally Appraisal, L.L.C. -39-
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EXPLANATION OF THE COST APPROACH

The subject is a strip of unused right-of-way. It is being valued using the direct sales
comparison approach and the cost approach will not be developed. Omission of the cost
approach does not impact the final value estimate.

Rally Appraisal, L.L.C.
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EXPLANATION OF THE DIRECT SALES COMPARISON APPROACH

The Direct Sales Comparison Approach is a method of arriving at an indication of value by
comparison of sale properties as a unit, with the Subject Property as a unit.

This method is most representative of the actions of persons involved in real estate
transactions. However, the comparisons shown in the report are judgments of the appraiser,
based on cumulative market data, and experience of the appraiser. These adjustments are
not intended to express, or imply, the actual reasoning used by the seller or purchaser of a
particular property.

Application of this method required analysis of the sale properties, as well as, of the Subject
Property. Careful selection of sale properties which have the most similarity and which are
the most influential is paramount to this process. It also requires careful consideration of the
differences of various factors found in the individual sale property, and the property being
appraised.

Narrative comparisons may include dollar or percentage adjustments, which provide
guidance to the values indicated by each sale, as well as the appraiser’s conclusion of value
indicated by this approach.

The comparisons will be made on a table format with narrative explanations to the
adjustments below the table. The adjustments will be tabulated for each sale property
separately.

After arriving at an indicated value by each sale, the group of sales will be recapped on the
same page, which will provide the reader a convenient illustration of the differences within
the group of sales, along with the differences of net adjustments.

The reconciliation of the sales is a narrative discussion of the influence of the various sale

properties, and gives a conclusion as to which sale, or sales, has been considered to be
most influential toward the indication of value for this approach.

Rally Appraisal, L.L.C. -41-

Item 2.

56




Item 2.

Valuation — SALES COMPARISON APPROACH

The appraiser researched land sales in Cedar Falls for lots with similar use potential to the
subject. The Multiple Listing Service and the Black Hawk County Assessors records were
researched and the following sales were discovered and analyzed.

LAND SALES SUMMARY TABLE

No Address City Sale Date Sales Price Size (SF) | PricelSF

1 (4906 Kara Dr Cedar Falls Nov-22 $70,000 12,420 $5.64
2 |2025 Ashworth Dr Cedar Falls Jan-22 $89,000 12,780 $6.96
3 [1901 Green Creek Rd | Cedar Falls Feb-22 $70,000 19,730 $3.55
4 |4224 Shocker Rd Cedar Falls Sep-22 $66,250 9,800 $6.76
5 14407 Shocker Rd Cedar Falls Jul-22 $67.000 9,525 $7.03
Low $3.55

High $7.03

Average $5.99

Summary:

The sales in the chart above are all single-family lots in Cedar Falls that have sold in the last
12 months. They are within neighborhoods in Cedar Falls similar to the subject’s location and
are considered to be the best available, most recent, and provide a favorable indication to
value the subject property. The typical buyer would likely consider all five of the sales, if all
were available.

Summary

The sales indicate a range of value for the subject property from $3.55 to $7.03 per square
foot, with average of $5.99 per square foot. The final value estimate for the subject is toward
the lower range since it fronts a primary arterial, which would deter many buyers.

$4.00 X 1,734 = $6,936

The estimated As /s market value of the fee simple interest in subject, by the sales approach,
rounds $7,000.

SEVEN THOUSAND DOLLARS
$7,000, As Is

Rally Appraisal, L.L.C. -42-
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LAND SALES MAP

Sale S

4407 Shocker Rd
Cedar Falls, 1A
Sale: $7.03/SF

Cedar Falls

Rally Appraisal, L.L.C.

Sale d

4224 Shocker Rd
Cedar Falls, 1A
Sale: $8.76/SF

Sale 2

2025 Ashworth Dr
Cedar Falls, 1A
Sale: $6.06/SF

Cedar Falls

Sale 1

4008 Kara Dr
Cedar Falls, 1A
Sale: $5.64/SF

Waterloo
Regional

Ai

rport

GREENBRIER

Sale 3

1201 Green Creek Rd
Cedar Falls, 1A

Sale: $3.55/'SF

Subject

Hudson Rd
Cedar Falls, 1A 50813
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Land Sale Photos

—
4906 Kara Drive

2025 Ashworth Drive
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11 Green Creek Road

4224 Shocker Road
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4407 Shocker Roa |
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Item 2.

Valuation — Income Approach - DIRECT CAPITALIZATION

Income Approach Summary:

The subject property is being valued as a residential lot and is not income producing. The
income approach is not being developed in this report because it is not applicable. Omission
of the income approach does not affect the credibility of this appraisal report.

Rally Appraisal, L.L.C.
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RECONCILIATION & FINAL VALUE CONCLUSION

The value indicated by application of each of the utilized approaches is:

Cost Approach Not Processed
Sales Comparison Approach $7,000, Fee Simple, As Is
Income Approach Not Processed

The sales comparison approach is the only applicable approach to value. This approach
indicates the following As Is value of the subject as of February 10, 2023.

SEVEN THOUSAND DOLLARS
$7,000, As Is

Rally Appraisal, L.L.C. -48-
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ADDENDA
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é;,hi
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WY DEPARTMENT OF COMMERCE
PROFESSIONAL LICENSING AND REGULATION
Thisis to certify thatthe belownamed hasbeen granted a certification
as: Certified General Appraiser.

Certification Number: CGO2627 Expires:June 30, 2024

Status: Active

Mr. James Anthony Herink
Rally Appraisal, LLC

209 Franklin Street, Suite A3
CedarFalls, lowa 50613
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State of lowa
Real Estate Appraiser Examining Board

Certifies
James Herink
having given satisfactery evidence of professional qualifications

a3 required by the Code of lowa is duly authorized
o practice in the State of lowa as a Certified General Appraiser.

In witness thereof the Board grants Certification Number CGO2627.
This Tth day of June, 2006

aq
s
AL
Aranda Luscombe Fred Gedsr
Chair Vice thair
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DEPARTMENT OF COMMUNITY DEVELOPMENT

City of Cedar Falls

220 Clay Street

Cedar Falls, lowa 50613
Phone: 319-273-8606
Fax: 319-273-8610

Item 3.

www.cedarfalls.com MEMORANDUM
Wg‘ Planning & Community Services Division

TO: Mayor Robert M. Green and City Council
FROM: Karen Howard, AICP, Planning & Community Services Manager
DATE: August 7, 2023
SUBJECT: Zoning Code Text Amendment — Parking for Civic/Institutional Uses in
Downtown Character District (TA23-002)

Background
The City received an inquiry == 15| 2 H || g
from St. Patrick Catholic W oo St Win s 0

1]
22
-—

Church about constructinga  * C
new parking lot on a property = : o I

they recently acquired thatis =2 =3 School *
located on the north side of W7 St pas
7' Street between S
Washington Street and Main Bl
Street. The property is

across Clay Street from St. W st W 8m st
Patrick’s School and across B
7" Street from St. Patrick’s
Church. The school, church, ™
and vacant property are located in the Urban General (UG) frontage area within the
Downtown Character District. The property is currently vacant land with no buildings.
Previously another church was located on the site but has since been demolished.
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o1 816

St. Patrick’s would like to use the lot for parking but in the future may build a daycare or
other building on the site. There are a couple of challenges the church has identified
regarding future use of the property. They have indicated that the 2-story minimum
height requirement for a new building may be problematic, as they are only
contemplating a 1-story daycare center in the future. Secondly, in most zoning districts,
as is the case here, parking is not generally allowed without a principal use on the
property and the location of parking is based on setback standards relative to the
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principal buildings and uses on the site. The question is whether civic and institutional
uses should be treated differently as they are generally located on larger or contiguous
parcels, as you can see in the image above for St. Patrick’s school and church, Lincoln
Elementary and the Methodist Church. Also, is the 2-story minimum height standard in
the UG, UG2, and Storefront areas of the Downtown Character District problematic,
given the small size of many properties and parking requirements for upper story uses.

Analysis

Parking Location Standards

The intent of the Urban General and Storefront frontages in the Downtown Character
District is to encourage buildings to be built close to the street so that street frontages
are lined with buildings to support a pedestrian-friendly, mixed-use district. To achieve
that goal, the regulating plan for the Downtown Character District contains a build-to line
at the fronts of lots indicating where buildings should be aligned along the street. The
parking setback line in the Urban General, Urban General 2, and Storefront frontages is
generally about 30 feet behind the build-to line (RBL) indicating where parking can be
located. Along the side streets (generally the numbered streets that run perpendicular
to the mid-block alleys), there is an area where parking can be placed closer to the
street if it is enclosed within a building. See an excerpt from the Downtown regulating
plan below with the red lines indicating the build-to area and the blue line representing
the parking setback line. Parking can be located anywhere behind the blue lines.
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It should be noted that parking lots in all zoning districts must be set back from
streetside lot lines and abutting properties and screened with trees and shrubs.
Following is a list of the parking setback rules for various zoning districts:

e In residential zoning districts no parking is allowed in the front yard (area
between the principal buildings and the street), required front yard or required
side yards. Required side yards are generally 10% of the lot width. Required
front yards in these zones:

o R-1: 30 feet
o R-2,R-3: 25 feet
o R-4: 20 feet

¢ MU — Mixed Use District: 30 feet from major streets, 20 feet from interior streets
and accessways

e HWY-1 Commercial District: 20 feet

e C or M Districts: 5 feet, but 10 feet when abutting a residential district

There are several civic and institutional uses in the Downtown Character District,
including St. Patrick Church and School, First Methodist Church, First Presbyterian
Church, and Lincoln Elementary School. Civic and Institutional uses such as churches
and schools are often designed with open spaces, parking areas, and playgrounds in a
campus-like setting, which in the downtown area often involves multiple adjacent
properties. While Civic Buildings as designated on the regulating plan and as defined in
the code, are exempt from certain standards in the new Character District Code, there is
no specific exemption for parking lots, particularly when located on a separate lot from
the principal use.

The intent of the Downtown Character District Code is to facilitate development that is
consistent with the adopted Downtown Vision Plan. One of the major objectives of the
Vision Plan is to encourage future development that helps preserve the character of the
Downtown area. Churches and schools and other institutional uses are important to the
character and livability of the downtown neighborhoods. Since they operate differently
than commercial or residential uses, different rules may be warranted, provided they
ensure that surrounding residential properties and public areas such as parks and
public sidewalks are buffered from vehicular areas and glare from lights.

Minimum Building Height in the Downtown Character District

The 2-story minimum building height standard in the UG, UG2, and Storefront Areas is
intended to ensure a minimum building scale along downtown streets, similar to the
main street character along the parkade. The minimum height encourages development
that fully utilizes downtown sites and building up instead of spreading out preserves
larger areas behind for needed parking. That being said, there are many small
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properties downtown where requiring a second story may require more parking than
what is possible on the site, making redevelopment challenging. There are also sites
where mixed-use, storefront-type development is not desired by the property owner,
such as the case with many civic and institutional uses.

Discussion of Solutions

Minimum Building Height

Staff have heard from several property owners that a second story would be challenging
and was not within the anticipated scope of their project. With such a small downtown
area in Cedar Falls, the challenges of requiring a minimum building height may
outweigh the benefits. Staff recommends eliminating the minimum height standard from
the code. At the Planning and Zoning Commission meeting on May 24, the
Commission expressed concern about eliminating the 2-story minimum height
requirement in all cases and recommended either leaving the code as is or
coming up with an exception process whereby waiver of the second story could
be considered on a case-by-case basis based on specific standards. Staff agreed
to bring back some ideas at a later date for consideration.

Parking Location Standards

To provide more flexibility for civic and institutional uses in the Downtown Character
District, staff suggests consideration of creating a special rule that would allow parking
to be located forward of the parking setback line on the regulating plan, but with certain
conditions that would ensure that parking areas are buffered and screened with
landscaping and trees from public sidewalks and abutting properties. The following
language is provided for consideration:

On lots owned by and used for an allowed Civic or Institutional Use, parking
may be located forward of the parking setback line, provided that:

1. The parking area is on a lot that contains the subject Institutional or
Civic Use or directly abuts or is across the street or alley from the Civic
or Institutional Use;

2. The parking area is setback a minimum of 10’ from any streetside lot
line and parking setbacks from common lot lines according to the
requirements of code shall apply;

3. The parking area shall be landscaped according to the standards in
Section 26-220(i), General landscaping of parking within all districts;

4. If the lot shares a common lot line with a Neighborhood Small or
Medium frontage lot, or a lot in a R-1 or R-2 District, the parking lot
shall be set back a minimum of 5 feet from the common lot line and
screened according to the standards in Section 26-220(i), General
landscaping of parking areas within all districts.
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5. When a principal building is constructed on the site, the building must
meet all standards and requirements, as applicable.

PLANNING & ZONING COMMISSION RECOMMENDATION:

After a public hearing on June 14, 2023 meeting, on a vote of 2-5, the Planning and
Zoning Commission denied TA23-002, proposed zoning code text amendments to the
parking setback requirements for civic and institutional uses in the Downtown Character

District.

Therefore, approval will require a 2/3™ majority vote of City Council.

(Note: Per direction of the Planning and Zoning Commission, discussions about
amending the minimum height standards were postponed until a later date to allow time
for staff to develop some alternative language for consideration).

PLANNING & ZONING COMMISSION MINUTES

Discussion
5/24/2023

Commission moved to the next item, a zoning code text amendment regarding
parking and minimum building height for institutional uses in CD-DT. Chair
Lynch introduced the item and Ms. Howard provided background information.
She explained that the discussion was prompted by an inquiry from St. Patrick’s
Church about using a vacant lot for a surface parking lot. The property is in the
Urban General Frontage of the Downtown Character District. She noted that the
church indicated that sometime in the future they may build a new daycare on
the site but for now would like to use the entirety of the lot for parking. She
noted that accessory uses, such as parking, are not allowed without a principal
use in any zone in the City with a few exceptions. She noted that parking area
setbacks in most zones are relative to the principal buildings on the site. Also,
the two-story minimum building height in the UG, UG2 and Storefront areas
may be problematic as well. Ms. Howard displayed an image of an excerpt of
the downtown regulating plan to demonstrate how parking setback areas are
delineated on the Downtown Character District Regulating Plan. She discussed
parking setbacks in other zoning districts as a comparison to the Downtown
Character District code. She noted that the question is whether there should be
some additional flexibility for parking for civic/institutional uses in the Downtown
Character District to allow parking forward of the parking setback lines on the
regulating plan. She noted that there are a number of churches and schools in
the Downtown Character District with campus-like settings that extend over
multiple properties. She noted that institutional uses are important to the
character of the neighborhood and this may warrant different rules, but it is
important to ensure surrounding development is respected. This might be
achieved by creating a landscaped buffer between parking areas and public
sidewalks and adjacent properties. She also discussed the pros and cons of the
minimum two-story height standard and spoke about solutions that could allow
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for more flexibility for Civic and Institutional uses. At this time the item will be for
discussion by the Commission.

Mr. Larson made a motion to set a public hearing for the June 14, 2023
meeting. Ms. Crisman seconded the motion.

Mr. Leeper stated that he struggles with this request and is concerned about
making all sorts of exceptions to the rules in the new code. He feels it sets a
bad precedent.

Mr. Larson likes the points of challenge with the new code as they give an
opportunity to consider all options, but he also feels that after going through the
exhaustive process of creating the zoning code that it's important to stick to it.
He believes that the parking matter, regardless of how you feel about it, drives
the building height situation. He also feels that public/non-profit and private
development sectors should follow the same rules.

Ms. Crisman feels that the whole vibe of the downtown area is the character of
density so starting to make exceptions will undo that. She would like to stay with
the current rules and let them work as they are.

Ms. Lynch agreed with the previous sentiments.

Mr. Larson asked about potentially coming up with a formula for height
exceptions to allow for consideration of individual projects based on the size of
the site being considered.

After further discussion, Mr. Larson revised his motion to set the date for a
public hearing for the parking amendments only and to leave the question of
minimum height until a later date. Ms. Crisman seconded the motion. The
motion was approved unanimously with 7 ayes (Alberhasky, Crisman,
Grybovych, Larson, Leeper, Lynch and Stalnaker), and 0 nays.
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Discussion
6/14/2023

Item 3.

The first item of business was a zoning text amendment regarding parking for
institutional uses in CD-DT. Acting Chair Hartley introduced the item and Ms.
Howard provided background information. She explained that the item was
presented at the last meeting and gave a brief recap of the information. An
inquiry from St. Patrick’s about using a vacant lot for a surface parking lot
prompted the discussion as the property is in the Urban General Frontage of
the Downtown Character District. They may build a new daycare building in the
future. The accessory uses, such as parking, are not allowed without a principal
use. Parking setback in most zones is relative to the principal buildings on the
site. The question becomes whether parking for civic and institutional uses be
treated differently. Urban General encourages buildings close to the street with
parking located behind to create a pedestrian-friendly mixed-use district. The
parking setback from the street is about 30 feet in this zoning district. Allowance
can be made for additional area along side streets if it is behind a building wall,
such as in a garage or in a parking facility. She provided examples of parking
setbacks in other zoning districts.

Ms. Howard explained that there are a number of churches and schools in the
Downtown Character District with campus-like settings on multiple properties.
Institutional uses are important to the character of the neighborhood and may
warrant different rules, but it is also important to ensure surrounding
development is respected. Buffering parking areas from public sidewalks and
adjacent properties would help to do that. She discussed the solutions that were
discussed at the previous meeting that would allow for more flexibility for civic
and institutional uses. Staff recommends allowing more flexibility for these types
of uses and creating a special rule that would allow parking forward of the
parking setback line with the conditions outlined in the staff report and/or with
any modifications or additional comments from the Commission.

Paul Dimarco, 1707 E. Bremer Avenue, Waverly, spoke as a parishioner of St.
Patrick’s. He discussed different projects that he has been a part of with the
church and asked the Commission to consider support for the proposed zoning
changes. He thanked staff and the Commission for all their work and support of
the community. He believes the additional parking would assist in reducing
parking needs and loads on the neighbors, as well as Main Street events.

Mr. Larson feels it makes sense but still has concerns about a different set of
rules for civic and institutional uses.

Mr. Leeper feels that the timing is a challenge as the code was just updated and
this is the first project coming through. To make a change right away doesn’t
allow the code a chance to work as it has been laid out.

Ms. Crisman agreed to their sentiments, stating that while one location might
need the additional space, it doesn’t mean that all of the other locations will
need the additional parking. If the rules are changed, it would be allowed for all
of them. She would prefer not to change the code.

Mr. Larson asked about the possibility of a variance. Ms. Howard explained that
anyone has a right to request a variance, but the bar is set high to show that
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you don’t have any use of the property because of zoning rules. It would be
difficult to meet a variance standard in this case.

Ms. Crisman asked if the property was included in the parking study. Ms.
Howard was uncertain but believed it was outside the area of the downtown
study.

Ms. Crisman made a motion to approve the item as recommended. Mr. Larson
seconded the motion. The motion was denied with 2 ayes (Alberhasky and
Hartley), and 5 nays (Crisman, Larson, Leeper, Moser and Stalnaker).

Item 3.
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Prepared by: Karen Howard, Planning & Community Services Manager, City of Cedar Falls, 220 Clay Street,
Cedar Falls, lowa (319) 268-5169

ORDINANCE NO.

AN ORDINANCE AMENDING PARAGRAPH 26-193.1A.6., ON-SITE/OFF-
STREET VEHICLE PARKING AND ACCESS, AND ALSO ADDING
ASSOCIATED CROSS-REFERENCES THROUGH-OUT SECTION 26-193,
BUILDING FORM STANDARDS, OF DIVISION 2, SPECIFIC DISTRICTS, OF
ARTICLE Ill, DISTRICTS AND DISTRICT REGULATIONS, OF CHAPTER 26,
ZONING, OF THE CODE OF ORDINANCES OF THE CITY OF CEDAR FALLS,
IOWA TO ADD AN EXCEPTION TO THE PARKING SETBACK
REQUIREMENTS FOR CIVIC AND INSTITUTIONAL USES IN THE
DOWNTOWN CHARACTER DISTRICT.

WHEREAS, paragraph 26-193.1A.6 of the Cedar Falls Code of Ordinances, sets forth
certain standards for on-site/off-street vehicle parking and access in the Downtown Character
District; and

WHEREAS, there are certain exceptions listed to the parking setback requirements within
said paragraph to provide flexibility in certain circumstances and under certain conditions; and

WHEREAS, the Planning and Zoning Commission considered a request to amend this
paragraph to add an exception that would allow parking to be located forward of the parking
setback line for Civic and Institutional Uses in the Downtown Character District, provided certain
conditions are met; and

WHEREAS, the Planning and Zoning Commission recommended denial of this request in
order to better preserve the pedestrian-oriented intent of the district and to encourage downtown
properties to be used primarily for active building uses; and

WHEREAS, at least a 2/3" majority of the City Council deems it in the best interest of the
community to approve the proposed amendments despite the Planning and Zoning
Commission’s disapproval;

NOW, THEREFORE, BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF
CEDAR FALLS, IOWA, THAT:

Section 1: Paragraph 26-193.1A.6c¢., On-Site/Off-Street Vehicle Parking and Access, within
Division 2, Specific Districts, of Article Ill, Districts and District Regulations, of Chapter 26,
Zoning, of the Code of Ordinances of the City of Cedar Falls, lowa, is hereby amended to
add a new subparagraph (iii), as follows:

(iii). On lots owned by and used for a permitted Civic or Institutional Use, parking may be located
forward of the parking setback line, provided that:
(a) The parking area is on a lot that contains the subject Civic or Institutional Use or directly
abuts or is across the street or alley from the subject Civic or Institutional Use; and
(b) The parking area is set back a minimum of ten (10) feet from any streetside lot line. This
streetside setback area shall be used for landscape screening and trees; screening shrubs
shall be minimum 18 inches in height at planting and spaced appropriately to form at
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maturity a continuous, effective visual screen 3 to 4 feet in height to provide a buffer
between the parking area and the STREET SPACE. In addition, canopy shade trees meeting
the standards in Section 26-195.4F, Street Tree Specifications, shall be planted at an
average spacing not greater than 50 feet on center within the streetside setback area; and

(c) If the lot is located on a Neighborhood Small or Neighborhood Medium frontage lot or
shares a common lot line with a Neighborhood Small or Neighborhood Medium frontage lot
or shares a common lot line with a lot in an R-1 or R-2 District, the parking area shall be
set back a minimum of 5 feet from any common lot line and screened with shrubs to form a
continuous, effective visual screen as specified in paragraph (b) above; and

(d) The parking complies with the vision triangle restrictions in Section 26-220(e)(7); and

(e) When a principal building is constructed on the site, the building must be constructed
according to the regulating plan and meet all standards and requirements, as applicable.

Section 2: Paragraph 26-193.2F.4., Rear Lot Area, within Division 2, Specific Districts, of
Article I, Districts and District Regulations, of Chapter 26, Zoning, of the Code of
Ordinances of the City of Cedar Falls, lowa, is hereby amended to add a new paragraph c.,
as follows:

c. See also additional parking location exceptions specified in 26.193.1A.6.

Section 3: Paragraph 26-193.4F.3., Rear Lot Area, within Division 2, Specific Districts, of
Atrticle 111, Districts and District Regulations, of Chapter 26, Zoning, of the Code of
Ordinances of the City of Cedar Falls, lowa, is hereby amended to add a new paragraph c.,
as follows:

c. See also additional parking location exceptions specified in 26.193.1A.6.

Section 4: Paragraph 26-193.5E.3., Rear Lot Area, within Division 2, Specific Districts, of
Article 111, Districts and District Regulations, of Chapter 26, Zoning, of the Code of
Ordinances of the City of Cedar Falls, lowa, is hereby amended to add a new paragraph c.,
as follows:

c. See also additional parking location exceptions specified in 26.193.1A.6.

INTRODUCED: August 21, 2023
PASSED 15T CONSIDERATION:

PASSED 2"° CONSIDERATION:

PASSED 3R° CONSIDERATION:

ADOPTED:

Robert M. Green, Mayor
ATTEST:

Jacqueline Danielsen, MMC, City Clerk
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4 (Q Saint Patrick Catholic Church

Q” "7 705 Main Street « Cedar Falls, lowa 50613

August 9, 2023
City Council Members and to Whom it May Concern,

St. Patrick Catholic Church is in support of the proposed code amendment, providing institutional and
civic organizations the opportunity for strategic flexibility regarding property use.

As you are aware, St. Patrick Catholic Church acquired the property at 7" and Washington in January
2023. We have been interested in this parcel for a long time and owning this property allows for growth
of our parish, whether it be to provide additional parking, some green space for our children, or the
future site of a building to support the mission of our parish and school. However, the setbacks noted in
the current code would significantly reduce the number of spaces for a proposed parking lot, in addition,
perimeter parking screen walls referenced in the code could pose a safety issue as there would be no
clear line of sight for students regularly crossing the street between the church and school. Also, the
requirement referencing the need for new buildings to have a two-story building requirement would
greatly reduce the feasibility to construct a potential daycare facility or other use for us on the site due
to both cost and usage restrictions for young children in a two-story facility. With an amendment to the
code allowing institutional and civic organizations flexibility, planning for future improvements affords a
uniform feel and look to our existing campus, allows us the opportunity to enhance the safety of our
students, parishioners, staff, and neighbors to our campus by alleviating the need for as much on street
parking as we require today, while still complementing the current character of downtown Cedar Falls.

St. Patrick Catholic Church, through its mission, has supported its parishioners and the community of
Cedar Falls at this location since 1856. We look forward to working with the City of Cedar Falls as we
continue to build a foundation for our future.

Sincerely,

e, %w YW%M

Fr. lIvan Nienhaus

Phone: 319-266-3523 Fax319-266-2179 www.saintpatrickcf.org
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Richardson

.d‘“* Funeral & Cremation Service

615 Main Street » P.O. Box 542 = Cedar Falls, lowa 50613 » (319) 266-3525
www.richardsonfuneralservice.com e richardsonfuneralservice@gmail.com
Michael J. Sulentic » Paul H. Van Gorp * Donald J. Richardson

August 1, 2023
City of Cedar Falls
To Whom It May Concern

As a neighboring property owner to St. Patrick Catholic Church, Richardson
Funeral Service is in favor of the empty lot being converted into a parking lot with
future possibilities of adding a physical structure. This will enhance the
neighborhood and help with the current parking issues on Saturday and Sunday.
The elimination of parking on Main St. will only add to the congestion. As
businesses in the downtown district, we all work together with these current
issues.

Regards,

Michael J Sulentic
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i FIRST UNITED
m METHODIST CHURCH

'. 718 CLAY STREET CEDAR FALLS, IA 50613

1 r
J l

Rev. Scott Keele Kober
718 Clay St.
Cedar Falls, IA 50613

July 27, 2023

Father Ivan Nienhaus, St. Patrick Catholic Church
705 Main Street
Cedar Falls, IA 50613

Subject: Support for Zoning Variance

Father Ivan,

I hope this letter finds you well. As a fellow neighbor and member of Cedar Falls community, and
following a discussion | have had with our Board of Trustees Chair. | am writing to express my support
for the zoning variance application that your church is submitting.

| understand that the zoning variance application seeks to address parking concerns, a common
challenge in any growing community. By expanding the parking facilities, your church can not only
enhance the overall safety and accessibility of its premises but also reduce the impact of parking
congestion on our streets. This proactive approach to mitigating potential traffic issues demonstrates
your church's commitment to being a responsible and considerate member of our neighborhood.

Furthermore, | am excited to learn about your plans for future childcare services within the church
campus. Accessible and high-quality childcare is a pressing need for many families in our area;, and your
initiative to increase such services showcases your dedication to the well-being of the community.

If there is any way that | can offer additional support or if you need further endorsements from other
community members, please do not hesitate to contact me.

Thank you for your dedication to making our community a better place for everyone. May you find
success in your efforts to secure the zoning variance, and may Saint Patrick’s congregation continue to

thrive and positively impact the lives of many.

Warmest regards,

o fol facd i

Rev. Scott Keele Kober

ABOUTFIRST.COM 319.266.1713 CHURCHOFFICE@ABOUTFIRST.COM

Item 3.
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STRUCTURE
REAL ESTATE

201 Washington Street, Cedar Falls, IA
t. 319-260-2016
structurecedarvalley.com

Towhom it may concern,

| am in favor of our city council considering some small alterationsto the downtown form-based code.
Whilethoseinvolved in the form based code did a wonderful job (in my opinion), | believe that codeis not
and will not be perfect for any and all situations. | don't think that an amendment to the newly adopted code
should be a concern, but just that the codeisimperfect and incapable of encompassing every situation.

| would take the stance that institutional and educational entities and campuses should be heard when
expansion to adjacent parcelsisheeded and possible.

Respectfully,

Brian Wingert

Structure Real Estate, Partner
201 Washington St

Cedar Falls, 1A
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DEPARTMENT OF FINANCE AND BUSINESS OPERATIONS

CITY OF CEDAR FALLS, IOWA
220 CLAY STREET

CEDAR FALLS, IOWA 50613
PHONE 319-273-8600

FAX 319-268-5126

MEMORANDUM

Legal Services Division
Mayor Green, City Council

Kevin Rogers, City Attorney
DATE:  August 8, 2023
SUBJECT: Political sign ordinance amendment

Section 3-64 of the Code of Ordinances addressing political signs is unlawful in a couple of
respects. Courts have held that requiring a permit and fee for posting political signs on private
property is an unconstitutional abridgment of First Amendment rights. Also, it is a similar
unlawful abridgment to impose a deadline for removing such signs from private property.

Campaign signs may not be placed on public property according to State law. State law also
prohibits the placement of campaign signs near polling places as provided in the current
ordinance. That is why no changes to those provisions of the current ordinance are
recommended.

Attached to this Memorandum please find proposed ordinance changes to bring Sec. 3-64 into
legal compliance. It should be noted that at my recommendation the provisions to be stricken
have not been enforced since we learned of the problems with the ordinance.

| recommend approval of the changes.

Please feel free to contact me if you have any questions. Thank you.
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ORDINANCE NO.

AN ORDINANCE REPEALING SECTION 3-64, POLITICAL SIGNS, OF ARTICLE II,
SIGNS, OF CHAPTER 3, ADVERTISING, OF THE CODE OF ORDINANCES OF THE
CITY OF CEDAR FALLS, IOWA, AND ENACTING IN LIEU THEREOF A NEW SECTION
3-64, POLITICAL SIGNS.

BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF CEDAR FALLS, IOWA:

Section 3-64, Political Signs, of Article II, Signs, of Chapter 3, Advertising, of the Code of
Ordinances of the City of Cedar Falls, lowa, is hereby repealed in its entirety and a new Section
3-64, Political Signs, is enacted in lieu thereof, as follows:

Sec. 3-64. Political signs.

; No political sign shall be posted on the premises of any
polling place or within 300 feet of any outside door of any building affording access to any room where the polls
are held, or any outside door of any building to any hallway, corridor, stairway or other means of reaching the
room where the polls are held, except that this prohibition shall not apply to the posting of signs on private
property not a polling place.

(Code 2017, § 3-65)

INTRODUCED:

PASSED 15T CONSIDERATION:
PASSED 2"° CONSIDERATION:
PASSED 3" CONSIDERATION:
ADOPTED:

Robert M. Green, Mayor
ATTEST:

Jacqueline Danielsen, MMC, City Clerk

Item 4.
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ORDINANCE NO. 3036

AN ORDINANCE REPEALING SECTION 3-64, POLITICAL SIGNS, OF ARTICLE II,
SIGNS, OF CHAPTER 3, ADVERTISING, OF THE CODE OF ORDINANCES OF THE
CITY OF CEDAR FALLS, IOWA, AND ENACTING IN LIEU THEREOF A NEW SECTION
3-64, POLITICAL SIGNS.

BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF CEDAR FALLS, IOWA:

Section 3-64, Political Signs, of Article II, Signs, of Chapter 3, Advertising, of the Code of
Ordinances of the City of Cedar Falls, lowa, is hereby repealed in its entirety and a new Section
3-64, Political Signs, is enacted in lieu thereof, as follows:

Sec. 3-64. Political signs.

No political sign shall be posted on the premises of any polling place or within 300 feet of any outside door of
any building affording access to any room where the polls are held, or any outside door of any building to any
hallway, corridor, stairway or other means of reaching the room where the polls are held, except that this
prohibition shall not apply to the posting of signs on private property not a polling place.

(Code 2017, § 3-65)

INTRODUCED: July 17, 2023
PASSED 15T CONSIDERATION: July 17, 2023
PASSED 2"° CONSIDERATION: August 7, 2023
PASSED 3" CONSIDERATION:
ADOPTED:
Robert M. Green, Mayor
ATTEST:

Jacqueline Danielsen, MMC, City Clerk

Iltem 4.
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Item 5.

DEPARTMENT OF FINANCE & BUSINESS OPERATIONS

CITY OF CEDAR FALLS, IOWA
220 CLAY STREET

CEDAR FALLS, IOWA 50613
319-273-8600

FAX 319-268-5126

R

w/ INTEROFFICE MEMORANDUM
/e

Financial Services Division
TO: Mayor Green and City Council Members
FROM: Lisa Roeding, Controller/City Treasurer
DATE: May 18, 2023
SUBJECT: Council Salary Ordinance

Please find attached proposed changes to Section 2-47 of the Code of Ordinances
relating to the Salary of Councilmembers. These changes were discussed during the
Committee of the Whole meeting on April 17, 2023.

The effects of Section 2-47 changes are to establish $8,500 $12;009 as the annual rate
of pay beginning January 1, 2024, and to use October as the month of the federal
consumer price index rate (CPI-U) to calculate the annual increase, which will be
effective beginning January 1, 2025.

Please feel free to contact me with any questions.

CC: Jennifer Rodenbeck, Director of Finance & Business Operations
Ron Gaines, City Administrator
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ORDINANCE NO.

AN ORDINANCE INCREASING THE SALARY OF COUNCIL MEMBERS BY REPEALING
SECTION 2-47, SALARY OF MEMBERS, OF DIVISION 1, GENERALLY, OF ARTICLE II,
CITY COUNCIL, OF CHAPTER 2, ADMINISTRATION, AND ENACTING IN LIEU THEREOF
A NEW SECTION 2-47, SALARY OF MEMBERS OF THE CODE OF ORDINANCES OF
THE CITY OF CEDAR FALLS, IOWA.

BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF CEDAR FALLS, IOWA:

Section 2-47, Salary of Members, of Division I, Generally, of Article II, City Council, of
Chapter 2, Administration, of the Code of Ordinances of the City of Cedar Falls, lowa, is hereby
repealed in its entirety and a new Section 2-47, Salary of Members, is enacted in lieu thereof, as
follows:

Sec. 2-47. - Salary of members.

Each councilmember of the city shall receive an annual salary of
$8,500.00$12,000.00$4,098-60 as of January 1, 2024, and beginningafter January 1,
2025,2000 an annual salary adjustment shall be awarded equal to the latest-calendar
yearanndal federal consumer price index rate (CPI-U) for the month of October that
precedes the effective date of the annual salary adjustmentawarded-atthe-start-of
each-fiscalyear. Said salary shall be payable in such manner as the council shall by
motion direct.

(Code 2017, § 2-43; Ord. No. 2085, § 1, 2-13-1995; Ord. No. 2250, § 1, 1-11-1999)

INTRODUCED:

PASSED 15T CONSIDERATION:
PASSED 2"° CONSIDERATION:
PASSED 3R° CONSIDERATION:
ADOPTED:

Robert M. Green, Mayor
ATTEST:

Jacqueline Danielsen, MMC, City Clerk

Item 5.
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ORDINANCE NO. 3037

AN ORDINANCE INCREASING THE SALARY OF COUNCIL MEMBERS BY REPEALING
SECTION 2-47, SALARY OF MEMBERS, OF DIVISION 1, GENERALLY, OF ARTICLE II,
CITY COUNCIL, OF CHAPTER 2, ADMINISTRATION, AND ENACTING IN LIEU THEREOF
A NEW SECTION 2-47, SALARY OF MEMBERS OF THE CODE OF ORDINANCES OF
THE CITY OF CEDAR FALLS, IOWA.

BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF CEDAR FALLS, IOWA:

Section 2-47, Salary of Members, of Division I, Generally, of Article II, City Council, of
Chapter 2, Administration, of the Code of Ordinances of the City of Cedar Falls, lowa, is hereby
repealed in its entirety and a new Section 2-47, Salary of Members, is enacted in lieu thereof, as
follows:

Sec. 2-47. - Salary of members.

Each councilmember of the city shall receive an annual salary of $8,500.00 as of
January 1, 2024, and beginning January 1, 2025, an annual salary adjustment shall be
awarded equal to the federal consumer price index rate (CPI-U) for the month of
October that precedes the effective date of the annual salary adjustment. Said salary
shall be payable in such manner as the council shall by motion direct.

INTRODUCED: July 17, 2023
PASSED 15T CONSIDERATION: July 17, 2023
PASSED 2"° CONSIDERATION: Auqgust 7, 2023
PASSED 3R° CONSIDERATION:

ADOPTED:

Robert M. Green, Mayor
ATTEST:

Jacqueline Danielsen, MMC, City Clerk

Item 5.
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Item 6.

FINANCE & BUSINESS OPERATIONS

CITY OF CEDAR FALLS, IOWA
220 CLAY STREET

CEDAR FALLS, IOWA 50613
319-273-8600

FAX 319-268-5126

MEMORANDUM

Public Records Division

Honorable Mayor Green and City Council Members
FROM: Marcie Breitbach, Administrative & Parking Supervisor
DATE: August 8, 2023

SUBJECT: Parking Permits - Ordinance Amendments

Please find attached proposed ordinance amendments that were discussed at the July
17, 2023 Finance & Business Operations Committee meeting. This ordinance clarifies
the current 48-hour parking limit and provides an option for temporary long-term parking
permits for the municipal parking lots.

Additionally, this ordinance also includes a clean-up item for Section 23-411, correcting
a reference to the Central Business District, which is now known as the Downtown
Character District.

Please feel free to contact me with questions regarding these proposed amendments.
Thank you.
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ORDINANCE NO.

AN ORDINANCE (1) REPEALING SECTIONS 23-418, PARKING PERMITS FOR MUNICIPAL
PARKING LOTS OR PARKING FACILITIES; AND (2) SECTION 23-411, PARKING
ENFORCEMENT DISTRICTS DESCRIBED; AND ENACTING IN LIEU THEREOF NEW
SECTIONS 23-418, PARKING PERMITS FOR MUNICIPAL PARKING LOTS OR PARKING
FACILITIES AND 23-411, PARKING ENFORCEMENT DISTRICTS DESCRIBED, ALL
CONTAINED IN DIVISION 2, PARKING ENFORCEMENT DISTRICTS, EQUIPMENT,
OPERATIONS AND FACILITIES, OF ARTICLE IV, STOPPING, STANDING AND PARKING,
OF CHAPTER 23, TRAFFIC AND MOTOR VEHICLES, OF THE CODE OF ORDINANCES OF
THE CITY OF CEDAR FALLS, IOWA.

BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF CEDAR FALLS, IOWA,

Section 1. Section 23-418, Parking permits for municipal parking lots and parking
facilities, of Division 2, Parking enforcement districts, equipment, operations and facilities, of
Article IV, Stopping, Standing and Parking, of Chapter 23, Stopping, standing and parking, of
the Code of Ordinances of the City of Cedar Falls, lowa is hereby repealed in its entirety and a
new Section 23-418, Parking permits for municipal parking lots and parking facilities, is enacted
in lieu thereof, as follows:

Sec. 23-418. Parking permits for municipal parking lots or parking facilities.

(a) Generally. The owner or operator of a motor vehicle may obtain a parking permit for
use in the off-street municipal parking lots or facilities. Parking permits may be
assigned to a specific parking lot or facility; and may vary in price. Parking permit fees
shall be established from time to time by resolution of the city council. The parking
permits are -is-to be displayed and visible through inthelowerleft-hand-cornerof-the
windshield of the vehicle unless the owner or operator of the vehicle has properly
registered the license plate of the vehicle to be associated with a virtual parking permit
through the parking enforcement agency designated by the city.

(b) Monthly permit. The purchase and proper display/registration of a monthly parking
permit, as required in this subsection shall entitle the motor vehicle to be parked in the
designated off-street municipal parking lot or facility for a period of up to 48 consecutive
hours for the month purchased without penalty. Monthly permitted vehicles parked
beyond the 48-hour limit without moving are in violation of this subsection and are
subject to citation for overtime parking and removal by tow at owner’s expense. An
additional daily parking permit must be purchased separately for temporary long-term
parking beyond the 48-hour limit.

(c) Daily permit (temporary long-term). In addition to a monthly parking permit, a daily
parking permit may be purchased by monthly permit holders for temporary long-term
parking in the same municipal parking lot or facility as the monthly parking permit. The
purchase and proper display/registration of a daily parking permit entitles the motor
vehicle to be parked in the designated off-street municipal parking lot or facility, without
moving the vehicle, for the designated dates purchased, without penalty or removal by
tow.

Item 6.
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Section 2. Section 23-411, Parking enforcement districts described, of Division 2,
Parking enforcement districts, equipment, operations and facilities, of Article IV, Stopping,
Standing and Parking, of Chapter 23, Stopping, standing and parking, of the Code of
Ordinances of the City of Cedar Falls, lowa is hereby repealed in its entirety and a new Section
23-411, Parking enforcement districts described, is enacted in lieu thereof, as follows:

Sec. 23-411. Parking enforcement districts described.

The following named and described districts, lying within the corporate limits of the city,
shall constitute a parking enforcement district.

(1) Downtown parking enforcement district, being the boundaries described in section 26-

191189 as the Downtown Character District (CD-DT)-Central-BusinessDistrict (CBD)
(2) College Hill parking enforcement district, being the boundaries described in section
26-181, College Hill Neighborhood (CHN) overlay zoning district.

INTRODUCED: August 7, 2023
PASSED 1% CONSIDERATION: Auqgust 7, 2023
PASSED 2" CONSIDERATION:

PASSED 3" CONSIDERATION:

ADOPTED:

Item 6.

Robert M. Green, Mayor
ATTEST:

Jacqueline Danielsen, MMC, City Clerk
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ORDINANCE NO. 3038

AN ORDINANCE (1) REPEALING SECTIONS 23-418, PARKING PERMITS FOR MUNICIPAL
PARKING LOTS OR PARKING FACILITIES; AND (2) SECTION 23-411, PARKING
ENFORCEMENT DISTRICTS DESCRIBED; AND ENACTING IN LIEU THEREOF NEW
SECTIONS 23-418, PARKING PERMITS FOR MUNICIPAL PARKING LOTS OR PARKING
FACILITIES AND 23-411, PARKING ENFORCEMENT DISTRICTS DESCRIBED, ALL
CONTAINED IN DIVISION 2, PARKING ENFORCEMENT DISTRICTS, EQUIPMENT,
OPERATIONS AND FACILITIES, OF ARTICLE IV, STOPPING, STANDING AND PARKING,
OF CHAPTER 23, TRAFFIC AND MOTOR VEHICLES, OF THE CODE OF ORDINANCES OF
THE CITY OF CEDAR FALLS, IOWA.

BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF CEDAR FALLS, IOWA,;

Section 1. Section 23-418, Parking permits for municipal parking lots and parking
facilities, of Division 2, Parking enforcement districts, equipment, operations and facilities, of
Article 1V, Stopping, Standing and Parking, of Chapter 23, Stopping, standing and parking, of
the Code of Ordinances of the City of Cedar Falls, lowa is hereby repealed in its entirety and a
new Section 23-418, Parking permits for municipal parking lots and parking facilities, is enacted
in lieu thereof, as follows:

Sec. 23-418. Parking permits for municipal parking lots or parking facilities.

(a) Generally. The owner or operator of a motor vehicle may obtain a parking permit for
use in the off-street municipal parking lots or facilities. Parking permits may be
assigned to a specific parking lot or facility and may vary in price. Parking permit fees
shall be established from time to time by resolution of the city council. The parking
permits are to be displayed and visible through the windshield of the vehicle unless the
owner or operator of the vehicle has properly registered the license plate of the vehicle
to be associated with a virtual parking permit through the parking enforcement agency
designated by the city.

(b) Monthly permit. The purchase and proper display/registration of a monthly parking
permit, as required in this subsection shall entitle the motor vehicle to be parked in the

designated off-street municipal parking lot or facility for a period of up to 48 consecutive

hours for the month purchased without penalty. Monthly permitted vehicles parked
beyond the 48-hour limit without moving are in violation of this subsection and are
subject to citation for overtime parking and removal by tow at owner’s expense. An
additional daily parking permit must be purchased separately for temporary long-term
parking beyond the 48-hour limit.

(c) Daily permit (temporary long-term). In addition to a monthly parking permit, a daily
parking permit may be purchased by monthly permit holders for temporary long-term
parking in the same municipal parking lot or facility as the monthly parking permit. The
purchase and proper display/registration of a daily parking permit entitles the motor
vehicle to be parked in the designated off-street municipal parking lot or facility, without
moving the vehicle, for the designated dates purchased, without penalty or removal by
tow.

Item 6.
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Section 2. Section 23-411, Parking enforcement districts described, of Division 2,
Parking enforcement districts, equipment, operations and facilities, of Article IV, Stopping,
Standing and Parking, of Chapter 23, Stopping, standing and parking, of the Code of
Ordinances of the City of Cedar Falls, lowa is hereby repealed in its entirety and a new Section
23-411, Parking enforcement districts described, is enacted in lieu thereof, as follows:

Sec. 23-411. Parking enforcement districts described.

The following named and described districts, lying within the corporate limits of the city,
shall constitute a parking enforcement district.

(1) Downtown parking enforcement district, being the boundaries described in section 26-
191 as the Downtown Character District (CD-DT).

(2) College Hill parking enforcement district, being the boundaries described in section
26-181, College Hill Neighborhood (CHN) overlay zoning district.

INTRODUCED: Auqust 7, 2023
PASSED 1% CONSIDERATION: August 7, 2023
PASSED 2" CONSIDERATION:

PASSED 3" CONSIDERATION:

ADOPTED:

Item 6.

Robert M. Green, Mayor
ATTEST:

Jacqueline Danielsen, MMC, City Clerk
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DEPARTMENT OF PUBLIC WORKS

City of Cedar Falls

220 Clay Street

Cedar Falls, lowa 50613
Phone: 319-268-5161
Fax: 319-268-5197

Iltem 7.

www.cedarfalls.com MEMORANDUM

TO: Honorable Mayor Robert M. Green and City Council
FROM: David Wicke, PE, City Engineer
DATE: August 7, 2023

SUBJECT: Updates to City Code Section 23-374 — Parking Prohibited on Specific
Streets
And
Updates to City Code Section 23-379 — Limited Parking on Specific
Streets

The no parking ordinance on University Avenue frontage road north of University
Avenue (Dakota Street) from W. 315t Street to its westerly terminus currently exists on
both the northerly and southerly sides of the street. UNI has requested to allow limited
parking on the northerly side of the street. This would allow students to park on the
street to attend classes held at the UNI owned house located at 8712 University Ave.
(frontage road). The southerly side of the street within these same limits would remain
no parking.

The Engineering Division is recommending that the current no parking that exists on the
northerly side of University Avenue frontage road (Dakota Street) from 315t Street to its
western terminus be allowed for a duration of 90 minutes. This will allow students to
park on the street for the duration of scheduled classes.

The Engineering Division is proposing changes to (1) City Code Section 23-374 —
Parking Prohibited on Specific Streets to remove the no parking on the northerly side of
the frontage road; and (2) City Code Section 23-379 — Limited Parking on Specific
Streets to allow for limited parking so the code will match the proposed limits of the
parking request along the frontage road. Please see the attached changes to City Code
Section 23-374 — Parking Prohibited on Specific Streets and City Code Section 23-379
— Limited Parking on Specific Streets.

Engineering Division
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The Engineering Division of the Public Works Department recommends approval to set
the newly defined area to allow limited on-street parking. This area is shown on the

attached exhibit.

If you have any questions or need additional information, please feel free to contact me.

XC:

Chase Schrage, Director of Public Works

Iltem 7.
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Iltem 7.

Sec. 23-374. Parking prohibited on specific streets.

When signs are erected giving notice thereof, no person shall park a vehicle at any time upon any of the streets or
portions of streets enumerated in this section.

Street

Portion Where
Parking Prohibited

Frontage roads along the
north side of University
Avenue

On both sides of said frontage road from the east curb line of Valley Park Drive
east to the end of said frontage road at the entrance to the Holiday Inn Motel.

On the south side of the frontage road (Dakota Street) from the south curb line
of West 31° Street (UNI Institutional Road), west to the end of said frontage

road {Dakota Street) Qﬂ—beth—srée&ef—#eﬂfeage—mad—#em—the—umst—eummef

On both sides of the frontage road along the north side of University Avenue
between Main Street and Tremont Street, from the most westerly curb cut on
said frontage road, west to the end of said frontage road.

(Ord. No. 2945, § 2, 6-17-2019; Ord. No. 2991, §§ 1, 2, 6-7-2021; Ord. No. 3013, § 1, 7-18-2022; Ord. No. 3017, §

1, 10-3-2022)

Sec. 23-379. Limited parking on specific streets.

When signs are erected giving notice thereof, no person shall park a vehicle on the following streets or portions of
streets for a period longer than the time limit specified in this section.

Street

Portion Where
Parking Prohibited

Frontage roads along the
north side of University
Avenue

On the north side of the frontage road (Dakota Street) from 35 feet southwest
of the south curb line of West 31 Street (UNI Institutional Road), west to the
end of said frontage road (Dakota Street), parking shall be limited to a 90-
minute period.

(Ord. No. 2962, & 1, 2-3-2020)

Page 1 of 1
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ORDINANCE NO. 3039

AN ORDINANCE (1) AMENDING SECTION 23-374, PARKING PROHIBITED
ON SPECIFIC STREETS, OF DIVISION 1, GENERALLY, OF ARTICLE IV,
STOPPING, STANDING AND PARKING, OF CHAPTER 23, TRAFFIC AND
MOTOR VEHICLES, OF THE CODE OF ORDINANCES OF THE CITY OF
CEDAR FALLS, IOWA, BY STRIKING THE UNNUMBERED SUBSECTION
ENTITLED “FRONTAGE ROADS ALONG THE NORTH SIDE OF
UNIVERSITY AVENUE” , AND ENACTING A NEW UNNUMBERED
SUBSECTION OF THE SAME TITLE; AND (2) AMENDING SECTION 23-379,
LIMITED PARKING ON SPECIFIC STREETS, OF DIVISION 1, GENERALLY,
OF ARTICLE IV, STOPPING, STANDING AND PARKING, OF CHAPTER 23,
TRAFFIC AND MOTOR VEHICLES, OF THE CODE OF ORDINANCES OF
THE CITY OF CEDAR FALLS, IOWA, BY ADDING A NEW UNNUMBERED
SUBSECTION ENTITLED “FRONTAGE ROADS ALONG THE NORTH SIDE
OF UNIVERSITY AVENUE" ALLOWING LIMITED PARKING ON PORTIONS
OF THE FRONTAGE ROAD (DAKOTA STREET) ALONG THE NORTH SIDE
OF UNIVERSITY AVENUE.

BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF CEDAR FALLS, IOWA:

Section 1. The unnumbered subsection entitled “Frontage roads along the north side
of University Avenue” in Section 23-374, Parking Prohibited on Specific Streets, of
Division 1, Generally, of Article IV, Stopping, Standing and Parking, of Chapter 23,
Traffic and Motor Vehicles, of the Code of Ordinances of the City of Cedar Falls, lowa,
is hereby stricken in its entirety and a new unnumbered subsection of the same title is
enacted in lieu thereof, as follows:

Street Portion Where Parking Prohibited
Frontage roads along On both sides of said frontage road from the east curb
the north side of line of Valley Park Drive east to the end of said frontage
University Avenue road at the entrance to the Holiday Inn Motel.

On the south side of the frontage road (Dakota Street)
from the south curb line of West 31% Street (UNI
Institutional Road), west to the end of said frontage
road (Dakota Street.)

On both sides of the frontage road along the north side
of University Avenue between Main Street and Tremont
Street, from the most westerly curb cut on said frontage
road, west to the end of said frontage road.

Iltem 7.
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Section 2. Section 23-379, Limited parking on specific streets, of Division 1,
Generally, of Article 1V, Stopping, Standing and Parking, of Chapter 23, Traffic and
Motor Vehicles, is hereby amended by adding a new unnumbered subsection, entitled
“Frontage roads along the north side of University Avenue”, as follows:

Street Portion Where Parking Prohibited
Frontage roads along the  On the north side of the frontage road (Dakota Street)
north side of University from 35 feet southwest of the south curb line of West
Avenue 31% Street (UNI Institutional Road), west to the end of

said frontage road (Dakota Street), parking shall be
limited to a 90-minute period

INTRODUCED: August 7, 2023

PASSED 1 CONSIDERATION: August 7, 2023

PASSED 2" CONSIDERATION:

PASSED 3" CONSIDERATION:

ADOPTED:

Robert M. Green, Mayor
ATTEST:

Jacqueline Danielsen, MMC, City Clerk

Iltem 7.
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Item 8.

DEPARTMENT OF PUBLIC WORKS

City of Cedar Falls

220 Clay Street

Cedar Falls, lowa 50613

Phone: 319-268-5161

Fax: 319-268-5197

www.cedarfalls.com MEMORANDUM

Engineering Division

TO: Honorable Mayor Robert M. Green and City Council

FROM: Brett Armstrong, E.I., Civil Engineer I

DATE: August 7, 2023
SUBJECT: Update to City Code Section 23-231 — Through Streets Designated
Submitted for council approval is the ordinance change regarding Center Street through
street designation.
The intended street crossing at Center Street and Lone Tree will be marked with a 4-
way stop after Council Decision following committee of the whole meeting on July 17,
2023.
After conducting a traffic study, the engineering department recommended adding
additional signage for the existing 2-way stop intersection. City Council then voted
instead to change the Lone Tree and Center Street intersection to a 4-way stop.
The Engineering Division is proposing changes to City Code Section 23-231 — Through

Streets Designated so the code matches the changes that have been decided. Please
see the attached changes for City Code Section 23-231 — Through Streets Designated.

If you have any questions or concerns, please feel free to ask.

xc:  Chase Schrage, Director of Public Works
David Wicke, PE, City Engineer
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Item 8.

Sec. 23-231. Through streets designated.

The following streets and parts of streets are hereby declared to be through streets:

Street

Portion of Street
Designated as Arterial
Through Street

First Street

From Main Street west to the city limits.

Second Street

From lowa Street to Hudson Road, except for Walnut
Street and Division Street.

Fourth Street

From Franklin Street west to Pheasant Drive, except at
Walnut Street, at Hudson Road, and at its intersection
With Angie Drive and Holmes Drive.

Sixth Street

From Main Street west to Sartori Hospital, except at
Franklin Street.

Seventh Street (West)

At the intersection of Division Street.

At the intersection of Franklin Street.

Eighth Street (West)

From College Street west to Hudson Road, except at
Division Street.

At the intersection of Barrington Drive.

At the intersection of Franklin Street.

Ninth Street

From College Street west to the west line of Division
Street, except at Division Street.

Tenth Street

From College Street west to the west line of Division
Street, except at Division Street.

11th Street

From College Street west to the end of College Street,
except at Division Street.

12th Street (East)

From Main Street east to the end of 12th Street (East).

12th Street (West)

From Main Street west to the city limits, except at
Walnut Street, College Street, Hudson Road and Union
Road.

13th Street (East)

From Waterloo Road to Main Street east to Waterloo
Road.

14th Street (East)

From Main Street east to Waterloo Road.

18th Street

From Waterloo Road west to Hudson Road, except at
Main Street and College Street.

19th Street (West)

From College Street to Hudson Road, except at its two
intersections with Merner Avenue.

22nd Street

From Main Street to Campus Street, except at Walnut
Street and College Street.

(Supp. No. 16)
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23rd Street (West)

From College Street to Hudson Road, except at Campus
Street.

27th Street

From Main Street west to College Street, and from
Hudson Road west to the city limits.

Barnett Drive

From West Fourth Street to West 12th Street.

Belle Avenue

From Rainbow Drive to Waterloo Road.

Bergstrom Boulevard

From South Main Street Road to South Lawn Road,
except at South Main Street and South Lawn Road.

Big Woods Road

From Independence Avenue to the north city limits,
except at Lake Street and Dunkerton Road.

Boulder Drive

From Orchard Drive to University Avenue.

Briarwood Drive

From Orchard Drive south and east to Orchard Hill Drive.

Campus Street

From West 18th Street to the south line of West 23rd
Street.

Carlton Drive

From Orchard Drive to Maplewood Drive.

From Orchard Drive south to Briarwood Drive.

Cedar Heights Drive

From Rainbow Drive south to the south city limits,
except at University Avenue.

Center Street

From-First Streetto-thenorth-citytimits: From First

Street to north city limits, except at Lone Tree Road.

Clay Street

From First Street to 18th Street, except at Second Street,
Third Street, Sixth Street and 12th Street.

College Street

From Sixth Street to end of street south of 29th Street,
except at 12th Street, 18th Street and University
Avenue.

Crescent Drive

From Highland Drive west to the end of said Crescent
Drive.

Division Street

From First Street to 12th Street, except at Fourth Street,
Eighth Street, Ninth Street, Tenth Street and 11th Street.

Dunkerton Road

From Center Street to the east city limits.

Eastpark Road

From Orchard Drive south and east to Briarwood Drive.

Ellen Street (North)

From First Street north to South Park Road.

Enterprise Drive

From Viking Road to Chancellor Drive.

Franklin Street

From First Street south to University Avenue, except at
Sixth Street, 12th Street, 18th Street and Seerley
Boulevard.

Grand Boulevard

From Waterloo Road to the intersection at Galloway
Avenue, except at Edwards Street and Park Drive.

Grant Street

From Jefferson Street east to McKinley Street.

(Supp. No. 16)
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Hawthorne Drive

From Waterloo Road east to Neola Street, except at
Rownd Street.

Highland Drive

From First Street to Fourth Street.

Hudson Road

From First Street south to the city limits, except at
University Drive.

Independence Avenue

From Lincoln Street to Big Woods Road, except at the
intersection of the railroad tracks which cross
Independence Avenue.

Knoll Ridge Drive

From Orchard Drive south to Briarwood Drive.

Lake Street

From Central Avenue to Leversee Road, except at Big
Woods Road.

Laurinda Drive

From Orchard Drive south to Elmridge Drive.

Lantz (East)

From Center Street to Jackson Avenue.

Leversee Road

From Lincoln Street to the north city limits, except at the
intersection of the railroad tracks which cross
Independence Avenue, and except at Dunkerton Road.

Lilac Lane

From Rownd Street to Boulder Drive, except at McClain
Drive.

Lincoln Street

From the city limits to North Main Street.

Lone Tree Road

From Ford Road to Big Woods Road, except at Center
Street.

Lone Tree Road from Ford Road to Leversee Road,
except at Center Street.

Longview (East)

From Central Avenue to Center Street.

Madison Street

From Valley Park Drive to Waterloo Road.

Main Street

From its intersection with North Main Street and Lincoln
Street to University Avenue.

Main Street (North)

From its intersection with Lincoln Street and Main Street
to Independence Avenue.

Main Street Road (South)

From University Avenue to the south city limits, except
at Ridgeway Avenue.

Maplewood Drive

From Rownd Street to Boulder Drive, except at McClain
Drive and Carlton Drive.

McClain Drive

From University Avenue to its southerly limit, except at
Orchard Drive.

Newman Avenue

From Waterloo Road east to Gibson Street.

Orchard Drive

From South Main Street to the east city limits, except at
Rownd Street and Cedar Heights Drive (South).

Pleasant Drive

From Rownd Street east to the city limits, except at
Cedar Heights Drive.

(Supp. No. 16)
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Rainbow Drive

From Waterloo Road to the east city limits.

Ridgeway Avenue

From the east city limits to the west city limits, except at
Hudson Road.

Rownd Street

From Rainbow Drive south to the city limits, except at
University Avenue and Hawthorne Drive.

Scenic Street

From University Avenue to Pleasant Drive.

Seerley Boulevard

From Main Street to College Street and from Main
Street east to Royal Drive, except at Valley Park Drive.

South Lawn Road

At its intersection with Bergstrom Boulevard.

At the intersection of Bergstrom Boulevard and at the
intersection of Stanwood Drive.

State Street

From East 13th Street to the intersection of First Street.

Sunset Boulevard

At the intersection of Willow Lane

Tremont Street

From West 9th Street to West 12th Street.

From West 20th Street to West 22nd Street.

Tucson Drive

From the north line of University Avenue to the south
line of Orchard Drive.

Union Road

From the south city limits to the north city limits, except
at Dike Road, West 27th Street, West 12th Street and
West First Street.

University Drive

From the east city limits to the west city limits, except at
Hudson Road.

U.S. Highway 20

From the east city limits to the west city limits.

Valley High Drive

From Rownd Street to Cedar Heights Drive.

Valley Park Drive

From University Avenue north to East 18th Street,
except at East Seerley Boulevard.

Veralta Drive

From University Avenue to Green Hill Road, except at
Valley High Drive and Orchard Drive.

Victory Drive

From Waterloo Road north to Rainbow Drive, except at
Hawthorne Drive.

Walnut Street

From First Street to the end of the street south of 29th
Street, except at Sixth Street, 12th Street, 18th Street,
Seerley Boulevard and University Avenue.

Washington Street

From First Street to 18th Street, except at Sixth Street
and 12th Street.

Waterloo Road

From University Avenue to Main Street.

Western (East)

From Central Avenue to Jackson Avenue.

(Code 2017, § 26-170; Ord. No. 1929, § 1, 1-2-1991; Ord. No. 1973, § 1, 5-11-1992; Ord. No. 1997, § 2, 10-19-1992;
Ord. No. 2070, § 3, 11-14-1994; Ord. No. 2104, § 1, 5-8-1995; Ord. No. 2116, § 1, 9-11-1995; Ord. No. 2295, § 1, 3-

Created: 2023-07-11 12:31:49 [EST]
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27-2000; Ord. No. 2311, § 1, 10-23-2000; Ord. No. 2384, § 1, 7-8-2002; Ord. No. 2390, § 1, 8-12-2002; Ord. No.
2407, § 1, 12-9-2002; Ord. No. 2441, § 1, 8-11-2003; Ord. No. 2494, § 1, 11-15-2004; Ord. No. 2511, §§ 1, 2, 4-11-
2005; Ord. No. 2512, §§ 1—3, 4-11-2005; Ord. No. 2514, § 1, 4-11-2005; Ord. No. 2574, § 1, 5-22-2006; Ord. No.

2863, § 1, 5-16-2016; Ord. No. 2970, & 1, 10-5-2020)

(Supp. No. 16)
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ORDINANCE NO. 3040

AN ORDINANCE MAINTAINING CENTER STREET AS AN ARTERIAL THROUGH
STREET FROM FIRST STREET TO THE NORTH CITY LIMITS, BUT ADDING AN
EXCEPTION AT LONE TREE ROAD BY STRIKING THE UNNUMBERED SUBSECTION
ENTITLED CENTER STREET AND CORRESPONDING DESIGNATION IN SECTION
23-231, THROUGH STREETS DESIGNATED, OF DIVISION 3, RIGHT-OF-WAY, OF
ARTICLE Illl, OPERATION, OF CHAPTER 23, TRAFFIC AND MOTOR VEHICLES, OF
THE CODE OF ORDINANCES OF THE CITY OF CEDAR FALLS, IOWA, AND
ENACTING A NEW UNNUMBERED SUBSECTION ENTITLED CENTER STREET AND
CORRESPONDING DESIGNATION IN LIEU THEREOF.

BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF CEDAR FALLS, IOWA:

Section 1. The unnumbered Subsection entitled Center Street and corresponding designation, of
Section 23-231, Through Streets Designated, of Division 3, Right-of-Way, of Article IIl, Operation, of
Chapter 23, Traffic and Motor Vehicles, of the Code of Ordinances of the City of Cedar Falls, lowa, is
hereby repealed in its entirety and a new unnumbered subsection entitled Center Street, and
corresponding designation, are hereby enacted in lieu thereof, as follows:

Street Portion of Street
Designated as Arterial
Through Street
Center Street From First Street to the north city limits, except at

Lone Tree Road.

INTRODUCED: August 7, 2023

PASSED 15t CONSIDERATION: August 7, 2023

PASSED 2" CONSIDERATION:

PASSED 3 CONSIDERATION:

ADOPTED:

Robert M. Green, Mayor
ATTEST:

Jacqueline Danielsen, MMC, City Clerk
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MEETING OF STANDING COMMITTEES
City Hall, 220 Clay Street
August 7, 2023

The meeting of Standing Committees met at City Hall at 5:20 p.m. on August 7, 2023, with the
following Committee persons in attendance: Councilmembers Susan deBuhr, Kelly Dunn, Simon
Harding, Daryl Kruse, Dustin Ganfield, Gil Schultz, and Dave Sires. Staff members from all City
Departments and members of the community attended in person.

Finance & Business Operations Committee:

Chair Dunn called the meeting to order and introduced the only item on the Finance & Business
Operations Committee, Retiring/Expiring TIF Districts and Process of Releasing Funds, and
introduced Finance and Business Operations Director, Jennifer Rodenbeck. Director Rodenbeck
explained that on May 1, 2023, Council motioned to refer discussion of retiring or expiring tax
increment financing (TIF) districts and the process of releasing funds to the Finance & Business
Operations Committee. Director Rodenbeck presented the process for TIF certifications, timing of
TIF reporting, the five active TIF districts, projects, revenues, and expiration dates for each active
TIF district, as well as the benefits of utilizing TIFs. Councilmembers and staff discussed: inflation
value, expiration on TIFs, incentives in a TIF district, base values and removing properties from
within a TIF, and the Economic Development fund.

Public Works Committee:

Chair Schultz called the meeting to order and introduced the only item on the Public Works
Committee Agenda, Pedestrian Crosswalks on University Avenue, Center Street, and 12" Street,
and introduced City Engineer, David Wicke. Mr. Wicke explained that on February 6, 2023, Council
motioned to refer discussion of pedestrian crosswalks at University Avenue and Center Street to
the Public Works Committee. Mr. Wicke provided four different types of crosswalks and their
criteria, current locations and benefits of Rectangular Rapid Flashing Beacons (RRFBs), as well as
the data collection analysis for RRFB placement at Center Street, University Avenue, and 12th
Street. Mr. Wicke stated that 12™" Street at Quail Ridge requirements were not met for the following
items: use as an interim measure for a RRFB, crash data supports use and minimum volumes,
number of vehicles and speed. Mr. Wicke stated the City recommends installation of “Pedestrian
Crossing Ahead” signs on 12th Street. Councilmembers and staff discussed: flashing light patterns,
length of flash time, color of lights on RRFBs, flashing speed limit signs, and school crossing
determinations. Chair Shultz called for public comment. Dan Pickar, Cedar Falls; expressed
concern for the speed limit at 12" Street at Quail Ridge, stating the danger of the posted speed
limit in regard to pedestrian crossing. Mr. Wicke provided results of the 2022 speed study for 12"
Street.. Councilmembers and staff discussed: speed limit determinations and further explanation of
Mr. Wicke’'s recommendations and reasoning for alternative signage on 12" Street. Councilman
Harding inquired about a 24-hour camera study of the 12" Street intersection for an additional
pedestrian count. Mr. Wicke stated the installation of signs and pavement markings will be
completed in future at 12™ Street at Quail Ridge.

Meeting adjourned at 6:45 p.m.

Minutes by Shianne Bellinger, Administrative Assistant
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CIVIL SERVICE COMMISSION
City of Cedar Falls
CEDAR FALLS, IOWA

August 9, 2023

Honorable Mayor Green and City Council
City Hall, 220 Clay Street
Cedar Falls, IA 50613

Mayor Green and City Council Members:

The Civil Service Commission of the City of Cedar Falls, lowa approved and authorized
administration of a testing instrument for the position of Traffic Technician. Listed below
are the names of the top ranked candidates with their combined average test scores and
applicable Veteran’s Preference points. Tied scores are presented in alphabetical order, if

applicable.
Combined | Veteran's Total
Averaged | Preference Points
Score Points With
Rank Name Preference
1 Luke Uhlenhopp 331 331
2 Nathan Alderman 216 216
3 Justin Speakar 191 191
Resp Submitted,
"
Paul Lee, C’E)-mmission Chairperson
Crystal Ford, Commissioner
Cathy Shgwalter, Commissioner
Orig: Jacque Danielsen, City Clerk
Cc: Chase Schrage, Dir. of Public Works; Brian Heath, Operations & Maintenance Mgr.

Civil Service Records
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DEPARTMENT OF FINANCE AND BUSINESS OPERATIONS

CITY OF CEDAR FALLS, IOWA
220 CLAY STREET

CEDAR FALLS, IOWA 50613
PHONE 319-273-8600

FAX 319-268-5126

MEMORANDUM

Human Resources Division

Mayor Green & City Council Members
FROM: Bailey Schindel, Human Resources Manager
DATE:  August 3, 2023

SUBJECT: Newly Formatted Personnel Policy Manual

Attached to this Memorandum are sections 2100-2400 of the Personnel Policy Manual for receipt and file.
These sections have been updated to the new standard policy template. There are no changes to the
subject matter of these policies.

If you have any questions regarding the manual, please feel free to contact me.

CC: Jennifer Rodenbeck, Director of Finance & Business Operations
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CITY OF CEDAR FALLS, IOWA |Page 1d Item 11.

CFD 2100: Personnel Policy — Introduction
Approved June 1, 2015 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the policy of the City of Cedar Falls that this Manual be used as a presentation of the basic
personnel Policies, Practices, and Procedures for the organization.

DEFINITIONS:

“Shall” or “will” should be interpreted as mandatory and the word “may” as permissive.

“Supervisor’” means an individual with the authority to assign, direct, and review the work of
two or more subordinates.

“Immediate family” means the employee’s spouse, brother, sister, parent, child, stepchild,
father-in-law, mother-in-law, sister-in-law, brother-in-law, daughter-in-law, son-in-law,
grandfather, grandmother, aunt, uncle, niece, nephew, first cousin, and any person residing
in the employee’s household.

PROCEDURES:

1.

General Procedures.

A

This Manual contains general statements of City Policy and should not be read as including
the fine details of each Policy, or as forming an express or implied contract or promise that
the Policies discussed in it will be applied in all cases.

Nothing in this Manual should be considered as creating an express or implied contract or
promise concerning the Policies or Practices that the City has implemented or will
implement in the future. Accordingly, the City retains the right to establish, change, and
abolish its Policies, Practices, rules, and regulations at will and as it sees fit.

The City may add to the Policies discussed in the Manual or revoke or modify them from
time to time. It will try to keep the Manual current, but there may be times when Policy will
change before this material can be revised.

Manual not a contract. This handbook is not a contract, express or implied, guaranteeing
employment for any specific duration.

Managerial Discretion. The City retains the sole discretion to exercise all managerial
functions, including the rights:

A. To hire, dismiss, assign, supervise, and discipline employees.

B.

To determine and change starting times, quitting times, and shift structure.
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C. To ftransfer employees within departments or into other departments and other
classifications, where permitted by law.

D. To determine and change the size and qualifications of the work force.

E. To determine and change methods by which its operations are to be carried out.

F. To determine and change the nature, location, services rendered, quantity, quality and
continued operations of all City operations.

G. To assign duties to employees in accordance with the City’s needs and requirements and

to carry out all ordinary administrative and management functions.

4. Employees’ Obligations and Other Policies and Procedures.

A

Employees are required to know and follow the Policies in this Manual. In addition, there
may be specific Departmental Procedures and Policies, including, but not limited to, Risk
Management Policies, which are applicable.

. Department Directors may adopt, amend and rescind Departmental Administrative Policies

and Procedures not in conflict with these Policies as necessary for proper departmental
administration.

Employees are expected to comply with any City and Departmental Policies and
Procedures, as well as any applicable ordinances, laws and collective bargaining
agreement. Failure to do so may be grounds for disciplinary action, up to and including
termination.

To the extent there is no conflict with any collective bargaining agreement, ordinances,
state law, federal law, Civil Service Code, Civil Service rules and regulations, City Policies
and Departmental Procedures are applicable. The provisions of any collective bargaining
agreement, to the extent they address specific issues contained within this Manual, shall
take precedence.

Employees of the Cedar Falls Public Library are bound by the Policies in this manual
except to the extent any Policies conflict with Policies and Procedures established by the
Library Board of Trustees, in which case Library Policy shall be applicable.

5. Scope. This manual shall apply to all employees except as specifically noted in particular
policies. Some benefits or policies may only apply to full-time employees as noted in individual
policies. To the extent certain policies are relevant or applicable, this manual also applies to
elected officials.

ADOPTED / AMENDED: 7/1/06, 6/1/15, 3/1/23 (Administrative Update)
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CFD 2101: Personnel Policy — Equal Employment Opportunity

Approved June 1, 2015 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls to provide equal opportunity in employment to all
employees and applicants for employment. No person is to be discriminated by reason of race,
religion, color, sex, sexual orientation, gender identity, genetic information, age, national origin,
disability, military status or any other characteristic which may be protected by applicable federal or
state law with respect to wages, hire, tenure, terms, conditions or privileges of employment, or any
other matter directly or indirectly related to employment.

PROCEDURES:

1. General Procedures.

A

Any communication from an applicant for employment, an employee, a government
agency, or an attorney, concerning any equal employment opportunity matter should be
referred to the City Attorney for action.

While overall authority for implementing this Policy is assigned to the Financial Services
and Legal Division, an effective equal employment opportunity program cannot be achieved
without the support of supervisory personnel and employees at all levels. Employees who
believe they are the victims of discrimination have a responsibility to promptly report this
fact to their supervisor, Personnel Specialist, and/or the City Attorney. If the complaint is
against the City Attorney, the employee may communicate directly to the Director of
Finance & Business Operations.

Complaints of discrimination will be handled and investigated under the Grievance
Procedure (CFD 2413), unless special procedures are considered appropriate, such as
referral to the lowa Civil Rights Commission or another outside investigator. All complaints
of discrimination will be investigated promptly and in as impartial and confidential manner
as possible, and a timely resolution of each complaint should be reached and
communicated to the parties involved. The City prohibits any form of retaliation against
employees for bringing bona fide complaints or providing information about discrimination.

ADOPTED / AMENDED: 1/23/12, 6/1/15
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CFD 2102: Personnel Policy — Harassment-Free Workplace

Approved June 1, 2015 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls to promote a productive work environment and not to
tolerate verbal or physical conduct by any employee which harasses, disrupts, or interferes with
another's work performance or which creates an intimidating, offensive, embarrassing or hostile
environment.

PROCEDURES:

1. Productive Work Environment.

A

B.

Employees are expected to maintain a productive work environment that is free from
harassing or disruptive activity.

No form of harassment will be tolerated, including harassment for the following reasons:
race, national origin, religion, disability, pregnancy, age, military status, sexual orientation,
gender identity, or sex.

C. Special attention must be paid to the prohibition of sexual harassment.

2. Management Responsibilities.

A

B.

Each Supervisor, Manager, Department Director, and the City Administrator have a
responsibility to keep the workplace free from any form of harassment, including sexual
harassment. No Supervisor, Manager, Director, or City Administrator is to threaten or
insinuate, either explicitly or implicitly, that an employee's refusal or willingness to submit to
sexual advances will affect the employee's terms or conditions of employment.

Sexual Harassment Definition: Sexual harassment is a violation of Title VIl of the Civil
Rights Act of 1964, and it is against the City’s Policies for any employee to sexually harass
another employee by:

1). Making unwelcome sexual advances or requests for sexual favors or other verbal or
physical conduct of a sexual nature a condition of an employee’s employment; or

2). Making submission to or rejection of such conduct the basis for employment decisions
affecting the employee; or

3). Creating an intimidating, hostile or offensive working environment by such conduct.

Examples of Sexually Harassing Conduct: Other sexually harassing or offensive conduct in
the workplace, whether committed by Supervisors, Managers, Department Directors, City
Administrator, elected officials, nonsupervisory employees, or nonemployees is also
prohibited. Such conduct includes, but is not limited to:
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1). Verbal or written: Demand for sexual favors; sexual innuendoes; suggestive
comments; jokes of a sexual nature; sexual propositions or advances; threats; offensive
language; repeated and unwanted pressures for a date; demeaning, insulting,
intimidating, or sexually suggestive comments about an individual's dress or body; any
written, recorded or electronically transmitted messages (such as email, instant
messaging, and Internet materials) which are demeaning, insulting, intimidating or
sexually suggestive;

2). Non-Verbal: Sexually suggestive objects or pictures, graphic commentaries, suggestive
or insulting sounds, leering, whistling, obscene gestures.

3). Physical: Unwanted physical conduct of any kind including touching, pinching, fondling,
brushing the body, coerced sexual intercourse, assault.

Sexual harassment may be overt or subtle. Some behavior which is appropriate in a social
setting may not be appropriate in the workplace. But whatever form it takes, verbal, written,
non-verbal or physical, sexual harassment can be insulting and demeaning to the recipient
and cannot be tolerated in the workplace. Sexual harassment by any employee, manager,
supervisor, or non-employee will not be tolerated.

Other Harassment: Any of the above conduct, or other offensive conduct, directed at
individuals because of their race, gender, sexual orientation, gender identity, national
origin, religion, disability, pregnancy, age, physical condition, appearance or military status
also is prohibited. Any of the above conduct, or other offensive conduct, directed at other
individuals, regardless of their status, is prohibited. In addition, any offensive horseplay,
pranks or practical jokes are prohibited (see also CFD 2401: Employee Behavior, Section
2.K).

3. Reporting Harassment.

A

A

Any employee who believes that a Supervisor's, Manager's, Department Director's, City
Administrator’s, other employee's or nonemployee's actions or words constitute unwelcome
harassment has a responsibility to report or complain about the situation as soon as
possible. The report or complaint should be made to the employee's Supervisor, Manager,
Department Director, or City Administrator.

Reports of harassment by co-employees or non-employees should be made to a
Supervisor; however, reports may be made to any manager, Director, or the City
Administrator.

Female employees may, at their own discretion, choose to file sexual harassment
complaints with a female management employee, and to have another female employee
assist them throughout the course of the investigation.

Investigation of Complaints.

Complaints of harassment are to be handled and investigated under the City’s grievance
policy, unless alternate procedures are deemed appropriate. Regardless, all complaints of
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harassment are to be investigated promptly and in as impartial and confidential a manner
as possible. Employees are required to cooperate in any investigation.

B. Investigation of a complaint will normally include conferring with the parties involved and
any named or apparent witnesses.

C. A timely resolution of each complaint is to be reached and communicated to the parties
involved.

D. Retaliation against any employee for filing a complaint or participating in an investigation is
strictly prohibited.

5. Disciplinary Consequences.

A. Any employee, Supervisor, Manager, Department Director, or the City Administrator who is
found to have engaged in harassment of another employee will be subject to appropriate
disciplinary action, depending on the circumstances, up to and including discharge.

B. The City prohibits any form of retaliation against employees for bringing bona fide
complaints or providing information about harassment. However, if an investigation of a
complaint shows that the complaint or information was false, the individual who provided
the false information will be subject to disciplinary action, up to and including discharge.

C. Results of investigations involving non-employees who are found to have engaged in
harassment of an employee, will be turned over to the City Administrator for appropriate
action.

6. Possible Criminal Prosecution. This Policy is not intended to be a substitute for criminal
prosecution of criminal acts of harassment. Such acts are subject to separate, outside
investigation by the appropriate law enforcement authorities.

7. Additional Considerations.

A. The question of whether a particular action or incident is a purely personal, social
relationship without a discriminatory effect on employment requires a factual determination
based on all facts in the matter.

B. The City trusts that all employees will continue to act responsibly to establish and maintain
a pleasant working environment free from discrimination and harassment.

C. Employees are encouraged to raise questions regarding discrimination or harassment with
their Supervisor or the Legal Services Division.

ADOPTED / AMENDED: 7/1/06, 1/23/12, 6/1/15, 3/1/23 (Administrative Update)
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CFD 2103: Personnel Policy — Drug-Free Workplace
Approved July 6, 2020 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

PURPOSE:

The purpose of this policy is to institute and maintain a program for achieving the objective of a
drug-free work force and to provide a workplace that is free from the illegal manufacture,
distribution, dispensation, possession, sale, and use of illegal drugs (with the exception of
legitimate police activities such as properly maintaining evidence on City premises).

POLICY:

It is the policy of the City of Cedar Falls to maintain a workplace that is free from the effects of drug
and alcohol abuse. Employees are expected to report to work in @ mental and physical condition
capable of performing their duties.

Within the framework of State and Federal law, it is the policy of the City of Cedar Falls to conduct
drug and alcohol testing of all applicants for full-time positions. The City may, at its own discretion,
require testing of selected full-time, temporary and part-time positions. The City recognizes that
drug and alcohol abuse can pose a serious threat to employees, and others, and establishes this
policy to help maintain a safe, healthy, injury-free work environment.

DEFINITIONS:

e “Abuse’ of alcohol, a legal, or an illegal drug: Any use of alcohol, substances, a legal, or an
illegal drug, which impairs an individual’s faculties (other than use of a legal drug for
appropriate purposes in accordance with applicable medical directions).

e “Alcohol”: Ethanol, isopropanol, or methanol.

e “Commercial Motor Vehicle”: means a motor vehicle or combination of motor vehicles used
in commerce to transport passengers or property if the motor vehicle:

o Has a gross combination weight rating of 26,001 or more pounds inclusive of a
towed unit with a gross vehicle weight rating of more than 10,000 pounds or:

o Has a gross vehicle weight rating of 26,001 or more pounds; or
o Is designed to transport 16 or more passengers including the driver; or

o s of any size and is used in the transportation of materials found to be hazardous
for the purposes of the Hazardous Materials Transportation Act and which require
the motor vehicle to be placarded under the Hazardous Materials Regulations (49
CFR §72, subpart F).

e “DOT Driver”: means any person who operates a commercial motor vehicle and any person
who is required to possess and maintain a CDL for their job classification. This includes,
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but is not limited to: full time, regularly employed drivers; casual; intermittent or occasional
drivers; leased drivers and independent; owner-operator contractors who are either directly
employed by or under lease to the City of Cedar Falls or who operate a commercial motor
vehicle at the direction of or with the consent of the City of Cedar Falls.

e “Drug”: Any drug or substance defined as a controlled substance and included in schedule
[, I, NI, IV, or V under the Federal Controlled Substances Act, 21 U.S.C. 801 et seq. Also,
an over-the-counter medication that is being abused.

e ‘Employee”: means a person in the service of the City of Cedar Falls.

e “Good Faith”. means reasonable reliance on facts, or that which is held out to be factual,
without the intent to be deceived, and without reckless, malicious, or negligent disregard for
the truth.

e “Legal Drug”: A drug for which the employee has a valid prescription, or over-the-counter
drug.

e ‘“Licensed Medical Practitioner”> means a person who is licensed, certified, and/or
registered, in accordance with applicable Federal, State, local, or foreign laws and
regulations, to prescribe controlled substances and other drugs.

e “Medical Review Officer”: means a licensed physician, osteopathic physician, chiropractor,
nurse practitioner, or physician assistant authorized to practice in any state of the United
States, who is responsible for receiving laboratory results generated by an employer’s drug
or alcohol testing program, and who has knowledge of substance abuse disorders and has
appropriate medical training to interpret and evaluate an individual's confirmed positive test
result together with the individual's medical history and any other relevant biomedical
information.

e “Prospective Employee/Applicant”: A person who has made application, whether written or
oral, to the City of Cedar Falls to become an employee; or a current employee transferring
to a DOT position from a Non-DOT position.

e “Reasonable Suspicion Drug or Alcohol Testing”: means drug or alcohol testing based
upon evidence that an employee is using or has used alcohol or other drugs in violation of
the employer's written policy drawn from specific objective and articulable facts and
reasonable inferences drawn from those facts in light of experience. For purposes of this
paragraph, facts and inferences may be based upon, but not limited to, any of the following:

o Observable phenomena while at work such as direct observation of alcohol or drug
use or abuse of the physical symptoms or manifestations of being impaired due to
alcohol or other drug use.

o Abnormal conduct or erratic behavior while at work or a significant deterioration in
work performance.

o Areport of alcohol or other drug use provided by a reliable and credible source.
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o Evidence that an individual has tampered with any drug or alcohol test during the
individual’'s employment with the current employer.

o Evidence that an employee has caused an accident while at work which resulted in
an injury to a person for which injury, if suffered by an employee, a record or report
could be required under Chapter 88, or resulted in damage to property, including to
equipment, in an amount reasonably estimated at the time of the accident to exceed
one thousand dollars.

o Evidence that an employee has manufactured, sold, distributed, solicited,
possessed, used, or transferred drugs while working or while on the employer’s
premises or while operating the employer’s vehicle, machinery, or equipment.

e “Safety-Sensitive Position”: means a job wherein an accident could cause loss of human
life, serious bodily injury, or significant property or environmental damage, including a job
with duties that include immediate supervision of a person in a job that meets the
requirements of this paragraph.

o “Safety-Sensitive Function”: means all the time from the time a DOT driver begins to work
or is required to be in readiness to work until the time they are relieved from work and all
responsibility for performing work. DOT safety sensitive functions shall include:

o All time at an employer location, terminal, facility, or other property, or on any other
public property, waiting to be dispatched, unless the driver has been relieved from
duty by the employer.

o All time inspecting equipment as required by 49 CFR §392.7 and §392.8 or
otherwise inspecting, servicing, or conditioning any commercial motor vehicle at any
time.

o All time spent at the driving controls of a commercial motor vehicle in operation.

o All time, other than driving time, in or upon any commercial motor vehicle except
time spent resting in a sleeper berth (a berth conforming to the requirements of 49
CFR §393.76).

o All time loading or unloading a vehicle, supervising or assisting in the loading or
unloading, attending a vehicle being loaded or unloaded, remaining in readiness to
operate the vehicle, or in giving or receiving receipts for shipments loaded or
unloaded.

o All time repairing, obtaining assistance, or remaining in attendance upon a disabled
vehicle.

e “Refuse to Submit’: means that after an individual has been notified to provide a specimen
for drug and/or alcohol testing, the individual does, but is not limited to the following:
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o Fails to provide a sufficient test specimen of breath, saliva or urine without a valid
medical explanation.

o Tampers with or attempts to adulterate the specimen.

o Interferes with the collection procedure.

o Does not immediately report to the collection site.

o Does not remain readily available for testing in post-accident testing situations.

o Refuses to complete and sign a chain of custody form during the specimen
collection process.

o Fails to remain at the testing site until the testing process is complete.
o Fails to permit a directly observed or monitored collection if required.

e “Sample”: A sample from the human body capable of revealing metabolites, such as urine
or saliva. “Sample” does not include blood, except in situations where a blood test was
made on an employee involved in a workplace accident if the test was administered by or
at the discretion of a person providing treatment to the employee and the test was not
made at the request of or by the suggestion of the employer.

® “Unannounced Drug or Alcohol Testing”: means testing for the purposes of detecting drugs
or alcohol which is conducted on a periodic basis, without advance notice of the test to
employee, other than employees whose duties include responsibility for administration of
the employer’s drug or alcohol testing program, subject to testing prior to the day of testing,
and without individualized suspicion. The selection of employees to be tested from the pool
of employees subject to testing shall be done based on a neutral and objective selection
process and shall be made by a computer-based random number generator that is
matched with employees’ social security numbers, payroll identification numbers, or other
comparable identifying numbers in which each member of the employee population subject
to testing has an equal chance of selection for initial testing, regardless of whether the
employee has been selected or tested previously. The random selection process shall be
conducted through a computer program that records each selection attempt by date, time,
and employee number.

PROCEDURES:
1. General Guidance.

A. The City of Cedar Falls values its employees and recognizes their need for a safe and
healthy work environment. Establishment of a drug-free policy is consistent with the City’s
desired culture and is in the best interest of the City of Cedar Falls.

B. The use of illegal drugs and controlled substance abuse, on or off duty, is inconsistent with
the law-abiding behavior expected of all citizens. In addition, illegal drug use and controlled
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substance abuse inflicts a terrible toll on the Nation’s productive resources and the health
and well-being of workers.

C. Employees who use illegal drugs or are engaged with controlled substances on or off duty
tend to be less safe, less productive, less reliable, and are prone to greater absenteeism,
resulting in the potential for increased cost, delay, and risk in the City's business.

D. Employees of the City of Cedar Falls have the right to work in a drug-free environment.

E. For these reasons, the City of Cedar Falls will not tolerate illegal drug use, sale, or
possession, or controlled substance abuse by its employees.

F. The City of Cedar Falls is committed to maintaining a safe workplace free from the
influence of illegal drugs and controlled substance abuse. In addition, the City will comply
with the requirements of the Drug Free Workplace Act of 1988, the drug-free work force
rules promuigated by the U.S. Department of Defense, U.S. Department of Transportation,
and all other Federal agencies as well as all other Federal, State, and local laws and
regulations.

G. In the event that Federal, State, local and/or applicable regulations are amended, this
Policy shall be deemed to have been amended automatically at that time, without the need
for redrafting, in order to reflect and be consistent with Federal, State, local and/or
applicable regulations. In such case, the City of Cedar Falls reserves the right to apply the
amended requirements immediately, and without giving prior notice to individuals covered
by this policy, unless such notice is required by Federal, State, local and/or applicable
regulations,

H. The Department of Transportation (DOT)/Federal Motor Carrier Safety Administration
(FMCSA) drug and alcohol testing requirements were established to help prevent accidents
and injuries resulting from the misuse of alcohol or use of controlled substances by drivers
of commercial motor vehicles.

|. The City of Cedar Falls recognizes that the use and abuse of drugs and alcohol pose a very
serious threat to the health, safety, and well-being of the organization and our community.
Substance abuse jeopardizes the safety of our roadways and workplaces causing serious
accidents and casualties. The DOT/FMCSA has issued regulations that govern the use of
drugs and alcohol by commercial motor vehicle drivers, and which also require the City to
conduct mandatory drug and alcohol testing of driver/driver applicant at the times and
under the conditions described in this Policy.

J. It is the City’s intention to comply fully with the DOT/FMCSA’s regulations as set forth in
Title 49, Code of Federal Regulations, Parts 382 and 40 governing drug and alcohol use
and testing. The requirements of DOT/FMCSA'’s regulations have been incorporated into
this Policy.

K. No part of this Policy or any of the procedures hereunder, is however, intended to limit the
City’s right to manage its workplace or discipline its employees. Nor is it a guarantee of
employment, continued employment, or of terms or conditions of employment.
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2. Scope. This policy applies consistently to all groups of employees unless specified otherwise.
Some groups of employees (such as DOT drivers and DOT driver-applicants) are subject to
additional requirements or are exempted from other requirements as regulated by Federal,
State, local and/or applicable laws.

3. DOT/FMCSA Programs.

A.

A

Employees who hold a Commercial Drivers License (CDL) and who operate a commercial
motor vehicle (CMV), or prospective drivers referred to as DOT driver-applicants, are
subject to DOT drug and alcohol testing regulations. Participation in the City’s controlled
substances and alcohol testing program is a requirement of each DOT driver, and therefore
is a condition of employment. DOT drivers must be in compliance with all DOT drug and
alcohol testing regulations while performing DOT safety-sensitive functions.

Periods of the workday when compliance is required under DOT drug and alcohol testing
regulations include, but are not limited to, whenever a DOT driver is on duty, whenever a
DOT driver is performing, or just about to perform a safety-sensitive function; and whenever
a driver is otherwise engaged in City business. City business includes, but is not limited to:

1). Work performed on or in City property including a City vehicle.
2). Work performed on or in a non-City vehicle being used for conducting City business.
3). Meal and break times.

4). At times otherwise specified in this Policy.

Work Rules.

Prescription Drugs. An employee may bring to work and take a prescription drug during
work hours only if the drug has been prescribed for the employee by a physician or other
authorized prescriber (such as a dentist) and only if the drug is taken in accordance with
the prescriber’s directions. All prescription drugs must be kept in the container in which they
were received from the pharmacy or other dispenser. Use of a legal drug, in which the
prescription is not in the name of the user (prescribed for another individual), is considered
“abuse” of a legal drug.

Over-the-Counter Drugs. An employee may bring to work and take an over-the counter
drug during work hours only if the drug is used for its intended purposes and in accordance
with package directions and any supplemental directions of the employee’s physician.

Notification. An employee must notify their supervisor whenever he or she is using a
prescription or over-the-counter drug, which potentially may affect safety or work
performance. In making this determination, the employee should rely on the warnings or
cautions that are received with the particular lawful drug. The City of Cedar Falls does not
seek information on all drugs that an individual may be taking, but only those where there is
an indication that the drug may affect performance, or there is a caution that one should not
engage in certain activities which are part of the employee’s job duties while taking the
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drug. The City of Cedar Falls reserves the right to take appropriate action including
relieving an employee from work if the use of the drug is impairing or is deemed likely to
impair the employee’s faculties or work performance.

D. Abuse. Abuse of legal drugs or illegal drug use will not be tolerated.

E.

F.

Impairment during Work Hours.

1).

2).

An employee whose faculties appear to be impaired during work hours will not be
allowed to work, regardless of the cause.

An employee whose faculties are impaired during work hours due to the effects of the
use of alcohol or illegal use of a controlled substance (including the abuse of a legal
drug) is subject to discipline.

Prohibited Conduct:

1),

2).

3).

4).

6).

7).

8).

An employee, including elected officials, bringing or attempting to bring onto City
premises, property, or work site, having possession of, using, consuming, selling,
transferring, or attempting to sell or transfer, any alcoholic beverage while on City
business or at any time during the hours between the beginning and ending of the
employee’s work day, whether or not on duty, and whether or not on City business or
property.

The use, possession, consumption, manufacture, distribution, transfer, attempting to
transfer, sale or attempting to sell illegal drugs while on City business or at any time
during the hours between the beginning and ending of the employee’s work day,
whether or not on duty and whether or not on City business or property.

Controlled substance abuse while on City business or at any time during the hours
between the beginning and ending of the employee’s work day, whether or not on duty
and whether or not on City business or property.

Storing any illegal drug in a locker, desk, automobile, or other repository on City
premises.

. Being under the influence of an illegal drug or engaging in controlled substance abuse

on City premises, or in City-supplied vehicles, or while on City business, or during
working hours.

Testing positive for controlled substances without a reasonable medical explanation or
legal basis for use.

Switching or adulterating any urine sample submitted for testing, or submitting a false
sample for testing.

The use, possession, sale, or distribution of alcohol, or being under the influence of
alcohol on City premises, or in City-supplied vehicles, or on City business, whether
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during working or nonworking hours.

9). Refusing consent to testing or refusing to submit a urine sample for testing when
required by a City representative.

10).Failing, when requested by the City, to enroll in any alcohol or other drug treatment or
counseling program and failing to adhere to the requirements of the program.

11).Being convicted under any criminal drug statute for a violation occurring in the
workplace or outside of the workplace while conducting employer business.

12).Failing to notify City of any conviction under any criminal drug statute within five days of
the event.

13).Failing to comply with rules and regulations promulgated under any testing programs
maintained by the City pursuant to such rules and regulations.

14).A DOT driver reporting for duty or remaining on duty requiring the performance of
safety-sensitive functions while having an alcohol concentration of .02 or higher.

15).A DOT driver using alcohol while performing safety-sensitive functions.
16).A DOT driver performing safety-sensitive functions within four hours after using alcohol.

17).A DOT driver using alcohol for eight (8) hours following a DOT accident, or until they
undergo a post-accident alcohol test, whichever occurs first.

18).A DOT driver refusing to submit to a required drug and/or alcohol test.

19).A DOT driver reporting for duty or remaining on duty which requires the performance of
safety-sensitive functions when the DOT driver uses any controlled substance, except
when the use is pursuant to the instructions of a licensed medical practitioner who has
advised the driver that the substance will not adversely affect the driver's ability to
safely operate a commercial motor vehicle.

20).A DOT driver reporting for duty, remaining on duty or performing safety-sensitive
functions, if the driver tests positive for controlled substances.

5. FMCSA CDL Drug and Alcohol Clearinghouse.

A. All DOT drivers and DOT driver-applicants are subject to and must comply with FMCSA
CDL Drug and Alcohol Clearinghouse (“Clearinghouse”) laws, rules, and regulations as well
as this policy.

B. DOT driver-applicants must provide written consent for the City to conduct pre-employment
Clearinghouse queries. Such applicants must also provide specific consent to the
Clearinghouse for the City to access all information resulting from a full query. Such
applicants must also provide written consent for the City to obtain drug and alcohol
information from previous employers. Forms for required written consents shall be provided
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by the City. These requirements are a condition of consideration for employment with the
City.

C. DOT employees must provide written consent for the City to conduct Clearinghouse queries
on an annual basis. DOT employees also must, as often as requested by the City, provide
specific consent to the Clearinghouse for the City to access all information resulting from a
full query. Forms for required written consent shall be provided by the City. Failure to
provide such consents may result in suspension of all of the employee’s safety sensitive
functions, or discipline up to and including termination of employment, or both.

D. The following information collected and maintained by the City shall be reported to the
Clearinghouse:

1). a verified positive, adulterated or substituted drug test result;

2). an alcohol confirmation test with a concentration of 0.04 or higher;
3). arefusal to submit to any drug or alcohol test;

4). actual knowledge on the part of the City of a drug or alcohol violation;
5). on duty alcohol use;

6). pre-duty alcohol use in violation of federal regulations;

7). post-accident alcohol use in violation of federal regulations;

8). controlled substance use in violation of federal regulations;

9). a substance abuse professional’s report of the successful completion of a return-to-duty
test;

10).a negative return-to-duty test;
11).the City’s report of follow-up testing.

E. Improper access, use or release of any information accessed in the Clearinghouse may
result in civil or criminal penalties and/or may result in discipline up to and including
termination of employment.

6. Disciplinary Action — Consequences for Violating this Policy.

A. Prospective Employee or DOT Driver-Applicant Discipline in Connection With a Drug or
Alcohol Test:

1). Prospective employees or DOT Driver-Applicants are required to undergo a drug
screen. A prospective employee or DOT driver-applicant’s positive drug test result or
the refusal to submit to testing will result in the City’s refusal to hire the prospective
employee or DOT driver-applicant.
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2). Prospective employees or DOT Driver-applicants must receive a negative drug test
result without any integrity flaws as a condition of employment. Prospective employees
or DOT Driver-applicants receiving a negative drug test result with the integrity flaw “low
specific gravity and creatinine level,” will be provided the opportunity to retest one time.

3). The City’s refusal to hire does not prevent the prospective employee or DOT driver-
applicant from later initiating another inquiry with the City.

B. Current Employee Discipline in Connection with Drug and/or Alcohol Possession, Transfer
or Use, Other Than Use Detected by a Drug Test: Except as provided under Work Rules-
Legal Use, an employee bringing or attempting to bring onto City premises, property, or
work site, having possession of, using, consuming, selling, transferring, or attempting to sell
or transfer, any alcoholic beverage, or any prescription drug or any form of controlled
substance while on City business or at any time during the hours between the beginning
and ending of the employee’s work day, whether or not on duty, and whether or not on City
business or property, is guilty of misconduct and is subject to discipline including discharge
or suspension without pay, even for the first offense.

C. Current Employee Discipline in Connection With a Drug and/or Alcohol Test: Employees
may be required to undergo a drug and/or alcohol test under certain circumstances. The
following is a list of uniform requirements for what action the City will take against the
employee upon receipt of a confirmed positive drug and/or alcohol test result, or upon the
employee’s refusal to submit to such testing. Any action taken against the employee is
based only on the results of the drug and/or alcohol test.

1). Refusal to Submit to Alcohol Test (non-DOT employees other than post-accident
testing):

a. An employee’s first refusal to submit to an alcohol test when requested to do so, will
result in being immediately removed from a safety-sensitive position and result in a
one-day suspension without pay and/or until a SAP evaluation and return to duty
with negative results are completed.

b. The employee must submit to an employer-approved substance evaluation and
comply with the recommendations, which may include but is not limited to
rehabilitation, treatment or counseling through EAP.

c. The program may require additional alcohol testing. An employee’s refusal to
submit to an alcohol test, when requested to do so a second time, will result in
termination.

2). Refusal to Submit to Alcohol Test (DOT employees other than post-accident testing):

a. A DOT drivers refusal to submit to an alcohol test when requested to do so, will
result in the employee being immediately removed from performing safety-sensitive
functions and result in a one-day suspension without pay and/or untii a SAP
evaluation and return to duty with negative results are completed.
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b. An evaluation by a Substance Abuse Professional is required and the employee
must comply with the treatment prescribed by the Substance Abuse Professional.
Prior to the employee participating in a safety sensitive function, the employee shall
undergo a return to duty test with a result indicating an alcohol concentration of less
than 0.02.

c. The DOT employee will be subject to (6) six unannounced follow up tests in the first
12 months of safety sensitive duty following their return. A DOT driver's refusal to
submit to an alcohol test, when requested to do so a second time, will resuit in
termination.

3). First Positive Alcohol Test (non-DOT drivers):

a. An employee’s first confirmed positive alcohol test (of .04 or higher) will result in the
employee being immediately suspended without pay for a period of 24 hours and
will result in being immediately removed from a safety-sensitive position.

b. If the employee performs in a safety-sensitive position, the employee must
successfully pass a return to work test with a reading under .04 prior to being
allowed to return to duty.

4). Second Positive Alcohol Test (non-DOT drivers):

a. If an employee tests positive for alcohol on a second occasion, the employee will be
suspended for five (5) days without pay and will be immediately removed from a
safety-sensitive position.

b. If the employee performs in a safety-sensitive position, the employee must
successfully pass a return to work test with a reading under .04 prior to being
allowed to return to duty. Subsequent offenses will result in termination.

5). Alcohol Test with Results of .02-.039 (DOT drivers only):

a. A DOT driver’s first alcohol result of .02-.039 will result in the immediate suspension
of the employee without pay for a period of 24 hours and will result in the employee
being immediately removed from performing safety-sensitive functions.

b. A DOT driver's second confirmed alcohol test of .02-.039 will result in suspension
without pay for two (2) days; the third offense will result in a five (5) day suspension
without pay; and any subsequent offenses will result in termination.

6). Positive Alcohol Test with Results of .04 or higher (DOT drivers):

a. A DOT driver's confirmed positive alcohol test of .04 or higher will result in the
employee being immediately removed from performing safety-sensitive functions.

b. An evaluation by a Substance Abuse Professional is required and the employee
must comply with the treatment prescribed by the Substance Abuse Professional.
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Prior to the employee participating in a safety sensitive function, the employee shall
undergo a return to duty test with a result indicating an alcohol concentration of less
than 0.02.

c. The DOT employee will be subject to six (6) unannounced follow up tests in the first
12 months of safety sensitive duty following their return. All DOT driver's will be
suspended for two (2) days without pay and/or until a SAP evaluation and return to
duty with negative resuits are completed for the first offense; suspended without pay
for five (5) days and/or until a SAP evaluation and return to duty with negative
results are completed for the second offense; and the third offense will result in
termination.

7). Refusal to Submit to Drug Test (All non-DOT employees other than post-accident
testing):

a. An employee’s refusal to submit to a drug test when requested to do so, will result
in being immediately removed from a safety-sensitive position and will result in a
suspension without pay for five (5) days and/or until a SAP evaluation and return to
duty with negative results are completed.

b. Prior to returning to work the employee must complete a substance abuse
evaluation through an employer approved program. An employee’s refusal to submit
to a drug test, when requested to do so a second time, will result in termination.

8). Refusal to Submit to Drug Test (All DOT employees other than post-accident testing):

a. A DOT driver’s refusal to submit to a drug test when requested to do so, will result
in the employee being immediately removed from performing safety-sensitive
functions and will result in a suspension without pay for five (5) days and/or until a
SAP evaluation and return to duty with negative results are completed.

b. An evaluation by a Substance Abuse Professional is required and the employee
must comply with the treatment prescribed by the Substance Abuse Professional.
Prior to the employee participating in a safety sensitive function, the employee shall
undergo a return to duty test with a negative result.

c. The DOT employee will be subject to (6) six unannounced follow up tests in the first
12 months of safety sensitive duty following their return. A DOT driver's refusal to
submit to a drug test, when requested to do so a second time, will resuit in
termination.

9). Positive Drug Test:

a. A non-DOT employee’s first confirmed positive drug test will result in the employee
being removed from a safety-sensitive position and will be suspended for five (5)
days without pay and/or until a SAP evaluation and return to duty with negative
results are completed. The employee will be required to undergo a substance abuse
evaluation through an employer approved program and comply with all treatment
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recommendations.

A DOT employee’s first confirmed positive drug test will result in the employee
being removed from safety-sensitive functions, and will be suspended for five (5)
days without pay and/or until a SAP evaluation and return to duty with negative
results are completed. An evaluation by a Substance Abuse Professional is required
and the employee must comply with the treatment prescribed by the Substance
Abuse Professional. Prior to the employee participating in a safety sensitive
function, the employee shall undergo a return to duty test with a negative result. The
DOT employee will be subject to (6) six unannounced follow up tests in the first 12
months of safety sensitive duty following their return.

All employees will be immediately terminated for the second offense positive drug
test.

10).Refusal to Submit to Alcohol and/or Drug Testing (Post-accident):

a.

b.

An employee’s refusal to submit to alcohol and/or drug testing post-accident will
result in immediate termination.

Following termination, DOT employees must comply with DOT regulations to
maintain the employee’s CDL.

11).Pre-result Suspension under Reasonable Suspension Circumstances:

a.

b.

Prior to the City receiving the results of an alcohol or drug test conducted under
Reasonable Suspicion Circumstances, the employee will be placed on immediate
administrative leave without pay.

If the result of the test does not violate the terms of this written policy, the employee
will be reinstated, with back pay and interest, as provided in lowa Code.

7. Drug and Alcohol Testing Methodology and Procedures.

A. Substances to be Tested and Type of Specimen:

1). Drugs — The City has determined to conduct controlled substance, or “drug” testing, in
an attempt to discourage and prevent employees from illegally using drugs, be it the
use of an illegal drug or the abuse of a legal drug. A urine specimen will be collected
and tested for the presence of a drug or metabolites of the following substances at or
above the concentrations set forth by DOT Rule 49 CFR Part 40:

a. Marijuana

b. Cocaine

c. Opiates - opium and codeine derivatives

d. Phencyclidine — PCP
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e. Amphetamines and Methamphetamines

Alcohol — The City has determined to conduct alcohol testing in an attempt to prevent
employees from abusing alcohol. A breath alcohol and/or saliva specimen will be
collected and tested for the presence of;

a. Alcohol (Ethanol, isopropanol, or methanol)

b. For current employees a confirmed alcohol concentration level of .04 or higher,
expressed in terms of grams of alcohol per two hundred ten liters of breath, or its
equivalent, is considered a positive alcohol test result and violates this policy.

c. For DOT drivers, a confirmed alcohol concentration level of .02 or higher, expressed
in terms of grams of alcohol per two hundred ten liters of breath, or its equivalent,
violates this policy. DOT drivers will be immediately removed from performing
safety-sensitive functions.

B. Scheduling of Tests:

C.

D.

1),

2).

Current Employees — Drug and alcohol testing for current employees shall normally
occur during, or immediately before or after, a regular work period. The time required
for testing, including travel time, is considered work time for purposes of the Federal
Labor Standards Act (FLSA), compensation and benefits.

DOT Drivers — Alcohol testing for DOT drivers shall normally occur during, or
immediately before or after, performing safety-sensitive functions.

Costs of Tests:

1).

2).

3).

Prospective Employees and DOT driver-applicants — The cost of the initial drug test and
confirmation will be paid by the City.

Current Employees — The actual costs for testing, other than for a second, confirmatory
test if one is requested as provided by law, are paid by the City. If the drug and/or
alcohol sample collection is conducted at a place other than the employee’s normal
work site, the City will provide transportation, or pay reasonable transportation costs to
the employee.

DOT Drivers — The cost of the initial drug test and confirmation will be paid by the City
under pre-employment, reasonable suspicion, post-accident, and random
circumstances. Split specimen tests and drug or alcohol tests conducted for return-to-
work and/or follow-up circumstances will be paid for by the DOT driver.

Communication of Test Results:

1).

Drugs.

a. The laboratory will report the analysis of the initial, confirmatory, and second
confirmatory or “split specimen” urine drug screen test results directly to the medical
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review officer (MRO). The MRO shall review and interpret all test results, including
quantitative and qualitative results, to ensure the chain of custody is complete and
sufficient. Prior to reporting positive test results, the MRO will provide prospective
employees, current employees, DOT driver-applicants, and DOT drivers an
opportunity to confidentially discuss information which may be relevant to the drug
test, including identification of prescription or nonprescription drugs currently used
or any other relevant medical information. To the extent feasible, the testing shall
only measure and the records concerning the testing shall only make use of
information regarding drugs in the body. The MRO or his representative shall report
the drug test results directly to the City’s drug testing coordinator or designee. Test
results shall remain confidential and will not be released unless the donor’s specific
permission is obtained or as provided by Federal, State, and or local regulations.

b. Positive drug test results will be communicated to prospective employees in writing,
and include the name and address of the MRO who made the report and the
prospective employee’s right to request records.

c. Positive drug test results will be communicated to current employees by certified
mail, return receipt requested. The written notification of a positive test result will
include the employee’s right to request and obtain a second confirmatory test of the
previously collected sample at an approved laboratory of the employee’s choice at
the employee’s expense.

d. The City will notify DOT drivers and driver-applicants of the result of a controlled
substance test. The City will notify DOT drivers which controlled substance(s) were
verified as positive.

2). Alcohol — The certified Breath Alcohol Technician (BAT) or Saliva Testing Technician
(STT) performing the alcohol test shall report the results directly to the City's alcohol
testing coordinator or designee. Test resuits shall remain confidential and will not be
released unless the donor’s specific permission is obtained or as provided by Federal,
State, and/or local regulations.

E. Integrity of the Testing Process.

1). The collection of samples shall be performed under sanitary conditions and with regard
for the privacy of the individual from whom the specimen is being obtained and in a
manner reasonably calculated to preclude contamination or substitution of the
specimen.

2). Urine drug specimens shall be split into two components at the time of the collection in
the presence of the individual from who the sample or specimen is collected. One
portion shall be used for initial laboratory analysis and confirmation of initial positive test
results and the second portion shall allow for a second, independent confirmatory test
or “split specimen test” showing presence only of a drug metabolite in the urine at the
time the collection was performed.

3). Sample collection, storage, transportation, and reporting shall follow strict chain of
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4).

5).

6).

custody documentation and procedures to reasonably preclude the possibility of
misidentification of the person tested in relation to the test resuit provided.

An individual submitting to a drug test will be provided the opportunity to record any
information which may be considered relevant to the test, including identification of
prescription or nonprescription drugs currently or recently used, or other relevant
medical information.

All confirmatory drug testing shall be conducted at a laboratory certified by the United
States Department of Health and Human Services Substance Abuse and Mental Health
Services Administration (SAMHSA).

Drug or alcohol testing shall include confirmation of any initial positive test results.
Confirmation shall be by use of a different chemical process than was used in the initial
screen for drugs. A medical review officer (MRO) shall, prior to the results being
reported to an employer, review and interpret any confirmed positive test results,
including both quantitative and qualitative test results, to ensure that the chain of
custody is complete and sufficient on its face and that any information provided by the
individual is taken into consideration.

F. Circumstances under Which a Prospective Employee Will Be Tested:

1).

Pre-employment.

a. The City will conduct a drug test designed to prevent hiring individuals who use
controlled substances or who abuse legal drugs. Prospective employees and/or
DOT driver-applicants may be subject to testing for drugs as a condition of hiring. A
prospective employee or DOT driver-applicant’s positive drug test result or the
refusal to submit to testing will result in the City’s refusal to hire the prospective
employee or DOT driver-applicant.

b. Prospective employees and/or DOT driver-applicants must receive a negative drug
test result without any integrity flaws as a condition of employment. Prospective
employees and/or DOT driver-applicants receiving a negative drug test result with
the integrity flaw “low specific gravity and creatinine level” will be provided the
opportunity to retest one time. The City’s refusal to hire does not prevent the
prospective employee or DOT driver-applicant from later initiating another inquiry
with the City.

G. Circumstances under Which a Current Employee Will Be Tested:

1.

2).

Reasonable Suspicion. A current employee or DOT driver may be required to submit to
a drug and/or alcohol test if the City has suspicion that the individual is using or has
used drugs and/or alcohol in violation of the City’s written policy. Such observations
must be personally observed and documented by at least one City supervisor who has
received training according to regulation.

For current employees, this evidence must be drawn from specific objective and
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articulable facts and reasonable inferences drawn from those facts in light of
experience. Examples that might support the decision to test current employees under
reasonable suspicion circumstances include but are not limited to:

a. Observations made at work, such as direct observation of alcohol or drug use or the
physical symptoms of being impaired to alcohol or drug use.

b. Abnormal conduct or erratic behavior while at work or a significant deterioration in
work performance.

c. Areport, by a reliable and credible source, of alcohol and/or drug use.

d. Evidence that an individual has tampered with any alcohol and/or drug test during
the employee’s employment with the current employer.

e. Evidence that an employee has caused an accident resulting in personal injury
other than minor injuries requiring only first aid treatment. (See post-accident testing

policy).

f. Evidence that an employee has manufactured, sold, distributed, solicited,
possessed, used, or transferred drugs while working, or while on the employer’s
premises or while operating the employer’s vehicle, machinery, or equipment.

3). The City’s determination for reasonable suspicion testing of DOT drivers must be based
on specific, contemporaneous, articulable observations concerning the appearance,
behavior, speech or body odors indicating drug and/or alcohol use.

4). Individuals notified to submit to a reasonable suspicion test will be expected to report to
the collection site immediately. Individuals will be escorted to the collection site by the
City. In the event of a positive alcohol test, the City may attempt to contact the
individual’s spouse, another member of the family, or another person designated by the
individual, in order to make arrangements for transporting the individual to their home
after the test is completed. In the event that the City is unable to contact the driver's
spouse, family member or another designated person, the City may make
arrangements for transporting the individual home by cab or other suitable means. If the
individual rejects the City’s efforts in this regard and instead insists on driving their
personal vehicle, the City reserves the right to take whatever means are appropriate to
prevent this, including contacting appropriate law enforcement personnel and imposing
disciplinary action, up to and including discharge.

5). An individual who is required to take a reasonable suspicion drug and/or alcohol test
will be considered by the City as unqualified to work and placed on immediate
suspension, pending the results of his/her drug and/or alcohol test.

6). Post-accident — The City may require current employees to submit to drug and/or
alcohol testing in investigating occurrences that result in personal injury, including
death, or property damage, as follows:
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a. For occurrences in the workplace caused by a City employee which result in an
injury to a person for which injury, if suffered by an employee, a record or report
could be required under lowa Code Chapter 88, the City employee causing the
occurrence must submit to a drug and alcohol test as soon as practicable after the
occurrence.

b. For occurrences on a public road involving DOT drivers, performing safety-sensitive
functions at the time of the occurrence, or involving any City employee operating a
vehicle or equipment in the course and scope of the employee’s work for the City,
the DOT driver or other City employee, as the case may be, must submit to a drug
and alcohol test as soon as practicable after an occurrence that meets one of the
following conditions:

(a) An occurrence which involves the death of a human being.

(b) In conjunction with the occurrence, the DOT driver or other City employee
receives a citation for a moving violation and a person is injured because of the
occurrence and the injuries require immediate medical treatment away from the
scene of the occurrence.

(c) In conjunction with the occurrence, the DOT driver or other City employee
receives a citation for a moving violation and one or more motor vehicles
involved in the occurrence incur disabling damage and must be transported
away from the occurrence scene.

c. DOT drivers and other City employees are prohibited from using alcohol for eight (8)
hours following any occurrence as described in this policy or until undergoing a drug
and alcohol test.

d. For DOT drivers and other City employees involved in an occurrence for which drug
and alcohol testing must be performed under this policy, if a citation is not issued
within eight (8) hours after such occurrence, no alcohol testing shall be performed. If
a citation is not issued within thirty-two (32) hours after such occurrence, no drug
testing shall be performed.

7). Random Testing for DOT drivers — DOT drivers are subject to periodic, unannounced
drug and/or alcohol testing. DOT drivers are entered into a pool of individuals required
to submit to DOT random testing. To perform the selection of DOT drivers for testing
from the pool of individuals subject to such testing, the City utilizes a computer-based
random number generator that is matched with employee identification numbers.
Selection of DOT drivers are reasonably spread throughout the calendar year with each
DOT driver having an equal chance of being selected each time selections are made.
Upon notification, the DOT driver must proceed immediately to the collection site for
testing. A DOT driver shall only be subject to random testing for alcohol while
performing safety-sensitive function, just before the DOT driver is to perform, or just
after the Driver has ceased performing such functions.
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8). Federal Laws/Regulations — The City will conduct any other drug or alcohol testing as
required by a Federal, State or local law or as required by law enforcement.

9). Rehabilitation Testing — The City may require a current employee to undergo drug or
alcohol testing at least six times per year, without any prior notice, during or following
completion of drug or alcohol rehabilitation, without any prior notice that such a test will
be conducted.

10).Return-to-Duty Testing — The City may require a DOT driver to submit to a return-to-
duty test in order to resume safety-sensitive functions. Return-to-duty testing is done
after a DOT driver has: 1) engaged in prohibited conduct concerning alcohol and/or
drug use; 2) has completed an evaluation by a DOT qualified Substance Abuse
Professional (SAP); 3) is complying with the recommended treatment program as
prescribed by the SAP; and, 4) is ready to return to performing safety-sensitive
functions.

11).Follow-Up Testing — The City may require a DOT driver to submit to follow-up testing
for drugs and/or alcohol as directed by the Substance Abuse Professional (SAP).
Unannounced follow-up testing is required for DOT drivers that have: 1) previously
been engaged in prohibited conduct concerning alcohol and/or drug use; 2) have
completed an evaluation by a DOT certified SAP; 3) are complying with recommended
treatment as prescribed by the SAP; 4) has undergone a return-to-duty test; and, 5) has
returned to performing safety-sensitive functions. A minimum of six drug and/or alcohol
tests in a twelve-month period is required.

8. Training.

A

A

Supervisors designated to make reasonable suspicion determinations for drug or alcohol
testing under this policy shall attend a minimum of two hours of initial training and to attend,
on an annual basis thereafter, a minimum of one hour of subsequent training.

The training shall include, but not be limited to, information concerning the recognition of
evidence of employee alcohol and other drug abuse, the documentation and corroboration
of employee alcohol and other drug abuse, ‘and the referral of employees who abuse
alcohol or other drugs to the EAP or to the SAP.

Employee Assistance Program.

The City is aware that many personal or health problems can and do interfere with an
employee’s ability to perform on the job. These problems may include emotional and
mental disorders, family and marital difficulties, abuse of alcohol or drugs, etc.

Employees whose job performance problems are not related to a lack of skill and who do
not respond satisfactorily to the usual disciplinary procedures may be in need of the
attention of professionals.

With proper treatment, many troubled employees can be restored to a satisfactory level of
job performance. However, if the underlying problems or situation are ignored, they may
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worsen with time, eventually rendering the person unemployable.

D. To help avoid this loss of human resources, the City offers an Employee Assistance
Program (EAP) for employees and their dependents as part of its employee services. The
EAP provides confidential evaluation, referral and short-term counseling at no cost to
employees whose personal or health problems are interfering with their job performance.

E. Confidentiality is assured. No information regarding the nature of the personal problem will
be made to supervisors, nor will it be included in the permanent personnel file.

F. The purposes and practices of the City’s disciplinary rules and the EAP are distinctly
separate in their applications. An employee’s decision to seek prior assistance from the
EAP will not be used as the basis for disciplinary action and will not be used against the
employee in any disciplinary proceeding. On the other hand, the fact that an employee has
been using the EAP will not be a defense to imposition a disciplinary action where facts
showing a violation of City policy are obtained outside the EAP.

G. Itis the responsibility of each employee to seek assistance from the EAP before disciplinary
action. Once a violation of the City’s rules has come to the City’s attention, subsequently
using the EAP on a voluntary basis will not necessarily lessen disciplinary action and may,
in fact, have no bearing on the determination of appropriate disciplinary action.

H. Through the EAP, the City will provide appropriate evaluation and referral to treatment, if
appropriate. Employees undergoing such treatment will be granted leave with a conditional
return to work depending on successful completion of the appropriate treatment program.

| Except as otherwise required by law, the cost of the substance abuse treatment itself is the
responsibility of the employee.

J. Referrals — An employee may obtain access to the EAP through self-referral or a referral by
a supervisor.

1). Self-Referral — In a self-referral the employee contacts the EAP counselor directly. The
employee is assured that no one in the City will be notified.

2). Supervisory Referral — It is the responsibility of the City’s supervisors to appropriately
confront an employee whenever they see changes in performance that suggest an
employee problem. Supervisors should not attempt to diagnose the nature of the
employee’s problems. However, they should be alert to changes in behavior that may
signal a problem such as:

a. Absenteeism
b. Chronic lateness

c. Personality Change
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d.

e.

f.

Decline in Work Quality
Unusual Behavior

Difficult or Uncooperative Employees

3). The supervisor may suggest that the employee voluntarily seek help (informal referral)
from the City’s EAP or may decide that the severity of the observed problem is such
that an involuntary referral to the EAP should be made (formal referral).

a.

Informal Referral — In an informal referral, the supervisor should inform the
employee of the benefits provided by the EAP and give the employee adequate
contact information. In an informal referral, the EAP counselor will not tell the
supervisor whether the employee used the EAP and will not divulge any information
to the supervisor about the visit.

Formal Referral — A formal referral can take place at any time during the disciplinary
procedure. Through a formal referral, the supervisor directs the employee to make
use of the EAP. Failure to use the EAP may result in disciplinary action up to and
including termination. In a formal referral, the supervisor (or another representative
designated by the City) should contact the EAP counselor to discuss the problems
that led to the referral. The EAP counselor will ask the employee to sign a waiver
allowing the counselor to call the supervisor and tell them whether the employee
saw the counselor and followed recommendations. No other information is revealed
to the supervisor. In circumstances where termination may occur, the employee
may be asked to sign an acknowledgement letter indicating that the failure to go to
the EAP and follow recommendations will result in termination.

K. Employee Assistance Services — The City has established a resource file of employee
assistance services providers, substance abuse programs, mental health providers, and
other persons, entities or organizations which are available to assist employees with
personal or behavioral problems including substance abuse issues.

ADOPTED / AMENDED: 6/1/15, 7/18/16, 1/6/20, 7/6/20, 3/1/23 (Administrative Update)
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CFD 2104: Personnel Policy — Hiring and Rehiring

Approved October 17, 2022 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls to be an equal opportunity employer and to hire individuals
solely upon the basis of their qualifications and ability to do the job to be filled.

DEFINITIONS:

Immediate Family: the employee's spouse (including domestic partner or common law
spouse), siblings (including step), parents(including step, foster, legal guardian, and in-
laws), children (including step, foster, ward, and in-laws), and any other person residing in
the employee's household of a non-platonic relationship. Any other relationship not
mentioned above causing a conflict of interest will be handled as determined by the City
Administrator.

PROCEDURES:

1. General Guidance.

A

At the Department Director’s discretion, job openings may be filled from within, if qualified
internal applicants are known to be available. In addition, the City normally will give
consideration to any known qualified individuals who are on layoff status.

If candidates from within the City are to be considered for job openings, the Finance &
Business Operations Department will post full-time openings at least ten days before the
application deadline on City bulletin boards in accordance with lowa Law and will post
openings for part-time positions as least five days before the application deadline. Civil
Service laws and collective bargaining agreements shall govern when applicable.

If candidates from outside City employment are to be considered for job openings, the
Finance & Business Operations Department will be responsible for recruiting the
candidates and should use recruitment methods and sources it considers appropriate to fill
the openings. Civil Service laws and collective bargaining agreements shall govern when
applicable.

If the background, medical or any other subsequent investigation discloses any
misrepresentation on the resume or application form, or information indicating that the
individual is not suited for employment with the City, the applicant will be refused
employment or, if already employed, may be terminated (see also CFD 2105: Medical
Procedures.)

If the candidate in consideration for hire or rehire is an immediate family member of a
current employee or would otherwise create a conflict of interest, the situation will be
handled pursuant to CFD 2121: Nepotism Prohibition.
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2. Starting Pay for New Hires.

A. New employees generally will be hired at the starting rate assigned to their job range.
Supervisors may recommend higher or lower starting rates depending on an applicant’s
experience or skill level or other competitive considerations.

B. These recommendations must be reviewed and approved before implementation by the
Department Director (or the City Administrator if a director position) and the Director of
Finance & Business Operations.

3. Re-Employment Considerations.

A. Former employees who left City employment in good standing may be considered for
reemployment.

B. Former employees who resigned or retired without proper advance written notice pursuant
to CFD 2113; Termination of Employment, or CFD 2114: Retirement, or who were
dismissed for disciplinary reasons will not be considered for reemployment.

C. A former employee who is reemployed will be considered a new employee from the date of
employment unless the break in service is less than thirty days and the employee is
reemployed in the same or equivalent position.

ADOPTED / AMENDED: 1/1/05, 7/1/06, 2/13/12, 6/1/15, 3/1/19, 10/17/22
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CFD 2105: Personnel Policy — Medical Procedures

Approved January 6, 2020 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls that applicants to whom a conditional offer of employment
has been extended and current employees may be required to undergo medical tests, procedures,
or examinations whenever Management determines that these are necessary for the safe or
efficient operation of the City and/or in compliance with Federal mandates.

PROCEDURES:

1. General Guidance.

A

Successful applicants for employment may be required, as a condition of employment, to
pass a medical examination to establish their fitness to perform the jobs for which they
have applied without endangering the health and safety of themselves or others. If
management determines that an examination is appropriate for a particular position, all
applicants for the job to whom a conditional offer of employment has been made are to be
examined at City expense.

Employees may be required to have a medical examination on other occasions when the
examination is job-related and consistent with business necessity. For example, a medical
examination may be required when an employee transferred to a new position, is exposed
to toxic or unhealthful conditions, requests an accommodation for a disability, or has a
questionable ability to perform job duties.

The City may require job applicants and current employees to take a test to determine the
presence of drugs, narcotics, or alcohol, in accordance with and as required by State and
Federal laws (see also CFD 2103: Drug-Free Workplace).

Employees are encouraged, but not required, to have physical examinations periodically
during their employment and to participate in wellness programs. Police and Fire
employees are required to comply with all physical examinations and wellness programs as
directed by their Department.

Medical examinations required by the City will be paid for by the City and must be
performed by a physician or other healthcare provider at a licensed medical facility
designated or approved by the City. Records of medical examinations paid for by the City
are the property of the City, and the examination records are to be treated as confidential
and held in separate medical files. However, records of specific examinations, if required by
law or regulations, will be made available to the employee, relevant insurance companies,
and the employee's doctor. Nothing in this policy should be construed as impacting
coverage or payments under the City’s group health insurance plan.

Employees who need to use prescription drugs or narcotics while at work must report this
requirement to their supervisor if the use might impair their ability to perform the job safely
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and effectively. Depending on the circumstances, employees may be reassigned, forbidden
to perform certain tasks, or even prohibited from working if they are judged unable to
perform their jobs safely and properly while taking prescribed drugs or narcotics.

G. The City reserves the right to require acceptable confirmation of the nature and extent of
any illness or injury that requires an employee to be absent from scheduled work.
Employees returning from a disability leave or an absence caused by health problems may
be required to provide a doctor's certification of their ability to perform their regular work
satisfactorily without endangering themselves or their fellow employees (see also CFD
2351: Attendance and Punctuality and CFD 2354: Leaves of Absence).

H. Employees who become ill on the job or suffer any work-connected injury, no matter how
minor, must report to their supervisors who will arrange referral for examination, treatment,
and recording of the incident. Time spent by an employee in waiting for and receiving this
medical attention will be considered hours worked for pay purposes. Employees who fail to
report work-related injuries are subject to discipline, up to and including discharge, and may
jeopardize any right to workers’ compensation benefits (see also CFD 2302: Employee
Safety).

l. - Unless deemed medically unnecessary or inappropriate by a health care professional
designated by the City for such purpose, failure for any reason to successfully complete a
City required examination or evaluation, including all associated tests and procedures, shall
result in immediate removal from work duties, or continuation of leave from work duties,
until successful completion of such evaluation or examination. Unreasonable failure to
submit to such examination or evaluation at the time and date scheduled by the City shall
be considered an unsuccessful completion of such examination or evaluation as of the date
and time of the scheduled examination or evaluation. Employees may be allowed to use
paid benefit time during any absences caused by failure to successfully complete such
examination or evaluation, at the discretion of the Department Director.

ADOPTED / AMENDED: 6/1/15, 3/1/19, 1/6/20
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CFD 2106: Personnel Policy — Probationary Period
Approved June 1, 2015 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls that all new full-time, part-time and all present employees
transferred to a new job are to be carefully monitored and evaluated for an initial probationary
period. After satisfactory completion of the probationary period, those employees will be evaluated
as provided for in CFD 2152: Performance Appraisals.

PROCEDURES:

1. General Guidance.

A

Normally, the probationary period for new employees is six months. The probationary
period for new civil service police officers and firefighters is determined by lowa Code
Chapter 400. Supervisors should observe carefully the performance of each employee in a
new job position. Where appropriate, weaknesses in performance, behavior, or deportment
are to be brought to the employee's attention for correction. The probationary period may
be extended at the discretion of the supervisor.

Supervisors should prepare a written evaluation of the employee's job performance by the
end of the first three months and at the end of six months on the new job. Each evaluation
should include a recommendation as to whether the employee should continue in the
position. Copies of the evaluations are to be forwarded to the Department Director and the
Financial Services Division for inclusion in the employee's personnel file.

Employees will be allowed to continue in their new positions if they are given both a
satisfactory evaluation and their supervisor's endorsement to continue in the job.
Employees who do not receive a satisfactory evaluation and endorsement may be given
additional time in 30-day increments to demonstrate their ability to do the job if the
supervisor feels additional time is warranted in order to achieve acceptable job
performance. Employees are not guaranteed any position for any specified period of time.
Employees may be terminated at any time during and after the probationary period, with or
without cause and with or without notice (see also CFD 2100: Personnel Policies
Introduction).

Supervisors may recommend the termination of a probationary employee at any time. A
recommendation for termination should be submitted in writing to the Department Director
(or the City Administrator if a director position), the Director of Finance & Business
Operations, and the City Attorney for review and should include an evaluation and a listing
of actions taken to assist the employee. Action to terminate must have the prior approval of
the Department Director, City Administrator, and the City Attorney.

Transferred employees who are unable to perform satisfactorily in their new jobs may, at
the discretion of management, be returned to their original jobs.

144




CFD 2106.23: Personnel Policy — Probationary Period CITY OF CEDAR FALLS, IOWA | Page 2 o

Item 11.

F. Newly hired employees are eligible for benefits in accordance with other benefits policies
and plan documents.

ADOPTED / AMENDED: 7/1/06, 1/1/08, 6/1/15
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CFD 2107: Personnel Policy — Transfer
Approved March 1, 2019 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls that it may, at its own discretion, initiate or approve
employee job transfers from one job to another or from one location to another within the
restrictions established by Chapter 400 of the Code of lowa and applicable collective bargaining
agreements.

PROCEDURES:

1. General Guidance.

A

The City shall have the ability to require employees to make either a temporary or long term
job transfer in order to accommodate the City's needs.

Employees may request a voluntary job transfer. However, to be eligible for voluntary
transfer, employees must meet the requirements of the new position, must have held their
current position for at least six months, must have a satisfactory performance record, and
must have no adverse disciplinary action during the same period.

Job openings for which management seeks candidates from within the City will be posted
on employees’ bulletin boards. From time to time, Management may, as it considers
appropriate, make transfers without posting notice.

Eligible employees who request a transfer will be considered by management.
Requests for transfer normally should be handled as follows:

1). The employee should submit a written request to the Finance & Business Operations
Department. The request should include the reason for the transfer and the department
and specific job that the employee wants. Requests based on posted job openings must
comply with the Procedures described in CFD 2108: Promotion and should be initiated
prior to the application deadline.

2). The Finance & Business Operations Department should determine whether the
requested job or a suitable job opening exists and whether the employee is eligible. If
the opening exists and the employee is eligible, the request for transfer will be sent to
the employee's supervisor.

3). The supervisor should forward the request for transfer to the employee's Department
Director with a recommendation for approval or disapproval. The recommendation will
be reviewed by the Department Director and the Director of Finance & Business
Operations.

4). If the employee is eligible for a job opening, the candidate will interview with the
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Department Director or designee who has the job opening. The candidate will be
allowed time off with pay for job interviews related to the transfer.

5). The Department Director with the job opening will make the final transfer decision,
subject to the approval of the Director of Finance & Business Operations.

6). Supervisors and Department Directors may initiate the procedure and propose
employees for a position.

F. Transferred employees will be subject in their new positions to the provisions of CFD 2106:
Probationary Period. In addition, transferred employees may be required to have a medical
examination to insure that they are physically able to perform the duties of the new position.

G. Pay for transferred employees will be handled as follows:

1). Employees transferred to a job with the same salary range will continue to receive their
existing rate of pay.

2). Employees who are transferred for disciplinary reasons, lack of work, budgetary
reasons (transfer in lieu of layoff), reorganization, or at their own request, to a job in a
lower salary range will be paid at the lower rate commencing with the start of the new
job.

3). Employees transferred to a new job due to reorganization or elimination of a position
and fall within a lower salary range will continue to receive their current rate of pay until
they fall within the new salary range.

H. Transfers involving employees moving into, out of, or within any unit covered by a collective
bargaining agreement must conform to the provisions of the agreement.

ADOPTED / AMENDED: 7/1/06, 6/1/15, 3/1/19
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CFD 2108: Personnel Policy — Promotion
Approved March 1, 2019 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls to hire employees for entry-level positions, to provide
training and development for employees when necessary, and to offer employees promotions to
higher-level positions when appropriate. The City will engage in outside recruitment for promotional
positions. In limited cases, only internal recruitment may be an option, such as for re-organizational
purposes wherein outside recruitment is not necessary.

PROCEDURES:

1. General Guidance.

A. All employees are encouraged to seek advancement opportunities and to obtain promotion

and career guidance from their Supervisor and Department Director.

B. An employee's basic eligibility for promotion will be determined by the requirements of the

new job. In addition, the employee must have an overall satisfactory performance record.

C. Job openings and promotions for which management seeks candidates from within the City

will be posted on employee bulletin boards for at least ten days prior to the application
deadline. When job openings or promotion opportunities are posted:

1). Interested employees must initiate written notification to the Finance & Business
Operations Department by the application deadline.

2). Supervisors and Department Directors may initiate the procedure within the same time
period and propose employees for the position; and

3). The Finance & Business Operations Department may, at its discretion, or by the
direction of higher management, solicit outside candidates during or after the posting
period.

D. Current employee candidates for job openings and promotions will be considered for the

position as outlined in CFD 2107: Transfer. Applicants recruited from outside the City will
be considered for employment as outlined in CFD 2104: Hiring and Rehiring.

E. Current employee candidates for promotion will usually be screened and selected on the

basis of attendance and work records, performance appraisals, and job-related
qualifications including aptitude or achievement tests, continuing education and progress
toward an advanced degree. For positions within the City's Civil Service System,
candidates must be certified eligible for promotion by the Civil Service Commission. In
addition, employees seeking promotion may be required to have a medical examination,
including a drug test (see CFD 2105: Medical Procedures).
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F. Newly promoted employees will be subject, where required, to the provisions of CFD 2106:
Probationary Period.

G. Pay for promoted employees will normally be the minimum pay range for the new position,
or the employee may be offered a 3% - 7% increase over their current pay. If market
conditions require higher pay for the promotional position, the higher pay rate shall be
approved by the Department Director (or the City Administrator if a director position) and
the Director of Finance & Business Operations.

H. Seniority will not be a factor for determining transfer, promotion, interim or acting status, or
layoff or recall, except as required by an applicable collective bargaining agreement.

ADOPTED / AMENDED: 7/1/06, 6/1/15, 3/1/19
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CFD 2109: Personnel Policy — Hours of Work
Approved March 1, 2019 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls to establish the time and duration of working hours as
required by workload and service needs, the efficient management of human resources, and any
applicable law.

PROCEDURES:

1. General Guidance.

A

The normal workweek is Saturday through Friday, beginning at 12:00 a.m. Saturday and
ending at 11:59 p.m. the following Friday, and consisting of forty hours within that
framework. Fire, Police, Water Reclamation, and Park/Public Works personnel who are on-
call may have varying schedules. The normal workday will consist of eight hours of work,
and management may allow an unpaid meal break. Rest or coffee breaks, if allowed by
management, are considered time worked for all employees.

The scheduled hours for employees will be determined by each Department Director, or
Division Manager. The Department Director or Division Manager will inform employees of
their daily work schedule, including meal periods and rest or coffee breaks, if allowed, and
of any changes that are considered necessary or desirable by the City (see also CFD 2352:
Rest Breaks and CFD 2353: Meal Breaks).

Department Directors or Division Managers may schedule overtime or extra shifts when it is
necessary. Supervisors will assign overtime to nonexempt employees (those employees
who are subject to the minimum wage and overtime provisions of the Fair Labor Standards
Act) in the particular job for which overtime is required. Employees are not permitted to
work overtime without the prior approval of their Supervisor, Division Manager, or
Department Director (see also CFD 2157: Overtime).

Employee attendance at lectures, meetings, and training programs will be considered hours
of work if attendance is requested by management and will normally be paid at the regular,
non-overtime rate.

Department Directors or Division Managers, at their discretion, may allow nonexempt
employees to make-up lost time during a given workweek. However, make-up will not be
allowed if the lost time is the result of conditions the employee could control, if there is no
work the employee is qualified to do, or if adequate supervision is not available.

All nonexempt employees are required to complete an individual time record showing the
daily hours worked. Time records cover one pay period and must be completed by the
close of each workday. The following points should be considered in filling out time records:

1). Employees should record their starting time, time out for lunch, time in from lunch,
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quitting time, total hours worked for each workday; and type of work activity with
amount of time spent on each activity;

2). Employees are not permitted to sign in or begin work before their normal starting time
or to sign out or stop work after their normal quitting time without the prior approval of
their supervisor;

3). Employees are required to take scheduled lunch or meal breaks:

4). Employee time records should be checked and signed by the supervisor involved.
Unworked time for which an employee is entitled to be paid (i.e., paid absences, paid
holidays or paid vacation time) should be entered on the time record. Authorized
overtime must also be identified by the supervisor:

5). Unapproved absences will not be considered as hours worked for pay purposes.
Supervisors should inform employees if they will not be paid for certain hours of
absence; and

6). Filling out another employee's time record, except where authorized, or falsifying any
time record is prohibited and is grounds for disciplinary action, up to and including
termination.

G. Personnel employed in executive, administrative, or professional capacities generally are
exempt from the provisions of the Fair Labor Standards Act. These employees are not
required to fill out hourly time records but must account for daily attendance and time spent
on particular categories of activities in order to be accountable for public projects and for
payroll purposes. In addition, exempt employees will not receive overtime compensation,
but occasionally may be eligible for compensatory time-off after working abnormally long
hours, as authorized by City Council.

H. Exempt personnel may be allowed to work from home, in limited circumstances and when
deemed appropriate and authorized by the Division Manager, Department Director (or City
Administrator if a director position), and Director of Finance & Business Operations.

. Shift Differential Pay: Non-union police or public safety management employees assigned
to a police shift shall receive additional compensation for hours worked during second and
third shifts as provided in the collective bargaining agreement for union police shift
employees. Non-union fire or public safety management employees assigned to a fire shift
shall receive no such additional compensation.

J.  For Policies and Procedures regarding pay practices, see CFD 2151 — 2159.

ADOPTED / AMENDED: 7/1/06, 6/1/15, 3/1/19
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POLICY:

CFD 2110: Personnel Policy — Outside Employment

Approved June 1, 2015 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

It is the Policy of the City of Cedar Falls to allow its employees to engage in outside work or hold
other jobs, subject to certain restrictions as outlined below.

PROCEDURES:

1. General Guidance.

A. The City requires that employees' activities and conduct away from the job must not conflict
with or compromise its interests, or adversely affect job performance and the ability to fulfill
all responsibilities to the City. Employees must obtain approval from their Division Manager
and Department Director (or City Administrator if a director) prior to accepting outside
employment when there is a potential conflict of interest or when the outside employment
would impede or interfere with job performance (see also CFD 2407: Conflicts of Interest).

in

determining whether outside employment creates an unacceptable compromise,

situations that an unacceptable employment conflict shall be deemed to exist includes, but
is not limited to the following:

1),

2).

3).

4).

The outside employment involves the use of the City's time, facilities, equipment, and
supplies, or the use of the City's badge, uniform, business card, or other evidence of
office or employment. As provided by lowa Code, this restriction does not apply to off-
duty police officers who provide private duty security while carrying their badge or
wearing their official uniform, provided that the employee has secured the prior approval
of the Police Chief to engage in the employment (see CFD 5121: Secondary
Employment).

The outside employment involves the receipt of, promise of, or acceptance of money or
other consideration by the employee, or a member of the employee's immediate family,
from anyone other than the City for the performance of any act that the employee would
be required or expected to perform as a part of the person’s regular duties or during the
hours that the person performs service or work for the City.

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

If the outside employment is employment described in comment 1.A.1) or 1.A.2), the
employee shall immediately cease the employment. If the outside employment is
described in comment 1.A.3), the employee shall take one of the following courses of
action:

a. Cease the outside employment.
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b. Publicly disclose the existence of the employment conflict and refrain from taking
any official action or performing any official duty that would detrimentally affect or
create a benefit for the outside employment.

B. For the purpose of this Policy, "official action" or “official duty" includes, but is not limited to,
participating in any vote, taking affirmative action to influence any vote, granting any license
or permit, determining the facts or law in a contested case or rule making proceeding,
conducting any inspection or providing any other official service or thing that is not made
available generally to members of the public to further the interests of the outside
employment.

C. Employees who have accepted outside employment are not eligible for paid sick or
personal absence when the absence is used to work on the outside job or is the result of an
injury sustained on that job. Fraudulent use of sick leave or personal absences will result in
disciplinary action up to and including discharge.

D. For further guidance, employees are further directed to review and comply with CFD 2407:
Confiicts of Interest.

ADOPTED / AMENDED: 6/1/15
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CFD 2111: Personnel Policy — Temporary and Part-Time Employees

Approved June 1, 2015 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the policy of the City of Cedar Falls to supplement the regular work force as needed with
temporary or part-time employees, or other forms of flexible staffing.

DEFINITIONS:

A temporary employee is an individual who is hired either part-time or full-time for a
specified, limited period of time, not exceeding six months during any one calendar year.

e A part-time employee is an individual who is hired for an indefinite period, but who works

thirty-two hours per week or less in a normal workweek. Other special purpose employees,
or other flexible staffing classifications or arrangements may be added as needed (See:
Special Purpose & Seasonal Salary Schedule and Workshops / Sessions / Events Pay
Plan).

PROCEDURES:

1. General Guidance.

A. Temporary and part-time positions generally will be filled as follows:

1). The Director of the Department with the need will attempt to fill the position by transfers
from within the department.

2). If the position cannot be filled from within the department, then the Department Director
will submit a request to the Finance & Business Operations Department. The Finance &
Business Operations Department will then try to satisfy the request by the transfer of
qualified employees from other departments.

3). If necessary to hire temporary or part-time personnel from outside the City, the
procedure contained in CFD 2104: Hiring will be used.

Regular full-time employees who are given temporary transfers are not considered
temporary employees unless, in fact, their job has been eliminated and only temporary
employment is available.

C. The City may use students, CSOs, fire volunteers, police reservists, and other similar

applicants for flexible staffing purposes, as permitted by law. When considered necessary,
those applicants will be required to provide a certificate of age and a work permit.

Eligibility of temporary or part-time employees for paid absences, vacation, holidays and
other benefits is governed by Policies contained elsewhere in this manual. An employee
whose status changes from full-time to part-time may use any days of paid absence,
vacation, or holiday earned as a full-time employee. An employee whose status changes
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from temporary or part-time to full-time will be considered hired full-time on the date of the
status change for purposes of paid absences (vacation, pro-rated sick leave, and floating
holidays) or longevity eligibility.

E. Positions within the Special Purpose & Seasonal Salary Schedule and Workshops/
Sessions/Events Pay Plan are not eligible for pro-rated holiday pay. Cafeteria plan and 457
deferred compensation plan eligibility are based on the number of hours worked per week
on a regular basis. IPERS qualifications and eligibility requirements are governed by IPERS
law.

ADOPTED / AMENDED: 6/1/15
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CFD 2112: Personnel Policy — Layoff and Recall
Approved March 1, 2019 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls that, if it must reduce employment because of adverse
economic or other conditions, layoffs and recall from layoff will be conducted consistent with City
requirements, the law, and in accordance with the procedures set forth below.

PROCEDURES:

1. General Guidelines.

A

The City will attempt to avoid layoffs and, whenever possible, will consider alternatives to
layoff before any final decisions are made. In the event that a layoff is expected, the City
will attempt to communicate information about an impending layoff as soon as possible.
However, management reserves the right to alter the layoff procedure and withhold
information about the layoff as permitted by law in order to protect the City's business
interests.

Temporary layoffs will be handled according to the provisions of this Policy. Permanent
layoffs will be made according to this Policy and CFD 2113: Termination of Employment.

Employees within each affected Department will usually be selected for layoff in the
following order:

1). New employees covered under CFD 21 06: Probationary Period are to be laid off first.

2). Other employees within each affected Department will be selected for layoff based
upon needed work and budget constraints. Normally, but within management discretion,
employees will be laid off based upon factors including, but not limited to, the following:

a. Demonstrated current and past performance;

b. Promotion potential and transferability of skills to other positions within the
Department or Division.

Employees selected for layoff will be given as much notice as is required by law, collective
bargaining agreement, or as much as is reasonable under the circumstances. Employees
will be informed of the reason for the layoff and the estimated length of the layoff. In certain
circumstances, the City may choose to terminate the employment immediately for the
employee selected for layoff and will compensate the employee for the number of days
equal to the amount of notice required under CFD 2113: Termination of Employment..

Employees who are laid off will be maintained on a recall list for one year or until
management determines the layoff is permanent, whichever occurs first. Removal from the
recall list terminates all job rights the employee may have. While on the layoff list,
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employees must report to the Financial Services Division if they become unavailable for
recall. Employees who fail to keep a current home address on record with the Financial
Services Division will lose their recall rights.

F. Employees will be recalled according to need and their classification and ability to do the
job. Notice of recall will be sent by registered mail, return receipt requested, to the current
home address furnished by the employee to the Financial Services Division. Unless an
employee responds to the recall notice within seven calendar days following receipt of the
notice, or its attempted delivery, the employee's name will be removed from the recall list
and the employee will cease to have any job rights with the City.

G. Credit for retirement benefits will continue to accumulate during any layoff of 30 days or
less. Employees laid off for more than 30 days and subsequently recalled within one year
from the date of layoff will be credited with the years of service accumulated as of the date
of layoff.

H. No vacation or days of paid absence will be accrued during layoff. When an employee
returns to work following recall, however, the employee may use any vacation or days of
paid absence accumulated but not used at the time of layoff. Vacation pay equal to the
number of days accrued during the vacation year, minus the number of days taken, will be
paid at the time of layoff, if the layoff is expected to exceed 30 days.

I. The Personnel Policy Manual provides information regarding the continuation of certain
other benefits during layoff. The Financial Services Division will answer any questions
concerning these benefits.

J. To the extent not covered herein, the relevant provisions of any collective bargaining
agreement apply to union employees.

K. The City reserves the right to alter the layoff procedure without notice to employees as
circumstances warrant changes to the procedure.

ADOPTED / AMENDED: 6/1/15, 3/1/19
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CFD 2113: Personnel Policy — Termination of Employment
Approved July 6, 2020 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls to terminate employment because of an employee's
resignation, discharge, or retirement; the expiration of an employment contract; the permanent
reduction in the work force: or for disciplinary purposes outlined in other sections of these Policies.
Discharge can be for any reason not prohibited by law. In the absence of a specific written
agreement, employees are free to resign at any time and for any reason.

PROCEDURES:
1. General Guidance.

A. Employees must give written notice of their intent to resign or retire. Failure to give timely
written notice of resignation or retirement may result in forfeiture of non-vested City benefits,
no payment for accrued vacation, and ineligibility for reemployment. Notice requirements for
retiring employees are found in CFD 2114: Retirement. The following notices of resignation
are required, unless waived or modified in writing by the City Administrator:

1). Department Directors and Division Managers must give at least four weeks' written notice
of the last day work duties will be performed;

2). All other employees must give at least two weeks' notice of the last date that work duties
will be performed.

B. Employees who are absent from work for three consecutive days without being excused or
giving proper notice will be considered as having voluntarily quit. Consideration may be given
in unusual circumstances or the employee's incapacitation preventing notification.

C. In certain circumstances, the City may choose to require that employees leave employment
immediately upon receipt of notice and employee will receive their pay until termination of
notice period. Employees placed on such leave shall be required to immediately return all
City identification cards, badges, keys, tools, manuals, City issued firearms and all other City
property. During the period of such leave employees shall not have access to City buildings
or facilities without advance authorization from the Department director, unless for a
legitimate purpose unrelated to the employment or job duties of the employees.

D. At the time of resignation, employees may be allowed to use all earned vacation time and
compensatory time for the current year, in order to extend their effective termination date.
This practice will be allowed upon approval of the Department Director (or City Administrator
if a director position) and Financial Services Division. Accrued vacation time may not be used
to extend the effective termination date. Although vacation which is earned between the last
date that work duties will be performed and the effective termination date may extend the
effective termination date, vacation which is accrued during that time may not extend the
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effective termination date, but instead will be paid in a lump sum upon termination along with
vacation that accrued prior to the last date that work duties were performed and earned but
unused vacation.

E. Neither paid nor unpaid time off work may be used to satisfy the notice requirements set forth
in this policy, unless employees are on an approved leave, or as approved in advance by the
Department Director (or City Administrator if a director position) and the Financial Services
Division.

F. For Policies and Procedures leading up to discharge for disciplinary reasons, see CFD 2409:
Disciplinary Procedures.

G. For Policies and Procedures governing termination as a result of retirement, see CFD 2114:
Retirement.

H. For Policies and Procedures governing termination of an employment contract, see CFD
2115: Employment Agreements.

I For Policies and Procedures governing a permanent reduction in force, see CFD 2112: Layoff
and Recall.

J.  The Financial Services Division will attempt to have the final paycheck for the terminating
employees available on the first payday following the last regular paycheck the employee
received. The terminating employee must return all City identification cards, keys, tools
(where applicable), manuals, or other property belonging to the City. If the employee owes
the City any money or is responsible for any lost or damaged property or unused uniform
allowance, those accounts are to be settled as originally agreed or by deduction from final

pay.

K. For Policies and Procedures governing severance payments, see CFD 2159: Severance
Pay.

L. Subject to any collective bargaining agreements and civil service rules and regulations,
terminating employees may be eligible for future employment if notice is provided pursuant
to comment (1) and if recommended by their supervisor and approved by the Financial
Services Division. Terminating employees who wish to be considered for future employment
should inform the Financial Services Division. Terminating employees lose all seniority rights
upon leaving the City, regardless of the cause for termination, unless the break in service is
less than thirty days and the employee is reemployed in the same or equivalent paosition.

M. The termination of employment of qualifying veterans shall comply with lowa Code § 35C.6.

N. Requests for employment references should be made in writing to the Financial Services
Division and should include an authorization by the employee for the release of the requested
information.

O. Termination and discharge procedures are only guidelines and do not create a legal contract
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between the City and its employees. The City reserves the right to implement its Policies and

Procedures as it sees fit.

ADOPTED / AMENDED: 6/1/15, 3/1/19, 1/6/20, 7/6/20
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CFD 2114: Personnel Policy — Retirement
Approved January 6, 2020 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls that employees are eligible for normal retirement when
satisfying the requirement of the lowa Public Employee Retirement System (IPERS), or in the case
of civil service police officers and firefighters when satisfying the requirements of the Municipal Fire
and Police Retirement System of lowa (MFPRSI).

PROCEDURES:
1. General Guidance.

A. Employees who have been employed for at least five years may elect to vest their
retirement with the City and may be eligible for retirement benefits upon reaching the age of
fifty-five.

B. Employees who choose to take normal retirement are requested to give the Financial
Services Division as much advance notice of their intent as possible, but at least 90 days
advance written notice is required. Employees who have given notice of either normal or
early retirement may be called upon to help in the training of their replacements.

1). The notice required in this policy is notice of the last date that work duties will be
performed.

2). Neither paid nor unpaid time off work may be used to satisfy the notice requirements
set forth in this policy, unless employees are on an approved leave, or as approved in
advance by the Department Director (or City Administrator if a director position).

3). Earned vacation time.

a. At the time of retirement, employees may be allowed to use all earned vacation time
and compensatory time for the current year, in order to extend their effective
retirement date. This practice will be allowed upon approval of the Department
Director (or City Administrator if a director position) and the Financial Services
Division.

b. Accrued vacation time may not be used to extend the effective retirement date.

c. Although vacation which is earned between the last date that work duties will be
performed and the effective retirement date may extend the effective retirement
date, vacation which is accrued during that time may not extend the effective
retirement date, but instead will be paid in a lump sum upon retirement along with
vacation that accrued prior to the last date that work duties were performed and
earned but unused vacation.
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4). Failure to give timely written notice of retirement may result in forfeiture of non-vested
City benefits and forfeiture of severance pay (see CFD 2159: Severance Pay) and no
payment of accrued vacation benefits (see CFD 2256: Vacations).

C. Mandatory retirement age for certain jobs.

1). The City may, at its discretion, set a mandatory retirement age for certain jobs where
age is a bona fide occupational qualification and where that qualification is reasonably
necessary to the normal operation of the City's business.

2). Employees may extend their employment with the City, beyond their normal retirement
age, for specific periods, not exceeding one year, with the approval of their Department
Director, City Administrator, Mayor, and City Council.

D. The City may require mandatory retirement of employees who meet the following
requirements as outlined in 29 U.S.C. §631(c):

1). is at least 65 years of age;

2). is employed in a bona fide executive or high policymaking position for the two-year
period immediately before retirement; and

3). is entitled to an immediate non-forfeitable annual retirement benefit from an employer
pension, savings, or deferred compensation plan, or any combination of those plans,
which equals in the aggregate at least $44,000 per year. 29 U.S.C. §631(c)(1).

4). The City is not obligated to exercise this option of mandatory retirement for qualified
employees, and the City may, in its discretion, make retirement decisions based upon
the best interest of the City.

E. Employees who qualify for retirement under this policy may be eligible to receive pension,
health, and various other benefits in accordance with the provisions of the City's employee
benefit plans. Retiring employees are eligible to receive pay for unused earned vacation
and accrued unused vacation on a pro rata basis for the number of days they worked
during their employment year. In addition, retiring employees are eligible to receive pay for
unused accrued compensatory time and floating holidays on a pro rata basis for the
number of days the retiring employee worked during the fiscal year (see also CFD 2159:
Severance Pay).

ADOPTED / AMENDED: 1/1/09, 6/1/15, 3/1/19, 1/6/20
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CFD 2115: Personnel Policy — Employment Agreements

POLICY:

Approved May 22, 2003 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

It is the Policy of the City of Cedar Falls that it may execute, at its sole discretion, written
employment agreements with certain of its employees. Employees protected by the civil service
laws of the state, or a collective bargaining agreement, will not have separate employment
agreements, with the exception of newly hired Police Officers’ Training Reimbursement Agreement
with the City.

PROCEDURES:

1. General Guidance.

A. The Mayor, or designee, with prior City Council approval, are the only City representatives
authorized to enter into a written employment agreement on behalf of the City with any
prospective employee.

B. Written employment agreements, when used, normally will set out the important terms and
conditions of an individual's employment. These terms and conditions generally include:

1).
2).

3).

4).

5).

The length of time that the agreement will last and how, if at all, it can be renewed;

The job title and/or job description, reserving to the City the right to change the
employee's duties as the City's interest require;

The employee's salary;

Any other forms of compensation, such as vehicle allowances, housing allowances,
travel expenses, training and professional development expenses, health insurance, or
pensions; and

Provisions for the termination of employment.

C. Employment agreements covered by this Policy may include, depending on individual
circumstances, any or all of the following elements:

1),

Patents, Inventions, and Copyrights: The agreement should specify who owns the rights
to any patents, inventions, and copyrights obtained by the employee during
employment, or as a result of work done while employed, and any royalties or other
payments resulting from such items. Under normal circumstances, these items are City
property and, if held in the employee's name, should be assigned to the City.

. Special Transfers: Coverage should specify how any problems or extraordinary

circumstances arising from out-of-the ordinary transfers, will be handled.
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6).

8).

9).
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Employment Agency Fees: Coverage should specify that payment of, or reimbursement
for, employment agency fees by the City will only be made when agreed to in advance
in writing and may be contingent upon the completion of a satisfactory period of
employment.

. Relocation Expenses: The agreement should specify that payment of, or

reimbursement for, relocation expenses by the City will only be made when agreed to in
advance in writing and may be contingent upon the completion of a satisfactory period
of employment after relocation. Relocation expenses which may be considered include
moving expenses, transportation and lodging. Any tax consequences of such payment
will be governed by IRS rules and regulations.

. Travel Expenses: The agreement should specify what, if any, travel expenses will be

reimbursed by the City. Travel expenses may include food, temporary lodging and
transportation. Any tax consequences of such payment will be governed by IRS rules
and regulations.

Conflicts of Interest: The agreement should specify that CFD 2407: Conflicts of Interest
Policy must be followed scrupulously and should reaffirm that all employees are
required to avoid activities that conflict with, or that appear to conflict with, the City's
interests while they are employed by the City.

. Consulting Assignments: Coverage should specify whether the employee is being given

a post-employment consulting agreement as an added inducement to stay with the City
until retirement. However, the provision should be subject to cancellation if the
employee elects early retirement or if the City's changing circumstances require it. In
addition, the provision should be voided automatically if the employee is terminated for
cause or because of death or inability to perform the job.

Special Training and Education: Coverage should specify that employees who are
selected for an extended period of training or education paid for by the City will be
required to return to work for the City at the conclusion of the program. Employees who
do not return to work, or who return but terminate the employment relationship with the
City, whether voluntarily or otherwise, within one year of course completion, will be
required to reimburse the City for the costs of the training or education.

Confidential Data: Coverage should specify that all employees having access to the
City's confidential data are required to safeguard that information and not disclose it to
anyone who is not authorized to know it.

10). Arbitration and Mediation: This provision should specify whether the City and the

employee agree to submit any dispute over the terms, conditions, or termination of
employment to non-binding mediation, or to binding arbitration before an arbitrator from
a recognized arbitration service. The provision of arbitration, if included, should also
state that arbitration precludes the right to pursue legal action in any state or federal
court and is the employees’ exclusive remedy. The City reserves the right to seek
injunctions and/or damages in court to enforce any confidentiality, patent, or copyright
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11). Special market conditions and salary: If unique market conditions require payment
outside of the applicable job classification, the Agreement shall address those factors

and the resulting salary.

12). Other benefits: The agreement should specify whether any other benefits plans or

programs are applicable.

D. The City may elect to share employees with other municipalities as needed, in which case,
an Agreement shall be entered into between the municipalities addressing such shared

arrangement.

ADOPTED / AMENDED: 5/22/03
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CFD 2116: Personnel Policy — Orientation and Training
Approved June 1, 2015 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls to provide orientation programs for new employees and to
conduct or support training programs as deemed appropriate.

PROCEDURES:

1. General Guidance.

A

The Finance & Business Operations Department, or other City Divisions as appropriate, will
provide new employees with orientation programs consisting of the completion of required
employment forms and the explanation of policies, procedures and benefits.

Supervisors may approve employee participation in continuing education and/or training
programs when that instruction is regarded as beneficial or considered necessary for
satisfactory job performance. In some cases, employees may be required to enroll in and
complete the programs satisfactorily.

The Department Director (or City Administrator if a director) must approve employee
participation in special programs, either external or in-house, dealing with supervisory,
professional, or management development; cost reduction; quality improvement or
compliance with government regulations.

The City may consider the feasibility of sponsoring or conducting special programs for
groups of employees when continuing education and in-service programs are required for
licensing or for recertification of a license. Under those circumstances, it will apply for
approval of the licensing authority and will attempt to comply with all requirements
established by that authority. However, it may at its discretion cancel, modify, or withdraw
from any certification or program.

The City will provide special training programs for safety and health matters when
considered necessary or as required by Government regulation.

The City, to the extent feasible, will maintain a library of self-instructional programs and
materials for employee use. Said materials may be kept in the offices of the affected
departments or divisions.

ADOPTED / AMENDED: 6/1/15
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CFD 2117: Personnel Policy — Serious Diseases
Approved June 1, 2015 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falis that employees with infectious, long-term, life-threatening,
or other serious disgases may work as long as they are physically and mentally able to perform the
duties of their job without undue risk to their own health or that of other employees, citizens,
suppliers, or members of the public.

PROCEDURES:

1. Applicability. Serious diseases for the purpose of this Policy include, but are not limited to,
cancer, heart disease, multiple sclerosis, hepatitis, tuberculosis, human immuno-deficiency
virus ("HIV"), and acquired immune deficiency syndrome ("AIDS").

2. General Guidance.

A

The City will support, where feasible and practical, educational programs to enhance
employee awareness and understanding of serious diseases.

Employees afflicted with a serious disease are to be treated no differently than any other
employee. Therefore, if the serious disease affects their ability to perform assigned duties,
those employees will be treated like other employees who have disabilities which limit their
job performance (see CFD 2102: Harassment-Free Workplace).

Employees who are diagnosed as having a serious disease and who want an
accommodation should inform their Supervisor or the Department of Finance & Business
Operations of their condition as soon as possible. Supervisors and the Department of
Finance & Business Operations should review with the employee City Policy on issues
such as employee assistance, leaves and disability, infection control, requesting and
granting accommodations, the City's continuing expectation regarding the employee's
performance and attendance, and available benefits.

Employees who have a serious disease and who want an accommodation should provide
the Department of Finance & Business Operations with any pertinent medical information
needed to make decisions regarding job assignments, ability to continue working, or ability
to return to work. The City may also require a doctor's certification of the employee’s ability
to perform job duties. Additionally, the City may request that the employee undergo a
medical examination.

The City will attempt to maintain the confidentiality of the diagnosis and medical condition of
employees with serious diseases, unless otherwise required by law. Information relating to
an employee's serious disease will be treated as confidential and ordinarily will not be
disclosed to other employees.
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F. The City and employees will comply with applicable occupational safety regulations
concerning exposure to blood or other potentially infectious materials. Employees must
report potential exposure incidents to their Supervisor. Universal precautions, engineering
and work practice controls, and personal protective equipment will be used where
appropriate to limit the spread of diseases in the workplace.

G. Employees concerned about being infected with a serious disease by a coworker,
customer, or other person should convey this concern to their. Supervisor or the
Department of Finance & Business Operations. Employees who refuse to work with or
perform services for a person known or suspected to have a serious disease, without first
discussing their concern with a Supervisor, will be subject to discipline, up to and including
termination (see CFD 2102: Harassment-Free Workplace and CFD 2401: Employee
Behavior). In addition, where there is little or no evidence of risk of infection to the
concerned employee, the employee's continued refusal, after consultation with supervisory
personnel, may result in discipline, up to and including termination.

ADOPTED / AMENDED: 6/1/15
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CED 2118: Personnel Policy — Disclosure of Mental Health Information

Approved May 15, 2003 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls to treat mental health information as confidential.
Disclosure of mental health information is restricted to the terms of this Policy.

DEFINITION:

Mental Health Information: any oral, written, or recorded information identifying an
individual receiving professional services related to diagnosis, condition, or treatment of a
person's mental or emotional condition.

PROCEDURES:

1. General Guidance.

A.

As an employer, the City will not disclose nor permit the unauthorized disclosure of mental
health information. Employees who come into contact with mental health information during
the course of their employment must keep such information confidential. This includes, but
is not limited to, return to work authorizations signed by mental health practitioners. When
disclosure of written mental health information is unavoidable, each employee handling the
information shall initial each document, and shall maintain the notation with the written
record of mental health information.

Any employee asked to disclose mental health information first will provide the recipient
with a statement informing them that disclosure may be made only with the written
authorization of the affected individual or that individual's legal representative. In addition,
the statement shall contain notice that the unauthorized disclosure of mental health
information is unlawful, and that civil damages and criminal penaities may be brought for
unlawful disclosure.

An employee, or employee's dependent, eighteen years of age or older, or that person’s
legal representative may authorize, in writing, the disclosure of their mental health
information. The written authorization shall:

1). Specify the mental health information to be disclosed. Specify the person, or persons,
authorized to receive the mental health information. Specify the purpose for which the
information may be used, both at the time of disclosure, and in the future.

2). Inform the recipient of the mental health information that the affected person retains the
right to inspect the disclosed information at any time.

3). Notify the recipient of mental health information that the disclosure is subject to
revocation at any time.
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4). Outline the conditions of revocation.
5). Specify the length of time the authorization is valid.
6). Contain the date the authorization was signed.

D. Employees are hereby instructed to maintain the confidentiality of mental health
information. Disclosure is restricted to the extent necessary to process claims or to process
return to work orders issued by a mental health practitioner or facility. Employees who
engage in the unauthorized disclosure of mental health information are subject to
prosecution and penalties as provided by law.

E. Each employee whose job assignment has them handling mental health information is
required, as a condition of employment, to execute a disclosure statement acknowledging
that they have been informed of the lowa law pertaining to the disclosure of mental health
information. (See statement on following page.)

ADOPTED / AMENDED: 5/15/03
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MENTAL HEALTH INFORMATION DISCLOSURE STATEMENT

This statement confirms that | have been advised of the provisions of the state law described in
Chapter 228, Code of lowa, pertaining to the disclosure of mental health information. | am aware
that the City of Cedar Falls, lowa is a self-funded employer located in the State of lowa, and |
agree to the following:

1. | will maintain the confidentiality of mental health information.

2. | will comply with the limitations of use, which are restricted to the extent necessary to
administer claims, to conduct utilization review or quality review, to conduct audits of paid claims,
or other lawful reasons.

3. To destroy mental health information when it is no longer needed.

4. | am aware that, if found guilty in a court of law of unlawfully disclosing mental health
information, | may be subject to a fine and other penalties as provided by law.

Employee Name (Print)

Employee Signature

Date
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CFD 2119: Personnel Policy — Residency
Approved November 25, 2013 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council
POLICY:

It is the Policy of the City of Cedar Falls to set reasonable maximum distances that “critically
essential employees” may live outside the city limits.

DEFINITION:

e Critically Essential Employee: all Public Works supervisors, Parks supervisors, and any
employee required to respond to an emergency, as identified in Comment (3).

PROCEDURES:
1. General Guidance.

A. All critically essential employees shall reside within a drive of thirty (30) minutes of their
principal place of employment.

1). Public Works employees: the principal place of employment is 2200 Technology
Parkway.

2). Water Reclamation employees: the principal place of employment is 501 E. 4th Street.
3). Parks employees: the principal place of employment is 2200 Technology Parkway.

B. Any employee who is required to respond to an emergency must stay within a thirty (30)
minute response range.

C. New employees, or newly appointed employees, have one (1) year from the date of their
employment or appointment to comply with these residency requirements.

ADOPTED / AMENDED: 11/12/12, 11/25/13
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CFD 2120: Personnel Policy — Personnel Records
Approved January 6, 2020 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

It is the Policy of the City of Cedar Falls to maintain personnel records for applicants, employees,
and past employees in order to document employment related decisions, evaluate and assess
policies, and comply with government record keeping and reporting requirements.

PROCEDURES:

1. General Guidance.

A. The City strives to balance its needs to obtain, use and retain employment information with
each individual's right to privacy. To this end, it attempts to restrict the personnel
information maintained to that which is necessary for the conduct of its business or which is
required by federal, state or local law.

B. The Legal and Financial Services Divisions are responsible for overseeing the record
keeping for all personnel information and will specify what information should be collected
and how it should be stored and secured.

C. Employees have a responsibility to make sure their personnel records are up to date and
should notify the Financial Services Division in writing of any changes in at least the

following:

1). Name;

2). Address;

3). Telephone Number;

4). Marital status (for benefit and tax withholding purposes only);

5). Number of dependents;

6). Addresses, telephone number, and social security numbers of dependents and spouse
or former spouse (for insurance purposes only);

7). Beneficiary designations for any of the City's insurance, disability, and pension plans;
and

8). Persons to be notified in case of emergency.

9). In addition, employees who have a change in the number of dependents or marital

status must complete a new Form W-4 for income tax withholding purposes if the
change results in a decrease in the number of dependents.
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Employees may inspect their own personnel records and may copy, but not remove,
documents in the file. Such an inspection must be requested in writing to a Personnel
Specialist and will be scheduled at a mutually convenient time. Records deemed to contain
sensitive or confidential management plans or information may be excluded from the
inspection, and all inspection must be conducted in the presence of a Personnel Specialist.
A reasonable charge, not to exceed the actual cost to the City and in accordance with the
City's fee schedule, will be made for copies of records made by the employee. In the
alternative, employees may inspect an electronic version of their personnel records, and if
any pages of the personnel file are printed, the employee shall reimburse the City in
accordance with the City’s fee schedule for the actual costs of pages printed.

Employees who believe that any file material is incomplete, inaccurate, or irrelevant may
submit a written request to a Personnel Specialist that the files be revised accordingly. If
such a request is not granted, the employee may place a written statement of disagreement
in the file and pursue the matter further using the regular grievance procedure.

Only supervisory and management employees who have an employment-related need-to-
know for information about another employee may inspect the files of that employee. Such
an inspection must be approved by a Personnel Specialist and will be recorded in the file
inspected.

Employees are to refer all requests from outside the City for personnel information
concerning applicants, employees, and past employees to the Legal Division. The Legal
Division normally will release personnel information only in writing and only after obtaining
the written consent of the individual involved. Exceptions may be made to cooperate with
legal, safety, and medical officials who have a need to know specific employee information.
In addition, exceptions may be made to release limited general information, including:

1). Employment dates;
2). Position held;
3). Location of job site; and

4). Pay rate.

. For purposes of health insurance, employees must notify the Financial Services Division in

writing within 30 days of any changes in at least the following:

1). birth, adoption or placement for adoption of a child;

2). divorce, legal separation, or annulment;

3). employee’s dependent child loses eligibility for health insurance coverage;

4). employee loses eligibility for coverage under Medicaid or CHIP program (hawk-1 plan);

5). employee becomes eligible for premium assistance under Medicaid or CHIP.
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CFD 2121: Personnel Policy — Nepotism Prohibition
Approved October 17, 2022 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council
POLICY:

It is the Policy of the City of Cedar Falls to be committed to employment and advancement based
on qualifications and merit. This policy serves to define the City’s standards for employment of
relatives working for the City, and to safeguard against conflicts of interest or favoritism, whether
real or perceived, which compromise the public interest.

DEFINITION:

e Immediate family: The employee's spouse (including domestic partner or common law
spouse), siblings (including step) parents (including step, foster, legal guardian, and in-
laws), children (including step, foster, ward, and in-laws), and any other person residing in
the employee's household of a non-platonic relationship. Any other relationship not
mentioned above causing a conflict of interest will be handled as determined by the City
Administrator.

PROCEDURES:
1. Applicability.

A. These criteria will apply to all employment decisions including: hiring, rehiring, assigning,
transferring, promoting, or demoting an employee.

B. Instances of indirect supervision may occur between supervisor/subordinate. This policy
pertains to direct supervision only, unless a conflict of interest is otherwise created.

2. Consideration for employment.

A. A member of an employee’s immediate family will not be considered for employment by the
City if such employment would:

1). Create a direct supervisor/subordinate relationship; or
2). Create a conflict of interest as determined by the City Administrator.

B. A member of an employee’s immediate family may be considered for employment by the
City if the immediate family member possesses all the qualifications for the position and if:

1). No direct supervisor/subordinate relationship or conflict of interest is created (see
above); and

2). The immediate family member is assigned to a different Department than the employee;
or

3). If assigned to the same Department the immediate family member is assigned to a
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different Division than the employee; or

4). If assigned to the same Division the immediate family member is assigned to a
different Shift or Section than the employee.

3. Notification.

A. Employees who marry or become immediate family (as defined above) during the course of
employment are required to inform their supervisor of the relationship as soon as possible,
but no later than 14 days after the relationship is established.

B. Violation of this policy will subject the employee(s) to disciplinary action, up to and including
termination. Employees who violate this policy forfeit their right of transfer or reassignment.

4. Resolution.

A. Should the above situation occur, a decision will be made by management within 30 days of
notification regarding which employee shall transfer or be reassigned, if possible, or which
employee will terminate employment.

B. Factors to be considered in this determination include, but are not limited to: position held,
rank, seniority, past performance and fulltime employment status.

C. The transfer, reassignment, or termination decision made by management shall be finalized
and effective within a maximum of 90 days from the date in which the immediate family
relationship was established.

D. When one immediate family member leaves City employment, re-employment rights while
the other immediate family member remains are determined by the considerations in 2.A
and 2.B above.

5. Exemptions.

A. Exceptions to this policy may be considered provided an immediate family member is not a
direct supervisor and as approved by the City Administrator, upon the favorable
recommendation of the Department Director.

B. Employees hired prior to July 1, 2004, are exempt from application of this policy section to
the extent it applies to their current position.

ADOPTED / AMENDED: 10/17/22
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CFD 2122: Personnel Policy — Remote Work
Approved March 7, 2022 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the policy of the City of Cedar Falls to provide remote work arrangements to employees when it
is mutually beneficial to both the City and the employee. The City recognizes that offering flexible
work arrangements can increase productivity, reduce turnover, and improve employee morale.
Remote work is defined as any work arrangement that allows an employee to work outside of the
employee’s primary worksite at an alternate location, on a regular basis, at least one day a week,
pursuant to an approved Remote Work Agreement. Employees must be able to carry out the same
duties, assignments, and other work obligations at their alternate location as they do when working
on the City’s premises. Employees must be available to attend scheduled meetings and participate
in other required office activities as needed.

PROCEDURES:

1. General Procedures.

A

Approval of a remote work arrangement shall be made on a case-by-case basis. The nature
of the work performed, the employee’s past work performance, as well as the remote work
location must be taken into consideration by the supervisor to determine remote work
feasibility before entering into a Remote Work Agreement. The state or locality in which an
employee chooses to reside may be a factor in determining if remote work will be approved.
Remote work is not an entitlement nor is it a City-wide benefit.

Remote work is not a substitute for child or other dependent care. Remote workers shall
make or maintain regular childcare, adult care, or similar personal arrangements to permit
concentration on work assignments during agreed upon work hours.

Employees requesting a remote work arrangement shall complete and sign the Remote Work
Agreement prior to commencing remote work. All remote work agreements are subject to
approval by the Department Director.

On a case-by-case basis, the City will determine, with information supplied by the employee
and the supervisor, the appropriate equipment needs (including hardware, software,
modems, phone and data lines and other office equipment) for each remote work
arrangement. Equipment supplied by the City will be maintained by the City. Equipment
supplied by the employee, if deemed appropriate by the City, will be maintained by the
employee. The City accepts no responsibility for damage or repairs to employee-owned
equipment. Equipment supplied by the City is to be used for business purposes only. Upon
termination of employment, all City property will be returned to the City, unless other
arrangements have been made.

The remote working employee shall establish an appropriate work environment within their
alternate location. Consistent with the City's expectations of information security for
employees working at the office, remote working employees are expected to ensure the
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protection of City information and to maintain the security of confidential information
accessible from the employee’s alternate location. Steps include the use of locked file
cabinets and desks, regular password maintenance, and any other measures appropriate for
the job and the environment.

F. Occasional out-of-office work arrangements for two work weeks or less may be allowed on
a case-by-case basis if approved by an employee's department director. A formal Remote
Work Agreement is not required for these occasional remote work arrangements.

G. Voluntary remote work agreements may be discontinued, without cause, at any time, at the
request of either the employee or the City. When practicable, either the City or the employee
should provide a two week notice of termination of the agreement. When remote work is an
expected condition of employment, the remote work agreement may only be discontinued at
the option of the City.

ADOPTED / AMENDED: 3/7/22, 3/1/23 (Administrative Update)
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Remote Work Agreement

Before completing this form, the employee requesting a remote work arrangement must review the Remote
Work Policy. The nature of the work performed, as the employee’s past work performance, and the remote
work location must be assessed by the supervisor to determine remote work feasibility before entering into a
remote work agreement. All remote work agreements are subject to approval by the Department Director.
Remote work is neither an entitlement nor an organization-wide benefit.

This document is intended to ensure that both the supervisor and the employee have a clear, shared

understanding of the employee’s remote work arrangement. Each remote work arrangement is unique
depending on the needs of the position, supervisor, and employee.

A. EMPLOYEE INFORMATION

Employee Name: Click here to enter text.
Job Title: Click here to enter text.
Department: Click here to enter text.
Supervisor: Click here to enter text.
Location where remote work will be performed: Click here to enter text.
Remote work arrangement effective dates: Click here to enter text. - Click here to enter text.

B. POSITION SUMMARY

The general expectation for a remote work arrangement is that the employee will effectively accomplish the
employee’s regular job duties, regardless of work location. If there are telework-specific job duties and/or
expectations, specify them in the box below, or enter N/A.

C. TELEWORK DETAILS

Remote Work Schedule (days/hours): Click here to enter text.

Equipment owned by the employee that will be Click here to enter text.
used at the alternate worksite:
Equipment owned by the City that wil be used at Click here to enter text.
the alternate worksite:
If the employee supervises others, how will the Click here to enter text.
employee meet & maintain the employee’s
supervisory responsibilities while working remotely:
Identify any distractions from the employee’s work | Click here to enter text.
at the alternate worksite. How will the employee
manage these distractions to maintain productivity
and quality while working remotely?

Other conditions of the remote work agreement (if Click here to enter text.
applicable):
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D. ACKNOWLEGEMENTS AND APPROVALS

Voluntary remote work agreements may be discontinued, without cause, at any time, at the request of either
the employee or the City. When practicable, either the City or the employee should provide a two week
notice of termination of the agreement. When remote work is an expected condition of employment, the
remote work agreement may only be discontinued at the option of the City.

This completed agreement will be retained by Human Resources in the employee’s personnel file.

The undersigned hereby enter into this agreement with a full understanding and acceptance of the terms and
conditions herein specified. Employee agrees to properly track all hours worked and in accordance with Fair
Labor Standards Act (FLSA) guidelines.

Employee Date
Employee’s Supervisor Date
Department Director Date
Human Resources Manager Date

Last Updated: 06/2021
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CFD 2123: Personnel Policy — Sexual Abuse Prevention

Approved December 19, 2022 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls that sexual abuse in the workplace or at any activity
sponsored by the City shall not be permitted or allowed. Mandatory procedures are set forth for
those who have learned of or are a witness to sexual abuse.

DEFINITIONS:

Sexual Abuse: Sexual abuse takes the form of inappropriate sexual contact or interaction for
the gratification of the actor. Sexual abuse includes sexual assault, exploitation, molestation
orinjury. It does not include sexual harassment, which is another form of behavior prohibited

by the City.

PROCEDURES:

1.

Possible Signs of Sexual Abuse. There are a number of “red flags™ that suggest someone is
being sexually abused. Signs of sexual abuse may take the form of physical or behavioral

evidence.

Reporting Procedure.

A

Any representative of the City who learns of sexual abuse being committed in the workplace
or at any activity sponsored by the City must immediately report it to his or her department
head and to the Human Resources Division. Representatives of the City may include
employees, elected officials, volunteers and instructors and coaches.

If the victim is an adult other than an elderly adult (age 60 or over), the Human Resources
Manager or designee must immediately report the abuse to the police. If the victim is an
elderly adult or child, the Human Resources Manager or designee must immediately report
the abuse to the DHS Abuse Hotline at 1-800-362-2178. If the elderly adult or child is in
imminent danger the Human Resources Manager or designee must immediately call 911.
The Human Resources Manager shall immediately notify appropriate family members of the
victim of suspected child abuse.

Investigation and Follow Up.

A. The City takes allegations of sexual abuse seriously. If an allegation is reported against a

City employee, elected official or volunteer, the City will promptly, thoroughly and impattially
investigate to determine whether there is a reasonable basis to believe that sexual abuse
has been committed. The City investigation may be undertaken by an internal team or the
City may hire an independent third party. The City will cooperate fully with any investigation
conducted by law enforcement or regulatory agencies, and the City may refer the complaint
and the result of its own investigation to those agencies. The City reserves the right to place
the subject of the investigation on an involuntary leave of absence or reassign that person to
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responsibilities that do not involve personal contact with individuals. To the fullest extent
possible, but consistent with the City's legal obligation to report suspected abuse to
appropriate authorities, the City will endeavor to keep the identities of the alleged victims and
investigation subject confidential, as allowed by law.

B. Ifthe investigation substantiates the allegation, this policy allows the City to impose discipline,
up to and including termination of employment.

4. Retaliation Prohibited.

A. The City prohibits retaliation against anyone who in good faith reports sexual abuse, alleges
that sexual abuse is being committed or participates in the investigation of alleged abuse.
Intentionally false or malicious accusations of sexual abuse are prohibited.

B. Anyone who improperly retaliates against an individual who has made a good-faith allegation
of sexual abuse, or intentionally provides false information to that effect, will be subject to
discipline, up to and including termination of employment.

ADOPTED / AMENDED: 12/19/22
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CFD 2124: Personnel Policy — Office of Ombudsman

Approved January 6, 2020 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the policy of the City of Cedar Falls that all employees and officials are encouraged to disclose,
to the extent not expressly prohibited by law, improper governmental actions. Every employee and
official has the right to report to the State Ombudsman information concerning an alleged improper
governmental action.

DEFINITIONS:

e Improper Government Action: Any action by an employee or official in the performance of their
duties that:

A. ls in violation of any federal, state or local law or rule;

B. Is an abuse of authority;

C. Is of substantial and specific danger to the public health or safety;
D. Is a gross waste of public funds.

Improper government action does not include personnel actions, including, but not limited to,
employee grievances, complaints, appointments, promotions, transfers, assignments,
reassignments, reinstatements, restorations, reemployments, performance evaluations,
reductions in pay, dismissals, suspensions, demotions, violations of applicable collective
bargaining and civil service laws, alleged labor agreement violations, reprimands, or any other
personnel action taken under authority of state law.

PROCEDURES:

1. It is the purpose of this policy to provide employees and City officials with a means by which to
report improper governmental action, to protect those employees and officials who make good-
faith reports to appropriate governmental bodies and to ensure that there will be no retaliation
for having made such reports.

2 Pursuant to the lowa Ombudsman Act, lowa Code Chapter 2C, the State Ombudsman’s Office
has authority to investigate complaints about improper action or inaction taken by governmental
entities. The State Ombudsman’s Office is a non-partisan agency and can be contacted in any
of the following ways:

Telephone Write or Visit

(515) 281-3592 Office of Ombudsman
(888) 426-6283 (toll-free nationwide) Ola Babcock Miller Building
(515) 242-6007 (fax) 1112 East Grand
(515)242-50654 (TTY — Teletypewriter) Des Moines, lowa 50319

Email: ombudsman@legis.iowa.gov

ADOPTED / AMENDED: 1/6/20
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CFD 2151: Personnel Policy — Pay Procedures
Approved June 1, 2015 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the policy of the City of Cedar Falls to pay employees by check or direct deposit on a regular
basis and in a manner so that the amount, method, and timing of wage payments comply with any
applicable laws or regulations.

PROCEDURES:

1.

General Guidance.

A. Direct deposit is required for all employees except Seasonal and those exempt by a

collective bargaining agreement. Employees will be paid on a bi-weekly basis every other
Friday. If the regular payday occurs on a holiday, employees will be paid on the last
working day of the Financial Services Division before the regular payday.

B. Paychecks and pay stub will be available for the Department Directors or their designee to

pick up in the Financial Services Division at 8:00 a.m. of payday, or as specified by union
contract.

. Employees on each payday will receive, in addition to their check or direct deposit stub, a

statement showing gross pay, deductions, net pay, and benefit accrual information. It is the
responsibility of the employee to periodically review their accruals to ensure they are in
agreement with the information. State and Federal taxes, as well as pension withholdings
required by Federal and lowa law, will be deducted automatically. No other deductions will
be made unless required or allowed by law, contract, or employee obligation, such as
garnishments. Employees may elect to have additional deductions taken from their pay
only if they authorize the deductions in writing and it is approved by the Financial Services
Division.

. Employees who discover a mistake in their paycheck, lose their paycheck, or have it stolen

should notify the Financial Services Division immediately. In the case of mistake on the part
of Finance, the error will be remedied promptly. |f the mistake was on the part of the
employee, it will be corrected on the next paycheck. In the case of loss or theft, the
Financial Services Division will attempt to stop payment on the check and reissue a new
one to the employee. However, the employee is solely responsible for the monetary loss,
and the City cannot be responsible for the loss or theft of a check if it cannot stop payment
on the check.

. For policies and procedures regarding on-call and reporting pay, see CFD 2109: Hours of

Work. For policies and procedures governing pay upon termination, see CFD 2113:
Termination of Employment, CFD 2159: Severance Pay and CFD 21 14: Retirement.

F. Annual adjustments to compensation to which employees may be entitled to shall become

effective for the pay period that begins between the dates of June 24 and July 7, inclusive
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of each year. All other adjustments to compensation become effective as approved by the
Division Manager, Department Director, City Administrator, and Finance & Business
Operations Department.

G. Employees should discuss any questions or concerns regarding their rate of pay and/or the
City’s salary administration program with their Supervisor, Division Manager, Department
Director, City Administrator, or Financial Services Division.

H. Employees must sign their individual timesheets. Employees who turn in false timesheets
shall be subject to discipline, up to and including termination.

ADOPTED / AMENDED: 2/13/12, 6/1/15
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CFD 2152: Personnel Policy — Performance Appraisals

Approved March 1, 2019 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls that the job performance of each employee be evaluated
periodically by the employee's Supervisor.

PROCEDURES:

1. Reasons for Appraisal.

A.

Performance appraisals will be completed upon the following occasions:

1). By the end of the first three months on the job as well as at the end of six months of the
probationary period;

2). In conjunction with the annual salary review or on the anniversary date of employment;
3). When the employee is transferred or promoted to a new job;

4). When the employee is given a new assignment under a new Supervisor, the previous
Supervisor will complete an appraisal unless the new Supervisor has held direct
supervision over the employee for at least 60 days;

5). At the time of the employee's termination, if a disciplinary or termination report is not
prepared; and,

6). When a reduction in staff is necessary.

If a performance appraisal has been completed within one month of the above occasions, a
new appraisal does not have to be completed, except in cases involving discipline or
termination.

2. General Guidance.

A

Factors to be considered include the experience and training of the employee, the job
classification, and the employee's attainment of previously set objectives and goals. Other
factors that should be considered include, but are not limited to, knowledge of the job,
quality and quantity of work, promptness in completing assignments, cooperation, initiative,
reliability, attendance, judgment, conduct, public relations, and acceptance of responsibility.

The written appraisal should include the Supervisor's comments and recommendations, an
action plan for the employee, and performance goals for the next evaluation period.

Department Directors (or City Administrator for directors) will review each Supervisor's
written evaluation to help assure that the evaluation has been properly completed in as fair
and objective a manner as possible.
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D. The Supervisor and employee must meet and discuss the evaluation, assess the
employee's strengths and weaknesses in a constructive manner, and set objectives and
goals for the period ahead. The employee will be given the opportunity to examine the
evaluation and make written comments about any aspect of it. Following the appraisal
meeting, the employee shall acknowledge receipt of a copy of the written evaluation by
signing the document. Signing the written evaluation form does not necessarily imply that
the employee agrees with the evaluation results, but simply indicates the employee is
aware of the rating given and discussed the evaluation with the Supervisor. The Supervisor
must sign the written evaluation form and forward it to the Finance & Business Operations
Department to review for completeness and inclusion in the employee's personnel file.

E. Employee request for review.

1). In addition to adding written comments to their performance appraisal, employees may
request a review. (Written evaluations are not subject to the grievance procedure.)

2). Written comments by employees shall become part of the performance appraisal.

3). Stage one of the review process shall be with the Division Manager. Such a request for
stage one review shall be made in writing to the reviewing authority within seven (7)
calendar days from the initial supervisor meeting in which the appraisal was discussed.
Stage two of the review process shall be with the Department Director, stage three with
the City Administrator, and stage four with the Mayor. All requests for review past stage
one shall be made in writing within seven (7) calendar days from the decision of the
reviewing authority at the previous stage.

4). Failure to meet the deadlines established in this policy shall be deemed a waiver of
performance appraisal review. If the employee requesting the review is a Division
Manager, the review process shall begin with the Department Director.

5). At any stage in the review process, the reviewing authority may make notations to the
evaluation to address disputed facts or unfair and improper administration of the
evaluation instrument.

F. Information derived from the performance appraisal may be one factor which is considered
when making decisions affecting training, pay, promotion, transfer, or continued
employment. Any compensation decisions will be based on performance, the employee’s
salary within their own pay range, and budget considerations.

G. Employees who are employed in shared positions or in different capacities between
different departments or divisions will receive two scores on the respective performance
appraisals. The scores will be averaged on a pro rata basis and compensation will be
determined by the prorated score.

H. The Procedures discussed in this Policy are only guidelines. The City may, in its sole
discretion, modify or revoke them in whole or in part at any time. Therefore, these
procedures are not a promise or contract, express or implied, and the City retains the right
to determine whether and how they will be applied, depending on the circumstances. These
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Procedures do not guarantee employment for any length of time, nor do they guarantee
annual compensation raises. Compensation decisions will be based on performance, salary

pay ranges and budgetary considerations.

ADOPTED / AMENDED: 1/1/08, 6/1/15, 3/1/19
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CFD 2153: Personnel Policy — Salary Administration
Approved June 1, 2015 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the policy of the City of Cedar Falls to pay compensation that is nondiscriminatory and
competitive. However, all compensation policy decisions must consider the City’s overall financial
condition and competitive position in the job market.

PROCEDURES:

1. General Guidance.

A

The Financial Services Division is responsible for coordinating the continuing internal
review of all compensation and for making sure that each job is evaluated and assigned a
job code and salary range. This review should determine whether compensation accurately
and fairly reflects each individual's responsibilities and performance. Council review and
approval will be obtained before implementing any new or revised pay plan.

The Financial Services Division will, when considered appropriate, participate in or conduct
compensation surveys covering other employers with similar jobs. This and other available
information should be used to help set pay policy and to determine the relative competitive
position of the City’s pay structure.

New employees generally will be hired at the starting rate assigned to their job range.
Supervisors may recommend higher or lower starting rates depending on an applicant’s
experience or skill level or other competitive considerations. These recommendations must
be reviewed and approved before implementation by the appropriate Department Director
and the Financial Services Division.

Supervisors are responsible for conducting a performance evaluation with each employee
at least annually. Compensation decisions will be based on performance, the employee’s
salary within their own pay range, and budget considerations (see also CFD 2154:
Performance-Based (Merit) Pay).

Supervisors, when conducting performance evaluations, should show employees the
relationship between pay and performance, length of service, and other significant factors.
In addition, supervisors should make clear that overall compensation includes many
noncash benefits, such as, vacations, holidays, sick leave, bereavement leave, military
leave, and jury duty, and that the City contributes to FICA, Medicare, health insurance, life
insurance, long term disability, workers compensation and pension benefits on behalf of
each employee.

Employees who have questions about the City's salary administration and benefits program
should direct their concern to their supervisor, department director, or the Financial
Services Division.
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ADOPTED / AMENDED: 6/1/15
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CFD 2154: Personnel Policy — Performance-Based (Merit) Pay

Approved June 1, 2015 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the policy of the City of Cedar Falls to provide performance-based pay to all non-union full-time
employees and all non-union part-time employees (excluding part-time employees that are
classified as seasonal and/or special purpose).

PROCEDURES:

1. General Guidance.

A

The Department of Finance & Business Operations is responsible for annually collecting the
performance ratings for each employee from all Department Directors and from the City
Administrator for the directors.

An employee’s performance-based pay increase is based on several factors: their position
in their pay band, the performance rating received by their supervisor, and the performance
rating of all other eligible employees in their department.

A matrix for each department is developed by the Department of Finance & Business
Operations and is based on the factors outlined in (2) and an average is calculated for each
matrix. The results of the matrix generate the amount of percentage increase for each
eligible employee.

New employees who are eligible for performance-based pay, but who begin employment
subsequent to February 1, will not be eligible immediately for a performance-based pay
increase. These employees will normally receive the average increase used in the matrix,
unless other increases are outlined in their terms for employment. The employee will then
be eligible for a performance base increase the subsequent fiscal year.

Employees who are above the maximum rate of their pay band will not receive their
performance-based pay increase and will remain “frozen” until their pay rate falls within the
range of their respective pay band.

Employees who are at or near the maximum rate of their pay band will receive their
performance-based pay increase. However, their rate of pay will only be increased to the
maximum rate of their respective pay band.

Employees who are below the minimum rate of their pay band will first have their rate of
pay increased to the minimum rate and then receive their performance-based pay increase
based on the new minimum rate.

ADOPTED / AMENDED: 6/1/15
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CFD 2155: Personnel Policy — Job Classification
Approved June 1, 2015 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls to maintain a system for classification and compensation
of its employees in order to establish a consistent basis for measuring and ranking the relative

worth of each job.

PROCEDURES:

1. General Guidance.

A

The Department of Finance & Business Operations is responsible for developing and
administering the job classification program.

Written job classifications will be prepared and maintained for each full-time and part-time
position in the City. Each job will be evaluated and ranked using a standardized rating
system that measures the job content and/or worth of the job in the internal workplace and
external marketplace.

All existing jobs are to be assigned a grade or classification based on their relative worth as
determined by the evaluation.

Each grade or classification has a salary range assigned to it and provides for a spread
from the minimum to a maximum rate. Employee compensation within any labor grade or
classification is based on factors such as merit, performance, experience, length of service,
and external market factors.

The Department of Finance & Business Operations should evaluate all new positions and
review on a periodic basis all job classifications and evaluate to assure that they accurately
reflect current conditions.

When employees are reclassified and their new salary range is lower than their preceding
salary range, the employee’s pay shall be frozen until their new job classification salary
range is risen to the level of the frozen pay rate.

ADOPTED / AMENDED: 6/1/15
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CFD 2156: Personnel Policy — Acting and Temporary Positions

Approved March 1, 2019 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the policy of the City of Cedar Falls to establish pay and benefit procedures for employees who
temporarily serve in an acting capacity in a full-time or a permanent part time job classification due
to a position vacancy. Such acting positions shall be effective after serving in the position for a
period longer than 20 calendar days.

PROCEDURES:

1. General Guidance.

A

In the event of a full-time or permanent part time position vacancy caused by a resignation,
termination, death, leave of absence, or otherwise, an employee may be temporarily
assigned to the duties of a higher position, at the sole discretion of management.

Employees serving in an acting capacity due to a full-time or permanent part time position
vacancy shall be reclassified to an interim position and be paid at the minimum pay rate of
the pay band of the acting or interim position or 3% higher than the employee’s former pay
rate, whichever is greater, beginning with the 21st calendar day that the employee serves
in the acting capacity. Upon completion of the interim position, the employee’s pay rate
shall return to the employee’s former pay rate unless a pay increase to the employee'’s
original position was experienced during the period that the employee was serving in the
interim position.

Employees temporarily serving in a lower job classification shall not have pay decreased.

Employees serving in the acting capacity for longer than 90 days shall receive applicable
benefits and prorated benefit time, as governed by applicable policies and benefit plans.

The applicable provisions of a collective bargaining agreement shall exclusively govern for
any employees who are temporarily assigned to the duties of a higher position and who are
otherwise covered by the collective bargaining agreement.

Employees serving in an acting capacity and then who are selected into that new position,
their probationary period (in accordance with CFD 2106: Probationary Period) shall begin
on the date they enter into the new permanent position. In addition, if an employee is
placed into an acting position during their initial probationary period, the probationary period
time will be extended to include the time in the acting position.

If employment ends for any reason while an employee is serving in an interim or acting
position, post-termination payment of wages, salary and benefits shall be based upon the
employee’s permanent positon rate of pay and not the acting or interim rate of pay.

ADOPTED / AMENDED: 1/01/09, 6/01/15, 3/1/19
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CFD 2157: Personnel Policy - Overtime

Approved January 3, 2023 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

Item 11.

It is the Policy of the City of Cedar Falls to pay overtime to non-exempt hourly employees when
appropriate and required by the law. The provisions of any applicable collective bargaining

agreements shall apply and this policy shall not apply for any bargaining unit employees.
PROCEDURES:

1. Overtime Rates. Non-exempt employees will be paid for overtime work as follows:

A. Holiday Rates: When an employee, not a shift worker, is called to work on a day being
observed by the City as a holiday, and the employee is not otherwise scheduled to
work, they shall be paid time and one-half for the time worked. Such pay shall be in

addition to holiday pay (see also CFD 2253: Holidays).

B. Overtime/Work Week: Employees shall receive time and one-half for hours worked
beyond 40 hours in a work week. Holidays, other than “floating holidays,” shall be
included as “time worked” for purposes of calculating the 40 hours. Sick leave, workers’
compensation time off, vacation, floating holidays, and comp time are not included as
“time worked” for purposes of calculating the 40 hours. Employees will not be paid
overtime for call back, whether prior to or after a shift, until an employee has worked 40

hours in a work week.

C. Continuous Time Worked: Employees shall receive double time for continuous time
worked (including time for meals) after sixteen (16) consecutive hours of work and until

relieved from duties for at least eight (8) consecutive hours.

D. Consecutive Time Worked: Employees having worked sixteen (16) or more consecutive
hours shall be relieved as early as possible, dependent upon service requirements. If
any portion of the relieved period falls within their regular scheduled workday, straight

time pay shall be rendered for those hours.

E. Call to Work on Day Off: When an employee is called to work on a regular day off, they
shall be paid at the overtime rate of time and one-half for the actual hours worked. If an
employee voluntarily postpones a vacation day to work, they shall be paid straight time.
If an employee is provided at least 12 hours notice prior to a planned vacation day or
regular day off that they will be required to postpone the vacation day or regular day off
in order to report to work, they shall be paid straight time. If an employee is provided
with less than 12 hours notice prior to a planned vacation day that they will be required
to postpone the vacation day in order to work, they shall be paid at the overtime rate of

time and one-half for the actual hours worked.
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F. Part-time and seasonal employees in Parks and Public Works Divisions shall be paid

J.

overtime in accordance with this Policy (See §2.2 and 2.3 of Park/Public Works
collective bargaining agreement).

. Exempt Classes: No overtime, or compensatory time off, will be paid to exempt

employees, except as provided for in Comment (J).

. Equally Distributed Overtime: Insofar as practical, all overtime work shall be distributed

equally between regular employees in a classification and approved by the employee’s
Supervisor consistent with official operations.

Compensatory Time Off:

1). In lieu of any paid overtime provision, an employee may, at their election, choose to
apply for compensatory time off. Compensatory time off will be earned at the rate of
time and one-half for all hours worked over forty (40) in a week.

2). Department Directors may limit the amount of accumulated compensatory time off
within their respective departments, subject to the restrictions of maximum
accumulations set forth in Federal law.

3). Requests for compensatory time leave will be granted within a reasonable time so
long as it does not unduly disrupt the departments’ operations.

4). Accrued balances of compensatory time at the termination of employment will be
paid at a rate not less than the average rate received by the employee over the last
three years of employment or the final regular rate, whichever is higher.

Shift Pay:

1). For public safety supervisors assigned to second shift in the police division, they
shall receive additional pay in the amount of $20 per pay period.

2). For public safety supervisors assigned to third shift in the police division, they shall
receive additional pay in the amount of $28 per pay period.

3). For public safety supervisors assigned to the fire division 24-hour shift, effective
January 7, 2023, they shall receive additional pay per pay period based on the
following calculation:

a. Midpoint of pay band x 144 hr. = annual dollar amount / 26 payrolls = bi-weekly
amount

b. Examples of shift pay for public safety supervisors assigned to the fire division
24-hour shift shown below based on FY23 pay band. Should public safety
supervisors switch shifts and/or divisions within a pay period, the shift pay may
be prorated. Note: rates shown in examples may change annually based on pay
band.
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Position

Calculation

Fire Captain ($39.593 x 144 hr. = $5,701.39 (annually) / 26 payrolls = $219.28)

PSS-Lieutenant ($42.644 x 144 hr. = $6140.74 (annually) / 26 payrolls = $236.18)

PSS-Captain ($48.737 x 144 hr. = $7018.13 (annually / 26 payrolls = $269.93)

K. Extra Pay for Catastrophic Events, Natural Disasters, and Exigent Circumstances:

1).

In the event grants are available, or there is a catastrophic event, natural disaster or
other exigent circumstances that necessitate exempt employees working
extraordinary hours, extra pay, which may or may not be computed on a time and a
half basis, may be paid to these exempt employees, upon City Council approval.

. Considerations by City Council will include, but are not limited to, whether the

expense of the extra pay is reimbursable by the Federal Emergency Management
Agency or some other governmental reimbursement program as well as the nature
of the exigent circumstances and the duration of such events or circumstances.

2. Checking E-mail during off work hours. Employees are not allowed to check email
during off work hours unless a supervisor has approved such practice in advance and

agreed to pay overtime.

ADOPTED / AMENDED: 1/1/05, 1/1/09,1/23/12, 1/3/19, 1/6/20, 1/3/23
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CFD 2158: Personnel Policy — Longevity Pay
Approved January 1, 2005 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council
POLICY:
It is the policy of the City of Cedar Falls to provide longevity pay for all full-time employees.
PROCEDURES:

1. General Guidance.

A. All full-time employees shall receive longevity pay in accordance with the following schedule:

Years of Continuous Service $/Month
0 through 4 years None
5 through 7 years 15.00
8 through 10 years 25.00
11 through 13 years 35.00
14 through 16 years 45.00
17 through 19 years 55.00
20 through 22 years 65.00
23 through 25 years 75.00
26 through 28 years 85.00
29 through 31 years 95.00
32 through 34 years 105.00
35 years and over 115.00

B. For part-time employees who go to full-time status, longevity pay is not paid until after the
employee has been a full-time employee for a full four years.

C. Former union employees who are promoted to non-union management positions shall be
given credit for all years of full-time service with the City.

ADOPTED / AMENDED: 1/1/05
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CFD 2159: Personnel Policy — Severance Pay
Approved March 7, 2022 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council
POLICY:

It is the Policy of the City of Cedar Falls to provide severance pay to qualifying terminating
employees in accordance with the below guidelines.

PROCEDURES:
1. General Guidance.

A. Employees hired on or before July 1, 1983, have the sick leave severance program they
elected in writing and filed with the Financial Services Division. Non-union employees hired
on or before July 1, 1983, have the option to elect the formula set forth in Comment #2 by
filing a written election with the Financial Services Division no later than June 30, 2004.

B. Full-time employees hired after July 1, 1983, and before July 1, 1989, will be paid for
unused sick leave remaining as of their termination date using the following formula:

1). 0 — 720 hours remaining: No severance pay

2). More than 720 hours but equal to or less than 1440 hours remaining: 100% payment for
the hours remaining over 720 hours up to a maximum of 1440 hours

3). More than 1440 hours remaining: 50% payment for the remaining hours
4). Example: 400 hours remaining equals No severance pay

5). Example: 1200 hours remaining equals 480 hours of severance pay: (1200 - 720 = 480
x 100% = 480)

6). Example: 2000 hours remaining equals 1000 hours of severance pay: (50% x 2000 =
1000)

C. A “day’ of unused sick leave for 8-hour work day employees is equal to 8 hours for
purposes of this policy.

D. A “day” of unused sick leave for less than 8-hour work day employees is equal to the hours
normally worked for purposes of this policy.

E. A “day” of unused sick leave for more than 8 hour work day employees is equal to 8 hours
for purposes of this policy. This would include eligible 24 hour shift employees.

F. Employees hired after July 1, 1989 are not eligible for any sick leave severance benefits to
be paid to them in cash. However, effective July 1, 2004, employees hired after July 1,
1989 who are non-union, and who have given timely written notice of resignation or
retirement in accordance with CFD 2113: Termination of Employment and CFD 2114:
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Retirement, shall be eligible to use any sick leave accruals remaining after application of
the formula set forth in Paragraph B for future medical insurance premiums for the
employee and, if eligible, the employee’s spouse and/or children. For purposes of this
policy the term “medical insurance” shall include group health and prescription coverage,
but not dental, vision, or any other coverage. Also for purposes of this policy, initial and
continued eligibility for payment of future medical insurance premiums for the employee’s
spouse and children is determined in the same way as eligibility for coverage is determined
according to the terms of the City’s group medical insurance policy in effect at the time
eligibility is being determined. Any payments for medical insurance premiums shall be
made in accordance with any IRS publications and regulations in effect at the time of the
employee’s severance. Any payments or reimbursements shall be made in accordance
with the Accounting Policies and Procedures of the Financial Services Division.

G. Part-time employees shall be eligible for sick leave severance calculated in accordance
with the formula set forth in Paragraph B above, but such eligible part-time employees shall
be paid for remaining sick leave in a lump sum cash payment, and not payment for medical
insurance premiums.

H. Any sick leave casual day that was earned within one year of termination shall be forfeited
upon termination. Employees are not eligible for any sick leave casual day benefits
effective July 1, 2004.

I. Employees who have completed the probationary period shall receive their accrued
vacation time benefits on the basis of the number of days accrued on a pro-rata basis of
time worked during the fiscal year. However, new employees will not receive accrued
vacation benefits if they leave City employment prior to their one-year anniversary (see also
CFD 2256: Vacations).

J. Employees who have completed the probationary period shall receive any accrued floating
holiday pay on the basis of the number of days accrued on a pro-rata basis of time worked
during the fiscal year.

K. Non-exempt employees shall receive compensation for any unused, accrued compensatory
time.

L. Any benefit time off which is used in excess of that which is earned or accrued at the time
of termination shall be paid back to the City by deduction from the final paycheck or will be
billed to the terminating employee and shall be paid back to the City no later than 10 days
from receipt of final paycheck.

M. All severance benefits of an eligible employee or former employee that have been earned
but not used at the time of the employee or former employee’s death shall be paid to the
employee's estate.

N. Employees may elect to split their severance payment between two tax years or have it
held in escrow for payment of benefits as allowed by Federal law and in accordance with
any plans which may be implemented by the City.

201




CFD 2159.23: Personnel Policy — Severance Pay CITY OF CEDAR FALLS, IOWA | Page 3¢ Item 11.

0. Benefit plan termination options will be discussed with the Financial Services Division
during the employee’s pre-departure meeting.

P. Employees may receive a severance estimate once per calendar year upon request to the
Financial Services Division.

Q. Employees whose status changes from part-time to full-time shall be credited with the sick
days earned while part-time. Employees whose status changes from full-time to part-time
shall be paid in a lump sum under the formula in Paragraph B above if eligible, and such
payment shall include sick days earned while working full-time. Employees whose status
changes from union member to non-union member shall be credited with sick days earned
while a union member.

R. Employees shall be required to show reasonable proof of medical insurance as required by
the Financial Services Division in order to be reimbursed.

ADOPTED / AMENDED: 3/22/04, 6/1/15, 7/18/16, 3/1/19, 1/6/20, 3/7/22
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CFD 2201: Personnel Policies — Auto, Vehicle, and Equipment

Usage and Driving
Approved January 6, 2020 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls to provide vehicles for business use, to allow employees
and elected and appointed officials to drive on City business, to reimburse for business use of
personal vehicles, and to maintain standards for safety according to the guidelines below.
“Vehicles” for purposes of this policy includes “automobile” and “equipment.”

PROCEDURES:

1. Vehicle Usage in General.

A

Employees may not drive vehicles for City business without the prior approval of their
supervisor. Before approving a driver, the supervisor must check the employee's driving
record, verify the existence of a valid driver's license, and make sure the employee is
eligible for coverage under any applicable City insurance.

Employees holding jobs designated as requiring regular driving for business as a condition
of employment must be able to meet the driver approval standards of this policy at all
times. In addition, such employees must inform their supervisors of any changes that may
affect their ability to meet the standards of this policy. For all other jobs, driving is
considered only an incidental function of the position.

City vehicles will be assigned to those departments which have demonstrated a continuing
need for them. Additional vehicles are maintained in a motor pool for use as needed.
Rental cars also may be used by employees traveling out-of-town on City business, subject
to supervisory approval.

Employees who need transportation in the course of their normal work may be assigned a
City vehicle for their use. Employees who may be assigned a City vehicle include: City
Administrator, Fire Chief, Community Development Director, Police Chief, Assistant Police
Chief, Public Safety Services Director, Public Works Director, Recreation & Programs
Division Manager, Operations and Maintenance Division Manager, Water Reclamation
Division Manager, Sanitation Section Supervisor, Street Section Supervisor, Fleet
Maintenance Supervisor, Waste Water Treatment Plant Supervisor, Finance & Business
Operations Director, Park Section Supervisor, Traffic Operations Supervisor and Building
Maintenance Supervisor. All other employees needing transportation for City business may
use vehicles assigned to their department or those drawn from the motor pool. As a last
alternative, when no City vehicles are available, employees may use their own vehicles for
business purposes, but only with the prior approval of their supervisor.

Employees who drive a vehicle on City business must, in addition to meeting the approval
requirements above, exercise due diligence to drive safely and to maintain security of the
vehicle and its contents. Drivers also must make sure that the vehicle meets any City or
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legal standards for insurance, maintenance, and safety. Employees are responsible for any
driving infractions or fines as a result of their driving.

F. Employees are not permitted, under any circumstances, to operate a City vehicle, or a
personal vehicle for City business, when any physical or mental impairment causes the
employee to be unable to drive safely. This prohibition includes, but is not limited to,
circumstances in which the employee is temporarily unable to operate a vehicle safely or
legally because of iliness, medication, or intoxication.

G. To the extent possible, employees should avoid use of cellular phones, mobile devices,
DVD players, laptops, ear buds, head phones, or other electronic devices, while driving and
operating City vehicles and equipment. When a cellular phone or mobile device must be
used, employees should pull over to the side of the road until the call and/or message is
completed. In the alternative, employees should use hands-free cellular phone or mobile
devices. There shall be no texting or sending electronic messages by employees while
driving and operating City vehicles and equipment.

H. There shall be no smoking in City vehicles.

|.  Employees may not use City vehicles for non-business purposes except when such use is
incidental to the business purpose such as when on or near the route of a business
purpose, or for an authorized break, or with prior approval of the Department Director.

J. Employees driving on City business may claim reimbursement for parking fees and tolls
actually incurred. In addition, employees driving City vehicles may claim reimbursement for
gasoline, and other expenses directly incurred for business purposes. These claims shall
be documented by presenting cash receipts to the Financial Services Division.

K. Employees must obtain approval from their Department Director to use their personal
vehicles for approved business purposes. Upon approval, the employee shall be required
to sign a waiver related to the use of the employee’s personal vehicle for city business.
Employees may be allowed mileage reimbursement, if applicable, upon approval by the
Department Director (or City Administrator for directors). If mileage reimbursement is
approved it will be equal to the Internal Revenue Service maximum mileage allowance for
the use. If an employee is given a mileage allowance, the mileage shall be computed from
the point of departure or the employee’s work site, whichever is closest to the point of
destination. Employees will not be reimbursed for any expenses incurred while driving
personal vehicles to and from work. Mileage incurred while using the employee’s personal
vehicle for health care visits in connection with workers compensation, short or long term
disability, or police and firefighter disability claims, are not considered city business for
purposes of this policy.

L. Employees must report any accident, theft, or damage involving a City vehicle or a personal
vehicle used on City business to their supervisor and the Legal Services Division,
regardless of the extent of damage or lack of injuries. Such reports must be made
immediately or as soon as possible after the incident. Employees are expected to
cooperate fully with authorities in the event of an accident. However, they should not make
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any statements other than in reply to questions of investigating officers. See Comment #4.

M. Time spent by nonexempt employees (those subject to the wage and hour provisions of the
Fair Labor Standards Act) in driving a City or personal vehicle on City business during
normal working hours (excluding traveling to and from work at the beginning and end of the
workday) is considered hours worked for pay purposes.

N. Non-City employees are not authorized to drive City vehicles. Non-City employees may be
a passenger in City vehicles for the purpose of conducting City business and with the prior
approval of the Department Director (see also CFD 2203: Travel).

2 Traffic Citations and Operation of City-owned Vehicles. Federal, State and local laws
control traffic on the public roads. These laws control what drivers are required to do as they
relate to moving traffic, safety and weights and measures when operating City vehicles. This
policy is intended to ensure compliance with these laws and the safe handling and operating of
City vehicles and to fix responsibility for the payment of traffic citations.

A. Management Responsibility:

1). The Directors of each department whose employees operate City-owned vehicles shall
provide to their respective employees, who at any time operate City-owned vehicles, all
equipment and training which is necessary to ensure the safe and lawful operation of all
City-owned vehicles by such employees.

2). The Director of Public Works Department shall ensure that each City-owned vehicle
which can only be operated by a person with a commercial driver's license (CDL) to be
clearly marked in the driver's compartment of each vehicle. The Directors shall ensure
that each vehicle subject to weight restrictions shall have the weight restrictions clearly
marked in the driver's compartment of the vehicle and on the outside of the vehicle in a
conspicuous place. This posting of the weight restriction shall constitute notice to all city
employees that the vehicle shall at no time be operated on the public streets or
highways in excess of the maximum gross weight restrictions marked in and on the
vehicle. These Directors shall be responsible to advise all city employees in their
respective departments that the operator of the vehicle is responsible for obeying all
laws pertaining to the safe operation of the vehicle, for use of all required safety
equipment, and for strict compliance with all laws or regulations pertaining to weight
restrictions with respect to such vehicles. These Directors shall be responsible for
informing all city employees in their respective departments that the operator of a
vehicle is responsible for any fines, surcharges and court costs which are imposed as a
result of any convictions for any traffic citations issued to the driver when the driver is
operating a City-owned vehicle on the public streets or highways in violation of law or
the provisions of this policy.

3). The Directors of each department shall ensure that all drivers of City-owned vehicles
subject to gross weight restrictions shall be given the opportunity to weigh such vehicles
prior to the vehicles being operated on public streets or highways. The weighing of
vehicles shall include the use of portable scales, transfer station scales, or private
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scales at quarries or co-ops, prior to the vehicles being operated on the public streets or
highways.

B. Supervisor & Mechanic Responsibilities:

1).

2).

All supervisors in the Public Work Departmenrt shall be responsible for training all
drivers of City-owned vehicles in the proper method of weighing vehicles subject to
weight restrictions, use of scales, and inspection of vehicles for safety and equipment
violations.

No supervisor or mechanic shall knowingly allow a City employee to operate a City-
owned vehicle in violation of the law. If a supervisor directs a driver to operate a City-
owned vehicle knowing that such vehicle is in violation of the law, the supervisor shall
be solely responsible for all fines, surcharges, and costs and any applicable legal fees
resulting from such citations.

. If @ mechanic or supervisor knowingly permits a driver to operate a City-owned vehicle

in violation of the law, such supervisor or mechanic shall be responsible, along with the
driver, for all fines, surcharges, costs and any applicable legal fees resulting from such
citation.

C. Driver Responsibilities:

1).

3).

Each City employee who operates any City-owned vehicle in the course of their duties
as a City employee shall be properly licensed by the State of lowa for the use of the
specific vehicle being operated, including having a valid commercial driver's license
(CDL), if applicable.

. Each City employee shall obey all traffic laws and regulations at all times when

operating any City-owned vehicle.

Each City employee shall conduct daily inspections of any City-owned vehicle prior to
its use, with such inspection to be documented in accordance with applicable
departmental policies and procedures. Each City employee is responsible for
immediately notifying his or her supervisor or mechanic of any equipment or safety
malfunctions or defects in the vehicle which violate federal, state or local laws, prior to
the vehicle being operated. If a city employee fails to conduct the required inspection or
fails to report any malfunctions or defects, the employee shall be responsible for any
fines, surcharges and costs, and any applicable legal fees, which result from citations
issued for any such safety malfunctions or defects.

. If a City employee is issued a citation for a traffic, over-weight or equipment violation,

the employee shall immediately notify their supervisor of the issuance of the citation.
The City reserves the right to impose disciplinary action, up to and including dismissal,
for violations of this policy by any City employee. The facts and circumstances of each
case shall be reviewed by management and the Risk Management Committee, along
with the work record of the employee, in considering what appropriate disciplinary
action should be taken with respect to such violation.
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5). No City employee shall operate any City-owned vehicle in violation of weight restrictions
which are marked in or on any City-owned vehicle. It shall be the responsibility of the
driver to ensure that the vehicle is not operated on a public street or highway in excess
of the legal weight limitations. Each City employee who operates a vehicle subject to
weight limitations shall be responsible for weighing of the vehicle prior to operating the
vehicle on a public street or highway, in order to ensure full compliance with all
applicable laws. If a City employee is cited for a traffic violation or overweight violation,
all fines, surcharges, court costs, along with any applicable legal fees, if any, shall be
the responsibility of the operator.

6). A refusal by a City employee to operate a vehicle contrary to law shall not subject the
employee to any disciplinary action.

7). Each City employee who operates City-owned vehicles, each mechanic who works on
City-owned vehicles, and each supervisor having supervisory authority over City
employees who operate vehicles, shall be required to acknowledge in writing that they
have been given a copy of this policy, that the employee has been trained in conducting
safety inspections, and has been given training necessary to ensure safe and lawful
operation of all City-owned vehicles. For new employees, this policy shall be
implemented with respect to such employee prior to that employee being directed to
operate any City-owned vehicle.

3. Driving Record. The City is participating in a self-insured retention program for losses incurred
as part of daily operations. One of the biggest areas of loss exposure is in vehicle operations.
Driving City vehicles involves considerable responsibility and will be monitored accordingly.
Drivers are expected to perform in a safe manner, and to maintain a current license and a good
driving record that is deemed insurable. Driving habits off the job reflect an overall approach
and a general attitude toward driving. Courts have held public entities liable for damages and
injuries to third parties, if the jurisdiction knew or should have known that the employee was an
unfit driver. This policy establishes both a pre-employment and an annual monitoring program
of employee driving records.

A. Prospective employees who will be required to drive as part of their duties will have driving
records reviewed as a condition of employment. Those required to have a chauffeur's
license or commercial driver's license (CDL) must maintain the license as a condition of
continued employment.

B. All employees will have their driving record reviewed on a calendar year basis. The review
will examine the employee’s driving history and determine insurability in conjunction with
information provided by the City insurance advisor.

C. Employee driving records will be kept as part of the personnel file and shall be confidential.
Exceptions to this will be in the case where department/division heads must counsel and
alert employees as to the seriousness of their driving violations. Driving related training will
be mandatory and training attendance records will be kept in employee personnel files.

D. Violations recorded during the period under review will be examined as to frequency and
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severity and will be handled as listed under the criteria for discipline section.

Any employee who must be licensed to drive as part of their essential job duties shall be
subject to immediate discharge for the loss of driving privileges or the loss of insurability.
Rulings on work permits will be made by Risk Management Committee. Employees must
immediately report any loss of driving privileges or pending/potential loss of driving
privileges to their supervisor. If it is in the City’s best interest and if work conditions permit,
employees may be given unpaid administrative leave for a maximum of 90-180 days until
the employee is able to return to work with driving privileges restored. Employees on
unpaid administrative leave for this purpose may use accrued benefit time off (vacation and
compensatory time).

4. Motor Vehicle Accidents Discipline.

A

Driving City vehicles involves considerable responsibility and will be monitored closely.
Drivers are expected to perform in a safe manner and to maintain a current license. Drivers
must maintain a good driving record that is deemed insurable.

The purpose of this policy is to establish general guidelines for issuing discipline when
accidents occur while employees are driving in the course of their duties.

. All accidents, regardless of whether another person or vehicle is involved, must be

immediately reported by the employee to their immediate supervisor.

. All accidents that occur while an employee is on City business, regardless of whether

employee was in a personal vehicle or City vehicle, must be reported by the employee to
their immediate supervisor.

Employees must immediately call the police if:

1). The accident involves another person, either as a pedestrian, bicyclist, driver or
passenger in a vehicle, regardless of the extent of the property damaged or whether
there are any claimed injuries;

2). The accident involves damage to another person’s property, regardless of the amount
of damage;

3). The accident involves damage to City property if the amount of damage appears to be
in the amount of $1,000 or more.

Discipline, up to and including discharge, will be given depending upon the circumstances.
Factors to be considered include, but are not limited to:

1). Whether the accident or damage occurred in the normal course of the employee’s job
duties and is a result of carrying out those duties in a reasonable manner.

2). The extent to which the accident was preventable.

3). Whether other persons were placed in danger.
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4). The employee’s disciplinary history and driving record while employed with the City.
5). Whether safety rules were violated.

6). The extent to which the employee’s actions constituted negligence, recklessness,
inattentiveness or carelessness.

7). Whether a traffic ticket was issued is not a dispositive factor in determining whether
discipline will be given.

8). Whether the accident was caused by unavoidable circumstances not under the control
of the employee.

G. The above statements are guidelines only when considering appropriate discipline. The City
reserves the right to take appropriate action, up to and including discharge, when the
conduct, behavior or reputation of the employee is such that the presence of the employee
in the workforce is not in the best interest of the City.

5. Volunteers, Elected and Appointed Officials Driving for City Business.

A. A volunteer or elected or appointed official for the City may be granted permission to use a
City vehicle for City business under the following conditions:

1). The volunteer or elected or appointed official must be given permission by the
Department Director or City Administrator, as the case may be.

2). Prior to driving a City vehicle the volunteer or elected or appointed official shall allow
the City to make a copy of their driver’s license and upon review the City determines the
volunteer or elected or appointed official has an acceptable driving history.

B. A volunteer or elected or appointed official for the City may be granted permission to use
their personal vehicle for City business under the following conditions:

1). The volunteer or elected or appointed official must be given permission by the
Department Director or City Administrator, as the case may be.

2). Prior to driving a personal vehicle for City business the volunteer or elected or
appointed official must provide the City with a copy of their insurance coverage; allow
the City to make a copy of their driver’s license to determine if the volunteer or elected
or appointed official has an acceptable driving history; and sign a liability waiver.

C. The volunteer or elected or appointed official shall only drive for City business on
assignments or duties directly authorized by the Department Director or City Administrator,
as the case may be. Mileage reimbursement, if applicable, may be paid upon approval. The
terms of this Policy 2201 referring to employees also apply to volunteers and elected and
appointed officials unless by their context they obviously do not apply.

ADOPTED / AMENDED: 1/1/05, 7/1/06, 1/1/08, 2/13/12, 11/12/12,6/1/15, 7/18/16, 3/1/19, 1/6/20
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WAIVER AND INDEMNIFICATION AGREEMENT

|, the undersigned, , an employee of the City of Cedar Falls, lowa (hereinafter
“the City”), acknowledge that | am attending a convention or meeting at i
, on the day of , 20___. | understand that the City is paying

for certain of the costs and expenses associated with my attendance at this meeting or
convention. | also understand that it is the policy of the City that | should use a City-owned
vehicle for transportation to and from this meeting or convention where at all possible. | further
understand that the City is willing to provide a City-owned vehicle to this convention or
meeting, but that | have requested permission to use my own private automobile for personal
reasons, and that the City has agreed to reimburse me for the cost of said travel, if applicable.

In consideration of the City’s agreement to allow me to use my own private automobile for
transportation, and to reimburse my mileage, | hereby release the City and its agents, officers,
employees and insurers, from any and all liability to me and any of my passengers, arising out
of the operation and use by me or my passengers of my private automobile for transportation
purposes to and from the convention or meeting. For myself, and for any passengers claiming
by, through or under me, and our respective assigns, | hereby waive the right to make any
such claim against the City, its agents, employees, or insurers, for any damages arising out of
the operation or use of my vehicle during the trip. | further agree to indemnify and hold the
City, its agents, officers, employees and insurers, harmless against any claims, demands,
costs of action and expenses which the City, its agents, officers, employees and insurers, may
incur as a result of the operation and use of my private automobile for this trip, including, but
not limited to, reasonable attorneys’ fees.

| 'hereby acknowledge that | have carefully read the foregoing Release and Indemnification
Agreement, that | am voluntarily signing the same, and | acknowledge receipt of a copy hereof.

Dated this day of , 20

(Department Director signature)

(Employee signature)
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CEDAR FALLS PUBLIC VOLUNTEER DRIVERS FORM

|, the undersigned, (name),
acknowledge that | have volunteered for the City of Cedar Falls, lowa (hereinafter “the City”).

O | may need to use my own personal vehicle in the course of my volunteer work. In
which case, | hereby release the City and its agents, officers, employees and insurers,
from any and all liability arising out of my use of my personal vehicle for these volunteer
activities. | hereby waive the right to make any such claim against the City, its agents,
employees, or insurers, for any damages arising out of these volunteer activities. |
further agree to indemnify and hold the City, its agents, officers, employees and
insurers, harmless against any claims, demands, costs of action and expenses which
the City, its agents, officers, employees and insurers, may incur as a result of my
volunteer activities with my personal vehicle, including, but not limited to, reasonable
attorneys’ fees.

Q | verify that | am currently a licensed driver in the State of lowa. | have provided the City
with a copy of my driver’s license.

Q | verify that | have proof of insurance on my vehicle. | have provided the City with a
copy of my proof of insurance.

| hereby acknowledge that | have carefully read the foregoing Form, that | am voluntarily
signing the same, and | acknowledge receipt of a copy hereof.

Dated this day of , 20

(Department Director signature) (Volunteer signature)
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CFD 2202: Personnel Policy — Meal Reimbursement
Approved June 1, 2015 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls to provide, pay, or reimburse employees for business-
related meals according to the guidelines below.

PROCEDURES:
1. General Guidance.

A. Employees required to travel outside the metro area on City business may be
reimbursed for the cost of all meals during their travel in accordance with CFD 2203:
Travel. Reimbursement for meals and expenses for seminars and events within the
metro area may be allowed if approved by the Department Director (or by City
Administrator for directors).

B. Nonexempt employees will be provided with or reimbursed for a meal when a minimum
of two hours of unscheduled overtime is worked. The meal period is not paid time or
overtime with the City.

C. Employees, City Council members, and Board and Commission members participating
in approved business meetings during meal periods may be provided free on-site food
service only in circumstances where employees or members are unable to leave the
premises for regular meals.

D. Employees eligible for meal reimbursement must present a bona fide receipt or other
satisfactory documentation as approved by the Financial Services Division for the
covered meal. The bona fide receipt turned in must reflect the itemized purchased
items, and it shall not be a charge slip that only reflects the total amount charged. For
reimbursement, the cost of the meal must be reasonable. Meal reimbursement shall
include any gratuity actually paid, but in no case more than 15%. (Financial Services
may allow for rounding up to $1.00 when determining the 15% maximum.) The eligible
employee's supervisor must approve all meal expense documentation and send it to
the Financial Services Division for final approval, processing and payment.

E. State regulations prohibit reimbursement for liquor expenses associated with meals.

ADOPTED / AMENDED: 1/01/09, 6/1/15
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CFD 2203: Personnel Policy — Travel
Approved July 6, 2020 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls that business travel must be approved in advance and
should be engaged in and reimbursed according to the guidelines below.

PROCEDURES:

1. General Guidance.

A

Employees holding jobs that require travel are expected to travel as a condition of
employment. For all other jobs, travel is considered only an incidental function of the
position, but may be required.

All requests for overnight and out-of-state travel must be approved by the City
Administrator, or in the absence of the City Administrator, the Director of Finance and
Business Operations. Other travel requests must be approved by the Department Director.
All non-budgeted travel requests are approved by the City Administrator and Department
Director. Travel request forms are available from the Financial Services Division and must
be completed and approved prior to travel.

City Administrator, Department Directors and their Assistants are encouraged to attend
National, State, and local events that are within the range of responsibilities of that
particular Department. Active participation such as holding offices in National and State
organizations is also encouraged.

Upon completion of the career development experience out-of-state, each employee shall
complete a “Travel Assessment Report” for inclusion in the Travel Reading File.

A Travel Reading File is located in the Mayor’s office with Council members having access
for their review. The file contains information in the form of: (a) a copy of the Request for
Travel, and (b) a copy of the Travel Assessment Report.

All travel requests are to be reviewed by the Department Director (or by City Administrator
for directors) using the following described travel guidelines as a basis for approval or
disapproval of the request:

1). Federal, State or local mandated training: Required training for licensing, certification,
or other qualifications.

2). Preparatory Training: Applies where an employee's future job responsibilities, in all
probability, will incorporate and require new or little used skills which can be readily
acquired only by outside training.

3). Legislative/Intergovernmental: Meetings that appear to hold high potential for long-term
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positive or negative effect(s) upon the City and/or Department.

4). National, Regional, or State conferences and workshops: Attendance contingent upon
quality of workshop/conference as this relates to staff member's current job
responsibilities.

5). Officer in Professional Organization: Employee serves as an officer in their respective
professional organization. (Requires prior approval and encouragement by the City
Administrator, and Department Director, where applicable.)

6). Continuing education: Required education to maintain licensing or professional status.

G. Under normal circumstances, employees should make all of their own travel arrangements
for transportation and lodging. Employees may be required to use a travel agency specified
by the City if those arrangements would be more economical. In addition, all mileage or
usage credits awarded by transportation, credit card, and other travel service companies
are to be assigned to the City.

H. The City may issue guidelines specifying or restricting travel booking requirements. Under
normal circumstances, employees should use the most expedient mode of transportation
available, book the least expensive fares, and stay in and eat at moderately priced
establishments. Also, key employees who are traveling together should try to schedule
transportation and lodging separately to minimize risks from accidents.

l. Employees must provide their supervisor with a copy of their itinerary before leaving on
business travel.

J. Employees who travel and request payment from the City for travel expense must comply
with the following:

a. Travel expenses, such as lodging, parking, and meals will be paid by the employee
at the time of the travel, and the City will reimburse the employee after receiving
bona fide receipts and the completion of a “Request for Travel and Statement of
Expenses” form by the employee. The bona fide receipt turned in must reflect the
itemized purchased items, and it shall not be a charge slip that only reflects the total
amount charged. The Financial Services Division shall determine the appropriate
documentation regarding parking, automobile expenses, lodging and meals.

b. The federal approved maximums for reimbursement of meal expenses shall be
used as a guideline. Employees must submit their receipts to the Financial Services
Division for authorization of reimbursement. An exception to the above limits would
be a meal that is included as part of a meeting or seminar. The total amount of the
meal will be paid in that case. If a meal is included in the price of a meeting or
seminar and the employee chooses to purchase a meal elsewhere, the employee
shall be responsible for the expense of that meal unless medical reasons require
that the employee separately purchase a meal.

c. Pre-billed expenses, such as airfare, lodging and registrations will be prepaid to the
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vendor if advance payment is requested by the employee and the City is billed by
the vendor. Mileage will be reimbursed, when appropriate, at the current Federal
rate for mileage reimbursement.

d. If airfare would be more economical than driving a vehicle, but the employee
chooses to drive their personal vehicle, the employee may be reimbursed the
expense of the airfare with approval of the Department Director.

e. The employee shall submit to the Department Director within 30 days bona fide
receipts for all travel and education expenses, including meals. The employee shall
not be reimbursed by the City for any expense not documented by receipt or without
an attached travel assessment.

f. The Department Director and Financial Services Division shall be responsible for
determining cash receipts’ authenticity and eligibility for reimbursement. An
adjustment to the meal expense may be made at this time upon the approval of the
Controller/City Treasurer.

g. State regulations prohibit reimbursement for liquor expenses associated with meals.

K. Employees traveling on City business and driving a City vehicle may appropriately use the
City vehicle for incidental purposes while not on City business when traveling out-of-town.

L. Travel expenses of a spouse, or other dependent, will not be paid or reimbursed and are
the employee's personal responsibility. Further, non-City employees and the employee's
spouse or other dependent, are not authorized to drive or be a passenger in City vehicles
without the prior approval of the Department Director. Immediate family members may be
allowed to travel with an employee in a City vehicle provided a waiver of liability form
(available from the Legal Division) is signed and with the approval of the Department
Director.

M. As defined by the Fair Labor Standards Act (FLSA), actual travel time spent by nonexempt
employees in traveling away from home on City business during normal working hours is
considered hours worked for pay purposes. See 209: Hours of Work.

N. Employees traveling on City business are representatives of the City and are expected to
maintain a high level of professionalism and follow all of the City's policies and rules.
Employees violating this policy or any other City policies while traveling on City business
should be subject to discipline, up to and including termination.

ADOPTED / AMENDED: 1/1/08, 1/1/09, 6/1/15, 7/6/20
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RELEASE AND INDEMNIFICATION ACKNOWLEDGEMENT
IMMEDIATE FAMILY MEMBER

The undersigned, , an employee (hereinafter
‘employee”) of the City of Cedar Falls, lowa (hereinafter “the City”), and -
» an immediate family member of employee (hereinafter “family member”)
acknowledge that employee is attending a convention or meeting at
(location) ,

(City/State) on the date(s) of

We understand that the City is paying for certain of the costs and expenses associated with
employee’s attendance at this meeting or convention. We also understand that it is the policy
of the City that employees should use a City-owned vehicle for transportation to and from this
meeting or convention where at all possible. We acknowledge that City Policy # 403(12)
states that immediate family members may be allowed to travel with an employee in a City
vehicle provided a waiver of liability form is signed and with the approval of the Department
Director.

In consideration of the City’s agreement to allow employee to use a City-owned vehicle for
transportation and to allow an immediate family member to travel with the employee, the
family member hereby releases the City and its agents, officers, employees and insurers,
from any and all liability to family member, arising out of the operation and use by employee
of the City-owned vehicle for transportation purposes to and from the convention or meeting.
Family member hereby waives the right to make any such claim against the City, its agents,
employees, or insurers, for any damages arising out of the operation or use of the City-owned
vehicle during the trip. Family member further agrees to indemnify and hold the City, its
agents, officers, employees and insurers, harmless against any claims, demands, costs of
action and expenses which the City, its agents, officers, employees and insurers, may incur
as a result of the employee’s operation and use of the City-owned vehicle for this trip,
including, but not limited to, reasonable attorneys’ fees.

| hereby acknowledge that | have carefully read the foregoing Release and Indemnification
Acknowledgement, that | am voluntarily signing the same, and | acknowledge receipt of a
copy hereof.

Dated this day of , 20

Signature of Family Member (If under the age  Parent (if required)
of 18, then both parents must sign this Waiver on
behalf of the minor.)

Approved by:

Signature of Employee Department Director
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RELEASE AND INDEMNIFICATION ACKNOWLEDGEMENT
NON-EMPLOYEE RIDER

The undersigned, (Name),

(Organization/Company), and the City of Cedar

Falls, lowa (hereinafter “the City”) hereby acknowledge that

(Name), is traveling with

(Employee Name), employee for the City, to

the (Name of

Event) in , (City/Town, State) on
(Date(s)).

| understand that the City is providing the transportation for my attendance to the
(Event)

in ; (City/Town, State) (hereinafter “the trip”).

In consideration of the City’s arrangements for transportation and attendance for the trip, |
hereby release the City and its agents, officers, employees and insurers, from any and all
liability arising out of the trip. | hereby waive the right to make any such claim against the City,
its agents, employees, or insurers, for any damages arising out of the trip. | further agree to
indemnify and hold the City, its agents, officers, employees and insurers, harmiess against
any claims, demands, costs of action and expenses which the City, its agents, officers,
employees and insurers, may incur as a result of the trip, including, but not limited to,
reasonable attorneys’ fees.

| hereby acknowledge that | have carefully read the foregoing Release and Indemnification
Acknowledgement, that | am voluntarily signing the same, and | acknowledge receipt of a
copy hereof.

Dated this day of 20

Signature of Rider

Signature of Employee

Approved by: Department Director
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CFD 2204: Personnel Policy — Memberships, Licenses, and

Certifications
Approved July 6, 2020 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls to encourage employees to participate in the activities of
certain community organizations and professional associations. The terms “‘community
organizations” and “professional associations,” as used in this Policy, do not include union
activities or employee organizations.

PROCEDURES:
1. Community Organizations.

A. Employees are encouraged to seek membership in ‘community organizations where such
membership will promote the City's interests and enhance its image in the community.
However, employee participation in such community organizations must not adversely
affect the employee's job performance, be detrimental to the City's interests, or place the
employee in a position of serving conflicting interests. Employee participation in community
organizations shall not take precedence over employment duties for the City.

B. The City may identify certain community organizations in which it wants to be represented
and then designate the employees that it will sponsor for membership in such
organizations. Employees so designated will represent the City in the organization and will
be expected to promote the City’s interests.

C. Employee participation in community organization activities will not be considered as hours
worked for pay purposes unless it is at the City's request or under its direction and control.
Occasional, incidental tasks, excluding solicitation, for approved community organizations
may be done during the workday with Department Director approval. Limited use of City
property for such activities may be allowed with Department Director approval.

D. The City will normally consider the following factors in selecting organizations for
representation and in designating employees to be sponsored for membership:

1). The nature and purpose of the club or organization;,

2). The benefit derived by the City from employee representation;

3). The cost to the City;

4). The extent to which the City has representation in the club or organization; and

5). The employee's job responsibilities, length of service, and overall qualifications for
membership.
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The City will review its representation in community organizations and its sponsorship of
employees for membership on a periodic basis and will make changes whenever it deems
appropriate.

Employees who are sponsored for membership in community organizations are eligible for
reimbursement for certain expenses. Reimbursable expenses include dues, special
charges and/or initiation fees. All employees who are not designated and sponsored for
membership in community organizations are responsible for their own expenses, unless
their activities qualify for business reimbursement under other City policy.

. Employees must agree to pay back to the City any membership fees or equity interests paid

or reimbursed by the City that is refunded when membership ends. The pay back of these
fees or interests is to be due whenever employment or membership ends, whichever
occurs first.

Employees whose membership is sponsored by the City are encouraged to participate in
community organizations for business purposes. Employees are required to keep detailed
records of their use of the organizations and any expenses.

2. Professional Associations.

A

Employees are encouraged to participate in trade and professional associations that
promote City goals, individual skills development, and/or professional recognition.
However, employee participation in such associations must not conflict with the City's
interest.

. The City may identify certain trade and professional associations in which it wants to be

represented and then designate the employees it will sponsor for membership in such
associations. Employees so designated will represent the City in the association and will be
expected to participate actively and promote the City’s interests.

The following factors will normally be considered in selecting associations for
representation and in designating employees to be sponsored for membership:

1). The nature and purpose of the association;

2). The benefit to be derived by the City's support and from employee participation;
3). The cost to the City;

4). The extent to which the City is already represented in the association: and

5). The employee's job responsibilities, length of service, and overall qualifications for
membership.

6). Whether the membership enhances and counts toward maintaining registration as a
professional person. (See Comment (3)(b) below).
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D. Membership will be reviewed on a periodic basis to determine the City's representation in
and support of professional associations and the City will make changes whenever it
deems appropriate.

E. Memberships in professional organizations are of value to the City in ensuring that
employees have access to current information and trends related to municipal operations.
Whenever possible, memberships of value to the City should be held in the City's name as
opposed to an individual employee or multiple employees with the same membership. All
memberships held for the purpose of obtaining subscriptions should be held in the City's
name.

F. If individual memberships are required by a professional organization, an employee may
submit a request for membership to their Department Director (or City Administrator if a
director) who may approve the request and forward it to the City Administrator for final
approval.

G. Additional memberships may be held by employees for special situations, with the City
Administrator's approval, for reasons such as those required for conference registration or
reduced rates in literary materials, lodging, and travel.

H. Employee participation in trade and professional association activities will not be
considered as hours worked for pay purposes for employees classified as nonexempt
under the Fair Labor Standards Act, unless it is at the City's request or under its direction
and control. Occasional, incidental tasks, excluding solicitation, for approved professional
associations may be done during the workday with Department Director approval. Limited
use of City property for such activities may be allowed with Department Director approval.

|. Department Directors are responsible for planning, budgeting, and approving the expenses
of their employees' participation in association activities. The City will pay or reimburse the
approved and reasonable expenses of employees sponsored for membership in trade and
professional organizations. Employees not sponsored for association membership are
eligible for reimbursement of similar activities expenses if participation in the activity is
approved in advance by their supervisor and/or Department Director.

J. Employees must have their supervisor's advance approval before seeking or accepting any
official position in a trade or professional association. If approval is granted, the supervisor
should also determine the degree to which the employee is eligible for compensation for
working time lost and for reimbursement of expenses incurred in performing official duties.

K. Employees are encouraged to contribute articles, present papers, and give speeches or
presentations to trade and professional associations. However, employees must obtain
prior approval of their supervisor for any communication that might represent the City's
position on any subject involving any information that is confidential.

3. Professional Licenses and Certifications.

A. Employee’s expenses for professional licenses and certifications shall be paid by the City if
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the licenses and certifications are required by the employee’s job classification or if the
licenses and certifications are beneficial to the completion of job duties and in the City's
best interest as deemed and approved by the Department Director (City Administrator if a
director).

B. As a condition of continuing employment, an employee must maintain any licenses or
certification credentials specified in the current class specification for the employee’s job, or
required by federal, state or City law. Failure to maintain such required credentials shall be
grounds for termination of employment.

C. Inthe case of newly appointed employees, the individual must, as a condition of continuing
employment, obtain any required licenses or credentials within the time period specified in
the job classification or by the Department Director. Failure to obtain such required
credentials shall be grounds for immediate termination of employment.

ADOPTED / AMENDED: 6/1/15, 7/6/20
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CFD 2251: Personnel Policy — Insurance Benefits
Approved January 6, 2020 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls to provide eligible employees with certain insurance
benefits. For specific details of benefits, employees are referred to the insurance plan documents.
Provisions in plan documents take precedence over any statements in this policy.

PROCEDURES:

1. Health Insurance.

A.

Health insurance is available to all full-time employees and their dependents (as defined by
plan documents).

The City may pay a portion of the premium and the employee will pay, via payroll deduction
authorized by the employee in writing, the remainder of the premium. If, for any pay period,
there are insufficient wages due and payable to the employee to cover the premium to be
withheld, the employee must submit to the City, not later than the employees’ normal
payday, the amount of premium owed by the employee. If the premiums for such health
insurance are increased, or decreased, the City reserves the right to alter the share of
premium cost to be paid by employees.

Prescription drug insurance is offered to employees covered by the health insurance plan.

Health and prescription drug deductibles and co-insurance payments for dependents will be
paid by the employee.

Employee’s health and prescription drug deductibles and co-insurance payments may be
reimbursed pursuant to a §105 Plan and as determined by City Council and the collective
bargaining process.

2. Life Insurance.

A

The City will purchase life insurance for eligible full-time employees which, in the event of
the death of an employee while employed by the City, will provide a benefit of one times the
employee’s annual base wage.

The City will pay the premium for eligible employees; however, the City reserves the right to
alter or discontinue this benefit.

Collective bargaining agreements govern this benefit for employees covered by the
bargaining unit.

3. Accidental Death and Dismemberment Insurance.
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A. The City will purchase Accidental Death Insurance and Accidental Dismemberment

A.

Insurance for eligible full-time employees.

The City will pay the premium for eligible employees; however, the City reserves the right to
alter or discontinue this benefit.

Long Term Disability Insurance.

The City will purchase long term disability insurance for eligible full-time employees which,
in the event the employee is disabled from working, and otherwise qualifies for benefits, will
pay a monthly benefit of a percentage of their monthly earnings subject to a maximum
monthly benefit as provided for in the plan document.

The City will pay the premium for eligible employees; however, the City reserves the right to
alter or discontinue this benefit.

5. Dental Insurance.

A.

A

Dental insurance is available to all full-time employees and their dependents (as defined by
plan documents), when required minimum participation has been met.

The employee shall pay the full cost of the premium via payroll deduction authorized by the
employee in writing.

If, for any pay period, there are insufficient wages due and payable to the employee to
cover the premium to be withheld, the employee must submit to the City, not later than the
employees’ normal payday, the amount of premium owed by the employee.

If the premiums for such dental insurance are increased, or decreased, the employee’s
premium will change to the new amount. Deductibles and co-insurance payments for the
employee and dependents shall be paid by the employee.

Effective Dates of Coverage.

Coverage of an employee under the health insurance program shall commence thirty-one
(31) days after the employee begins employment with the City.

Coverage under life insurance and accidental death and dismemberment commences with
the date of hire.

Coverage under long-term disability insurance begins the first of the month following the
date of hire.

Coverage under life insurance, accidental death and dismemberment insurance and long-
term disability insurance shall terminate upon date of termination of City employment.

Health insurance coverage terminates upon the last day of the month in which employee
terminates employment with the City.
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F. Termination within the meaning of this section does not terminate any benefit any
employees may have under the law or as a retiree of the City.

7. Retirees Coverage.

A. Nothing in this Article shall be construed as preventing retired employees from voluntarily
continuing in force, at their own expense, an existing contract for both the employees and
their families for which they are qualified by law.

B. Effective July 1, 2020, retirees will no longer be eligible for medical and prescription drug
insurance and dental insurance coverage on the City’s group plans upon reaching the age
of 65 or becoming eligible for Medicare, whichever occurs first.

8. Scope of City Responsibility.

A. The City reserves the right to alter, modify or discontinue any of these insurance benefits at
its sole discretion.

B. Employees should review insurance plan documents for full details concerning participation,
coverage, limitations and filing of claims. It is the employee’s responsibility to file claims
properly and promptly.

C. The City is not responsible for or liable for the payment of any insurance benefits. The
City's responsibility is limited to the payment of the necessary portion of premiums to
purchase the insurance described in section (1) through (4). It has no liability for the failure
or refusal of the insurance carrier to honor an employee’s claim or to pay benefits and no
such action on the part of the insurance carrier shall be attributable to the City.

D. No dispute arising under or relating to Insurance Benefits shall be subject to the Grievance
Procedures, except an allegation that the City has failed to pay any portion of the premium
required to purchase the insurance coverage.

9. Workers’ Compensation Benefits and City’s Lien Against Third Parties.

A. The City shall have the right to a lien or a credit for all workers’ compensation benefits paid
to an employee that are the result of a third party’s actions.

B. lowa law provides that the City is entitled to a credit or lien for any and all workers’
compensation benefits against any payment received by an employee from a third party or
its insurance carrier.

C. If an employee receives any payments from a third party or their insurance carrier for
injuries sustained while in the course of employment for the City, the employee must obtain
written approval from the City prior to settlement of the claim with the third party.

D. Employees who are contacted by a third party or its insurance company in order to
negotiate a settlement of their claim must inform their supervisor, Department Director (or
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City Administrator if a director) and the City Attorney immediately.

ADOPTED / AMENDED: 1/23/12, 6/1/15, 3/1/19, 1/6/20

Item 11.
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CFD 2252: Personnel Policy — Employee Assistance Program
Approved March 1, 2019 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council
POLICY:

It is the Policy of the City of Cedar Falls to provide to all City employees the benefit of the
Employee Assistance Program (EAP), which provides confidential assessment and referral
services for employees and dependents as outlined below.

PROCEDURES:

1. Eligibility. This program is available to all City employees, spouses, and other immediate
family members of employees.

2. Services. Services include professional counseling and consultations for up to three (3) 60
minute sessions for each presenting incident or episode (“initial period”).

3. Confidentiality.

A. All records of services provided shall be confidential medical records and will be maintained
by the health care facility and not the City.

B. Reports to management on the utilization of EAP services shall be done on an anonymous
basis, including only the number of employees and dependents served.

4. Employee Cost.
A. There is no cost to employees and dependents served during the initial period.

B. Fees for additional services beyond the initial period shall be the responsibility of the
employee and/or immediate family member, or as provided in any applicable health
insurance policy.

5. Employee Attendance.

A. Employees will not receive pay for use of the EAP program during work hours but
employees may use paid benefit time if available.

B. Employees are not required to identify the EAP when notifying supervisors of absences for
such services.

ADOPTED / AMENDED: 6/23/03, 3/1/19
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CFD 2253: Personnel Policy — Holidays
Approved March 7, 2022 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the policy of the City of Cedar Falls to designate and observe certain days each year as
holidays. Eligible employees will be given a day off with pay for each holiday observed.

PROCEDURES:

1. Schedule. The City’s schedule of observed holidays during each calendar year shall be:

A. New Year’s Day.

B. Good Friday.

C. Memorial Day.

D. Independence Day (July 4).

E. Labor Day.

F. Thanksgiving Day.

G. Friday after Thanksgiving Day.

H. Christmas Day.

I.  When Christmas Day falls on a Saturday, December 24 and December 27 will be observed
as holidays. When Christmas Day falls on a Sunday, December 23 and December 26 will
be observed as holidays. When Christmas Day falls on a Tuesday, Wednesday, Thursday
or Friday, Christmas Eve (December 24) will also be observed as a holiday. When
Christmas Day falls on a Monday, December 22 will also be observed as a holiday, and;

J. Three (3) Floating Holidays (see Comment #9 for eligibility, pro-rating and usage).

2. Holiday Pay.

A. Full-time employees are eligible to receive their regular rate of pay for each holiday.

B. Part-time employees working on a consistent year-round basis are eligible to receive
holiday pay only for holidays outlined in Part (1)(A) through (I) above. Holiday pay for these
part-time employees will be paid on a pro rata basis, based upon the number of normal
hours worked in a pay period.

C. Part-time, non-union employees shall also receive three (3) floating holidays. Part-time,

non-union employees’ floating holiday benefits will be paid on a pro rata basis based upon
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the number of hours actually worked in the prior year computed as of the fiscal year.
D. Part-time employees on lay-off are not eligible to receive holiday pay.

E. Positions listed within the "Special Purpose & Seasonal Salary Schedule" and
"Workshops/Sessions/Events Pay Plan" are not eligible for holiday pay benefits.

F. As defined by CFD 2111: Temporary and Part-time Employees, temporary and seasonal
employees are not eligible for pro-rated holiday pay.

3. Eligibility.

A. To receive holiday pay, an eligible employee must be at work, or on an authorized absence,
on the workdays immediately preceding and immediately following the day on which the
holiday is observed.

B. If an eligible employee is absent on one or both days because of illness or injury, the City
reserves the right to verify the reason for the absence before approving holiday pay (see
also CFD 21056: Medical Procedures).

C. A holiday that occurs on a Saturday or Sunday generally will be observed by the City on
either the preceding Friday or following Monday.

D. The City recognizes that some employees may wish to observe, as periods of worship or
commemoration, certain days which are not included in the City's regular holiday schedule.
Accordingly, employees who would like to take a day off for such reasons may be permitted
to do so if the employee’s absence from work will not result in an undue hardship on the
conduct of the City's business and if the employee's supervisor approves. Employees may
use accumulated days of paid absence or "floating" holidays on such occasions, or they
may take such time off as an unpaid, excused absence.

4. Scheduling Work on a Holiday.
A. The City may schedule work on an observed holiday as it deems necessary.

B. Normally, work on an observed holiday will be paid as if it were a regularly scheduled day.
Employees scheduled to work on a holiday will be given the option of receiving pay for the
hours worked for the day plus their holiday pay, or employees may take another "floating"
holiday equivalent to the hours worked, with the prior approval of their supervisor, at
another time during the same fiscal year.

C. See CFD 2157: Overtime for holiday rates paid to employees not scheduled to work but
called in to work on a holiday.

5. Public Safety Holiday Observation.

A. Non-union police and public safety management shift employees assigned to 6-3 shifts will
not observe the holidays outlined in Part 1 above. Instead, these employees will observe
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the same number of holidays as "floating" holidays. However, the total number of such
“floating” holidays shall not exceed eleven (11) in any fiscal year (90.75 hours).

B. Non-union fire and public safety management shift employees assigned to 24 hour shifts
will not observe the holidays outlined in Part 1 above. Instead, these employees will
observe seven (7) holidays per fiscal year as "floating" holidays (168 hours).

C. If a non-union public safety management shift employee is reassigned to a different shift,
entitlement to holidays is recalculated at the time of shift reassignment. Such employee’s
entitlement to holidays for the remainder of the fiscal year after reassignment is based upon
the ratio that the number of holiday hours not taken prior to reassignment bears to the total
number of holiday hours available in the fiscal year prior to reassignment. This ratio is
applied to the total number of holiday hours available in the same fiscal year in the new
assignment. If reassigned to non-shift, named holiday hours remaining in the fiscal year
after reassignment shall be deducted from the total remaining holiday hours. For example,
if a non-union public safety management shift employee was assigned to a 6-3 shift and
used 33 floating holiday hours, and then was reassigned to a 24 hour shift, such employee
would have 106.9 hours of floating holiday remaining during the same fiscal year (90.75 -
33 = 57.75/90.75 = .636 x 168 hours = 106.9 hours after rounding). The same employee
reassigned to non-shift on December 1 would have 24 floating holiday hours remaining,
plus the remaining named holiday hours during the same fiscal year (90.75 - 33 =
57.75/90.75 = .636 x 88 = 55.968, less 32 named holiday hours remaining in the fiscal year
= 24 hours after rounding). For those non-union public safety management shift employees
assigned to non-shift, total named holidays in a fiscal year may be as many as nine (9),
depending upon the year as set forth in 1 (a) — (i) above. For purposes of this policy the
term “non-union public safety management shift employees” includes battalion chiefs, fire
captains, police captains, police lieutenants, public safety supervisor captains and public
safety supervisor lieutenants.

6. Floating Holidays.

A. Floating holidays may be taken by eligible employees any time after six (6) months of
employment and after receiving approval of the division manager.

B. Floating holidays are pro-rated for eligible employees hired after the fiscal year begins.
Eligible employees must take floating holidays on or after the date the fiscal year begins
through the last day of the same fiscal year.

C. Carryover of floating holidays will not be permitted unless otherwise specified by union
contract or if an employee is hired during the second half of the fiscal year and the
employee will not meet the six (6) month employment requirement. In the latter case, the
employee will be allowed to take their pro-rated floating holiday after they become eligible
to take them, but must take them on or before the last day of the fiscal year in which they
become eligible to take the pro-rated holiday. If hired during the month of December,
floating holiday hours may be carried over if approved by the Department Director.
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7. Veteran’s Day Observation. Veteran's Day is not a City observed holiday: City will comply
with lowa Code 91A.5A as follows:

A. Certain qualified veterans, if they otherwise would have been required to work on
November 11, may be granted time off for that day unless it would impact public health or
safety or would cause the City to experience significant economic or operational disruption.
Such time off shall be without pay, but the qualified veteran may use paid benefit time other
than sick leave to cover such absence.

B. The qualified veteran must provide written notice to the veteran’s supervisor of intent to
take time off work at least 30 days prior to Veteran's Day. If requested, the veteran must
provide to the City a federal certificate of release or discharge from active duty, or similar
documentation for determining the veteran’s eligibility.

C. The City shall notify the requesting veteran at least 10 days prior to Veteran's Day whether
or not the requested time off work will be granted.

8. Limitations on Holiday Combinations. Employees may not take holidays or combine
holidays with other benefit time, or with scheduled days off, which results in more than sixteen
(16) consecutive calendar days off from work for non-shift employees, more than twenty-two
(22) consecutive calendar days off for 24 hour shift employees, or more than twenty-one (21)
consecutive calendar days off for 6-3 shift employees, unless otherwise approved by the
Department Director, or unless for an approved leave of absence.

ADOPTED / AMENDED: 7/1/06, 1/1/08, 1/23/12, 3/1/19, 1/6/20, 3/7/22
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CFD 2254: Personnel Policy — Educational Assistance
Approved October 17, 2022 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the policy of the City of Cedar Falls to provide educational assistance opportunities to city
employees in accordance with the guidelines established below and as funding availability allows.

PROCEDURES:

1. Program eligibility.

A

Funding limitations may preclude the City from offering any educational assistance. The
City reserves the right to alter, modify or discontinue this program at any time

Employees, to be eligible for educational assistance, must have regular full-time or
permanent part-time status and at least one year of service. Educational assistance related
to the employee’s present job and/or work-related licensure or certification may be provided
to any employee within the first year of employment if approved by employee's manager
and director. Decisions on whether to grant educational assistance will be determined on
an individual basis.

Eligible employees will be reimbursed or the City will directly pay for courses of study which
the City determines are directly related to the employee's present job, are required to
maintain work related licensure or certification, or which will enhance the employee's
current work performance. These training and continuing education classes shall be
approved by the employee’s manager and director prior to attendance.

The City also offers educational assistance that relates to the pursuit of a degree that may
allow the employee potential for advancement to a position within the City and to which the
individual has a reasonable expectation of advancing.

To be eligible for reimbursement, courses or programs must be offered by accredited
institutions of learning or individuals, groups or organizations generally recognized as
competent, authoritative and professional in their course offerings.

2. Application for Assistance.

A

Employees desiring tuition related educational assistance shall complete the Tuition
Assistance Approval Form and must receive a positive recommendation from the
employee’s manager and then obtain approval from the City’s Executive Management
Team or designee before enroliment. Supervisors must note the funding for the assistance
before making a positive recommendation.

The City’s educational assistance committee and supervisors normally are to consider the
following factors in evaluating requests for educational assistance:

1). The nature and purpose of the course of study.
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2). The benefits to be derived by the employee and the City.

3). The employee's level of responsibility and length of service.

4). The estimated tuition cost.

5). Any potential lost time or productivity while the employee participates in the program.

6). Availability of necessary funding.

3. Reimbursement Criteria.

A

In order to be reimbursed, the employee must successfully complete the course with a “C”
or higher grade (or a “Passing” grade if a Pass/Fail class), and if the course recognizes
successful completion with an acknowledgement, certificate, license or diploma, the same
must be attained by the employee. In any case the employee shall be required to provide
proof of successful completion. The City may choose to make payment directly to the
person or entity offering the course rather than reimburse the employee.

Employees may be required to enter into an agreement with the City which may impose
conditions on reimbursement different than or in addition to those contained in this policy.

Employees seeking reimbursement for tuition related educational expenses must first
submit a Tuition Reimbursement form that has been approved by their manager and
director to the Department of Finance & Business Operations, sufficient proof of the grades,
and receipts for the expenses incurred. The City will then reimburse to the employee the
applicable percentage of the cost of tuition, textbooks, registration, and laboratory and
library fees. However, employees who take courses at the specific request or direction of
management may be reimbursed for all costs in advance.

4. Termination of Employment Considerations.

A

B.

Reimbursement to the Employee.

1). Employees who are terminated during enroliment because of a reduction in force or job
elimination will be reimbursed for the full amount of the costs incurred up to the date of
termination. 4

2). Employees who, prior to completing an approved course, voluntarily leave the City or
are terminated for reasons other than those listed above will not be reimbursed for the
expenses associated with the courses.

Reimbursement to the City.

1). If, within 48 months of receiving any tuition reimbursement, an employee voluntarily
terminates their employment, or if employment is terminated for any act or failure to act
that is in contravention of law, City policies, or if in the judgment of the City the
employee is deemed unsuitable or unfit for employment, then the employee shall repay
the City for the tuition reimbursement.

2). The amount repaid to the City will be prorated by month based on 48 months. For
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example, if an employee leaves employment 24 months after receiving the
reimbursement, the employee will be required to repay the City 50% of the tuition
reimbursement (24/48 months). The employee shall repay the City through a payroll
deduction and/or personal check.

3). The City may pursue repayment after the employee’s employment is terminated.
5. Tuition Awards.

A. The maximum amount of tuition-related educational assistance a regular full-time employee
may apply for in a given calendar year is $5,250. This coincides with the maximum non-
taxable amount of tuition reimbursement allowed under Federal Code.

B. The maximum amount of tuition-related educational assistance a permanent part-time
employee may apply for in a given calendar year will be pro-rated based on the number of
hours worked, not to exceed a maximum reimbursement of $3,806.25.

C. Employees should refer to state tax laws for taxability of educational assistance.
6. Class Attendance.

A. Employees are expected under normal circumstances to schedule class attendance and
the completion of study assignments outside of their regular working hours (for educational
leaves of absence, see CFD 2354: Leaves of Absence.

B. It is expected that educational activities will not interfere with the employee's work, and
unsatisfactory job performance during enrollment may result in forfeiture of educational
assistance and termination of employment.

7. Recordkeeping. Records of all educational programs completed by each employee will be
maintained by the Department of Finance & Business Operations.

ADOPTED / AMENDED: 6/1/15, 3/1/19, 1/6/20, 10/17/22
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CFD 2255: Personnel Policy — Service Awards
Approved January 6, 2020 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the policy of the City of Cedar Falls to recognize extended service to the City by presenting
service awards to eligible employees in accordance with the guidelines set forth below.

PROCEDURES:

1.

Eligibility.

A.

B.

All full-time and part-time employees, and year-around special purpose employees are
eligible to receive a service pin upon completion of five years of service and at the end of
every five years of service after that.

Service does not have to be continuous to count toward service credit for the award.

Presentation.

A.

The service award generally will be presented to the individual on the anniversary date of
the employee’s date of employment. If this date falls on a Saturday, Sunday, or holiday, the
award will be presented on the next regularly scheduled workday.

The Financial Services Division will be responsible for identifying those employees to be
honored, notifying the mayor or other presenter, ordering the awards, and arranging for
appropriate announcements of awards internally, and when appropriate, externally.

Award.

A

All full-time and part-time employees, excluding special purpose and seasonal employees,
are eligible to receive a watch upon the completion of fifteen (15) years of service. If an
employee waives eligibility for a watch upon completion of fifteen (15) years of service, the
employee may elect to receive a watch on or before the employee’s retirement or
resignation from employment.

Police Department employees, upon retirement or resignation after at least fifteen (195)
years of service, are eligible to receive free their badge mounted on a plaque.

. Tax consequences may occur with these service awards and are the sole responsibility of

the employee.

ADOPTED / AMENDED: 11/12/12, 6/1/15, 1/6/20
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CFD 2256: Personnel Policy — Vacation

Approved March 7, 2022 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls to grant annual vacations with pay to full-time and part-
time, non-union employees, excluding seasonal and special purpose employees, according to the
guidelines below. The provisions of any applicable collective bargaining agreement shall apply in
place of the guidelines below.

DEFINITIONS:

e Accrue: To accumulate but not yet earn. Vacation accrues based upon the ratio that the
number of days since date of hire or the most recent anniversary date bears to the total
number of days of vacation to be earned on the next anniversary date, calculated on a daily
basis.

e Earn: To have available for use all accumulated vacation time. Vacation time is earned on
the first anniversary after the date of hire, and on each anniversary date thereafter as
provided in the guidelines below.

PROCEDURES:
1. Vacation Time Earned.

A. Unless otherwise specified by Union contract, all full-time employees and part-time, non-
union employees (other than seasonal and special purpose employees) will be granted
vacations with pay on the following basis:

1). Completion of one year of service -- Two work weeks.

2). Completion of six years of service -- Three work weeks.

3). Completion of twelve years of service -- Four work weeks.
4). Completion of eighteen years of service -- Five work weeks.

B. The number of weeks of vacation and the availability of those weeks may vary from the
schedule above if other arrangements are made as a condition of employment as approved
by the Department Director (or City Administrator if a director position). For employees with
any other arrangements made as a condition of employment, the schedule above shall be
adjusted so that an additional work week of vacation shall be added to the vacation already
granted at the completion of six years, twelve years and eighteen years of service, up to a
maximum of five total weeks of vacation. If a new employee leaves City employment for
any reason and prior to the employee’s one-year anniversary date, any vacation time taken
by the employee shall be paid back to the City in the form of a deduction from the
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employee’s final paycheck. New employees who leave City employment prior to their one-
year anniversary shall also not receive any accrued vacation benefits on their final
paycheck.

Part-time, non-union employees’ vacation benefits will be earned on a pro rata basis based
upon the number of hours actually worked in the prior year computed as of their
anniversary date. This calculation is as follows: actual hours worked/2080 hours per year.
However, the maximum hours worked in the above calculation is 1508 even if the actual
hours worked exceeds that amount.

Part-time, non-union employees whose status changes to full-time, non-union status shall
be granted credit for all years of service in their part-time non-union positions for purposes
of computing vacation time entitlement. Years of service as a part-time, union employee or
special purpose/seasonal employee shall not be credited for purposes of computing
vacation time entitlement.

2. Vacation Time Payment.

A

Vacation time earned will be figured on the basis of the employment year and shall include
the total straight paid time the employee has worked for the City since the date of last
employment anniversary. Unless otherwise specified in a Union contract, when an
employee has completed the probationary period and has passed the employee’s one year
anniversary date, but employment with the City is terminated for any reason, said employee
shall be compensated for earned but unused vacation time as well as accrued vacation
time on the basis of the number of vacation days accrued. Military duty will be figured as
working time for calculating vacation accrual (see also CFD 2357: Military Leave).

Employees may not use accrued, but unearned, vacation time prior to their anniversary
date except when special circumstances warrant and as approved by the Division Manager
and Department Director (or City Administrator if a director position).

The City’'s Risk Management committee may also approve the use of accrued, but
unearned vacation time.

3. Non-union public safety management employees.

A

Non-union public safety management shift employees assigned to a 6-3 shift shall accrue
and earn vacation as follows:

1). Completion of one year of service -- 2 work weeks (99 hours)
2). Completion of six years of service -- 3 work weeks (148.5 hours)
3). Completion of twelve years of service -- 4 work weeks (198 hours)

4). Completion of eighteen years of service -- 5 work weeks (247.5 hours)

238




CFD 2256.23: Personnel Policy — Vacation CITY OF CEDAR FALLS, IOWA |Page 3¢ Item 11.

B. Non-union public safety management shift employees assigned to a 24 hour shift shall
accrue and earn vacation as follows:

1). Completion of one year of service -- 6 tour days (144 hours)

2). Completion of seven years of service -- 9 tour days (216 hours)
3). Completion of twelve years of service -- 12 tour days (288 hours)
4). Completion of twenty years of service -- 15 tour days (360 hours)

C. If a non-union public safety management shift employee is reassigned to a different shift,
entitlement to vacation is recalculated at the time of shift reassignment. Such employee’s
entitlement to vacation for the remainder of the year after reassignment is based upon the
ratio that the hours of vacation remaining prior to reassignment bear to the total number of
vacation hours available prior to reassignment. That ratio is applied to the total number of
vacation hours available for the entire year in the new assignment. For example, a non-
union public safety management shift employee assigned to a 6-3 shift who is in their 4th
year of service and who has used 20 hours of vacation and is reassigned to a 24 hour shift
is entitled to 108.9 additional hours of vacation for the remainder of the year (99 - 24 =
75/99 = .756 x 144 = 108.9 hours after rounding). For purposes of this policy in the event of
reassignment, entitlement to vacation shall not be reduced, even if years of completion of
service would suggest fewer weeks in the employee’s current shift.

4. Vacation Requests.

A. Employees will request vacation periods giving a first and second choice. Division
Managers or Department Directors will respect wishes of the employees insofar as needs
of the City and service will permit.

B. Division seniority shall govern in the choice of vacation periods, provided such choice has
been exercised between January 1st and March 30th annually.

C. Vacation requests for more than two consecutive work weeks must be approved by the
Department Director.

D. For purposes of this policy a “work week” is considered to be three (3) scheduled work days
for 24 hour shift employees, five (5) scheduled work days for non-shift employees, and six
(6) scheduled work days for 6-3 shift employees.

5 Vacation Accumulation. Vacation time shall not accumulate from year to year and annual
leave must be used by the end of the employment year following the anniversary date on which
it was earned, unless the application for vacation has been refused or the extension is
approved as provided in Comment (6).

6. Vacation Carryover Guidelines.
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A. City Administrator, Directors, Managers, Police Captains, and Fire Battalion Chiefs may
carryover one full year of earned vacation, for one year past the employee’s anniversary
date. If the vacation is unused following the end of the one-year period, the vacation will be
voided. Under unusual circumstances, such as certain serious medical conditions, and with
the prior approval of the City’s Risk Management Committee, extensions beyond those set
forth in this subsection (b) may be allowed.

B. All other employees may carryover up to five (5) work days or one work week (49.5 hours if
a 6-3 shift; 72 hours if a 24 hour shift) of vacation past the employee’s anniversary date. If
vacation is unused following the end of the three-month carry-over period, the vacation will
be voided. Under unusual circumstances, such as certain serious medical conditions, and
with the prior approval of the City’s Risk Management Committee, extensions beyond those
set forth in this subsection (b) may be allowed.

7. Maximum Paid Vacation Periods.

A. Regardless of availability of earned vacation time, the maximum an employee may take at
any one time cannot exceed five (5) times the number of workdays in the employee’s work
week, regardless of Department Director approval. This limitation shall not apply to a
retiring employee (in accordance with CFD 2114: Retirement), or to an employee on an
approved leave of absence.

8. Minimum Vacation Requirements. Vacations for periods of less than one-half (1/2) hour or as
established by department policy, shall not be granted.

9. Use of Other Benefit Time. Employees may not combine vacation with other benefit time such
as regular holidays, floating holidays, government days or compensatory time, or with
scheduled days off, which results in more than sixteen (16) consecutive calendar days off from
work for non-shift employees, more than twenty-two (22) consecutive calendar days off for 24
hour shift employees, or more than twenty-one (21) consecutive calendar days off for 6-3 shift
employees, unless otherwise approved by the Department Director, or unless for an approved
leave of absence.

10. Approval of Vacation.
A. All vacation requests are subject to approval.

B. Requests for vacation days shall be submitted in writing to the Department Director or
Division Manager and approved at least twenty-four (24) hours prior to the beginning of the
vacation unless mutual agreement has been reached between the employee and the
Department Director.

ADOPTED / AMENDED:

1/1/03, 7/1/06, 1/1/08, 11/25/13, 6/1/15, 7/18/16, 3/1/19, 1/6/20, 7/6/20, 3/7/22

240




CFD 2257.23: Personnel Policy — Employee Weliness CITY OF CEDAR FALLS, IOWA |Page 14 Item 11.

CFD 2257: Personnel Policy — Employee Wellness
Approved March 1, 2019 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the policy of the City of Cedar Falls to support a wellness/wellbeing program with related
activities for full-time and year-round permanent part-time employees, reserves/volunteers, elected
officials, and retirees enrolled in the City’s health plan. The City recognizes that effectively serving
the community depends in part upon the wellbeing of the above individuals.

PROCEDURES:

1. General Guidance.

A. The City has authorized the formation of a City wellness committee whose mission is to
provide opportunities and programs for employees to engage in activities that promote
wellness and wellbeing.

B. Certain individuals may‘be offered reduced rates on annual membership fees to the Cedar
Falls Recreation Center and passes to other City sponsored fitness activities. Such
reduced rates must be approved on an annual basis. These individuals are as follows:

1). Full-time employees (individual and family).
2). Elected officials (individual and family).

3). Police Reserves who have served the City for at least one year with no break in service
and who meet departmental work requirements (individual and family).

4). Part-time employees who work 20 hours or more per week year-round (individual and
family).

5). Retirees enrolled in the City’s health plan in good standing (individual only unless family
members are also enrolled in the retiree’s health plan in which case family is also
eligible).

C. Reduced rates on influenza immunizations and health screenings may be offered from time
to time to these eligible individuals.

ADOPTED / AMENDED: 3/1/19
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CFD 2301: Personnel Policy — Solicitation
Approved June 1, 2015 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls to prohibit solicitation and distribution on its premises by
non-employees and to permit solicitation and distribution by employees only as outlined below.

PROCEDURES:

1. General Guidance.

A

The City limits solicitation and distribution on its premises because, when left unrestricted,
such activities can interfere with the normal operations of the City, can be detrimental to
employee efficiency, can be annoying to employees, and can pose a threat to security.

The Director of Finance & Business Operations is responsible for administering this policy
and for enforcing its provisions. Employees will be subject to disciplinary actions, up to and
including termination, for violations of this policy.

Persons who are not employed by the City are prohibited from soliciting funds or
signatures, conducting membership drives, distributing literature or gifts, offering to sell
merchandise or services (except by representatives of suppliers properly identified to the
Director of Finance & Business Operations), or engaging in any other solicitation,
distribution, or similar activity on City premises.

The City may authorize a limited number of fund drives by employees on behalf of
charitable organizations or for employee gifts. Employees are encouraged to volunteer to
assist in these drives. However, employees will not be discriminated against because of
their willingness or unwillingness to participate.

The City will permit employees to engage in solicitation or distribution of literature for a
group or organization, including charitable organizations, only in accordance with the
following restrictions:

1). Prior to engaging in any solicitation or distribution of literature, employees must obtain
written authorization from their Department Director and the Director of Finance &
Business Operations. Approval is discretionary and will be determined on a case-by-
case basis.

2). The sale of merchandise for personal profit is prohibited on City premises.

3). Solicitation and distribution of literature are prohibited during the working time of either
the employee making the solicitation or distribution, or the targeted employee. The term
"working time" does not include an employee's authorized meal break.
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4). Distribution of literature is prohibited in work areas at all times.

5). If the activity is approved in accordance with 1.E. (1) above, any discussions, sign-up
sheets, and literature must be limited to the designated break room during employees’
break time.

6). The distribution of literature in such a manner as to cause litter on City property is
prohibited.

7). Off-duty employees are not allowed to return to the interior or working areas of the City
premises until their next scheduled work time, except as a customer of the City.

8). Supervisors must use caution when approaching subordinate employees to solicit or
distribute literature and are discouraged from doing so except in limited circumstances.

F. The City maintains bulletin boards to communicate City information to employees and to
post notices required by law. These bulletin boards are for the posting of City information
and notices only, and only persons designated by the Director of Finance & Business
Operations may place notices on or take down material from the bulletin boards. The
unauthorized posting of notices, photographs, or other printed or written materials on
bulletin boards or any other City property is prohibited.

G. See also CFD 2307: Maintenance of Work Areas.

ADOPTED / AMENDED: 6/1/15
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CFD 2302: Personnel Policy — Employee Safety
Approved March 1, 2019 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

It is the Policy of the City to comply with all applicable federal and state health and safety
regulations and to provide a work environment as free as practicable from recognized hazards.
Employees are expected to comply with all safety and health requirements whether established by
the City or by federal or state law.

PROCEDURES:

1. General Guidance.

A. The City’s policy is aimed at minimizing the exposure of employees, citizens and other
visitors to health or safety risks. To accomplish this objective, all employees are expected
to work diligently to maintain safe and healthful working conditions and to adhere to proper
operating practices and procedures designed to prevent injuries and illnesses.

B. The responsibilities of all employees in this regard include:

C.

1).

2).

3).

5).

6).

Exercising maximum care and good judgment at all times to prevent accidents and
injuries.

Reporting immediately to supervisors and seeking first aid for all injuries, regardless of
how minor. Any injury, no matter how slight, must be reported to supervisors
immediately.

Reporting unsafe conditions, equipment or practices to supervisory personnel.

. Using safety equipment provided by the City at all times.

Conscientiously observing all safety rules and regulations at all times;

Notifying their supervisors, before the beginning of the work day of medication they are
taking that may cause drowsiness or other side effects that could lead to injury to them
and their co-workers.

Employees are provided with an Injury/lliness procedure memo upon hire and are required
to refer to that memo.

2. Training. The City will provide safety and job training programs and it shall be a condition of
employment that each employee participates actively therein, if such programs are conducted
during normal working hours. Off duty training programs, unless otherwise required by the
Department Director, shall be conducted on a voluntary basis. The Department of Finance &
Business Operations shall maintain attendance records for such programs.
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3. Reporting. Employees must report to their supervisor and the Department of Finance &
Business Operations all observed safety and health violations, potentially unsafe conditions,
and any accidents resulting in injuries to employees, citizens or visitors. Employees are
encouraged to submit suggestions to their supervisor and the Department of Finance &
Business Operations concerning safety and health matters.

4. Personal Protective Equipment. The City will provide special clothing or equipment, or
reimburse for it, when such clothing or equipment is required by law or by City policy.
Employees are responsible for the proper use and maintenance of such clothing and
equipment.

A. Safety Shoes.

B.

1).

The City will provide OSHA or ANSI approved safety shoes for all full-time employees in
all classifications where safety requires their use, as determined by their department
director, in the following manner.

. On initial hiring and as needed thereafter, each employee will be provided with a

purchase order along with a list of approved vendors from whom safety shoes may be
purchased.

. The cost of such purchases shall be in the same amount as established in the

Collective Bargaining Agreement between the City and Teamsters Union Local No. 238
(Park and Public Works Divisions) that applies as of the date of purchase.

Safety Glasses.

1).

3).

4).

Employees working in areas where safety glasses are required will be reimbursed the
cost of purchasing safety glasses in the same amount as established in the Collective
Bargaining Agreement between the City and Teamsters Union Local No. 238 (Park and
Public Works Divisions) that applies as of the date of purchase.

. The cost of examination and prescriptions will be borne by the employee.

Safety Glasses Limitations.

a. Employees may purchase safety glasses, frames and fittings from the vendor of
their choice. Any and all charges exceeding the amounts set forth above are the
responsibility of the employee and will not be reimbursed by the City. Claims for
reimbursement must be filed with the employee’s department for approval and
payment.

b. There is a limit of one (1) pair of safety glasses within a twenty-four (24) month
period.

Non-prescription Eye Protection. Non-prescription eye protection such as: goggles,
visor shields and safety glasses will be provided by the employee’s department.
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C. Reimbursement for the above referenced special clothing or equipment shall remain
consistent with any applicable collective bargaining agreements.

5. Required Medical Examination.

A. Employees may be required to submit to medical examinations and tests at intervals
determined by the length of their time on the job and whenever there is reason to believe
that they were unduly exposed to toxic substances or harmful physical agents.

B. Copies of the OSHA regulation requiring access to employee exposure and medical
records are available in the Finance & Business Operations office for examination.

6. Disciplinary Action for Violation. Violations of City safety rules, regulations, or procedures
will result in disciplinary action, up to and including, termination.

ADOPTED / AMENDED: 6/1/15, 3/1/19
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CFD 2303: Personnel Policy — Smoking
Approved March 1, 2019 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the policy of the City of Cedar Falls to comply with all applicable federal and state regulations
regarding smoking in the workplace and to provide a work environment that promotes productivity
and the well-being of its employees.

PROCEDURES:

1. General Guidance.

A

The City recognizes that smoking in the workplace can adversely affect employees.
Smoking is prohibited inside all enclosed City facilities. The Department of Finance &
Business Operations is responsible for implementing and monitoring smoking regulations,
and supervisors are expected to enforce the regulations. The smoking policy applies to
employees during working time and to citizens and visitors while on City property.

Smoking is prohibited in all City vehicles (see also CFD 2201: Auto, Vehicle and Equipment
Usage and Driving).

Employees are expected to exercise common courtesy and to respect the needs and
sensitivities of coworkers with regard to the smoking policy.

Smokers have a special obligation to keep outside smoking areas litter-free and not to
abuse break and work rules.

Complaints about smoking issues should be resolved at the lowest level possible, but may
be processed through the City's grievance procedure.

Employees who violate the policy will be subject to discipline.

A “vapor product’, as that term is defined in lowa Code Section 453A.1(28), shall not be
used inside any city owned or occupied building or within 25 feet from any entrance to any
such building, or in or on any city owned or leased vehicle or equipment.

ADOPTED / AMENDED: 6/1/15, 3/1/19
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CFD 2304: Personnel Policy — Security

Approved January 23, 2012 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls to make reasonable efforts to provide for the security of its
property, its employees, and authorized visitors to its premises.

PROCEDURES:

1. Removal of City Property from Premises.

A

City property or equipment may not be removed from the premises without written
authorization from a Division Manager or Department Head. Employees who want to take
City property or equipment off premises must have their supervisor's written authorization.

Employees are responsible for the proper care and return of all City property and
equipment assigned to their possession.

Employees shall be responsible for reimbursing the City for all damages as a result of
returning inoperable or damaged equipment and property.

2. City Rights and Authorities. Employees are subject to search, surveillance, and interrogation
whenever the City deems such action must be taken to maintain security. This includes, but is

not limited to:

A. Inspections of all personal property brought on the City's premises, such as vehicles,
packages, briefcases, back packs, purses, bags, and wallets.

B. Inspection the contents of lockers, storage areas, file cabinets, desks, and work stations at
any time.

C. Removal of all City property and other items which are in violation of City rules and policies.

D. Requesting that employees take a polygraph examination when the City is investigating

economic losses such as those resulting from theft, embezzlement, sabotage, or similar
economic injury. No disciplinary action will be taken against any employee solely on the
basis of the results of a polygraph examination or for a refusal to take a polygraph
examination.

3. Security Clearances. Employees working in sensitive or high security jobs must meet any
applicable special security clearance requirements specified for such jobs. These requirements
may include more extensive background checks, fingerprinting, bonding, or other special
security measures. Failure or inability to meet and/or comply with any special security
requirements is grounds for termination of employment or rejection of an applicant.

4. Employee Access. Employees may enter or remain on the City's premises outside their
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normal working hours only when they have been authorized to do so by their supervisor.
5. Employee Responsibilities.

A. Employees are expected to exercise reasonable care for their own protection and for that of
their personal property while on the City premises and while away from the premises on
business. The City assumes no responsibility for loss, damage, or theft of personal property
except as cited in CFD 2306: Personal Property.

B. Employees are expected to know and comply with their Department’s or Division’s security
procedures and are expected to report any violations or potential problems to the Police
Department. Violations of City security rules or procedures will result in disciplinary action,
up to and including termination. In addition, illegal acts committed by employees may be
presented to the proper authorities for prosecution.

C. Employees shall make all reasonable efforts to keep City equipment free from theft or
vandalism.

ADOPTED / AMENDED: 1/23/12
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CFD 2305: Personnel Policy — Parking
Approved June 23, 2003 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the policy of the City of Cedar Falls to provide parking facilities, when practical, for the
benefit and convenience of its employees, citizens, customers, and visitors.

PROCEDURES:
1. General Guidance.

A. The City will provide parking for as many employees as practical. Special spaces will be
designated for certain employees, citizens, customers, and visitors. Off-street parking
may not be provided at all locations. Employees are expected to obey the City's parking
laws when using street parking.

B. Employees are expected to observe the parking rules. The parking lot is considered
part of the City premises; therefore, all City policies and rules apply to employees and
their vehicles while on the lot.

C. Employees who use the City parking lot do so at their own risk. The City assumes no
responsibility for any damage to, or theft of, any vehicle or personal property left in the
vehicle while on the parking lot.

D. Parking stickers will be distributed to certain employees, the Mayor and City Council
members who, from time to time, may be required to park near City Hall longer than the
posted limits. Parking enforcement personnel will not mark or ticket these vehicles.

ADOPTED / AMENDED: 6/23/03
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CFD 2306: Personnel Policy — Personal Property
Approved June 1, 2015 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the policy of the City of Cedar Falls to ask employees to refrain from bringing unnecessary or
inappropriate personal property to work.

PROCEDURES:

1. General Guidance.

A

The City recognizes that employees may need to bring certain personal items to work.
However, personal property that is not related to the employee's job performance may be
disruptive to the workflow or pose a safety risk to other employees.

Employees are strictly prohibited from bringing knives, explosives, guns or any other
weapons onto City premises. This prohibition shall not apply to Police Department
employees with department issued or approved weapons. Violations of this policy will result
in discipline up to and including termination.

Employees are expected to exercise reasonable care to safeguard personal items brought
to work. The City is not responsible for the loss, damage, or theft of personal belongings,
and employees are advised not to carry unnecessary amounts of cash or other valuables
with them when they come to work.

Any loss, theft or damage of personal property necessary for the performance of an
employee’s job duties shall be reimbursed by the City if reasonable and as determined by
the circumstances, provided the damage is not due to employee negligence.

The City may assign each employee a locker or storage area for safekeeping small
personal effects during working hours. In addition, closets in designated areas are available
for the storage of outerwear. Employees are responsible for maintaining their lockers or
storage areas in a clean and sanitary manner, and should keep them locked at all times.
The City will supply locks and keys and will retain a passkey to all locks. In addition, the
City will provide and retain keys for file cabinets, desks, and other workstations. Employees
may not place their own locks on any storage facility.

To maintain security and protect against theft, the City reserves the right to inspect all
personal property brought on the City's property, including but not limited to, vehicles,
packages, briefcases, back packs, purses, bags, and wallets. In addition, the City may
inspect the contents of lockers, storage areas, file cabinets, desks, and work stations at any
time and remove any City property and other items violating City rules and policies.

Articles of personal property found on the premises should be returned to the owner, if
known, or turned in to the Department of Finance & Business Operations. Inquiries should
be directed to the Department of Finance & Business Operations.
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ADOPTED / AMENDED: 6/1/15
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CFD 2307: Personnel Policy — Maintenance of Work Areas
Approved March 1, 2019 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:
It is the Policy of the City that work areas and break rooms be clean and orderly at all times.
PROCEDURES:

1. Employee Responsibilities. Employees are responsible for maintaining their work areas in a
clean and orderly fashion. Each employee shall, at a minimum, do the following:

A. Place coats, boots, umbrellas, and other items of clothing in designated areas so that
workstations are not unnecessarily cluttered;

B. Consume any food or beverages only in designated employee rest areas so that work
areas are kept free of food and related litter (See 703: Meal Breaks) and clean up area
after preparation and consumption of food and beverages; and

C. Prior to the end of the workday, clean and store all tools and equipment and properly
secure any items, papers, or information of value.

D. The City will attempt to maintain the temperature, lighting, and noise level of its facilities at
a comfortable level for employees yet appropriate for the nature of its operations.
Employees should inform their supervisor of any concerns about working conditions.

E. Employees must abide by the smoking restrictions established and may not smoke in any
City facility, building, vehicle, automobile or equipment (see also CFD 2201: Automobile,
Vehicle and Equipment Usage and Driving and CFD 2303: Smoking.)

F. Candles / open flames shall only be allowed at City facilities during ceremonial events.

2. General Guidance. Each department is responsible through its division managers and
supervisors to ensure that these rules for maintenance, operation, and use are strictly followed:

A. Employees shall treat the building and all equipment with care and respect. Abuse of City
facilities or equipment will not be tolerated and disciplinary action will be taken if it is
determined that an employee has abused City property.

B. City buildings, facilities and equipment shall not be defaced by placing any materials or
scratching symbols on the equipment or buildings.

C. Items shall not be taped, tacked, pinned or affixed to doors, windows, walls or equipment.

D. Items may be hung on the walls if they are specifically approved as appropriate by the
division manager. Wall hangings shall normally be limited to those items that specifically
represent the City, division, and are within the context of the design scheme for the building
in which they will be located.
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E.

All bulletin boards shall only have items affixed that are specifically related to City business.
Employees shall not violate this standard and it is a responsibility of each department,
division, manager, and supervisor to ensure that items are not placed on bulletin boards
that are not related to City business or authorized by the City. It is the responsibility of
employees and supervisors to immediately remove any materials that are in violation of this

policy.

Employees are allowed to have personal items that are not contrary to City policy or in
conflict with the City's mission at their workstations and may affix these items in the areas
that are appropriately designed to display the items. Materials shall not be taped, tacked, or
pinned on the faces of cabinetry, file cabinets, or any other parts of a workstation or wall.

All changes in building attachments, new purchases of office equipment, changes in locks,
windows, doors, carpeting, or any other item that is a piece of equipment of a portion of the
building require specific approval of the Public Works Department prior to purchase or
installation. It is not within the purview of any department or division to make alterations in
equipment or buildings without this approval.

Generally it is the intent of the City to ensure that all office equipment and furniture are
standardized for exchangeability and maintenance efficiencies. Equipment should not be
purchased unless it has been approved by the Department Director, Director of Finance &
Business Operations, and Building Maintenance Supervisor.

Movement of individuals from varying work stations requires the approval of the department
director and must comply with the overall organizational plan that promotes efficiency of
operation and orientation of employees in specific work areas for productivity.

Any employee that notices that portions of the City building or equipment need repair or
maintenance shall immediately contact their supervisor so that corrective actions may be
made to complete the work as expeditiously as possible.

Building security is of critical importance. Employees that move within their work areas shall
ensure sure that when work areas are entered or left that the areas are secured if access is
intended to be controlled. Disciplinary actions shall be taken when employees fail to lock
specified work areas, disclose keypad codes, break computer security, lose keys, leave
files or cabinets unlocked, or are careless in maintaining building security.

Supervisor shall ensure that work areas remain neat and clean. For employees to complete
many work projects, areas can on occasion become disheveled. It is the responsibility of
employees, under the supervision of their supervisors, that once the work is completed, the
areas are returned to a neat, clean appearance.

. Items shall not be stored or displayed on the top of work station file compartments or under

work surface areas unless approved by the Division Manager.

Scented candles, air fresheners, room deodorizers or similar products in the work area, or
in company owned vehicles, are prohibited unless approved by the employee’s supervisor.

ADOPTED / AMENDED: 6/1/15, 3/1/19
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CFD 2308: Personnel Policy — Concussion and Head Injury

Approved December 19, 2022 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

The City of Cedar Falls recognizes the seriousness of concussions and head injuries and takes
seriously its obligation to address concussions and head injuries suffered by employees in the
course of employment and individuals participating in City-sponsored sports and other recreational
activities. This policy requires all City Departments to take steps to prevent and address concussions
and head injuries suffered by employees and those individuals, including minors (under the age of
18), participating in City-sponsored activities.

DEFINITIONS:

Concussion: a type of brain injury that can range from mild to severe and can disrupt the way
the brain normally works. Concussions can result from a fall or from individuals colliding with
each other, the ground, or with obstacles. Concussions can occur with or without loss of
consciousness, but the vast majority of concussions occur without loss of consciousness. A
concussion is caused by a blow or motion to the head or body that causes the brain to move
rapidly inside the skull. The risk of catastrophic injuries or death is significant when a
concussion or head injury is not properly evaluated and managed.

PROCEDURES:

1. General Guidance.

A

Continuing to work or participate with a concussion or symptoms of a brain injury leaves a
person especially vulnerable to greater injury and even death.

City employees as well as contractors and volunteers who are involved in City-sponsored
sports and recreational activities shall be provided with this policy, including the signs and
symptoms of concussion or head injury, and shall become familiar with them.

Before a minor will be allowed to participate in a City-sponsored sports or recreational activity
the minor’s parent or guardian shall be provided with a copy of this policy, including the signs
and symptoms of concussion or head injury (attached), and shall acknowledge in writing
understanding of this policy and acceptance of the terms of this policy.

Any employee or participant who demonstrates signs or symptoms of a concussion or head
injury shall be immediately removed from work activities or participation in a City sponsored
event.

All City employees, as well as contractors and volunteers who are involved in City-sponsored
sports or recreational activities, and parents or guardians of minor participants, and the
participants themselves, must report to a City representative any signs or symptoms of
concussion or head injury observed in themselves or others.
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F. The parent or guardian of a minor participant who shows signs or symptoms of a concussion
or head injury shall be notified as soon as possible after the incident.

G. When in doubt, sit them out. City employees, contractors and volunteers are not expected
to make medical diagnoses or render medical treatment. They are only required to use their
best judgment based on observations and reports of signs or symptoms. They should always
err on the side of caution when deciding whether an employee or participant should be
removed from work activities or participation.

2. Return to Work Activities/Participation. An employee or participant who has demonstrated
signs or symptoms of concussion or of a head injury and has been removed from work activities
or participation may not return to work activities or participation until:

A. A minimum of twenty-four hours has passed since the last sign or symptom of concussion or
head injury has occurred; and

B. The employee or participant has been evaluated by a licensed health care provider and the
health care provider has in writing cleared return to work or participation

ADOPTED / AMENDED: 12/19/22
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Concussion Signs and Symptoms

Children and teens who show or report one or more of the signs and symptoms listed below, or
simply say they just “don’t feel right” after a bump, blow, or jolt to the head or body, may have a
concussion or more serious brain injury.

Concussion Signs Observed

e Can't recall events prior to or after a hit or fall.

e Appears dazed or stunned.

 Forgets an instruction, is confused about an assignment or position, or is unsure of the game,
score, or opponent.

Moves clumsily.

e Answers questions slowly.

Loses consciousness (even briefly).

Shows mood, behavior, or personality changes.

Concussion Symptoms Reported

Headache or “pressure” in head.

Nausea or vomiting.

Balance problems or dizziness, or double or biurry vision.
o Bothered by light or noise.

Feeling sluggish, hazy, foggy, or groggy.

Confusion, or concentration or memory problems.

Just not “feeling right,” or “feeling down”.

Signs and symptoms generally show up soon after the injury. However, you may not know how
serious the injury is at first and some symptoms may not show up for hours or days. For example, in
the first few minutes the child or teen might be a little confused or a bit dazed, but an hour later the
child might not be able to remember how he or she got hurt.

Parents should continue to check for signs of concussion right after the injury and a few days after
the injury. If the child or teen’s concussion signs or symptoms get worse, parents should take him or
her to the emergency department right away.
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CFD 2351: Personnel Policy — Attendance and Punctuality
Approved March 1, 2019 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls to require employees to report for work punctually and to
work all scheduled hours and any required overtime. Excessive tardiness and poor attendance
disrupt work flow, productivity and service, and will not be tolerated.

PROCEDURES:
1. General Guidance.

A. Supervisors will notify employees of their starting, ending, and break times. Employees are
expected to be engaged in carrying out their duties during all scheduled work time and
should be ready to begin working at their scheduled starting time.

B. Employees should notify their immediate supervisor as far in advance as possible
whenever they are unable to report for work, know they will be late, or must leave early.
Such notification should include a reason for the absence and an indication of when the
employee can be expected to report for work. If the supervisor is unavailable, notification
must be made to the Division Manager or Department Director. If the employee is unable to
notify the supervisor, Division Manager or Department Director, then employees shall
contact the Personnel Specialist. Voice mail messages and emails are initially acceptable
when personal contact cannot be made with a Supervisor, Division Manager, Department
Director or Personnel Specialist. However, employees must also continue to contact
supervisors, managers and directors until the employee personally speaks to someone. All
notifications shall be made by the employee, unless an emergency prevents personal
notification. Employees are required to provide a telephone number where they can be
reached when absent from work.

C. Employees are to be compensated during authorized absences in accordance with the
policies contained in this Personnel Policy Manual. Nonexempt employees (those
employees subject to the minimum wage and overtime requirements of the Fair Labor
Standards Act) will not receive compensation for time missed because of tardiness or early
departure if the time missed exceeds ten minutes after starting time or before quitting time.
Failure to notify the City properly of any absence may result in loss of compensation during
the absence and may be grounds for disciplinary action, up to and including termination.

D. Employees who are delayed in reporting for work more than thirty minutes and who have
not notified their supervisor of their expected tardiness may lose their right to work the
balance of the work day. In addition, employees who report for work without proper
equipment or in improper attire may not be permitted to work. Employees who report for
work in a condition considered unfit for work, whether for illness or any other reason, will
not be allowed to work. In all of the above circumstances, employees will not be allowed to
use benefit time off and the absence shall be unpaid.
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E.

Employees generally are expected to report for work during inclement weather conditions if
the City does not declare an emergency closing. If the City does declare an emergency
closure, employees shall not report to work, unless directed to do so by their Division
Manager or Department Director. If employees have already reported to work when the
emergency closure is declared, then employees shall receive pay for the hours worked
prior to closure. Employees shall not receive pay for hours that had been scheduled but not
worked due to the closure. Permission may be granted to employees by the Division
Manager or Department Director to continue working after emergency closure as
circumstances require. Nonexempt employees who are unable to report to work or wish to
leave work early because of weather conditions may be granted an authorized unpaid
absence or may be allowed to use earned benefit time. If the employee notifies their
supervisor or other person designated by the Department Director no later than starting
time of the particular workday, an earned and unused vacation day or floating holiday may
be taken. Nonexempt employees who are late because of weather conditions will be given
a chance to make up their missed time if work schedules and conditions permit.

Employees will not be required or permitted to work any period of time before or after
scheduled starting or quitting times for the purpose of making up time lost because of
tardiness, unauthorized absence, authorized absence, or any other reason if the result will
be that the full-time employee works more than forty hours during the workweek or the part-
time employee works more than their normal or designated workweek hours.

Employees must report to their supervisor after being late or absent, give an explanation of
the circumstances surrounding their tardiness or absence, and, when applicable, certify
that they are fit to return to work.

Employees must obtain permission from their supervisor in order to leave the City premises
during working hours. This restriction does not apply to authorized unpaid lunch periods.

Unauthorized or excessive absences or tardiness will result in disciplinary action, up to and
including termination. An absence is considered to be unauthorized if the employee has
not followed proper notification procedures or the absence has not been properly approved.

Employees who are absent from work for three consecutive days without giving proper
notice to the City will be considered as having voluntarily quit. At that time, the City will
formally note the termination and advise the employee of the action by certified mail to the
employee's last known address.

ADOPTED / AMENDED: 6/1/15, 3/1/19
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CFD 2352: Personnel Policy — Rest and Lactation Breaks

Approved June 1, 2015 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls to provide rest breaks when appropriate during the course
of each workday in accordance with the guidelines set forth below.

PROCEDURES:

1. Rest Breaks.

A.

At the discretion of the Division Manager, employees may receive, unless job conditions do
not permit, a rest break of fifteen minutes at approximately the middle of every four hours of
work not interrupted by a meal period.

. Supervisors are responsible for scheduling the time for employee rest breaks and should

take into consideration the work load and the nature of the job performed. Whenever
necessary, the frequency and time of rest periods may be changed.

Time spent on rest breaks will be compensated as working time, and employees are not
required to sign out and in on their time cards. However, employees are expected to be
punctual in starting and ending their breaks and will be subject to disciplinary action for
tardiness.

Employees who choose to remain at work during rest breaks are not entitled to leave before
the normal quitting time and will not receive extra pay for the time worked.

Rest breaks must be taken in designated non-work areas. Employees are not permitted to
leave the City's premises during this period, unless authorized to do so by their supervisor.

Employees on rest break are not permitted to interfere with fellow employees who are
continuing to work.

2. Lactation Breaks.

A

B.

Reasonable break time shall be provided for an employee to express breast milk for her
nursing child for up to one (1) year after the child’s birth, each time such employee has
need to express milk.

A place shall be provided (other than a bathroom) that is shielded from view and free from
intrusion from coworkers and the public, which may be used by an employee to express
breast milk.

ADOPTED / AMENDED: 2/13/12, 6/1/15
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CFD 2353: Personnel Policy — Meal Breaks

Approved June 23, 2003 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls to provide meal breaks when appropriate.
PROCEDURES:

1. General Guidance.

A. Full-time employees are allowed a meal break near the middle of the workday. In
departments operating on single shifts, the break will be thirty or sixty minutes, as
determined by the employee’s Division Manager. In departments operating on two or three
shifts, the meal break will be thirty minutes or less, depending on operating requirements.

B. Part-time employees may receive a meal break as circumstances dictate and as
determined in the sole discretion of the Division Manager.

C. Supervisors are responsible for balancing work loads and scheduling meal breaks and
should take into consideration the work load and the nature of the job performed.
Whenever necessary, the duration and time of meal periods may be changed.

D. Employees required to work more than ten hours in any workday will be allowed a second
meal break no later than six hours after returning from their first meal break.

E. Nonexempt employees (those not exempt from the minimum wage and overtime
requirements of the Fair Labor Standards Act), except firefighters assigned to a 24 hour
shift, will not be compensated for their meal breaks unless they are required to work during
their meal break. Nonexempt employees, except firefighters assigned to twenty-four shifts,
must sign out and back in on their time cards for all meal breaks.

F. Employees who leave the City's premises during their meal break must check out when
leaving and check back in when returning. Generally, employees may not leave early or
extend meal breaks beyond their assigned period. Employees will be subject to discipline if
tardy in returning from a meal break.

G. A dining area is provided for employees in most work areas to use during meal periods. No
employee is to consume any meals in work areas unless the employee is specifically
required to remain at a workstation during meal breaks.

H. Employees on meal breaks are not permitted to interfere with other employees who are
continuing to work.

|. Within reason and at the discretion of Department Directors and Division Managers,
beverages and non-odorous small snacks may be consumed in work areas.

J. On occasion, potlucks and meals may be prepared and served on City premises for special
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events and meetings.

K. Food/beverages may be prohibited in certain work areas, at the discretion of Department
Directors and Division Managers, due to safety concerns or abuse of this policy.

ADOPTED / AMENDED: 6/23/03
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CFD 2354: Personnel Policy — Leaves of Absence
Approved October 17, 2022 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the policy of the City of Cedar Falls to grant employees extended leaves of absence under
certain circumstances. Except as stated below, employees will not receive compensation during a
leave of absence.

DEFINITIONS:

e 12 Month Period: Calculated as the “rolling” 12 month period measured backward from the
date an employee uses any FMLA leave.

e Spouse:

o All individuals in legal marriages as defined or recognized in a state where the
individual was married (“place of celebration”), and includes individuals in same-sex
and common law marriages. A spouse also includes a husband or wife in a
marriage that was validly entered into outside of the United States if it could have
been entered into in at least one state. If both spouses work for the City, and are
both eligible for FMLA leave, both spouses will be limited to a combined total of 12
weeks of FMLA leave in a 12 month period for anyone or all of the following
reasons: birth of a child and bonding with the newborn child; placement of a child
with the employee for adoption or foster care and bonding with newly-placed child;
or to care for a parent with a serious health condition. This limitation does not apply
in cases of leave to care for the serious health condition of the employee’s spouse
or child, or because of the employee’s own serious health condition.

o Eligible spouses who work for the same employer are also limited to a combined
total of 26 workweeks of leave in a single 12-month period to care for a covered
service member with a serious injury or illness (commonly referred to as “military
caregiver leave”) if each spouse is a parent, spouse, son or daughter, or next of kin
of the service member. When spouses take military caregiver leave as well as other
FMLA leave in the same leave year, each spouse is subject to the combined
limitations for the reasons for leave listed above.

o Chiid: A person either under 18 years of age, or 18 years of age or older who is
incapable of self-care because of a mental or physical disability. An employee’s
“child” is one for whom the employee has day-to-day responsibility for care and
includes a biological, adopted, foster, stepchild, a legal ward, or a child of a person
standing in loco parentis. The age limitation does not apply to employees applying
for a FMLA military related leave.

e Serious Health Condition: An iliness, injury, impairment or a physical or mental condition
that involves:

265




CFD 2354.23: Personnel Policy — Leaves of Absence CITY OF CEDAR FALLS, IOWA | Page 2 of 1 ltem 11.

o conditions requiring an overnight stay in a hospital or other medical care facility; or

o conditions that incapacitate you or your family member (for example, unable to work
or attend school) for more than three consecutive days and have ongoing medical
treatment (either muitiple appointments with a health care provider, or a single
appointment and follow-up care such as prescription medication); or

o chronic conditions that cause occasional periods when you or your family member
are incapacitated and require treatment by a health care provider at least twice a
year; or

o pregnancy (including prenatal medical appointments, incapacity due to morning
sickness, and medically required bed rest).

PROCEDURES:

1. Family and Medical Leave. The City will comply with the provisions of the federal Family and
Medical Leave Act (hereinafter referred to as "FMLA") as described by U.S. Department of
Labor requirements1.

A. In accordance with FMLA, the City will grant unpaid family and medical leave to eligible
employees for up to 12 weeks per 12 month period for any one or more of the following
reasons:

1). The birth of a child or placement of a child with the employee for adoption or foster
care. Birth and bonding must be taken as a continuous block of leave unless the
Director allows intermittent leave.

2). To care for a spouse, child, or parent who has a serious health condition; or

3). For a serious health condition that makes the employee unable to perform the essential
functions of their job.

4). For any qualifying exigency arising out of the fact that a spouse, son, daughter, or
parent is a military member on covered active duty or call to covered active duty status.

B. An eligible employee may also take up to 26 workweeks of leave during a "single 12-month
period" to care for a covered service member with a serious injury or illness, when the
employee is the spouse, son, daughter, parent, or next of kin of the service member. The
single 12-month period for leave to care for a covered service member (both current
service members and veterans) with a serious injury or illness begins on the first day you
take leave for this reason and ends 12 months later, regardless of the 12- month period
established by your employer for other types of FMLA leave. Eligible employees are
entitled to a combined total of 26 workweeks of leave for any FMLA-qualifying reason
during the “single 12-month period.” (Up to 12 of the 26 weeks may be for an FMLA-
qualifying reason other than to care for a covered service member.)

1 Department of Labor: dol.gov/agencies/whd/fmia
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C. FMLA Eligibility. To be eligible for FMLA leave, an employee must be employed by the City
for at least 12 months and have worked at least 1,250 hours for the City over the 12 month
period immediately preceding the leave. The 12 months of employment do not have to be
consecutive. Employees applying for and granted a FMLA leave are required to meet
notification and documentation requirements as outlined further in this policy. Failure to
meet these requirements may result in the denial or revocation of FMLA leave.

D. Intermittent or Reduced Leave:

1). An employee may take leave intermittently (minimum of 15 minute increments) or on a
reduced leave schedule when medically necessary to care for an immediate family
member with a serious health condition or because of a serious health condition of the
employee. “Medically necessary” means that there must be a medical need for the
leave and the leave can best be accomplished through an intermittent or reduced leave
schedule. The employee may be required to transfer temporarily to a position with
equivalent pay and benefits that better accommodates recurring periods of leave. The
employee must make a reasonable effort to schedule treatment(s) so as not to unduly
disrupt the City’s operations. If an employee requests reduced or intermittent leave,
once the intermittent or reduced leave has been completed, the employee must be
transferred back to the same position that the employee held prior to taking the FMLA
leave or to an equivalent position. An employee may take leave intermittently or on a
reduced leave schedule for birth or placement for adoption or foster care of a child only
with the Director’s approval. Leave due to qualifying exigencies may also be taken on
an intermittent basis.

E. Employee Notice Requirement:

1). An employee is generally required to give thirty (30) days’ notice in the event of a
foreseeable leave. When 30 days’ notice is not possible, the employee must provide
notice as soon as practicable and generally must comply with the City’s normal call-in
procedures. Employees must provide sufficient information for the employer to
determine if the leave may qualify for FMLA protection and the anticipated timing and
duration of the leave. Sufficient information may include that the employee is unable to
perform job functions; the family member is unabie to perform daily activities, the need
for hospitalization or continuing treatment by a health care provider, or circumstances
supporting the need for military family leave. Employees also must inform the employer
if the requested leave is for a reason for FMLA leave that was previously taken or
certified. Employees also may be required to provide a certification and periodic
recertification supporting the need for leave.

F. A “Leave of Absence Request” form should be obtained from the Human Resources
Division, completed by the employee, signed by their supervisor and Department Director,
and returned to the Human Resources Division for processing and forwarding of additional
forms that may be required to complete as explained below.

G. Response to Employees:
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As a FMLA covered employer, the City will provide employees with a Notice of Eligibility
and Rights & Responsibilities form within five business days of receiving a leave
request or becoming aware of the need for FMLA leave.

The City’s response will establish whether the employee is eligible for FMLA leave and
will notify the employee of their rights and responsibilities under the FMLA.

H. Certification and Designation.

J.

1).

3).

1).

1).

The City may require certification in support of the leave from a healthcare provider no
later than fifteen (15) calendar days after applicable Department of Labor form(s) are
provided for the employee’s own or a qualified family member's serious health
condition. Upon receipt, the employee will be notified by Human Resources whether the
leave will be designated as FMLA leave and the amount of leave that will be deducted
from the employee’s FMLA entitlement. Military related leave requests require
completion of the applicable Department of Labor form available from and returned to
Human Resources staff.

. For an employee’s own medical leave, the City may require a second or third opinion at

the City’s expense as well as periodic reports on the employee’s status.

if the employee has not returned medical certification within 15 calendar days as stated
on the Notice of Eligibility and Rights & Responsibilities, the City is not aware of
extenuating circumstances, and the City is unable to determine if the need for leave
qualifies for FMLA, the City will notify the employee in writing that the FMLA leave
request has been denied, using the Designation Notice.

. When an employee is on leave and information received by Human Resources deems it

to meet FMLA criteria, the City shall designate the leave as FMLA without receiving a
FMLA leave request from the employee and without requiring the completion of the
applicable medical certification form. Where applicable, employees who are on any
approved leave of absence, whether work related or not, who also qualify for FMLA
leave shall be required to use FMLA leave concurrently with such other leave of
absence.

Return to Work Authorization

A release to duty from the employee’s health care provider must be provided to the
Human Resources Division prior to returning to work. If a fitness-for-duty appointment is
deemed necessary by the City based on position duties, the employee will be asked to
have a fitness-for-duty examination by a health care provider selected by the City, at
the City’s expense.

Effect on Benefits:

Vacation, seniority and other benefits will continue to accrue during an unpaid leave
unless such leave exceeds thirty (30) consecutive calendar days, in which case no
benefits shall accrue during the entire leave. Accrual of benefits for employees on
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intermittent leave or on a reduced work schedule may be calculated on a pro-rata basis
in proportion to their work schedule. No proration of benefit accruals shall occur if
employees maintain full-time work status (at least 32 hours per week) or the equivalent
of full-time work status is covered with the use of earned benefits.

2). Continuation of Health insurance.

a. An employee on FMLA leave may remain a participant in the City’s health insurance
plan throughout the duration of the leave, as if actively employed. The employee will
be required to pay the same cost of coverage as if actively at work. Employee
contributions will be required either through payroll deduction or by direct payment
to the City. The employee will be informed of the amount and method of payment at
the beginning of the leave. Loss of insurance coverage may result if the premium
amount is more than 30 days late. The City will provide written notice to the
employee that the payment has not been received and allow at least 15 days after
the date of the letter before coverage stops. If the employee misses a premium
payment and the City pays the employee’s contribution, the employee will be
required to reimburse the City for the delinquent payment upon return from the
leave. If an employee does not return to work, the City may require reimbursement
for the share of the premiums it paid during the FMLA leave.

3). Return to Work:

a. An employee returning from FMLA leave is entitled to return to the position held
when the leave began, if that position is vacant. If the position is not vacant, the
employee must be returned to an equivalent position with equivalent benefits, pay
and other conditions. Employees are required to provide at least 72 hours advance
notice of their return to work after such leave, unless this requirement is waived by
the employee’s supervisor and by the Human Resources Division.

2. Other Leaves of Absences:

A. Employees generally are eligible for leaves of absence if they have completed at least 12
months of service, or as specified by law.

B. The granting and duration of each leave of absence and the compensation received by the
employee, if any, during the leave of absence will be determined by the City in conjunction
with applicable federal and state law and in accordance with the City’s best interest.

C. Requests for a leave of absence or any extension of a leave shall generally be submitted in
writing to the employee's Department Director 30 days prior to commencement of the leave
period, or as soon as is practicable. The final decision concerning the request will be made
by the Department Director, after consultation with the Human Resources Division. All
employees on approved leave are expected to report any change of status in their need for
a leave or their intention to return to work to their Department Director.

D. The following types of leaves will be considered:
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Extended Family and Medical Leave (Non-FMLA).

a. In cases where an employee is not eligible for FMLA leave and the employee’s
leave duration would typically qualify for FMLA, the employee may be granted a
leave of absence.

b. Approval for such leave must be granted by the Department Director or by the City’s
Risk Management Committee if the leave exceeds two (2) consecutive weeks. The
length of any such leave will be governed by individual circumstances, but in most
cases such extended leave should not exceed 12 weeks in any 12 month period. At
least 72 hours’ notice is required in advance of the employee’s return to work date,
unless this requirement is waived by the employee’s Department Director and by
the Human Resources Division.

. Pregnancy not covered under FMLA: Pregnant employees who are not eligible for

FMLA leave shall be granted a leave of absence for the period that the employee is
disabled because of the pregnancy, childbirth or other related medical conditions, or for
eight weeks as provided by lowa law, whichever is less.

. Other sick leave not covered under FMLA: See CFD 2356: Sick Leave.

. Personal Leave of Absence: Employees may be granted a leave of absence to attend

to personal matters in cases in which the City determines that an extended period of
time away from the job will be in the best interests of the employee and the City.

. Military Leave of Absence: See CFD 2357: Military Leave.

. Educational Leave of Absence: Employees who want to continue their education in

preparation for added responsibilities with the City may be granted an educational leave
of absence, if in accordance with the City’s best interest and at the discretion of the
employee’s Department Director.

Public Office Leave of Absence: Employees who are candidates for municipal, county,
state, or federal office shall be granted leave upon request for the period from 30 days
or less prior to a contested primary, special or general election, until the day after the
election. Employees who are elected or appointed to public office shall be granted leave
for such public office upon request. Public office leaves of absence shall be without pay.

. Bereavement Leave: Full-time and permanent part-time employees may be allowed up

to five (5) working days absence with pay in case of the death of a member of the
employee’s immediate family.

a. For the purpose of this policy "immediate family" includes the employee's spouse
(including domestic partner or common law spouse), siblings (including step),
parents (including step, foster, legal guardian, and in-laws), children (including step,
foster, ward and in-laws), and any person residing in the employee's household of a
non-platonic relationship.
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b. Inthe event of the death of a brother-in-law, sister-in-law, grandparent or grandchild
of the employee or the employee’s spouse, the employee is allowed up to three (3)
working days absence with pay.

c. Bereavement leave absences are intended to include all travel. However, in
circumstances involving unusually long traveling distances, department directors
may extend bereavement absences up to three (3) additional days with pay.

d. Bereavement leave shall not be taken in less than one day increments.

e. For permanent part-time employees, a regular scheduled day off work may not be
used in combination with bereavement leave to extend consecutive days off to more
than five (5) days.

f. Non-union public safety management shift employees shall be allowed
bereavement leave as set forth in this policy regardiess of the shift to which they are
assigned. For purposes of this policy for such employees, the term “working days”
means one calendar day regardless of the number of hours scheduled. Transfer of
such employees while on bereavement leave shall not affect entitlement to such
leave. For purposes of this policy the term “non-union public safety management
shift employees” includes battalion chiefs, fire captains, police captains, police
lieutenants, public safety supervisor captains and public safety supervisor
lieutenants.

9). Workers’ Compensation: Employees who are injured in the course of their employment
with the City shall receive benefits and leave in accordance with lowa Code Chapter 85.

10).Police/Fire Disability Leave: Eligible public safety department personnel may be
granted leave for duty related conditions in accordance with lowa Code Chapter 411.

E. Employees who are on an approved leave of absence may not perform work for any other
employer during that leave, except when the leave is for military, public service, or
otherwise as permitted by law.

3. Use of paid benefit time and other benefits while on leave.

A. Every employee on a sick leave, Non-FMLA leave, or FMLA leave who is not maintaining
full-time work status or who is not covering absences with earned benefit time up to at least
full-time work status equivalent will be required to use all floating holidays, vacation,
compensatory time, sick leave/casual days, and sick days while on leave.

B. Earned benefit time shall be used until exhausted. Use of accrued, but unearned vacation
may then be used when special circumstances warrant and as approved (see also CFD
2256: Vacations). If all benefit time has been exhausted, and the employee is not covered
by FMLA, the employee may be subject to termination of employment.

C. Emergency response exception:
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1). Employees who require a medical absence for an injury arising out of service as a
volunteer fire fighter or emergency medical responder during a period of an emergency
response may choose to take the medical leave as unpaid up to a maximum of 12
weeks; and shall not be required to use accrued paid leave (sick, vacation or comp
time) for medical absence as a result of the injury.

2). After 12 weeks of unpaid leave the employee shall be required to take paid benefit time
as defined in this section.

3). The employee shall still be required to follow all other policies and rules of the City
related to medical leave and FMLA leave.

Employees covered by the City’s long term disability or workers’ compensation insurance
may supplement their pay up to 100% of their normal wages.

Every employee on a personal or educational leave of absence will be required to use all
compensatory time, floating holidays and vacation days while on leave. Earned benefit time
shall be used until exhausted prior to the use of accrued, but unearned vacation.

Employees who are candidates for public office must use earned paid benefit time during
the public service leave of absence. Employees who are elected or appointed to a position
entitling them to a public service leave of absence may, if they choose, use earned paid
benefit time during the leave. If earned paid benefit time is exhausted during a public office
leave of absence, or if eligible employees choose not to use paid benefit time, the leave or
remainder of the leave shall be without pay.

. The City will provide health insurance and other benefits to employees on leave as required

by law. No paid benefit time shall accrue during periods of unpaid leave, unless otherwise
specified by union contract.

Holidays (named and floating holidays) will be designated as FMLA leave when a holiday
falls during a week in which an employee is taking the full week of FMLA leave or in cases
when an employee takes less than a full week but they are expected or were scheduled to
work the holiday.

Policies related to required use and carry over of paid benefit time shall apply when
employees are on leaves of absence.

Availability of paid benefit time is no guarantee of continued employment.

Return from Leave of Absence.

Employees returning from a leave of absence will be reinstated to their same job or to an
equivalent job with equivalent status and pay, if required by law. However, in order to be
reinstated to their same job or equivalent job, employees must return to work within 12
weeks after the expiration of an approved sick leave or FMLA leave, or for employees who
do not qualify for FMLA leave, within 12 weeks of their first absence.
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This time may be extended upon recommendation of the Department Director and approval
by the City Administrator for good cause, such as availability of additional earned sick
leave. Employees who have taken personal, educational or public service leave cannot be
guaranteed employment upon expiration of leave.

Employees returning from a sick leave may be required to provide certification of their
ability to perform the essential functions of their job, with or without reasonable
accommodation and may be required to complete a fitness-for-duty examination or
evaluation with the City’s medical provider.

Employees are required to provide at least 72 hours advance notice of their return to work
after such leaves, unless this requirement is waived by the employee’s supervisor and by
the Human Resources Division.

Employees returning from a military leave must also comply with all of the reinstatement
requirements specified by federal law.

If the same job or one of equivalent status and pay is not available as a result of a reduction
in force, the employee will be treated in the same manner as though s/he were not on leave

at the time of the reduction in force.

5. Special Leave of Absence for Arrest and Incarceration.

A

Employees who are unable to report for work because of arrest and incarceration will be
placed on a special personal leave of absence. If the employee is unable to secure bail, the
leave of absence will continue until final disposition of the charges.

If the employee is freed on bail, a decision whether to allow the resumption of active
employment pending disposition of the charges will be made by the employee's
Department Director and the Director of Finance & Business Operations. They will
determine whether reinstatement would be consistent with the City's needs and
requirements. Likewise, when an employee is convicted of a crime, the employee's
Department Director and the Director of Finance & Business Operations will determine if it
is in the best interests of the City to allow resumption to active employment or termination.

6. Voluntary Quit. If an employee fails to return to work at the conclusion of an approved leave of
absence, including any extension of the leave, the employee will be considered to have
voluntarily terminated employment.

7. Resource. Department of Labor: https:.//www.dol.gov/agencies/whd/fmla

ADOPTED / AMENDED: 1/1/05, 7/1/06, 1/1/09, 4/09, 1/23/12, 2/13/12, 11/12/12, 11/25/13, 6/1/15,
3/1/19, 1/6/20, 7/6/20, 11/2/20, 3/7/22, 10/17/22
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APPLICATION FOR FAMILY OR MEDICAL LEAVE

Name: Dept/Div:

Current Address:

Home Phone: Cell Phone:

Date of Anticipated Leave:

Expected Date of Return to Work:

General Reason for Leave (Serious Health Condition for Self, Serious Health Condition for Family
Member, Birth of Child, Placement of a Child, Exigency, etc.):

A leave request based upon an employee's own serious health condition or the serious health
condition of the employee's spouse, child or parent must be accompanied by a verifying medical
certification from a physician.

By signing below, employee acknowledges that failure to return to work at the end of the leave
period may be treated as a resignation unless an extension has been approved in writing by the
City.

Employee further acknowledges that restoration to employment is subject to the following
conditions:

1. As a condition of restoration, an employee returning from leave due to an employee’s
own serious health condition, must provide written certification from their health care
provider, certifying the ability to perform the essential functions of their job, with or without a
reasonable accommodation, and may be required to complete a fitness-for-duty evaluation with the
City’s physician, prior to the employee’s return to work.

2. Every attempt will be made to restore an employee returning from leave to their original
position. If the employee's original position is unavailable, the employee will be placed in an
equivalent position with equivalent pay and benefits.

3. An employee returning from family and medical leave shall not be entitled to the accrual of
any seniority or employment benefits during the unpaid period of leave. Seniority accrues in
accordance with applicable collective bargaining agreements and Personnel Policies.
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4. An employee returning from leave must provide at least 72 hours advance notice of the
emplovee's return to work date, unless this requirement is waived by the employee’s supervisor

and by the Financial Services Division.

Employee's Signature: Date:

APPROVED BY:

Supervisor: Date:

Department Director: Date:

DETAILED EXPLANATION FOR LEAVE

Leave Explanation:

Employee's Signature: Date:

APPROVED BY:

Director of Finance & Business Operations: Date:
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APPLICATION FOR FAMILY OR MEDICAL LEAVE (NON-FMLA)

Name: Dept/Div:
Current Address:
Home Phone: Cell Phone:

Date of Anticipated Leave:

Expected Date of Return to Work:

General Reason for Leave (Serious Health Condition for Self, Serious Health Condition for Family
Member, Birth of Child, Placement of a Child, Exigency, etc.):

A leave request based upon an employee's own serious health condition or the serious health
condition of the employee's spouse, child or parent must be accompanied by a verifying medical
certification from a physician.

By signing below, employee acknowledges that failure to return to work at the end of the leave
period may be treated as a resignation unless an extension has been approved in writing by the
City.

Employee further acknowledges that restoration to employment is subject to the following
conditions:

1. As a condition of restoration, an employee returning from leave due to an employee’s
own serious health condition, must provide written certification from their health care
provider, certifying the ability to perform the essential functions of their job, with or without a
reasonable accommodation, and may be required to complete a fitness-for-duty evaluation with the
City’s physician, prior to the employee’s return to work.

2. An employee returning from leave must provide at least 72 hours advance notice of the
employee's return to work date, unless this requirement is waived by the employee’s supervisor
and by the Financial Services Division.
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Employee's Signature: Date:

APPROVED BY:

Supervisor: Date:

Department Director: Date:

DETAILED EXPLANATION FOR LEAVE

Leave Explanation:

Employee's Signature: Date:

APPROVED BY:

Director of Finance & Business Operations: Date:
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APPLICATION FOR EXTENDED LEAVE (OTHER)

Name: Dept/Div:
Current Address:
Home Phone: Cell Phone:

Date of Anticipated Leave:

Expected Date of Return to Work (Maximum 12 weeks):

Reason for Leave (Explain):

NOTE: For leaves of absence due to Personal, Military, Educational or Public Service. An
employee returning from leave must provide at least 72 hours advance notice of the employee’s
return to work date, unless this requirement is waived by the employee’s supervisor and by the
Financial Services Division. (See Personnel Policy 704: Leave of Absence)

By signing below, employee acknowledges that failure to return to work at the end of the leave
period may be treated as a resignation unless an extension has been approved in writing by the
City.

Employee's Signature: Date:

APPROVED BY:

Supervisor: Date:

Department Director: Date:

Director of Finance & Business Operations: Date:
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Date:
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CFD 2355: Personnel Policy — Court Duty

Approved March 1, 2019 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the Policy of the City of Cedar Falls to grant paid leave to full-time and permanent part-time
employees for assigned work time lost while serving on jury duty or witness duty in accordance
with the guidelines below. Payment for permanent part-time employees shall be pro-rated based
upon the work hours that had been scheduled prior to such leave. Other part-time and temporary
employees are not eligible for paid leave for court duty.

PROCEDURES:

1. General Guidelines.

A

If any full-time or permanent part-time employee is called for jury or witness duty other than
on City matters, the City will grant the leave and pay the difference between the court pay
and the employee’s regular pay (if the court pay is less than regular pay).

If an employee is required to testify as a witness on City matters, the employee should
receive their appropriate rate of pay.

2. Reimbursement Procedure. Full-time and permanent part-time City employees must follow
the procedure below to receive reimbursement.

A

Employees must advise their supervisor as soon as possible. Employees must provide the
jury summons or witness subpoena to their supervisor.

Employees must record the court duty hours completed their department time sheet.

Employees should cash/deposit the check they receive from the County since it will include
daily reimbursement rate, mileage, and parking. The employee then must provide a check
back to the City of Cedar Falls’ Financial Services Division for the daily reimbursement rate
as determined by the County for the days that they were absent from work. If they were not
scheduled to work on the days they reported for duty, they do not need to reimburse the
City for that day.

Employees must report to work within one hour of being released from jury duty or witness
duty unless less than one hour remains in the workday.

3. Employees who are a party in a lawsuit.

A.

Employees shall not be paid by the City if the court action involves the employee as a party
unless the employee was named in their official capacity as a City employee.

Employees who are a party to a lawsuit other than in their official capacity as a City
employee must use any accrued vacation/floating holiday/casual day pay or compensatory
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time, and if no accrued benefit time is available, then the employee must take unpaid leave.

C. Employees who bring a lawsuit against the City shall not be paid for any court duty, and
must use any accrued vacation/floating holiday/casual day pay or compensatory time, and
if no accrued benefit time is available, then the employee must take unpaid leave.

ADOPTED / AMENDED: 6/1/15, 3/1/19
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CFD 2356: Personnel Policy — Sick Leave
Approved July 6, 2020 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the policy of the City of Cedar Falls to grant its full-time employees and part-time non-union
employees (excluding seasonal and special purpose) paid sick leave during times of incapacitation
for work or for the birth, adoption or foster placement of a child in accordance with the procedures

below.

PROCEDURES:

1. Sick Leave Credited.

A

Sick leave shall be earned by the employee as follows:

1). After first seven (7) days of employment-- One (1) day

2). After thirty (30) days of employment-- One (1) additional day
3). After each month of employment-- One (1) additional day

At the end of the first year, thirteen (13) days shall have been earned. After the first year of
employment, an additional one (1) day shall be earned for each additional month of
employment. There is no limit on the accumulation of sick leave. Upon beginning
employment, the employee shall be credited with the first year's sick leave of thirteen (13)
days. If employment is terminated during the first year, any sick leave used above the
amount earned shall be deducted from the employee’s last paycheck.

Part-time, non-union employees’ sick leave benefits will be paid on a pro rata basis based
upon the number of hours actually worked in the prior year computed as of their
anniversary date. Part-time, non-union employees’ accrual of sick leave benefits will accrue
on an annual basis rather than a monthly basis.

2. Use of Sick Leave.

A

Sick leave shall be used only for personal illness, personal injury, medical appointments
with members of the medical profession, and an iliness or injury of a member of the
immediate family, which includes the following: the spouse, children, grandchildren,
brothers, sisters, parents and grandparents of both the employee and spouse.

Sick leave may also be taken for the birth, adoption or foster placement of a child as
provided for in the federal Family and Medical Leave Act (FMLA).

In emergency situations, sick leave may be used for other purposes if approved in advance
by the City Administrator.
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3. Sick Leave/Benefit Notification.

A

A

The employee will receive straight time for each work day that said employee is absent
while on sick leave to the extent of earned sick leave; but not more sick benefit per week
than employee’s pay for a normal work week.

Sick leave is in no way to be construed as additional vacation time.

Sick leave shall not be granted unless the supervisor or other persons as established by
each department has been notified by not later than the starting time of the particular
workday. Such naotification should include a reason for the absence and an indication of
when the employee is expected to return to work.

If the supervisor is unavailable, the employee must contact the Division Manager or
Department Director. If the employee is unable to notify the supervisor, Division Manager or
Department Director, then the employee should contact the Personnel Specialist.

. Voice mail messages, text messages and emails are initially acceptable when personal

contact cannot be made with a supervisor, Division Manager, Department Director, or
Personnel Specialist, but the employee must continue to contact supervisors, managers
and directors until the employee personally speaks to someone.

Employees are required to personally notify unless emergency prevents personal
notification.

Employees are required to provide a telephone number where they can be reached when
absent from work.

Non-FMLA Extended Family and Medical Leave.

An employee who is sick or injured and unable to work, or who has an immediate family
member who is sick or injured and requires the care of the employee, or in the event of the
birth of a child or placement with the employee of a child for adoption or foster care, which
will result in absence from work for two consecutive weeks or more, may be granted a
leave of absence if the employee does not qualify for FMLA leave, if work conditions and
other circumstances permit.

If the need for leave is foreseeable, the employee is required to provide at least thirty (30)
days advance notice to the employee’s supervisor of the need for leave.

When such long term non-FMLA leave is unforeseeable, the employee must provide notice
as soon as practicable and generally must comply with the City’s normal call-in procedures
until extended leave is granted.

. Approval for such leave must be granted by management and by the City’'s Risk

Management Committee.
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E. An immediate family member for purposes of this policy means spouse, child or parent of
the employee.

F. Except for the birth of a child or placement with the employee of a child for adoption or
foster care, an employee on extended family or medical leave shall provide as soon as
practicable a certification from a health care provider stating that the condition prevents the
employee from performing the essential functions of the employee’s job, or if applicable,
supporting the need for leave to care for the immediate family member.

G. The length of any such leave will be governed by individual circumstances, but in no event
shall such extended leave exceed twelve weeks in any twelve month period.

H. At least 72 hours’ notice is required in advance of the employee’s return to work date,
unless this requirement is waived by the employee’s supervisor and by the Financial
Services Division.

5. Vacation and Sick Leave. If an employee is scheduled for vacation and becomes ill or injured
to the extent they must seek medical attention, the employee may be allowed to switch
vacation leave to sick leave, subject to Department Director approval and written
documentation from a member of the medical profession.

6. Use of Paid Benefits After Sick Leave is Exhausted. If any earned paid benefit time remains
after sick leave benefits have been exhausted, such earned paid benefit time shall then be
used until exhausted. Accrued but unearned vacation may then be used when special
circumstances warrant and as approved (see also CFD 2256: Vacations).

7. Substantiation of Sick Leave. At the discretion of the department head, sick leave covering a
period in excess of two (2) working days must be substantiated by a written statement from a
member of the medical profession, stating the nature of the sickness or injury, and that the
employee is again physically able to perform their duties. Substantiation of birth, adoption or
foster placement of a child may also be required. (see also CFD 2351: Aftendance and
Punctuality; CFD 2354: Leaves of Absence; and CFD 2105: Medical Procedures.)

8. Injury On-The-Job and Return to Work. Any employee who is injured on the job will not be
allowed to return to work until the Legal Services Division is presented with a written statement
from a member of the medical profession stating that the employee is able to perform the
essential functions of the job as the same may be temporarily modified. All accidents and
injuries must be reported to the employee’s supervisor immediately.

9. Other Injuries/llinesses and Return to Work. Employees who have had a non-occupational
illness or injury will not be allowed to return to work unless the Legal Services Division is
presented with a written statement from a member of the medical profession stating that the
employee is able to perform the essential functions of the job as the same may be temporarily
modified, depending upon the needs of the position and the nature and extent of any activity
restrictions. Any temporary assignments under this policy must have the prior approval of the
City’s Risk Management Committee. Employees may be required to complete a fitness for duty
exam by the City’s health care provider before returning to work in any capacity. (See also CFD
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2354: Leaves of Absence).

10. Abuse of Sick Leave. Employees who abuse sick leave shall be subject to discipline, up to
and including termination.

11. Sick Leave Accumulation and Accrual. No lump sum payment may be made for unused sick
leave, except as provided in CFD 2159: Severance Pay, to qualifying employees.

12. Non-Union Public Safety Personnel.

A

Non-union public safety management shift employees assigned to a 6-3 shift shall accrue
and earn sick leave as follows: 8.25 hours for each month of employment on the shift.

Non-union public safety management shift employees assigned to a 24 hour shift shall
accrue and earn sick leave as follows: 24 hours for each month of employment on the shift.

Non-union public safety shift management employees assigned to non-shift shall accrue
and earn sick leave as follows: 8 hours for each month of employment on the non-shift.

. Sick leave accrual and earning is calculated or recalculated at the time of shift assignment

and only completed months of employment are included in such calculation or
recalculation.

For purposes of this policy the term “non-union public safety management shift employees”
includes battalion chiefs, fire captains, police captains, police lieutenants, public safety
supervisor captains and public safety supervisor lieutenants.

Use of sick leave shall be converted to hours regardless of the police or fire shift to which
the non-union public safety management shift employees are assigned. Use of sick leave
shall be as provided in this policy.

ADOPTED / AMENDED: 3/22/04, 1/1/05, 7/1/06, 6/1/15, 3/1/19, 1/6/20, 7/6/20
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CFD 2357: Personnel Policy — Military Leave

Approved June 1, 2015 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the policy of the City of Cedar Falls to provide military leave for its employees in compliance
with lowa Code Chapter 29 and the Uniformed Services Employment and Reemployment Rights
Act of 1994 (USERRA).

PROCEDURES:
1. Eligible Employees.

A. This policy is prepared in accordance with and closely follows lowa Code §29A.28 and
USERRA. All employees (other than those who are in “brief nonrecurrent” positions; i.e.,
temporary employees employed for six months or less) who are members of the uniformed
(military) services, or who are or may be otherwise inducted into the military service of the
State of lowa or the United States, when ordered by proper authority to state or federal
service, will be entitled to a leave of absence from City employment for the period of such
active state or federal service, without loss of status, efficiency rating, or seniority.
Employees will receive their regular (normal) weekly pay regardless of shift configuration
for the first 30 days of training leave or active duty each calendar year, as provided and
further defined below in Section 2. Service means duty on a voluntary or involuntary basis.

2. Days Allowed.

A. The first 30 days of absence as stated in the State Code are defined as 30 calendar days
per calendar year unless defined otherwise by the state legislature. The days need not be
consecutive.

1). Normally, all dates included in the employee’s call to duty orders, including weekend
duty, will be counted toward the 30 calendar days per calendar year. Weekend short-
term In-active Duty Training days do not count toward the 30 calendar days per
calendar year allotment and will not be charged as unpaid military leave of absence and
shall not be compensated, unless the employee was scheduled to be on-call that
weekend, or those days were normally scheduled workdays. Example: If the employee
is on military leave only on scheduled days off, such as weekend training or IDT
(Inactive Duty Training), those days do not count against the thirty days of leave
provided by lowa Code §29A.28 and will not be compensated, unless the employee
was scheduled to be on-call that weekend.

2). Leave less than 30 consecutive days: In accordance with lowa Code §29A.28 (2003),
where state active duty, active state service or federal service is for a period less than
thirty consecutive days, a leave of absence under this section shall only be required for
those days that the civil employee would normally perform services for the City.
Example: If the employee is on military duty for fourteen days, only those days that the
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employee normally would be scheduled to work and perform services for the City will be
counted against the thirty days of annual paid military leave.

3). Leave longer than 30 consecutive days: In accordance with lowa Code §29A.28 (2003),
where state active duty, active state service or federal service is for a period longer than
thirty days, the first thirty calendar days, regardless of the employee’s shift
configuration, shall count toward the leave of absence. The employee shall receive their
regular paycheck for those first thirty days of the leave of absence. Example: If an
employee is on military duty for forty calendar days consecutively beginning on
Saturday, all of the first thirty days count towards the leave provided by lowa Code §
29A.28 regardless of the employee’s shift configuration. The employee shall receive
their regular paycheck for those first thirty of the forty calendar days as if they were
actively working for the City.

4). Any portion of a day is counted as one day.
5). Necessary travel time is considered duty and counted as military leave.

B. Regular part-time employees will receive paid leave for the number of hours normally
scheduled to work on the days absent during the 30 days of leave per calendar year.

C. Any leave required beyond the 30 days will be reported as unpaid military leave, unless the
employee chooses to use accrued vacation, sick leave casual days, holidays or
compensatory time in lieu of unpaid military leave. However, pursuant to Section 4316 (d)
of the USERRA, an employee cannot be forced to use benefit time for military service.

3. Notification Process:

A. All employees in a uniformed (military) service shall provide their employer (i.e. supervisor
or Division Manager) with advance notice of military service. Notice may be either written or
verbal, but orders should be turned in to the supervisor or Division Manager at the earliest
possible time to be used as a source document for payroll and proper accounting of time.
The Department of Defense has stated that it “strongly recommends that advance notice to
civilian employers be provided at least 30 days prior to departure for uniformed service
when it is feasible to do so.” The notice may be provided by the employee or by an
appropriate officer of the branch in which the employee will be serving. The Division
Manager shall forward the notice to the Finance and Business Operations Department.

B. No notice is required if:

1). Military necessity, as defined in the regulations of the Secretary of Defense, prevents
the giving of notice; or

2). The giving of notice is otherwise impossible or unreasonable.

C. Annual/Monthly Training.

287




CFD 2357.23: Personnel Policy — Military Leave CITY OF CEDAR FALLS, IOWA | Page 3| Item 11.

1),

2).

3).

During September of each year all members of organized reserve and National Guard
units should submit their schedule for annual training and monthly drill dates, if they are
available to them, for the entire upcoming military fiscal year (October 1 of the current
year to September 30 of the following year). Any changes in the annual training or the
monthly drill dates should be submitted to the member's supervisor or Division Manager
as soon as possible, after the member receives notice of the change. The Division
Manager shall forward the annual training and monthly drill dates to the Finance and
Business Operations Department.

A request for a military leave of absence along with duty orders shall be submitted to
the supervisor or Division Manager as soon as possible, normally not less than 30
calendar days prior to annual training date, to allow for the Departments to prepare and
adjust work scheduling and planning as needed. The Division Manager shall forward
the request and duty orders to the Finance and Business Operations Department.

Specific duty orders (written or verbal) shall be submitted to the supervisor and Division
Manager for review prior to the annual/monthly training dates to allow for proper
Department coordination, planning, and scheduling. If the training or active duty service
period creates a substantial and severe hardship on their Department, the Department
Director should fully document and substantiate that hardship and provide that
documentation to the Finance and Business Operations Department to notify the
appropriate authorities to request and attempt to obtain relief from that employee's
military service obligation.

4. Reporting Back to Work.

A. An employee returning under honorable conditions to employment of the City from military
service of not more than five years will have re-employment rights providing such employee
returns to work as outlined below:

1),

2).

Service of 1-30 days. The employee must report to the City not later than the beginning
of the first full regularly scheduled workday on the first full calendar day following the
completion of the military service, and the expiration of eight hours after a period
allowing for safe transportation from the place of military service to the employee’s
residence. Example: if an employee completes his or her period of service and arrives
home at 10:00 p.m., the City cannot require the employee to report to work until the
beginning of the next full regularly scheduled work period that begins at least eight
hours after arriving home (no earlier than 6:00 a.m. the next morning). If, due to no fauit
of the employee, timely reporting back to work would be impossible or unreasonable,
the employee must report back to work as soon as possible.

Military Service Fitness Exam. The time limit for reporting back to work for a person
who is absent from work in order to take a fitness for military service examination is the
same as the one above for persons who are absent for 1 to 30 days. This period will
apply regardless of the length of the person’s absence.
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3).

8).

Service of 31-180 days. An application for re-employment must be submitted no later
than fourteen (14) days after completion of a person's military service. The submitting of
an application is necessary to show and record the specific intent for re-employment. If
submission of a timely application is impossible or unreasonable through no fault of a
person, the application must be submitted as soon as possible. If the 14th day falls on a
day the offices are not open or there is otherwise no one available to accept the
application, the time extends to the next business day.

. Service of 181 days or more. An application for re-employment must be submitted no

later than ninety (90) days after completion of a person's military service. The
submitting of an application is necessary to show and record the specific intent for re-
employment. If the 90th day falls on a day the offices are not open or there is otherwise
no one available to accept the application, the time extends to the next business day.

. Disability incurred or aggravated. The reporting application deadlines are extended for

up to two years for persons who are hospitalized or convalescing because of a disability
incurred or aggravated during the period of military service. The two-year period will be
extended by the minimum time required to accommodate a circumstance beyond an
individual’s control that would make reporting within the two-year period impossible or
unreasonable.

. A member’s re-employment rights are not automatically forfeited if the member fails to

report to work or apply for re-employment within the time limits, but the member will
then be subject to the City’s rules governing unexcused absences.

. Section 4312(f) of the USERRA provides that the employer has the right to request that

a person who is absent for a period of service of 31 days or more to provide
documentation showing that:

a. the person’s application for re-employment is timely;
b. the person has not exceeded the five-year service limitation; and

c. the person’s separation from service was other than disqualifying under Section
4304.

Unavailable documentation. Under USERRA, pursuant to Section 4312(f)(3)(A), if a
person does not provide satisfactory documentation because it's not readily available or
doesn’t exist, the employer still must promptly re-employ the person. However, if, after
re-employing the person, documentation becomes available that shows one or more re-
employment requirements were not met, the employer may terminate the person. The
termination would be effective as of that moment. It would not operate retroactively.

B. Placement of eligible persons in a job after they have returned: Except with respect to
persons who have a disability incurred in or aggravated by military service, the position into
which a person is reinstated is based on the length of a person’s military service.
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1). 1 to 90 days. USERRA Section 4313 (a) (1) (A) & (B). A person whose military service
lasted 1 to 90 days must be “promptly re-employed” in the following order of priority:

a. Pursuant to Section 4313 (a) (1): (A) in the job the person would have held had the
person remained continuously employed, so long as the person is qualified for the
job or can become qualified after reasonable efforts by the employer to qualify the
person; or, (B) in the position of employment in which the person was employed on
the date of the commencement of the service in the uniformed services, only if the
person is not qualified to perform the duties of the position referred to in
subparagraph (A) after reasonable efforts by the employer to qualify the person.

b. Pursuant to Section 4313 (a)(4): If the employee cannot become qualified for either
position described above (other than for a disability incurred in or aggravated by the
military service) even after reasonable employer efforts, the person is to be re-
employed in a position that is the nearest approximation to the positions described
above (in that order) which the person is able to perform, with full seniority.

c. With respect to the first two positions, employers do not have the option of offering
other jobs of equivalent seniority, status, and pay.

2). 91 or more days. USERRA Section 4313 (a) (2). The law requires employers to
promptly re-employ persons returning from military service of 91 or more days in the
following order of priority:

a. Pursuant to Section 4313(a)(2): (A) In the job the person would have held had the
person remained continuously employed, or a position of like seniority status and
pay, so long as the person is qualified for the job or can become qualified after
reasonable efforts by the employer to qualify the person; or, (B) in the position of
employment in which the person was employed on the date of the commencement
of the service in the uniformed services, or a position of like seniority, status, and
pay the duties of which the person is qualified to perform, only if the person is not
qualified to perform the duties of the position referred to in subparagraph (A) after
reasonable efforts by the employer to qualify the person.

b. Pursuant to Section 4313 (a)(4): If the employee cannot become qualified for the
position either in (A) or (B) above: in any other position of lesser status and pay, but
that most nearly approximates the above positions (in that order) that the employee
is qualified to perform with full seniority.

C. The City will make a reasonable effort to qualify returning service members who are not
qualified for re-employment positions that they otherwise would be entitled to hold for
reasons other than a disability incurred or aggravated by military service. Refresher and
any training necessary to update a returning employee’s skills will be provided where the
employee is no longer qualified due to technological advances. Training will not be required
if it is an undue hardship for the City. If reasonable efforts fail to qualify a person for the first
and second re-employment positions in the above schemes, the person must be placed in
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a position of equivalent or nearest approximation and pay that the person is qualified to
perform.

Pursuant to USERRA Section 4313 (a), returning service members must be “promptly re-
employed.” “Prompt re-employment” will depend on the circumstances of each individual
case. Reinstatement after weekend National Guard duty will generally be the next regularly
scheduled working day. However, reinstatement following five years of active duty may
require giving notice to an incumbent employee who has occupied the service member’s
position and who might possibly have to vacate that position.

Each returning service member shall be placed back onto the seniority list at the point the
person would have occupied if the person had remained continuously employed. The
position may not necessarily be the same job the person previously held. For instance, if
the person would have been promoted with reasonable certainty had the person not been
absent, the person would be entitled to that promotion upon reinstatement. However, the
position could be at a lower level than the one previously held, it could be a different job, or
it could conceivably be in a layoff status.

5. Seniority.

A

An employee on military leave will accumulate seniority during the period of absence. Re-
employed service members are entitled to the seniority and all rights and benefits based on
seniority that they would have attained with reasonable certainty had they remained
continuously employed. A right or benefit is seniority-based if it is determined by or accrues
with length of service. A right or benefit is not seniority-based if it is compensation for work
performed or it is subject to a significant contingency.

6. Rights not based on seniority USERRA Section 4316 (b).

A.

Departing service members will be treated as if they are on a leave of absence for purposes
of non-seniority based benefits.

The returning employees shall be entitled not only to non-seniority rights and benefits
available at the time they left for military service, but also those that became effective
during their service.

7. Pension Contributions and 457 Account Contributions.

A.

Under USERRA, pursuant to Section 4318, if a person has been absent for military service
for 91 or more days, an employer may delay making retroactive pension contributions until
the person submits satisfactory documentation (See Comment 4(A)(8) above). However,
contributions will still have to be made for persons who are absent for 90 or fewer days.

Pension service credits will continue during a military leave of absence.

Under USERRA, employees returning from military leave will be allowed up to three times
the period of the absence to make up for missed contributions. The City will only make
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matching contributions to the extent the returning employee makes required contributions
to the plan.

8. Vacation, Holidays, Sick Leave and Casual Day.

A.

Employees on paid military leave shall continue to accrue vacation, holidays, sick leave and
casual days during periods of paid time off during the military leave. These benefits shall
not accrue during any periods of unpaid time off during the military leave.

Employees may use, but are not required to use, vacation, holidays, comp time and casual
days during their military leave. Sick days may not be used during military leave.

C. The period of time of military service shall be included in calculating an employee’s seniority

for purposes of determining seniority-based benefits.

9. Pay Increases. Pay increases scheduled to take effect during an employee's military leave will
become effective upon return to employment.

10. Insurance Continuation.

A

The City’s contribution to insurance benefits will terminate at the end of the month in which
the leave without pay begins.

Pursuant to USERRA, the employee may also elect to continue coverage for a period that
is shorter of the following two periods: the 24-month period beginning on the date on which
the employee’s absence begins; or the period beginning on the date on which the
employee’s absence begins and ending on the date on which the employee fails to return
to the job or apply for reemployment. If the employee leaves work for military service
without electing continuing coverage, the health plan coverage will be terminated during
military service; however, coverage will be reinstated when the employee returns to work, if
requested by the employee.

The amount the employee must pay for continuing health care coverage varies according to
how long the employee is absent and whether the employee is using paid leave or unpaid
leave: If the employee performs military service of fewer than 31 days and/or is on paid
leave, the employee will only pay the employee’s share, if any, for coverage. If the
employee serves for 31 days or longer and is on unpaid leave, they may be required to pay
up to 102 percent of the full premium (the employee’s share plus the employer’s share) for
coverage. In either case, the payment obligation begins on the first day of the continuation
coverage.

For further information regarding health care coverage, please contact the Plan
Administrator and consult the Health Plan Document.

An employee may elect to continue coverage under the group life/accidental death &
dismemberment and long-term disability insurance during the months in which leave is
without pay. The monthly premium must be paid to the City by the first of the month
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beginning with the first month in which unpaid leave begins.

F. For further guidance contact the Finance and Business Operations Department or refer to
the current “Non-Technical Resource Guide to the Uniformed Service Employment and
Reemployment Rights Act (USERRA),” from the U.S. Department of Labor Veterans
Employment and Training Service (copies are available from the Finance and Business
Operations Department), or call Employer Support of the Guard and Reserve (ESGR) toll-
free at 1-800-336-4590, or go to the ESGR Information website at www.esgr.org.

ADOPTED / AMENDED: 7/1/06, 6/1/15
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CFD 2401: Personnel Policy — Employee Behavior
Approved January 16, 2017 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council
POLICY:

it is the policy of the City of Cedar Falls that certain rules and regulations regarding employee
behavior are necessary for the efficient operation of the City and for the benefit and safety of all
employees. Employees are expected to accept certain responsibilities in matters of personal
conduct and exhibit a high degree of personal integrity, honesty, and truthfulness at all times.
Conduct (regardless of whether it is specifically listed below) that interferes with operations, that
discredits the City, or that is offensive to or viewed as unfavorable by the public or co-workers will
not be tolerated.

PROCEDURES:

1. Expected Employee Behavior. Employees are expected at all times to conduct themselves in
a positive manner so as to promote the best interests of the City. Such conduct includes, but is
not limited to:

A. Reporting to work punctually as scheduled and being at the proper work station, ready for
work, at the assigned starting time.

B. Giving proper advance notice whenever unable to work or report on time;
C. Complying with all City safety and security regulations;

D. Smoking only at times and in places not prohibited by law or City rules;

E. Wearing clothing appropriate for the work being performed,

F. Eating meals only during meal periods and only in designated eating areas;
G. Maintaining cleanliness and order in the workplace and work areas;

H. Treating all citizens, customers, visitors, suppliers and coworkers in a courteous,
professional and helpful manner; and demonstrating a considerate, friendly and
constructive attitude;

|. Refraining from behavior or conduct deemed offensive or undesirable, or which is contrary
to the City's best interest;

J. Performing assigned tasks efficiently and in accord with established quality standards;

K. Reporting to management suspicious, unethical, or illegal conduct by co-workers,
customers, or suppliers;

L. Reporting to management any threatening or potentially violent behavior by coworkers,
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citizens, customers, visitors or suppliers;

. Cooperating with City investigations.

. Being honest and truthful in all statements made to other City employees, suppliers,

customers, and general public.

Following all policies and procedures adopted by the City.

2. Prohibited Employee Behavior. The following conduct is prohibited and may subject the
individual involved to disciplinary action, up to and including termination:

A

K.

L.

The reporting to work under the influence of alcoholic beverages and/or illegal drugs and
narcotics or the use, sale, dispensing, or possession of alcoholic beverages and/or illegal
drugs and narcotics on City premises, except for police officers when possession is part of
their assigned duties;

The use of profanity or abusive language;

The possession of explosives, firearms or other weapons on City property, except police
officers in the course of their duties;

Insubordination or the refusal by an employee to follow management's instructions
concerning job related matters;

. Fighting or assault on other City employees, customers, citizens, suppliers or any other

person on City premises;

Theft, destruction, defacement, or misuse of City property or property of an employee,
citizen, supplier or customer;

Gambling on City property;

Falsifying, altering, misuse or misrepresentation of any City record or report, such as an
application for employment, a medical report, a work record, a time record, an expense
account, an absence report, and receiving records;

Threatening or intimidating City employees, customers, citizens, suppliers, or any other
person on City property;

Smoking where prohibited by law or City rules;
Horseplay, pranks, or practical jokes;

Unauthorized sleeping on the job;

M. Failure to wear assigned safety equipment or failure to abide by safety rules and policies;
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Recklessness or gross negligence resulting in an accident or the threat of a serious
accident;

Improper attire, hygiene or inappropriate personal appearance;
Engaging in any form of sexual or other harassment;

Violation of City policies on solicitation or distribution;

Improper disclosure of confidential information;

Making false, inaccurate, or misleading statements or misrepresentations about another
City employee, elected or appointed public official, citizen, customer, City operation,
practice, policy, or other matters;

Misuse and/or abuse of sick leave;

Making a false claim against the City, including but not limited to, property loss claims and
workers compensation claims.

Violation of City policies in CFD 2406: Technology Resource Acceptable Use.

W. Violation of any other City policies not specifically addressed above.

3. Additional Considerations.

A

Any off-duty conduct including, but not limited to, being arrested for operating a motor
vehicle while intoxicated, that jeopardizes an employee’s ability to perform essential job
duties will subject the employee to disciplinary action, up to and including termination.

The examples in Section 2 above, are illustrative of the type of behavior that will not be
permitted but are not intended to be an all-inclusive listing. Any violation of the City's
policies or any conduct considered inappropriate or unsatisfactory, at management's
discretion, will subject the employee to disciplinary action, up to and including termination.
Questions about this policy should be directed to the City Attorney.

Employees required to wear city designated uniforms for employment, or those wearing
clothing with the City logo upon it, shall only wear the designated uniform or clothing while
on duty during working hours. Employees may wear uniforms for special events as
approved by the Department Director.

ADOPTED / AMENDED: 1/23/12, 11/12/12, 6/1/15, 1/16/17
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CFD 2402: Personnel Policy — Employee Personal Appearance

POLICY:

Approved March 1, 2019 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

It is the policy of the City of Cedar Falls that each employee's dress, grooming, and personal
hygiene should be appropriate to the work situation.

PROCEDURES:

1. General Guidelines.

A. Employees are expected at all times to present a professional, business like image to
customers, prospects, and the public. Favorable personal appearance, like proper
maintenance of work areas, is an ongoing requirement of employment with the City.
Radical departures from conventional dress or personal grooming and hygiene standards
are not permitted.

B. Any employees who have regular contact with the public must comply with the following
personal appearance standards:

1).

3).

4),

Employees are expected to dress in a manner that is normally acceptable in similar
business establishments. Clothing must be clean, pressed and wrinkle-free, not
excessively worn or faded and without holes or frayed areas. The unauthorized wearing
of suggestive attire or of dungarees, shorts, T shirts and similar items of casual attire is
not permitted, as they do not present a businesslike appearance. Clothing should not
have inappropriate advertising or slogans, as determined by the Division Manager or
Department Director. Jeans that are not ripped, tattered or worn-out and sandals may
be worn on occasion with approval of Division Manager or Department Director.

. Hair should be clean, combed, and neatly trimmed or arranged. Shaggy, unkempt hair

is not permissible regardless of length.
Sideburns, moustaches, and beards should be neatly trimmed.

Tattoos and body piercings (other than earrings) should not be visible if there is a
complaint filed by an employee or a member of the public. The complaint must be
investigated by the employee’s supervisor and Department Director and result in a
“founded” conclusion. A “founded” conclusion is one in which it is determined that the
tattoo or body piercings are unsafe, disruptive, offensive or otherwise inappropriate
when considering the circumstances, job duties and work environment.

C. The personal appearance of employees who do not regularly meet the public is to be
governed by the requirements of safety, comfort, and consideration for co-workers, but
should still be as neat and business like as working conditions permit.
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D. All employees are expected to maintain a basic and proper level of hygiene, regardless of
position within the City. Excessive use of perfume, cologne, after shave, lotion, hair spray
or other similar products should be avoided in consideration of other employees and the
public.

E. Certain employees may be required to meet special dress, grooming, and/or hygiene
standards depending on the nature of their job.

F. Specific Departmental procedures and policies may be applicable. Division Managers and
Department Directors are responsible for enforcing the guidelines in their department and
will have the authority to make judgment calls for inappropriate dress. Any employee who
does not meet the standards of this policy will be required to take corrective action, which
may include leaving the premises. Any work time missed because of failure to comply with
this policy will not be compensated, and repeated violations of this policy will be cause for
disciplinary action.

ADOPTED / AMENDED: 3/1/19
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CFD 2403: Personnel Policy —- Employee Personal Finances

Approved June 1, 2015 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the policy of the City of Cedar Falls to require employees to meet and discharge their financial
obligations in a timely manner.

PROCEDURES:

1. General Guidance.

A

Employees should manage their personal finances so that they do not adversely impact job
performance or the City's image in the community. The failure of employees to meet
financial obligations may impose an administrative and financial burden on the City in terms
of extra bookkeeping and the need to respond to and comply with court processes.

The City will not disclose employee financial information to outside parties without express
written permission from the employee, except as required by law. Employees who become
financially obligated to the City will be expected to enter into a written acknowledgment of
the obligation at the time it is incurred. Such obligations could arise from pay or expense
advances, shortages, or breakage of City property.

The City may undertake credit checks of applicants for employment in accordance with
CFD 2104: Hiring and Rehiring. In addition, the City may conduct credit checks on current
employees being considered for promotions or transfers to positions where financial status
may have an impact on an employee's qualifications to perform the job.

The City Clerk or Controller/City Treasurer are the only persons authorized to receive a writ
of garnishment or attachment, a notice of levy by any taxing authority, or any other similar
order requiring payment of a portion of an employee's compensation to someone other than
the employee. The Financial Services Division or its designated representative is to notify
the affected employee immediately and then deduct the required amount from the
employee's earnings. The amount deducted, however, will not exceed that permitted by
law.

No employee will be terminated because of the fact that their earnings have been subjected
to garnishment for one indebtedness. However, repeated garnishments for more than one
indebtedness may result in discipline, up to and including termination, depending on the
circumstances of the case and any restrictions under state law.

The City will not deny employment to, or terminate the employment of, any person solely
because that person has filed a petition for bankruptcy.

ADOPTED / AMENDED: 6/1/15
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CFD 2404: Personnel Policy — Customer Service

Approved June 23, 2003 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

it is the Policy of the City of Cedar Falls to be citizen and service oriented and to require
employees to treat citizens, as well as all persons who come in contact with the City, in a
courteous and respectful manner at all times.

PROCEDURES:

1. General Guidance.

A

All employees have an obligation to represent the City in a positive fashion and to make
citizens and all other persons feel as comfortable as possible in dealing with the City.

Employees with public contact are expected to know the City's services and to learn the
wants and needs of citizens. These employees should attempt to educate the public about
the use of the City’s services and should seek new ways to serve the public.

Employees are encouraged to report recurring public-related problems to their supervisor
and to make suggestions for changes in City policies or operating procedures to solve
problems.

Employees should be prepared to listen carefully to public inquires and complaints and then
deal with them in a responsive, professional manner. If a controversy arises, the employee
should attempt to explain City policy in a clear, yet deferential manner. If a person
becomes unreasonable, abusive, or harassing and the employee cannot resolve the
problem, the person should be referred to the employee's supervisor.

Employees should be particularly courteous and thoughtful when using the telephone.
Positive telephone contact can enhance goodwill, while a negative experience can destroy
a valuable relationship. The following procedures should be observed whenever possible:

1). When answering the telephone, use a pleasant tone of voice, give the name of the
department or division, and identify yourself;

2). If the person with whom the caller wishes to speak is on another line or otherwise
unavailable, ask if the caller wants to leave a message or be transferred to the person’s
voice mail;

3). Always provide the caller with the direct phone number for the person to whom they
wish to call; and

4). When a caller leaves a name, number, or message, make sure it is recorded correctly
and given promptly to the appropriate individual.
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F. To measure and evaluate public service, the City may access and monitor employee
telephone conversations made in the normal course of business.

ADOPTED / AMENDED: 6/23/03
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CFD 2405: Personnel Policy — Mobile Device Allowance
Approved January 6, 2020 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the policy of the City of Cedar Falls to provide for the use of cellular telephones and other
mobile devices by certain employees and elected officials.

PROCEDURES:

1. Cell Phones and Other Mobile Devices.

A

A.

This policy applies to cellular telephones and other mobile electronic devices capable of
voice communication (“mobile devices”).

The City recognizes a substantial business reason for the use of mobile devices by certain
City employees and City officials in the performance of their duties. Department Directors
will determine which employees in their department require the use of mobile devices. It will
be the responsibility of the Director to justify and budget for the use of mobile devices. The
City Administrator will determine which City officials will be offered the use of mobile
devices. All such devices shall be issued on a strictly non-compensatory basis.

The City will supply a City-owned mobile device to designated City management employees
and City officials or will provide the designated employees and officials with a monthly
allowance in their paycheck to offset the expense of a personal mobile device. The
determination of which management employees and officials will be supplied with mobile
devices and which will be provided a monthly allowance shall be made by the Department
Director in consultation with the Financial Services Division.

As a condition of receiving a monthly allowance for use of a personal mobile device or for
issuance of a City owned mobile device, the mobile number for such device shall be made
available to the public in any manner the City deems necessary or appropriate.

Nothing in this policy shall be interpreted to require or allow non-exempt employees to
monitor or use mobile devices for conducting City business while off work, unless
permission is granted from the employees’ supervisor.

Monthly Allowance.

The mobile device used will be the personal property of the employee or official and
therefore the employee or official will be responsible for the capital cost of the device and
the decision whether to carry insurance on the device at the employee or official's own
expense. The employee or official, at his or her own expense, may add extra services or
equipment features as desired.

The monthly allowance shall be in the amount set forth in the Accounting Policies &
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Procedures and Purchasing Manual. These employees and officials must be on call 24
hours, 7 days a week unless on authorized leave or vacation. If an employee or official who
is provided a mobile device allowance chooses to turn the device off during off-duty hours
or chooses to not answer the device, he or she may lose the allowance and discipline may
occur.

C. Additional specified employees that have been designated by their Department Director,
that are required to carry a mobile device due to the fact that they are heavy daily users,
will also receive an allowance. This allowance shall be in the amount set forth in the
Accounting Policies & Procedures and Purchasing Manual These employees will be
required to have the device on at all times for City business while at work and if on call, 24
hours, 7 days a week. If they do not have the device on or choose to not answer the
device, they may lose their allowance and discipline may occur.

D. The allowance amount shall not exceed the actual cost the employee or official is paying for
the employee’s or official’s cellular service.

E. The equipment allowance for each employee or official shall be in the amount set forth in
the Accounting Policies & Procedures and Purchasing Manual. This equipment allowance
can be used by the employee or official for the cost of the phone or the cost of accessories
(chargers, belts, clips, etc.).

F. Employees and officials receiving the allowance will be allowed to make and receive
personal calls on the mobile device since it is the employee's or official’'s personal property.
However, these personal calls shall not interfere with work, as already provided by city

policy.

G. A cellular telephone authorization form shall be completed by the employee and reviewed
and signed by the Division Manager (if applicable) and Department Director. The
completed form shall then be forwarded to the Controller/City Treasurer.

H. The allowance shall continue until the Controller/City Treasurer is notified in writing by the
Department Director to discontinue the allowance or until the time that the employee’s
employment with the City is terminated.

|. The employees and officials receiving the monthly allowance must notify his or her own
supervisor and the Controller/City Treasurer each time the mobile device nhumber or mobile
device provider is changed.

J. Initially, the employee or official will be required to submit documentation verifying the
mobile device number and the cost of the plan to ensure that the allowance does not
exceed the cost of the plan amount. If an employee or official changes the device number,
he or she shall be required to notify Financial Services immediately and provide the
appropriate documentation.

K. On a periodic basis, the Financial Services Division will review the allowance amount to
ensure that it is a reasonable. The allowance will be added to the second payroll of each
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month.

3. Provided Mobile Devices.

A

Any City owned mobile device issued to City employees or City officials shall be used for
City business only, and not for personal use other than in an emergency.

The City shall retain ownership of the issued mobile device, and the device may be subject
to inspection, forensic examination, recall, or confiscation at any time. There should be no
expectation of privacy whatsoever regarding any information contained on the device by
those who are issued a City owned device. In addition, any information contained on the
device may be subject to an open records request.

The employee or official who is issued the device may be responsible to reimburse the City
for loss or theft of or damage to the device that occurs while issued to the employee or
official, depending upon the circumstances, at the sole discretion of the Department
Director or City Administrator.

Use of the device shall be subject to CFD 2406: Technology Resources Acceptable Use.

No changes to the operating system, programs, applications, service provider or any other
changes to the mobile device’s operation are allowed to be made to City owned devices
without the express permission of the Department Director or City Administrator. Generally
such changes, if any, will be made by or under the supervision of the Information Systems
Division of the City of Cedar Falls.

Issued mobile devices shall be returned to the Financial Services Division upon termination
of employment for any reason.

ADOPTED / AMENDED: 6/1/15, 7/18/16, 3/1/19, 1/6/20
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CFD 2406: Personnel Policy — Technology Resources

Acceptable Use
Approved June 1, 2015 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

The City of Cedar Falls provides employees with electronic business tools that connect to the
City’s technology infrastructure. The Technology Resources Acceptable Use Policy guides
employee use of these electronic resources at work in City facilities, as well as at remote locations.

DEFINITIONS:

Technology resources: Refers to physical equipment; programs, programming languages,
instructions, routines or configurations required to perform work using physical equipment;
communication services and other types of technology provided for conducting City
business; including but not limited to computers and computer networks; computer files;
printers and copiers; hand held computing devices; cell phones and services; telephone
systems; business software and device operating systems and configurations; audio, video
and photographic equipment and media; e-mail and voice mail systems; social media;
storage media; Internet; Intranet; Extranet; courier services; facsimiles; pagers; two-way
radio equipment; all devices and software that connect to and/or are part of the City’s
technology infrastructure.

Remote locations: Any location other than the employee’'s usual work environment,
including but not limited to employees’ homes, educational workshops or conferences,
vendor and/or prospective contractor site, hotels, and airports.

Data: Information such as records, images, email, voice messages or other textual or
graphic material stored on or accessible through technology resources whether that data
resides on City resources or is accessible through the Internet or other online services
through the use of City technology resources.

User: Employees, volunteers, independent contractors, interns, consultants, agents, and
third parties working on behalf of the City who have access to City technology resources.

User ID: A unique identity assigned to a user.
Password: A string of characters that allows access to a technology resource.

Media: A device, such as hard drive, CD, DVD, USB Thumb or micro drive, Zip drive,
Floppy drive, tape or other capable of data or image storage.

PROCEDURES:

1.

General Guidance.
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A. Access to technology resources of the City is provided for purposes related to City business
operations, professional development and assaociation, and as otherwise approved by the
City Administrator. The City encourages the use of these resources because they make
employees and City business more efficient and effective. These resources are City
property and their purpose is to facilitate City business. Department Directors will determine
who on their staff is provided access to these resources.

2. Proper Use.

A. Every employee with access to these resources has a responsibility to maintain and
enhance the City's public image and to use the City’s technology resources in a productive
manner. Supervisors are responsible for instructing employees on the proper use of the
technology resources used by the City for both internal and external business. Misuse of
City technology resources is not productive work during city time, and is disruptive to other
employees. Violation of the City’s property rights with respect to technology resources
includes, but is not limited to:

A. Theft or vandalism to software, data, media and electronic services as well as physical
equipment;

B. Copying City-owned or licensed software or data for personal or external use;

C. Attempting to modify City-owned or licensed software without approval from the
Information Systems (IS) Manager;

D. Attempting access to Operating System prompts or executing Operating System
commands without approval from the IS Manager;

E. Attempting to damage or disrupt operation of technology resources;

F. Attempting to intentionally access or modify data files, databases, directories, software
or configuration settings without proper authorization;

G. Attempting to circumvent or subvert security measures;
3. Misconduct.

A. Use of City computing resources for purposes other than those intended by the City
department granting access to these resources, includes, but is not limited to:

A. Allowing access to technology resources by unauthorized persons;

B. Using City resources for external or personal purposes, including but not limited to
operating a personal business; conducting an external job search; soliciting or
persuading for personal or commercial ventures; campaigning for political causes or
candidates; promoting, advertising or soliciting funds or membership in religious causes
or private organizations, playing games; obtaining information which has no relevance
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to city business such as sporting events, jokes, cartoons, chain letters and patrticipating
in chat rooms;

C. Transmission, retrieval or storage of communications or other materials of a
discriminatory or harassing nature; with derogatory or inflammatory remarks regarding
race, color, sex, age, disability, religion, national origin or political belief; or with
abusive, profane or offensive language;

D. Visiting non work-related sites, including but not limited to chat rooms or other social
media, pornographic or sexually explicit sites; personal shopping or engaging in any
illegal activity including but not limited to gambling; unless for the purpose of criminal
investigation or enforcement of City policy;

E. Invading the privacy of an individual by using electronic means to ascertain confidential
information;

F. Copying or altering another user’s software without permission from the Information
Systems Manager,

G. Copying or altering another user’s data without permission from that user;

H. Knowingly accepting or using software or data which has been obtained by illegal
means; i.e., the City’s technology resources shall not be used to send, receive, upload
or download copyrighted materials, trade secrets, proprietary financial information, or
similar materials without specific prior authorization;

|. Downloading any programs or documents from other sources unless pre-approved by
the Information Systems Manager;

J. Intercepting network traffic for any purpose unless engaged in authorized network
administrative duties;

K. Using City technology resources for illegal or otherwise inappropriate purposes.
Examples of this include, but are not limited to: transmission, retrieval or storage of
violent, threatening, inflammatory, defrauding, harassing, abusive, profane, demeaning,
insulting, intimidating, discriminatory, obscene, illegal, immoral, or sexually suggestive
materials, remarks or messages. No transmission, retrieval or storage of materials,
remarks or messages regarding an individual's race, color, sex, age, disability, religion,
national origin or political belief, or with abusive, profane or offensive language are
permitted. Employees are prohibited from using technology resources to obtain
information regarding any of these prohibited uses unless for the purpose of criminal
investigation or enforcement of City policy;

L. Deliberately using the technology resources to disrupt the productivity of other users or
technology resources. Disruptions include, but are not limited to: distribution of
unsolicited advertising or entertainment objects, personal business promotion and
propagation of malware and viruses;
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M. Using technology resources for purposes of satisfying idle curiosity about the affairs of
others, with no substantial business purpose for obtaining access to the files or
communications of others.

N. Any use that that compromises the integrity of the City and its business.
0. Using the City’s technology resources in the commission of a crime.

P. Use of the City’'s technology resources that violate CFD 2102 Harassment-Free
Workplace policy, CFD 2401 Employee Behavior policy, or any other policy set forth in
the City of Cedar Falls’ Employee’s Policy and Procedures Manual.

4. Charges.

A

Communications services and equipment may have toll charges or other usage-related
expenses. Employees should be aware of these charges and should consider cost and
efficiency needs when choosing the proper vehicle for each business communication.

Employees should consult their supervisor if there is a question about the proper mode of
communication.

5. User IDs and Passwords.

A

Many of the City’s technology resources require that each user have a unique identity,
referred to as a user ID, protected by a password, to gain access to the system. This
password must conform to the requirements of the system and be changed periodically as
prompted by the system. The password may be changed as frequently as desired or as
required due to password disclosure. The user ID is used to represent a user in various
activities, to provide access to particular technology resources based on duties and
purpose for requiring such access. As such, these identities are an instrument of
identification and misuse constitutes forgery or misrepresentation.

Conduct that involves misuse of identities includes but is not limited to:
A. Allowing another individual to use the identity and password:;

B. Using another individual's identity and password even if the individual has neglected to
safeguard his or her computer identity.

C. Applying passwords to files without the consent of the Information Systems Manager.

6. Acquisition and Use of Technology.

A.

The City of Cedar Falls recognizes technology resources as productivity tools with
potentially unlimited capabilities. Individual departments and divisions may experience
differing degrees of efficiency resulting from technology implementation.

Justification of needs is essential. Justifiable uses for technology are those uses that
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effectively solve a customer service problem involving productivity or information
availability.

C. The following uses for a computer are recommended and promoted by City:

A

B.

E.

To increase productivity,
To improve an existing service,
To offer a new service,

To reduce costs and/or to provide for the utilization of more efficient and cost effective
techniques, procedures, and methodologies,

To provide records that can be made available to other technology resources.

D. All technology resources must be approved and processed (ordered) by Information
Systems. Approval is needed as part of the annual budget or on adjustments to that
approved budget.

7. Training. Proper training is crucial to the success of any technological system. Consequently,
prior to installation, it is imperative that users become familiar with selected products.
Therefore, training from vendor or Information Systems personnel is mandatory.

8. Installation. The Information Systems Division assists users in determining placement of
technology resources. Information Systems will provide installation and testing of resources.
Once resources are installed, they should not be moved or replaced.

9. Care and Maintenance.

A. Users must insure that technology resources are not exposed to extremes of heat or cold,
dust, smoke, or other potential contaminants.

B. Drinks and food should be kept away from equipment and storage media.

C. Media is particularly sensitive to heat, water, or magnets; care should be exercised when
handling them. Information Systems shall be advised of any malfunctions arising with
technology resources.

10. Restrictions. Technology creates special environments in which certain restrictions must be
observed. The following apply to all user departments within the City:

A. Authorized Use: Technology resources are provided for City business only. Personal and
other non-City uses are not authorized, however incidental personal usage that does not
violate any of the other terms of this policy may be permitted on an occasional basis. All
business and personal usage is considered public information and is subject to disclosure
at any time.
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B. Personal use: Employees’ use of City technology resources for personal purposes is
allowed on a limited basis. Limited, incidental, personal use is permitted; however,
employees may not use City communications services and equipment for extensive
personal or non-City business purposes. When personal use is necessary, employees must
properly log any user charges and promptly reimburse the City for them. However,
whenever possible, personal use that incurs user charges should be placed on a collect
basis or charged directly to the employee’s personal credit card or account. Employees
should limit personal use of City technology resources as much as possible. In addition,
frivolous use of the City’s technology resources is not allowed. City technology resources
may not be removed from the premises without prior authorization from the employee’s
supervisor. City technology resources removed from the premises shall be used only for
work related purposes and shall be returned to the City premises as soon as the work
related purposes are accomplished.

C. Authorized resources: Only technology purchased/acquired by the City is to be operated on
technology owned by the City. Only Information Systems is authorized to install technology
resources.

D. Off-Site Use: Since technology resources are purchased for specific departmental needs,
they are not to be transported from their approved locations unless the move is associated
with the proper conduct of City business. This restriction is applicable to data, media,
programs, documentation and equipment. Exceptions would be technology purchased for
its portability and/or available from Information Systems on a checkout basis.

E. Technology Development Ownership: Any technology developed by the City is the property
of the City of Cedar Falls and shall not be sold or given to anyone without written consent.

F. Copyright Protection: Through the purchase or acquisition of technology resources, the City
automatically must comply with provisions of copyright laws. These laws, to which all
technology users must adhere, are usually found in accompanying manuals or on the
provider's web site. These laws generally prohibit the copying of programs for use other
than backup.

G. Emergency Contacts: Employees who do not have direct access to City technology
resources should make provisions to have emergency or other necessary incoming
messages routed to their supervisor or to the Personnel Specialist, if the supervisor is not
accessible. Although the City will attempt to deliver personal messages to employees, it
cannot and does not accept responsibility for the prompt or accurate relay of these
messages.

11. Security and Data Integrity. The placement of a technology resources in a user area and the
mobility of the equipment and associated media create special user concerns, as outlined
below:

A. The user must ensure that all equipment is located in a secure area where opportunities
for theft are minimized.
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B. The user must insure that only authorized personnel have access to technology
resources and that they are used only for legitimate items of City business.

C. Employees should not remain logged into unattended systems for long periods of time.
This creates an opportunity for unauthorized users to access the system. Every user
shall log off hardware and data services every day at the close of business and as
required for extended periods away from the equipment, i.e. during lunch breaks, to
prevent unauthorized access.

D. An employee requiring access to the system shall be referred to Information Systems
by the employee’s supervisor with an explanation of the access privileges desired.

E. Maintenance of the user's access privileges will remain the responsibility of the
Information Systems Manager in conjunction with departmental needs.

F. Data files must be safeguarded from unauthorized access.

G. It is the responsibility of employees having custody of records classified by law as
confidential to appropriately protect that confidentiality. The ability to load a large
amount of data for transmission via an easily transported medium (magnetic media or
storage devices), Internet or email makes it imperative that confidential data be
carefully controlled and safeguarded.

H. Users are required to request that Information Systems run virus scan processes on
any files introduced to the system via magnetic media, download or email.

12. Accessibility. Many computer systems are shared by City staff and need to be available for
use. Screen saver passwords inhibit the ability to share systems and prevent Information
Systems staff from completing maintenance work and are prohibited.

13. Component Disposal. When a user department no longer has use for a technology resource,
the components should be transferred to the Information Systems Division through the
appropriate property transfer process. The Information Systems Division will maintain a
repository of technology components and will supply user departments with available
components as needed.

14. Security and Privacy Expectations.

A. The City routinely monitors usage patterns of its technology resources. The reasons for this
monitoring are many, including cost analysis/allocation and the management of the City's
network and attached appliances.

B. All technology resources and their contents are the property of the City of Cedar Falls. All
passwords, user |ID’s, documents and messages created and/or transmitted by City
employees are the property of the City of Cedar Falls.

C. The City reserves the right to monitor and audit all electronic transmissions conducted via
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the City’s technology resources. Employees should have no expectation of privacy when it
comes to use of the City’s technology resources.

D. The City reserves the right to monitor, inspect, copy, review, and store at any time and
without notice any and all usage of the City’s technology resources, and any and all files,
information, software, and other content created, sent, received, downloaded, uploaded,
accessed, or stored in connection with employee usage.

E. The City reserves the right to disclose email, text, documents, usage logs and images to
regulators, the courts, law enforcement, and other third parties without the employee’s
consent.

15. Data Storage and Transfer.

A. To maintain the integrity and security of the City’s data, all electronic files, documents,
images, and other data elements shall be stored on the City’s server resources in areas
designated by the City’s Information Systems Division.

B. Employees may not store data on the local computer’'s hard drive, CD, DVD, USB Thumb
or micro drive, Zip drive, Floppy drive, or any other external storage device without
authorization from the Information Systems Division.

C. Data may be stored temporarily on portable media for off-site work requirements, training,
business presentations and similar events where access to the City’s server resources is
not readily available.

16. Communications.

A. Technology resources are provided to employees for business purposes and are governed
by the same use and prohibited uses as the City’s other technology resources. As with all
other employee work product, communications are the property of the City and therefore
are not considered private.

B. Each employee is responsible for the content of all text, audio or images placed or sent
over the City's system.

C. The City’s communication systems are intended for official business usage only. Incidental
usage that does not violate any of the other terms in this policy may be permitted on an
occasional basis.

D. All business or personal incidental usage is considered public information and subject to
disclosure at any time.

17. Identity.

A. No communications may be sent which hides the identity of the sender or represents the
sender as someone else or someone from another City.
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All communication using the City's systems should contain the employee's name and titie or
position.

18. Responsibility. Any information sent by an employee to another individual outside of the City
using the City’s technology resources are statements that reflect on the City. Personal
disclaimers do not absolve the message or the sender from City affiliation.

19.

20.

21.

Monitoring of Technology Use.

A

All City technology, including the messages and work product produced, transmitted or
stored by them, are the sole property of the City.

. The City may access and monitor employee use of technology resources as it considers

appropriate.

Employees should have no expectation of privacy with respect to information stored in or
transmitted to or from city-provided technology resources.

The City reserves the right to access messages whenever there is a legitimate purpose to
do so, whether during the completion of normal City business, upon employee termination,
if required by law, or in the course of an audit or investigation.

When a supervisor reasonably suspects misuse of City technology resources, the
Department Director shall contact the Information Systems Division, the Director of Finance
and Business Operations and the City Attorney in order to proceed with an audit.

Confidential, Proprietary, and Personal information.

A

B.

Confidential, proprietary and personal Information must be protected.

Unless authorized to do so by the City Administrator or his designee, employees are
prohibited from using the City’s technology resources to transmit confidential information to
outside parties.

Employees may not access, send, receive, solicit, print, copy, or reply to confidential or
proprietary information about the City, employees, citizens, suppliers, and other business
associates and partner organizations.

Confidential information includes but is not limited to confidential financial data, credit card
numbers, Social Security numbers, employee performance reviews, salary details, and
passwords.

Employees should not assume electronic communications are totally private and should
transmit highly confidential data by secure methods.

Disciplinary Actions. Anyone found in violation of this policy will be subjected to disciplinary
action that could result in termination of system access, termination of employment and/or
criminal prosecution, if appropriate.
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22. Police Conduct. Nothing in this policy should be construed to limit the Police Department’s
ability to conduct investigations in the course of regular police activities.

23. Criminal Violation. Employees are reminded that Chapter 721.2 of the Code of lowa states
that it is a serious misdemeanor if any public officer, employee, or any person acting under
color of public office or employment knowingly uses or permits any other person to use the
property owned by the City for any private purposes for personal gain.

ADOPTED / AMENDED: 6/1/15
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CFD 2407: Personnel Policy — Conflicts of Interest
Approved July 6, 2020 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the policy of the City of Cedar Falls to prohibit its elected and appointed officials and all
employees from engaging in any activity, practice, or act that unlawfully conflicts with, or appears
to conflict with, the interests of the City. To comply with State law, the City of Cedar Falls requires
all full-time, permanent part-time and certain special purpose employees and elected and
appointed City officials to sign an annual declaration of compliance with this Conflicts of Interest
Policy. Since it is impossible to describe all of the situations that may cause or give the
appearance of an unlawful conflict of interest, the prohibitions included in this policy are not
intended to be exhaustive and only include some of the more clear cut examples City (see also
CFD 2110: Outside Employment).

PROCEDURES:
1. General Guidance.

A. Employees and City officials are expected to represent the City in a positive and ethical
manner. Thus, employees and City officials have an obligation to avoid conflicts of interest
and to refer questions and concerns about potential conflicts to their supervisor. Employees
and City officials are required to sign a form containing a special statement acknowledging
their understanding of and adherence to this policy on an annual basis. This form must be
returned to the Department of Finance & Business Operations by January 1st of every
year. Employees failing to return the form in a timely manner shall be subject to disciplinary
action.

B. Employees are not to engage in, directly or indirectly either on or off the job, any conduct
that is disloyal, disruptive, or damaging to the City. Such prohibited activity also includes
any illegal acts in restraint of trade.

C. Employees, other than off-duty police officers, are not to accept any employment
relationship with any organization that does business with the City. This prohibition on
employment includes serving as an advisor or consultant to any such organization, unless
that activity is conducted as a representative of the City (see also CFD 2110: Outside
Employment). Employees must discuss any outside employment and potential conflicts of
interest with their Department Director and City Attorney for a determination of
appropriateness of the outside activity or employment prior to the employee engaging in the
activity.

D. Employees and City officials must disclose any financial interest they or their immediate
family have in any firm, business or organization that does business with the City. The City
may require divestiture of such interest if it deems the interest to be in conflict with its best
interests.
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E. Employees and City officials and their immediate family are not to accept gifts or services,
except those of nominal value, or any special discounts or loans from any person or firm
doing, or seeking to do, business with the City. The meaning of gifts for purposes of this
policy includes the acceptance of entertainment, free long distance travel and lodging, and
objects or produce with a value of $3.00 or higher.

F. Employees and City officials are not to give, offer, or promise, directly or indirectly, anything
of value to any citizen, representative of a customer, of a potential customer, business
entity, organization, or of a financial institution in connection with any transaction or
business that the City may have with such citizen, customer, potential customer, business
entity, organization or financial institution.

G. Employees and City officials may learn or become aware of information about the City that,
if known to the public, might affect the decision of a reasonable investor to buy, sell, or hold
securities issued by the City. Employees and City officials are prohibited from misusing
such material inside information prior to public disclosure by purchasing or selling the City's
securities for their own account or for accounts of members of their immediate family. In
addition, employees and City officials are not to disclose inside information to anyone,
either inside or outside the organization, who does not have a lawful right to know it.

H. Employees and City officials should exercise care so that no personal correspondence
appears to be an official communication of the City. All outgoing correspondence should be
accurate, appropriate, and work-related. Personalized City stationery and business cards
may only be issued by the City. Employees and City officials are discouraged from using
the City’s address for receiving personal mail or other personal packages. Employees and
City officials shall not use City stationery or postage for personal letters. Employees and
City officials are prohibited from use of their job title for any purpose unrelated to City
business.

I. Any conflict or potential conflict of interest must be disclosed in writing to the City. For
employees, failure to do so will result in discipline, up to and including termination.

ADOPTED / AMENDED: 1/1/08, 1/23/12, 6/1/15, 7/18/16, 7/6/20
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DISCLOSURE OF POTENTIAL CONFLICTS OF INTEREST

| acknowledge my obligation to avoid conflicts of interest and to refer questions and concerns
about potential conflicts to my supervisor. | have an obligation to fully comply with the City’s Policy
on Conflicts of Interest and the City’s Policy on Outside Employment, and to annually acknowledge
my understanding of and adherence to these policies as provided in the Personnel Policy Manual.

| further affirmatively state that | have previously disclosed, in writing, any and all potential conflicts
of interest to my supervisor. All potential conflicts of interest are as follows:

| further affirmatively state that | have previously discussed with my Department Director and the
City Attorney all employment outside of my employment with the City prior to beginning such
outside employment. All outside employment is as follows:

(Name and Address of Employer) (Position/Job Duties)
OR

(No potential conflict of interest/No outside employment to disclose by employee)

Employee Signature

Date

Reviewed by: Division Manager Date

Reviewed by: Department Director Date
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DISCLOSURE OF POTENTIAL CONFLICTS OF INTEREST
Elected Officials

| acknowledge my obligation to avoid conflicts of interest and to refer questions and concerns
about potential conflicts to the City Administrator and the City Attorney. | have an obligation to fully
comply with the City’s Policy on Conflicts of Interest (Personnel Policy: 807) and the City’s Policy
on Outside Employment (Personnel Policy: 210), and to annually acknowledge my understanding
of and adherence to these policies as provided in the Personnel Policy Manual.

| further affirmatively state that | have disclosed, in writing, any and all potential conflicts of interest
to the City Administrator and the City Attorney. All potential conflicts of interest are as follows:

(If none, please so state)

Elected Official signature Date

Revised 7/1/14, 7/18/16, 5/3/18
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DISCLOSURE OF POTENTIAL CONFLICTS OF INTEREST
FOR BOARD MEMBERS & COMMISSIONERS

| acknowledge my obligation to avoid conflicts of interest and to refer questions and concerns
about potential conflicts to the City Administrator and the City Attorney. | further acknowledge that
if | have a conflict of interest | shall recuse myself from any action that pertains to the subject
matter of the conflict of interest.

| affirmatively state that | have disclosed, in writing, any and all current and potential conflicts of
interest to the City Administrator and the City Attorney. | shall disclose any conflict of interest that
arises after the date of my signature on this Disclosure which is not listed below, as soon as |
recognize such conflict of interest. The disclosure shall be to the City Administrator and the City
Attorney or, if such conflict of interest arises under circumstances that make it impossible or
impractical to disclose in advance, | will recuse myself from any action that pertains to the subject
matter of the conflict of interest and make such disclosure as soon as possible or practical. All
current and potential conflicts of interest are as follows:

(If none, please so state)

Board Member or Commissioner Signature Date

Reviewed by:

City Administrator Date

Revised 7/1/14, 7/18/16, 5/3/18, 12/17/19
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CFD 2408: Personnel Policy — Confidential Nature of City Affairs
Approved June 1, 2015 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the policy of the City of Cedar Falis that its internal business affairs, particularly confidential
information, represent proprietary assets that each employee has a continuing obligation to
protect.

PROCEDURES:
1. General Guidance.

A. Information designated as confidential is to be discussed with no one outside the City of
Cedar Falls and only discussed within the City of Cedar Falls on a "need to know" basis. In
addition, employees have a responsibility to avoid unnecessary disclosure of non-
confidential internal information about the City, its employees, its customers, and its
suppliers. This responsibility is not intended to impede normal business communications,
relationships, and public information, but is intended to alert employees to their obligation to
use discretion to safeguard internal City affairs.

B. Elected officials and employees authorized to have access to confidential information may
be required to sign special nondisclosure agreements and must treat the information as
proprietary City property for which they are personally responsible. Elected officials and
employees are prohibited from attempting to obtain confidential information for which they
have not received access authorization. Elected officials and employees violating this policy
will be subject to discipline, up to and including termination, and may be subject to legal
action.

C. Each Department Director is responsibie for coordinating the security and control of City
information in their respective departments, and for approving any exceptions to this policy.
Department Directors are responsible for identifying information that should be classified as
confidential and should then develop procedures to secure and control the information.
Once information has been designated as confidential, it should be clearly identified as
such and properly secured. A list of employees authorized to have access to the
information should be prepared, and all access should be logged.

D. All media inquiries and other inquiries of a general nature should be referred to Department
Directors or designees. In addition, all press releases, publications, speeches, or other
official declarations must be approved in advance by the Department Directors, City
Administrator, or the Public Information Officer. Inquiries seeking references or other
information concerning current or former employees should be referred to the Financial
Services Division. Inquiries concerning taxation or economic impact on the City should be
referred to the City Administrator’s Office.

ADOPTED / AMENDED: 6/1/15
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CFD 2409: Personnel Policy — Disciplinary Procedures
Approved December 05, 2022 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the policy of the City of Cedar Falls that all employees are expected to comply with the City's
standards of behavior and performance and that any noncompliance with these standards must be
remedied. Discipline shall be at the discretion of the City.

PROCEDURES:

1. General Guidance.

A. An employee who fails to maintain proper standards of conduct as set forth in these Policies
and Procedures or in departmental rules and regulations, shall be subject to disciplinary
action up to and including discharge. Examples of non-compliance that may result in
disciplinary action include, but are not limited to, neglect of duties, disobedience of orders,
willful misconduct, failure to cooperate with internal investigations, violation of any policies or
departmental rules, or failure to properly perform the duties of the employee’s position. The
suspension, demotion or discharge of an employee holding Civil Service rights may be
appealed to the Civil Service Commission as provided in Chapter 400 of the Code of lowa.
Non-Civil Service employees may appeal disciplinary actions through the grievance
procedures. (See also CFD 2413: Grievance Procedure.)

B. The City shall normally use progressive discipline to provide employees with notice of
deficiencies and an opportunity to improve. The City reserves the right to bypass the
progressive disciplinary procedures as required by the situation.

C. Before disciplinary action is contemplated, an investigatory interview with the employee shall
be conducted by the employee’s supervisor, the Human Resources Manager, or by an
outside party. At any investigatory interview conducted for the purpose of determining the
facts involved in any suspected violation of City rules and regulations, the following
procedures shall normally apply:

1). Prior to the interview, the employee who is suspected of violating City rules and
regulations will be told in general terms what the interview is about. The employee shall
be advised that they will have the opportunity to defend their position.

2). If the employee is represented by a union, the employee has the right to have a union
representative present at the interview, provided the employee requests such
representation.

3). If the employee is not represented by a union, the employee may have a coworker
present at the interview, provided the employee requests such representation.

D. Departments shall work with the Human Resources Manager to review the results of the
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investigation and to recommend any disciplinary action to the City Administrator.

E. The City Administrator shall review and approve all recommendations of discipline before

F.

any final action is taken.

Probationary, temporary, seasonal, and special purpose employees may be terminated
immediately at any time without regard to the procedures set forth herein.

2. Forms of Discipline. All of the following forms of discipline including verbal warnings will be
documented in the employee’s personnel file. Any of the following procedures may be
implemented whether employee is experiencing the same problem repeatedly or a series of
unrelated problems.

A. Verbal Warning. The supervisor shall issue a verbal warning which shall be documented to

put the employee on notice that the employee’s performance or conduct is substandard and
to advise the employee of the expected improvement of conduct. Following a verbal warning,
continued substandard conduct or performance may warrant a higher degree of discipline.

Written Warning. In the case of a more serious offense or in the case where an employee’s
performance or conduct has not improved as a result of one or more verbal warnings, the
supervisor shall issue a written warning. This written record puts the employee on formal
notice that the employee’s performance or conduct is unacceptable. It also documents the
specific acts or omissions upon which the discipline is based as well as the expected
corrective action.  Following written warnings, continued substandard conduct or
performance may warrant a higher degree of discipline.

Suspension. In the case of serious or intentional transgression, or in the case where an
employee’s performance or conduct has not improved as a result of prior discipline, an
employee may be suspended without pay. The employee shall receive a written notice of
the suspension which documents the specific acts or omissions upon which the discipline is
based as well as the expected corrective action. Following suspension, continued
substandard conduct or performance may warrant a higher degree of discipline. Employees
suspended from work for more than five (5) working days shall not accrue any employee
benefits during the suspension. All employees, regardless of whether or not they are exempt
under the Fair Labor Standards Act, shall be subject to suspension of one or more workdays
without pay for violation of these policies.

Suspension. In the case of serious or intentional transgression, or in the case where an
employee’s performance or conduct has not improved as a result of prior discipline, an
employee may be suspended without pay. The employee shall receive a written notice of
the suspension which documents the specific acts or omissions upon which the discipline is
based as well as the expected corrective action. Following suspension, continued
substandard conduct or performance may warrant a higher degree of discipline. Employees
suspended from work for more than five (5) working days shall not accrue any employee
benefits during the suspension. All employees, regardless of whether or not they are exempt
under the Fair Labor Standards Act, shall be subject to suspension of one or more workdays
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without pay for violation of these policies.

E. Discharge. This may occur after several of the above forms of discipline have been
implemented or it may occur immediately in cases involving serious misconduct.

3. Demotion.

A. In unusual circumstances, a demotion may be warranted. An employee who is demoted must
possess the minimum qualifications for the lower position. The employee shall be given
timely written notice of the demotion and the reasons for the action.

B. The employee may be allowed to retain the same rate of pay in the lower position as was
held in the higher position before the demotion, providing that the employee’s rate of pay is
not higher than the maximum rate of pay for the lower position. Upon the Department
Director's recommendation and with the approval of the Director of Finance & Business
Operations, further reduction in pay may be ordered.

4. Utilization of the Grievance Procedure. Employees may utilize the grievance procedure if
they believe the imposed disciplinary action was the result of any matter that may be considered
an appropriate grievance as set forth in 903: Grievance Procedure.

5. Public Record. Documented reasons and rationale for final disciplinary action imposed on an
employee resulting in resignation in lieu of discharge, demotion or discharge may be a public
record.

ADOPTED / AMENDED: 1/1/05, 6/1/15, 7/18/16, 3/1/19, 12/5/22
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CFD 2410: Personnel Policy — Notification of Arrest and Other

Governmental Actions
Approved July 18, 2016 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the policy of the City of Cedar Falls to expect that employees will perform their assigned jobs,
respect and follow City policies, and obey the law.

PROCEDURES:
1. General Guidance.

A. Inthe event that employees are arrested or receive a citation for any crime, have any criminal
charges filed against them, receive notice of the disposition of any criminal charges pending
against them (including, but not limited to, a conviction, a guilty plea, a plea of nolo
contendere (no contest), or deferred judgment) or receive notice of any charges relating to
operating a motor vehicle while intoxicated, they must notify their immediate supervisor and
the Department of Finance & Business Operations. Notification must occur within five (5)
business days of notification to the employee.

B. Employees whose duties require possession of a Commercial Driver's License and/or who
regularly and frequently operate City vehicles must report all charges and citations, including
traffic tickets such as speeding tickets. Other employees need not report such traffic tickets.

C. Employees who have any contact with minor children must notify their immediate supervisor
and the Department of Finance & Business Operations of any child abuse complaints filed
against them. Employees must notify their immediate supervisor and the Department of
Finance & Business Operations regarding the findings in any complaint against them alleging
child abuse. Notification must occur within five (5) business days of notification to employee.

D. Information relating to arrests, criminal charges and child abuse complaints will be treated as
confidential and maintained as part of the employee’s personnel file. Employees who do not
notify the City as required by this policy may be subject to disciplinary action up to and
including termination.

ADOPTED / AMENDED: 7/18/16
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CFD 2411: Personnel Policy — Employee Use of Social Media

Approved January 16, 2017 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

PURPOSE:

The purpose of this policy is to establish guidelines for access to and use of social media.

DEFINITIONS:

Social Media: All means of communicating or posting content of any kind on the Internet.

Personal Social Media: social media sites that are not owned or controlled by the City,
including Facebook, YouTube, Instagram, TikTok, LinkedIn, and Twitter.

Personal Devices: Cellular phones, tablets, computers and other instruments of internet
access not owned, possessed or controlled by the City.

PROCEDURES:

1.

Access to City Social Media Sites With Personal Devices.

A

All official City of Cedar Falls presences on Social Media sites or services are considered
an extension of the City’s information networks and are governed by CFD 1024: Social
Media Access and Use and CFD 2406: Technology Resources Acceplable Use. These
policies strictly prohibit the use of City technology resources for personal use.

Content posted by employees to City Social Media sites must be professional and
courteous to the City, employees, citizens, suppliers, and other business associates and
partner organizations.

Employees may not engage in illegal harassment or use threatening, defamatory or
sexually explicit language or engage in unlawful discrimination or other unlawful or
inappropriate conduct when posting to City Social Media sites.

When accessing City social media sites on authorized City business with Personal Devices,
employees must clearly identify themselves as City employees as circumstances require.

Employees should explicitly and conspicuously identify any communication posted by
employees to City Social Media sites, other than for expressly authorized City business, as
being made in an individual capacity and not as a representative of the City.

Access to and Use of Personal Social Media.

A

B.

This Policy is in no way intended to govern an employee’s private, personal use of Social
Media technology, nor to restrict any rights under the National Labor Relations Act.

Discretion must be exercised so that Social Media access and use does not adversely
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affect the employee’s job performance, the performance of other employees, or otherwise
adversely affect the functions of the City, employees, citizens, suppliers, and other
business associates and partner organizations.

C. In any Personal Social Media communication in which the employee reasonably may be
identified as a City employee, the communication should explicitly and conspicuously state
that it is being made individually and not as a representative of the City.

D. Employees may not use any City email address to register online for any personal use.

E. Employees are prohibited from posting content pertaining to City business on Personal
Social Media and specifically as follows:

1.
2).

6).

Graphics created by or at the request of the City.

Photographs or videos taken by or at the request of the City.

. Data files.
. City seals, logos, trademarks, patches, badges, or other identifying symbols of the City.

. Accounts of events that occur within the City.

Any other content or information that is identifiable to the City is restricted for use
according to City and/or departmental policies.

F. For all access to and use of all Social Media the following shall apply:

1).

2).

3).

Employees shall not post or in any way refer to confidential or proprietary City
information, nor confidential personnel or health information of City employees.

Employees must otherwise comply with all laws and all policies of the City.

Employees may not access nor use Personal Social Media accounts during work hours
other than during authorized breaks.

. Employee access to and use of Personal Social Media is at the employee’s own risk

and the City will not hold harmless or indemnify employees for claims resulting from
improper use of Personal Social Media.

. Employees who are subject to administrative investigations may be required to provide

the City with access to the employee’s social media accounts when the subject of the
investigation is directly, narrowly and specifically related to the employee’s performance
or ability to perform the employee’s function within the City, or when the subject of the
investigation is potentially adverse to the operation, morale or efficiency of the City or its
employees.

3. Discipline. Violation of this Policy may result in discipline up to and including termination.
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CFD 2412: Personnel Policy — Participation in Community Affairs

Approved June 1, 2015 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

it is the policy of the City of Cedar Falls to encourage employees to participate in the community
service affairs of charitable, educational, religious, fraternal, and civic organizations (see also CFD
2204: Memberships, Licenses and Certifications).

PROCEDURES:

1. General Guidance.

A.

Employee participation in community activities must not adversely affect the employee's job
performance, be detrimental to the City's interests, or place the employee in the position of
serving conflicting interests.

Time spent on community affairs, when not undertaken at the request of management,
should normally be outside of the employee's regular working hours and, therefore, will not
be considered hours of work for pay purposes.

. The City may identify certain community activities in which it wants to be represented and

then designate the employees it will sponsor for participation or membership in such
organizations. Employees so designated will represent the City in the organization and will
be expected to promote the City's interests. Under these circumstances, time spent on the
community activity will be considered hours worked for pay purposes. The City will use the
guidelines in CFD 2204: Memberships, Licenses and Certifications for selecting community
organizations for representation.

Employee-initiated participation in community affairs that involves an extended period of
time away from the job should be handled in accordance with the provisions contained in
704: Leaves of Absence. Likewise, reimbursement for the expenses or fees involved in
community activities shall be handled in accordance with CFD 2204: Memberships,
Licenses and Certifications

Employees have the responsibility when expressing opinions in a public forum to make
clear whether the opinion is a personal one or one representing the City. Any public
communication which might be considered as representing the City's position must be
approved in advance by the Public Information Officer, City Administrator, or the Mayor, or
designee. Employees are not to discuss internal confidential affairs in any public forum.

The City does not make contributions or expenditures in connection with any election to
political office or in connection with any primary election, political convention, or caucus
held to select candidates for political office.

Employees planning to campaign for, seek, or accept appointment to public office must give
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prior notice of their intentions to the Finance & Business Operations Department. The
Finance & Business Operations Department will review with the employee the City's
continuing requirements to avoid conflicts of interest and to maintain satisfactory
attendance, effort, and performance standards. Employees engaging in political activities
must do so as individuals on their own time, not as representatives of the City, and may
make no representation otherwise.

H. No one may solicit funds or election petition signatures from employees on City property.

[. In addition to the City's policies, each employee seeking an elected office, or appointment
to a state board, commission, task force or committee must abide by Chapter 55, Leave of
Absence for Candidacy and Public Service, Code of lowa, Chapter 400 Civil Service, and
Chapter 721 Official Misconduct, Code of lowa, as amended.

ADOPTED / AMENDED: 6/1/15
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CFD 2413: Personnel Policy — Grievance Procedure
Approved December 19, 2022 by the Cedar Falls City Council
Received and Filed August 21, 2023 by the Cedar Falls City Council

POLICY:

It is the policy of the City of Cedar Falls that employees should have an opportunity to present their
work-related complaints and to appeal management decisions through a dispute resolution or
grievance procedure. The City will attempt to resolve promptly all grievances that are appropriate
for handling under this policy.

DEFINITIONS:

“Appropriate Grievance”: is defined as an employee's expressed dissatisfaction concerning
any interpretation or application of a work-related policy by management, supervisors, or
other employees. Examples of matters that may be considered appropriate grievances under
this policy include:

o A belief that City policies, practices, rules, regulations, or procedures have been
applied in a manner arbitrarily detrimental to an employee;

o Treatment considered unfair by an employee, such a coercion, reprisal, harassment,
or intimidation;

o Alleged discrimination because of race, color, sex, age, religion, national origin,
military status, or disability; and

o Improper or unfair administration of employee benefits or conditions of employment
such as scheduling, vacations, fringe benefits, promotions, holidays, job
classification, pay band assignment, or seniority.

PROCEDURES:

1. General Guidance.

A. Employees covered by a union contract may not utilize this grievance procedure to the extent

the matter is addressed by the union contract and/or its grievance procedures.

Employees should notify the City, in a timely fashion, of any grievance considered appropriate
for handling under this policy. The grievance procedure is the exclusive remedy for
employees with appropriate grievances. However, if an employee files a claim with the civil
service commission based upon the same facts and circumstances, any grievance brought
under this policy shall be immediately dismissed with no further action taken by the City.

C. The grievance procedure has a maximum of four steps, but grievances may be resolved at

any step in the process. Grievances are to be fully processed until the employee is satisfied,
does not file a timely appeal, or exhausts the right to appeal. A decision becomes binding
on all parties whenever the employee does not file a timely appeal or when a decision is
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made in the final step and the right to appeal no longer exists.

D. Employees who believe they have an appropriate grievance shall proceed as follows:

1).

Step One — Within five working days of the date of the event giving rise to the
grievance, employee shall deliver the written grievance to the Division Manager.
The written grievance shall explicitly outline the (1) facts and background of the
grievance; (2) alleged violation by management; (3) denied action/resolution. The
Division Manager shall, within five working days of receipt of the grievance, meet
and discuss the grievance with the employee. The Division Manager shall provide
a written response to the grievance within five working days of the meeting. (If
the grievance is against the Division Manager, the grievance may be filed with the
Department Director.)

. Step Two — If the Division Manager’s decision fails to resolve the grievance, the

employee may, within five working days of receipt of the Division Manager's
decision, file a written appeal with the Department Director. The Department
Director shall, within five working days, meet and discuss the grievance with the
employee. Within five working days of this meeting, the Department Director shall
provide a written response to the employee. (If the grievance is against the
Department Director, or if Step One was handled by the Department Director, the
grievance shall be filed with the City Administrator.)

. Step Three — Within five working days of receipt of the Department Director’s

response, the employee may appeal the decision to the Grievance Panel. The
Grievance Panel shall consist of the City Administrator and all Department Directors,
or the Department Director's designated alternate, with the exception of the
Department Director involved in the grievance. The Grievance Panel shall hold a
hearing within 10 business days of receipt of the appeal, unless the time period is
extended by the Grievance Panel for good cause. The Grievance Panel will take the
necessary steps to review and investigate the grievance and will issue a written, final
and binding decision based upon the majority vote of those Panel members who
heard the appeal. If the grievance is filed by the City Administrator, it shall move
directly to Step Four.

. Step Four — Within five working days of receipt of the Grievance Panel’s response,

the employee may appeal the decision to the Finance & Business Operations
Committee of the City Council. The Finance & Business Operations Committee shall
hold a hearing within fifteen business days of receipt of the appeal, unless the time
period is extended by the Finance & Business Operations Committee for good cause.
The Finance & Business Operations Committee will take the necessary steps to
review and investigate the grievance and will issue a written, final, and binding
decision.

E. The time frame for the City’s response shall normally be five working days unless the
City elects to extend the time frame in which to respond. The grieving party will be notified
of any necessary time extensions.
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F. The grievance hearing in Step Four may be closed pursuant to lowa Code § 21.5(1)(i).
The closed session will only be held upon an affirmative public vote of either two-thirds
of the members of the body or all the members present at a meeting. A closed session
may be held only to the extent it is necessary to evaluate the professional competency
of an individual whose appointment, hiring, performance or discharge is being considered
when necessary to prevent needless and irreparable injury to that individual’s reputation
and that individual requests a closed session.

G. The Human Resources Manager will coordinate training and support to supervisors,
managers, and department directors in dealing with employee grievances. In addition,
employees are encouraged to consult with the Human Resources Manager, their
supervisors, or other members of management, on a less formal basis regarding
employee complaints or disputes when appropriate.

H. Final decisions on grievances will not be precedent-setting or binding on future
grievances unless they are officially stated as City policy. When appropriate, the
decisions will be retroactive to the date of the employee's original grievance.

I. Information concerning an employee grievance is confidential. Supervisors, managers,
department directors, and other members of management who investigate a grievance
are to discuss it only with those individuals who have a need to know about it or who
supply necessary background information or advice.

J. Time spent by employees in grievance discussions with management during their normal
working hours will be considered hours worked for pay purposes.

K. Employees are not to be penalized for proper use of the grievance procedure. However,
it is not considered proper procedure if an employee raises grievances in bad faith or
solely for the purpose of delay or harassment, or repeatedly raises unfounded
grievances. Implementation of the grievance procedure by an employee does not limit
the right of the City to proceed with any disciplinary action that is not in retaliation for the
proper use of the grievance procedure.

L. The City may, at its discretion, refuse to proceed with any complaint it determines is
improper under this policy.

ADOPTED / AMENDED: 7/1/06, 6/1/15, 3/1/19, 1/6/20, 12/19/22
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DEPARTMENT OF PUBLIC SAFETY SERVICES

POLICE OPERATIONS

CITY OF CEDAR FALLS
4600 SOUTH MAIN STREET
CEDAR FALLS, IOWA 50613

319-273-8612

MEMORANDUM
To: Mayor Green and City Councilmembers
From: Craig Berte, Public Safety Services Director
Mark Howard, Police Chief
Date: August 14, 2023
Re: Retail Alcohol License Applications

Police Operations has received applications for retail alcohol licenses. We find no records that would
prohibit these licenses and recommend approval.

Name of Applicants:

a) Whiskey Road Tavern & Grill, 402 Main Street, Class C retail alcohol & outdoor service -
renewal.

b) B & B West, 3105 Hudson Road, Class E retail alcohol - renewal.
c) Panther Travel Center, 1525 West Ridgeway Avenue, Class E retail alcohol - renewal.

d) River Place Plaza, 200 East 2nd Street — Plaza, Special Class C retail alcohol & outdoor service
— temporary expansion of outdoor service area. (September 2-3, 2023)

e) Metro Mart, 103 Franklin Street, Class E retail alcohol - new.
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DEPARTMENT OF PUBLIC WORKS

PUBLIC WORKS & PARKS DIVISION
2200 TECHNOLOGY PARKWAY
CEDAR FALLS, IOWA 50613
319-273-8629

FAX 319-273-8632

MEMORANDUM

Mayor Robert M. Green and Cedar Falls City Council
FROM: Chase Schrage, Director, Public Works Department
DATE: August 11, 2023

SUBJECT: Local Option Sales Tax

Enclosed is a resolution for the local option sales tax for the purpose of street
reconstruction and rehabilitation to begin January 1, 2026. The current program is set to
expire on December 31, 2025. This resolution would be to continue with option tax
program beginning January 1, 2026 until repealed. The local option sales tax has been
a proven method for Cedar Falls to continually stay ahead of our degrading
infrastructure.

The local option says tax began in 1991 and without this program, the City will be forced
into alternative options for infrastructure repair. These options may include the use of
property taxes to make repairs (bond sales) or rely on special assessments to the
adjacent property owners. This program has received strong support from voters over
the last 30 years.

The Department of Public Works recommends that the City Council approve this
resolution for the continuation of the local options sales tax. Let me know if you have
any questions.
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RESOLUTION NO.

RESOLUTION CALLING FOR A PUBLIC REFERENDUM TO AUTHORIZE THE IMPOSITION OF A
LOCAL SALES AND SERVICES TAX IN THE CITY OF CEDAR FALLS, IOWA,
AT THE RATE OF ONE PERCENT (1%), TO BE EFFECTIVE ON JANUARY 1, 2026

WHEREAS, Chapter 423B of the 2023 Code of lowa authorizes the imposition of certain local
option taxes after an election in which the majority of the electors vote in the affirmative, and

WHEREAS, the City Council of the City of Cedar Falls, lowa declares its intent to hold a
special county-wide election for the purpose of permitting the electorate to pass upon the proposition
of imposing a one percent (1%) local sales and services tax for Black Hawk County according
Chapter 423B.1(3)(b) of the 2023 Code of lowa.

NOW THEREFORE, be it resolved by the City Council of the City of Cedar Falls, lowa:

Section 1. That the County Commissioner of Elections of Black Hawk County is hereby
directed to give notice of submitting to the voters of the City of Cedar Falls, lowa, for November 7,
2023, the following proposition:

“To authorize the imposition of a local sales and services tax in the City of Cedar Falls, lowa,
at the rate of one percent (1%), to be effective on January 1, 2026, until repealed.”

Section 2. That revenue from the local sales and services tax is to be allocated in the City of
Cedar Falls, lowa as follows:

Zero percent (0%) of said local sales and services tax is to be used for property tax relief.

One hundred percent (100%) of the revenue generated in the City of Cedar Falls, lowa during
each fiscal year from said local sales and services tax is to be allocated for
reconstruction/repair/replacement of existing streets, curbs, structures, storm sewers and
sanitary sewers as they relate to streets within the corporate limits of the City of Cedar Falls,
lowa.

BE IT FURTHER RESOLVED, that the funds received from the local sales and services tax
are to be considered additional funds to be allocated for reconstruction/repair/replacement of existing
streets, curbs, structures, storm sewers and sanitary sewers as they relate to streets within the
corporate limits of the City of Cedar Falls, lowa, and not as replacement funds for the present funding
levels as authorized by the City Council of the City of Cedar Falls, lowa.

BE IT FURTHER RESOLVED, that the City Clerk is hereby authorized and directed to provide

a certified copy of this Resolution to the County Commissioner of Elections of Black Hawk County and
to the Board of Supervisors of Black Hawk County.

ADOPTED this 21 day of August, 2023

Robert M. Green, Mayor
ATTEST:

Jacqueline Danielsen, MMC, City Clerk
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PROMOTE THE HISTORIC IMAGE AND CHARACTER OF THE DOWNTOWN.
IMPROVING THE QUALITY OF LIFE IN CEDAR FALLS.

MAIN STREET August 8, 2023

2023-2024
BOARD OF
DIRECTORS:

BRENT JOHNSON, PRES
KATE DUNNING
ANN EASTMAN
LEXIE HEATH
DEANNA HOFFMANN
CORY KENT

JENNY LEEPER

DAN LYNCH

EMILEE NEDOBA
HELEN PEARCE
LAUREN RIENSCHE
MARK SHOWALTER
BRAD STROUSE
EX-OFFICIO
WYNETTE FROEHNER
STEPHANIE SHEETZ

Jacque Danielsen
City Clerk

City of Cedar Falls
220 Clay Street
Cedar Falls, IA 50613

RE: Downtown Cedar Falls Self-Supported Municipal Improvement District (SSMID)
Dear Ms. Danielsen:

The downtown SSMID was originally established in 1987 with the purpose to provide funding
for Community Main Street, Inc. (CMS). Downtown property owners have opted to renew
SSMID, as required by the State statue, every five years since inception with the intent to
continue financial support of CMS.

Under the provisions for the SSMID district established for the period of July 1, 2022 and ending
June 30, 2027. Cedar Falls Community Main Street is responsible to determine the SSMID
millage rate each year. CMS would propose that the SSMID collected for the FY2025 at the rate
of $3.89 per $1000 of assessed property value for commercial properties within the district.
This rate provides funding equal to the previous SSMID period.

During the budgeting period for FY2025, CMS will review this financial position in relationship to
an anticipated commercial property tax rollback to determine the millage rate for collection
during that fiscal time-frame. Going forward, we will annually assess the rate as required by the
SSMID ordinance ending June 30, 2027.

Please feel free to contact me at 277-0213 if you have any questions. Thank you.

Sincerely,

Kim Bear
Executive Director
Community Main Street

J&N STREET
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EESMAIN STREET
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ADMINISTRATION

City of Cedar Falls

220 Clay Street

Cedar Falls, lowa 50613
Phone: 319-273-8600
Fax: 319-273-8610

Item 16.

www.cedarfalls.com MEMORANDUM

TO: Honorable Mayor Robert M. Green and City Council
FROM:  Shane Graham, Economic Development Coordinator
DATE: August 14, 2023

SUBJECT: Wayne Estates, LLC — Acceptance of Warranty Deed and Termination of
Agreement for Private Development

On February 21, 2022, City Council approved an Agreement for Private Development
with Wayne Estates, LLC to construct a new 16,000 square foot building for a
warehouse/office facility to be located along Technology Parkway within the West Viking
Road Industrial Park (see attached map). The terms of the Agreement called for the City
to donate a 2.14-acre lot to Wayne Estates, LLC, in exchange for the developer to
construct a building with a minimum assessed tax valuation of $2,225,000.

The Agreement indicated a completion date of the project of June 1, 2023. The
developer has indicated to City staff that due to financial reasons, the project will not
move forward at this time. Therefore, Wayne Estates, LLC is requesting to terminate the
approved Agreement for Private Development and Minimum Assessment Agreement
and to deed the 2.14-acre property back to the City.

Attached is a Termination of Agreement for Private Development, which was drafted by
the developer’s attorney and reviewed by City Attorney Kevin Rogers. Also attached is a
proposed deed to the property, which was found to be acceptable by City Attorney
Rogers. A title opinion and title report for the property have been provided to the City,
which finds that the property to be deeded back to the City will be done so free and
clear of any liens or encumbrances.

It is recommended that City Council accept the Warranty Deed from Wayne Estates,
LLC, and approve the Termination of Agreement for Private Development with Wayne
Estates, LLC.

If you have any questions regarding this project, please feel free to let me know.

XC: Kevin Rogers, City Attorney
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WARRANTY DEED
(CORPORATE/BUSINESS ENTITY GRANTOR)

For the consideration of One Dollar(s) and other valuable consideration, Wayne Estates,
a limited liability company organized and existing under the laws of lowa, does hereby

Convey to City of Cedar Falls, Iowa, a municipal corporation organized and existing under the
laws of Towa, the following described real estate in Black Hawk County, lowa:

Lot 15, West Viking Road Industrial Park Phase [V, City of Cedar Falls, Black
Hawk County, lowa; subject to the conditions, covenants and restrictions
contained in the Unified Highway 58 Corridor Urban Renewal Plan approved by
Cedar Falls City Council Resolution No. 8196 approved and adopted on
November 12, 1990 (Ordinance No. 1923), amended a first time by Resolution
No. 10,224 on November 13, 1995 (Ordinance No. 2122), amended a second time
by Resolution No. 13,862 on November 17, 2003 (Ordinance No. 2461), amended
a third time by Resolution No. 18,377 on December 10, 2012 (Ordinance No.
2785), amended a fourth time by Resolution No. 19.263 on November 3, 2014,
amended a fifth time by Resolution No. 19,963 on April 18, 2016, amended a
sixth time by Resolution No. 21,079 on May 7, 2018 (Ordinance No. 2923).
amended a seventh time by Resolution No. 21,368 on December 17, 2018
(Ordinance No. 2953), and amended an eight time by Resolution No. 22,205 on
December 21, 2020, and further subject to restrictive covenants, ordinances and
limited access provisions of record, if any, and to existing easements of record.

There is no known private burial site, well, solid waste disposal site, underground
storage tank, hazardous waste, or private sewage disposal system on the property
as described in lowa Code Section 558.69. and therefore the transaction is exempt
from the requirement to submit a groundwater hazard statement.

This deed is exempt according to Iowa Code 428A.2(6).

The grantor hereby covenants with grantees, and successors in interest, that it holds the

real estate by title in fee simple; that it has good and lawful authority to sell and convey the real
estate: that the real estate is free and clear of all liens and encumbrances, except as may be above
stated; and it covenants to Warrant and Defend the real estate against the lawful claims of all
persons, except as may be above stated.

Words and phrases herein, including acknowledgment hereof, shall be construed as in the

singular or plural number, according to the context.

Dated: __Ju\y_3\ , 2023
\) Wayne Estates, L.L.C., an Iowa limited liability
company
By %
s
@}en_*ﬁouglcr. Manager
CThe lowa State Bar Association 2023 Form No. 335, Warranty Deed — Corporation/Business Entity Grantor
lowaDocs® Revised June 2022
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STATE OF IOWA, COUNTY OF BLACK HAWK

This record was acknowledged before me on T\,\\u B , 2023, by
Anthony Gougler, as Manager, of Wayne Estates, L.L.C. a llm@d liability company.

iﬁi AIMEE BALKW

/{"VWULD Ra a

SILI‘IEIIUIQ of Notary Public

C'The lowa State Bar Association 2023

lowaDocs®

Form No. 335, Warranty Deed — Corporation/Business Entity Grantor
Revised June 2022
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Termination of Agreement for Private Development

This Termination of Agreement for Private Development ("Agreement") is made and
entered into as of this _ 31 dayof "I\l . 2023, by and between Wayne
Estates, L.L.C., (hereinafter "Developer"), and tjw City of Cedar Falls, lowa, a municipality
(hereinafter "City").

Whereas, Developer and City entered into an Agreement for Private Development dated
February 21, 2022 relating to the Developer's construction of a building and site improvements
on:

Lot 15, West Viking Road Industrial Park Phase IV, City of Cedar Falls, Black
Hawk County, Iowa (hereinafter "Property"); and

Whereas, Developer and the City entered into a Minimum Assessment Agreement dated
February 21, 2022 setting minimum standards for development of the Property; and

Whereas, Developer and City wish to formally terminate the Agreement for Private
Development and the Minimum Assessment Agreement.

Now, therefore, for good and valuable consideration, the receipt of which is hereby
acknowledged. the parties agree as follows:

1. The Agreement for Private Development and any amendments thereto, and the Minimum
Assessment Agreement are hereby terminated and of no further force and effect. Neither
Developer nor the City, nor any successors in interest, shall have any further obligation or
liability to the other under the terms of the Private Development Agreement, any
amendments thereto, or the Minimum Assessment Agreement.

This Agreement may be executed in one or more counterparts, all of which taken together
shall constitute one and the same instrument. This Agreement shall be recorded and shown of

record against the subject Property.

In witness whereof, signatures of the parties hereto by their duly authorized representatives
have been made on the day and date first written above.

Wayne Estate, L.L.C. City of Cedar Falls, Iowa

B %/A By:

y: s
mouglcr, Manager
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ATTEST
By:
Jacqueline Danielsen, City Clerk
STATE OF IOWA
) ss:
COUNTY OF BLACK HAWK )
This record was acknowledged before me on the 3\ day of qjum , 2023,

by Anthony Gougler, Manager, Wayne Estates, L.L.C., an [owa limited liabiiity\bompany.

ic in and for the State of [owa

o l‘p AIM
g A‘f Commistion o tcrs 804902
ow Explm

STATE OF IOWA )
) ss:
COUNTY OF BLACK HAWK )

This record was acknowledged before me on the ___ day of , 2023,
by . and Jacqueline Danielsen as City Clerk, of the City of
Cedar Falls, lowa.

Notary Public in and for the State of lowa
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LAY
’)\\ 6510 HUDSON ROAD
CEDAR FALLS, IOWA 50613
PH: 319-268-4266

FAX: 319-277-9707

| i

I VISITORS, TOURISM AND CULTURAL PROGRAMS

.mw MEMORANDUM

TO: Mayor Green and City Council
FROM:  Cory Hurless, Cultural Programs Supervisor
DATE:  August 3, 2023
SUBJECT: Cedar Falls Community Foundation - Diamond Arts and History grant

award

On August 1, the Hearst Center was awarded $3,000 from the Cedar Falls Community
Foundation through the Diamond Arts and History grant opportunity. Our request focused on
supporting expenses related to developing a mobile “Culture and Art Tour” to educate citizens
and visitors about the City’s Public Art Collection, the Hearst's Sculpture Garden, and to design
games and quizzes for youth to explore and learn about local art. We plan to pilot this new
engagement tool in 2024 in time for the spring/summer tourism season.

The grant does have a match requirement. Friends of the Hearst holds an annual allocation in
memory of Clara Trapp to be used for marketing/advertising, and we will use up to $1,000 from
the Trapp fund for marketing this new mobile tour program. We will seek funds from the Public
Art Committee for signage updates if needed for Public Art on display around the city. The
remaining match will come from in-kind staff time.

The Cedar Falls Community Foundation’s Diamond Arts & History Fund provides an annual

opportunity to apply for monetary support for interactive and multisensory projects in the arts or
the history of Cedar Falls.

Staff requests approval of the grant agreement. Please reach out if you have any questions.

CC: Jennifer Pickar, Tourism and Cultural Programs Manager
Stephanie Houk Sheetz, Community Development Director
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Cory Hurless James & Meryl Hearst Center for the Arts ltem 17.

Cedar Falls Art & Culture Mobile Tour

2023 Diamond Arts & History Fund

James & Meryl Hearst Center for the Arts

304 W. Seerley Blvd. heather.skeens@cedarfalls.com
Cedar Falls, IA 50613 0:319-273-8641

Cory Hurless

304 West Seerley Boulevard cory.hurless@cedarfalls.com
Cedar Falls, IA 50613 0:319-273-8641
Printed On: 9 August 2023 2023 Diamond Arts & History Fund 1
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Cory Hurless James & Meryl Hearst Center for the Arts

Application Form

Item 17.

Application - Diamond Arts & History Fund

The form saves automatically and need not be completed in one sitting. There is also a save button at the bottom
of the page. The site does time out if not used for 90 minutes.

Project Name*
Cedar Falls Art & Culture Mobile Tour

Applicant Organization's Mission Statement*
What is the mission of the applicant organization?

The Hearst Center opens doors to the humanities and creative arts.

Who is the project/program manager? Include contact information.*
Cory Hurless, Cultural Programs Supervisor

319-268-5550

cory.hurless@cedarfalls.com

What is the project/program manager's role in the applicant organization?*

I serve as the Director of the Hearst Center for the Arts, working in the Tourism & Cultural Programs Division
within the City of Cedar Falls. I oversee the Hearst's facilities, operations, programs, and staff. I direct the
annual program of art exhibits, events, education, marketing, and finance/development for the organization.

Describe Project/Program Manager's qualifications to lead this project/program.*
[ have been an art director and curator for approximately 9 years, in my last role as art director for the City of
Austin's airport art and music programs I developed and launched wayfinding and mobile art tours for the
Austin-Bergstrom International Airport. For those projects, I was the lead on procuring a vendor, developing
app navigation and architecture, creating graphics and writing text. I storyboarded and developed multiple
art tours on the app, children's interactive activities such as scavenger hunts and quizzes. I crafted the
project schedule and launch timeline, worked with staff on media talking points, promotion and advertising
for the public roll-out of the new tech. I oversaw the production of how-to videos to teach the public how to
utilize the apps, which were launched on the company website, YouTube, and social media outlets. I also
oversaw the maintenance of the apps after launch, wrote a policy and procedure manual for keeping up with
content. I monitored public engagement through analytics provided by the vendor.

Board Approval*
Upload board minutes or other documentation confirming that this grant application has approval of the governing
body of applicant's organization.

ACB 062823 Minutes.docx

Printed On: 9 August 2023 2023 Diamond Arts & History Fund 2
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Cory Hurless James & Meryl Hearst Center for the Arts

IRS Determination Letter*
Upload applicant organization's IRS determination letter of non-profit status. If IRS determination letter is not
available, upload a letter from an officer of applicant organization explaining the organization's non-profit status.

CityCFW9.pdf

If not a 501(c)(3)

If applicant organization is NOT a 501(c)(3) or government organization, explain how the project/program legally
qualifies as a charitable purpose.

The Hearst is part of the City of Cedar Falls Community Development Department, a local government entity.

990*

Upload applicant organization's most recently filed 990 tax return. If the organization is not required to file form
990, attach a copy of its most recent fiscal year end financial statement that has been approved by its governing
body.

2023 Budget Report.pdf

Total Amount Requested*
If the total requested is to be paid out over more than one year, please indicate below.

$3,000.00

Duration of grant*
Over how many years would the total amount requested be paid out?

One Year

Project/Program Budget*
Upload a budget for the project/program, including:

e Expenses by category and amount
e  Funding sources by category and amount
e  For each funding source, if not yet secured, indicate progress toward securing funding

e Identify the specific part(s) of this program/project that would be funded by this grant or if this is general
support.

CedarFallsArt&CultureMobileTour_Grant Budget.xlsx

Budget Narrative*

Is there anything else about the budget you want to tell us?

Please verify that no one associated with the project/program is a recipient of funds in payment of goods or
services.

Confirmed, no one associated with the project/program is a recipient of funds in payment of goods or
services for this project.

Printed On: 9 August 2023 2023 Diamond Arts & History Fund 3
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Cory Hurless James & Meryl Hearst Center for the Arts

Project/Program Description*

Purpose of the project/program: goals and objectives.

How will it serve the people of Cedar Falls?

What is the target audience and estimated number of people who will be served or impacted by the project?
What is the anticipated impact?

How will success be measured?

How is this project consistent with the purpose of the fund to which you are applying?

As part of our ongoing efforts to draw attention to the Art & Culture programs in Cedar Falls, provide an
accessible resource for arts education, and increase engagement with our prolific public art collection and
Hearst Sculpture Garden; we wish to develop a mobile-friendly art tour. This project was spurred on by
public comments and interest in having such a resource, and was one of my first suggestions for marketing
and communications improvements at the Hearst. In my professional past, [ have led the development of
virtual art tours using different platforms - from utilizing in-house staff to design website landing pages to
building apps. Ilearned through my experiences in this realm that the most important feature of a successful
cellphone tour is having professionally designed navigation architecture for your tour - so that it is easy for
the end-user to click/touch around the platform to explore and find what they want. In 2019 I worked with
an outside vendor called Engage by Cell to develop a public art, gallery, and music performance mobile tour
for my previous employer - including scavenger hunts and quizzes for youth and adult audiences. The launch
campaign and mobile tour I developed was successful, creating interest in self-guided tours - including
interest from school groups to use the tours in their programming. The platform provided audiences with
wayfinding options to better locate where public art was situated around the city.

Our goal with this pilot project is to develop a CF Public Art mobile tour and selfie scavenger hunt, Hearst
Sculpture garden scavenger hunt, and art quizzes for youth over the fall of 2023. We will also create signage
for all the public artworks with a QR code so that users can easily connect to the tours, and design a social
media campaign to advertise the new offerings. A soft launch of the mobile tour will take place in the new
year 2024, with the largest advertising effort to take place in spring/summer for the height of tourism and
travel to the area.

The Engage by Cell platform allows users to take surveys to gage satisfaction and feedback. Users can also
connect selfies to Facebook, where we can see if people are engaging with the programming. The platform
provides back-end analytics to see how many users engage with each cell phone tour. A current metric to
measure against to see if the mobile tour is successful will be comparing this new data with our average
sculpture garden monthly attendance (250 persons per month yearly average). Currently there is no way to
accurately ascertain engagement with public artwork located outside of the Hearst property, so we are
hopeful that this tool will provide a benchmark to analyze what the public responds positively to. The data
may aid in future decisions of where to place public art in the city of Cedar Falls. If after the pilot period, end
of summer 2024, we find fewer end users than we clock-in at the Hearst Sculpture Garden, we will evaluate
continuing the program for another year. We have high hopes in the pilot’s success, expanding the mobile
tour offerings to other private/public entities, the trail systems, and seeking continued funding for the
continuation of the Art & Culture Mobile Tour once we have the data to present that the program is successful
and a positive return on investment.

We hope this project will bring attention to the City’s art collection and the Hearst, and help bolster the
community’s view of the Hearst as our hub for local and regional art. We would like to utilize technology to
boost interest in investing in the arts, mirroring what is done in other communities around the country. This
grant request does fit the purpose of the Diamond Art & History fund to stimulate lifelong learning by
providing interactive or multi-sensory experiences in the fine arts or the history of Cedar Falls through our
efforts to use mobile technology as an engagement and education tool, innovating the delivery of information
outside of the walls and limited operating hours of the Hearst center to local residents and visitors via a
method that a vast majority of the public receive and digest info any time of day/night - their phones.
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Cory Hurless James & Meryl Hearst Center for the Arts

Focus Area*
Please choose the focus area that most closely matches the purpose and/or impact area of your project/program.

Arts & Local History

Geographic Area Served*
Please select the geographic area your project/program will impact or enhance.

Cedar Falls

Project/Program Begin Date*
When will the project/program begin?

11/01/2023

Project/Program End Date*

When will the project/program be complete?
11/30/2024

Anything else?
Is there anything else you want to tell us?
This is a pilot public engagement program, and if proven successful with quantifiable analytic data, we would

have an excellent case to seek sponsorships or funding from other partner organizations to continue and
expand mobile tour offerings for Cedar Falls and the greater Cedar Valley.

What if all funding is not received?*

If this project/program does not receive all anticipated funding, will it go forward? How will it go forward?
Without funding from the CFCF, [ would need to seek alternate grant opportunities to assist with this project
(other foundations or competitive grant applications), alternatively, I can also seek to request the additional
funding from the Art & Culture Board and Public Art Committee, which would impact funding earmarked
already for artist commissions through the public art fund and Capital Improvement plans for the Berg fund.
The timeline for the project would also be impacted, and it would have to roll out later than anticipated.

Name and title of person making this request*
Cory Hurless, Cultural Programs Supervisor
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Cory Hurless James & Meryl Hearst Center for the Arts ltem 17.

File Attachment Summary

Applicant File Upload's

* ACB 062823 Minutes.docx

e CityCFW9.pdf

e 2023 Budget Report.pdf

e CedarFallsArt&CultureMobileTour_Grant Budget.xlsx
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Art & Culture Board Meeting Q h t
e
June 28, 2023 + ea rs :

CENTER FOR THE ARTS 4
5:00 p.m.

Present: Toni Wilson Wood, Peter Berendzen, Matthew Wilson, Kate Brennan Hall, Cory Hurless, and members
of the public: Matthew Hundley, Andrew Malone, Andrew Schroll, and Jon Van Allen. Also present were
members of the Friends of the Hearst: Wendy Bowman, Dale Schrad, Sandra Luttchens-Van Allen, Mary
Brammer, and Molly Taiber.

Meeting was called to order at 5:14 p.m.
Approval of Agenda: Motion to approve the agenda by P.Berendzen and second by M. Wilson. Motion approved.

Approval of Minutes: Motion to approve April 26 meeting and May 10 special session minutes by T. Wilson-
Wood and second by P. Berendzen. Motion approved.

Public Comment: NA

New Business:

The nominating committee brought forth a motion to approve ACB officers, M.Wilson as the new ACB
President, P. Berendzen as Vice President, T. Wilson-Wood as Treasurer, and L. Finke will remain Secretary.
Motion to approve slate of officers by P. Berendzen, seconded by T. Wilson-Wood. Motion approved.

Monthly Reports:
Financial Report: M.Wilson will provide new Treasurer with information and transition log in information to continue to
monitor financial statements. Wilson is still researching new CD options and will provide information gathered thus far
to new Treasurer.

President’s Report: K.Brennan Hall opened up the discussion of the Master Plan presentation to the Friends of the
Hearst Group to discuss. She asked the group what works in the Master Plan and what might need tweaking. Below are
comments from the group: overall interesting facade in residential area public building in residential area, fine line to
walk between elevating this gem and residential area, Impressed by facade—some public still thinks it’s just a house.
The night time and day time presentation—glad to see it’s getting away from the ‘house’ look Curious about comments
sent to the architect. C. Hurless has no update because they are working on adding in comments—2nd discussion will
have to come to the board, proposed August 30 —with a price estimate for concepts. Wendy Bowman and Sandra
Luttchens-Van Allen mentioned the Main level is public level—gallery, etc., and then classrooms and day to day creative
below. Stairs not grand, the gallery and recital hall possible to have them connect. C. Hurless mentioned that OPN is
working on new concept for recital hall to be with the gallery so it’s not so odd to have them not together.
What didn’t work in masterplan? Andrew Shroll mentioned the following—having recital space and gallery on same level
with lobby. Lobby crucial to redesign---front part of the building. Lobby as communal space before/after events, serving
food, have enough space to be inviting, kitchen nearby, thought facade was uninviting to public walking by, gallery could
have the design of the fagcade instead; move recital space upstairs, are we ok with not having a two story tall recital space,
is it ok to give on recital height (acoustics). All on one level to make it more usable. Natural light in lobby, gallery space
Elevator/stair case inviting to where classrooms and studios are located, flow out to patio could be improved, think more
functionally for the flow, depending on weather, time of year, etc. K. Brennan Hall—what staff person is going to be
cleaning up the upper patio, could use space for something else, more office space, natural light for them to work in
balcony area would be out to the left in Mae Latta, not add on to this side, trade off to office space. Dale Schrad -
As an artist, doing a lot of travelling, visiting a lot of places—gift shop absent from masterplan—people want to take home
a piece of the experience—a place where people can get a memory, and also a way to make some more money--
C. Hurless mentioned Gift shop would be an additional staff—if the ask is for education versus gift shop.
Dale Schrad mentioned the gift shop could bring in additional money—can we justify hiring an additional person to
manage the gift shop, Gift shop always was an afterthought here. If we are thinking bigger we should think about
different. Mary Brammer asked about parking on the east side? To take the pressure off the street, people would go t
the classrooms directly from the parking lot, so that people don’t have to go into the gallery. She also suggested
communication with lady next door—possible to buy that property next door to assist in relieving the parking issue.
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Good to keep the back area—blend the old with the new. C. Hurless mentioned—leaving what is here in the new v| "M 17.

will keep the legacy of James Hearst in the Hearst. More classrooms is what we need, big ceramics studio. 12,000 sq ft
Now, 20,000 sq ft in proposal. Friends asked C.Hurless what is the big expense besides the expansion, Hurless replied
Expense—art storage is huge—requirements of permanent art storage is currently not being met and the micro-climate
required involves expensive upgrades—climate control is expensive, the new area would be under the house, double the
size of the permanent storage. M.Wilson mentioned the two artist studios, right above performance art space—glass
doors perhaps not conducive to getting work done—should be a private space.

The group expressed concern about what direction the master plan is going in—any feedback along the way—sneak
preview? Concepts to see if it should be priced out, would like various ideas from architects—rough sketches that the ACB
and Friends could look at and have enough time to bring comments back in before the next iteration.

After the conclusion of this Master Plan discussion, K. Brennan Hall reported that 3 ACB applicants were interviewed by
the ACB President, Mayor Pro Tem, and Community Development Director, 1 candidate is being interviewed by the
mayor, and will be presented at the July 17 Council for approval.

Supervisor’s Report: Proposed to ACB a request to apply for a CFCF Grant — the Diamond Art & History Fund to ask for
$3,000 to pilot a new mobile culture and art tour, to promote awareness of the Public Art in Cedar Falls as well as provide
unique education opportunities with scavenger hunts and quizzes for youth audiences. Motion to approve by P. P.
Berendzen, seconded by M. Wilson. Motion approved to proceed with grant opportunity. Hurless also reported a new
vacancy at the Hearst, Education Coordinator Angie Hickok has accepted a full-time opportunity at the Grout Museum.
Hurless is working with the city to post the vacancy in July. Hurless is updating the design of the Hearst Brochures, with
the new design roll out to occur with the upcoming fall brochure. She updated the group on what events were happening
at the Hearst.

Friends of the Hearst: Friends are working on organizing their annual meeting, slated for August 3. They are also
interviewing prospective new members. Starting July 1, the minimum membership donation to receive discounted
benefits through the Friends will be $50, more is always encouraged.

Public Art Committee: Did not meet in June.

Old Business:

Hearst bylaws committee report from M.Wilson and K. Brennan Hall: Article 1, instead of replicate what is in code, we
reference the sections of the code, with a hyperlink to the code in the digital copy. Article 2, officers, a couple minor
changes in responsibilities that were outdated or unneeded, added in secretary. Next step—one more meeting to commit
and then present to the whole board and then vote on bylaws.

Motion to move the August ACB meeting to the 5" Wednesday, August 30 for the OPN presentation. Motion by M.
Wilson, seconded by P.Berendzen. Motion approved. July ACB meeting will take place July 26.

Motion to adjourn meeting by T. Wilson-Wood, seconded by M. Wilson. Meeting adjourned at 6:40pm.
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Form w-g

(Rev. December 2014)

Department of the Treasury
Internal Revenue Service

Request for Taxpayer
Identification Number and Certification

Item 17.

Give Form to the
requester. Do not
send to the IRS.

City of Cedar Falls

1 Name (as shown on your income tax return). Name Is required on this line; do not leave this line blank.

2 Business name/disregarded entity name, if different from above

I:l Individual/sole proprietor or D C Corporation

single-member LLC

the tax classification of the single-member awrer,
Other (see instructions) ™

Print or type

3 Check appropriate box for federal tax classification; check only one of the following seven boxes:
D S Corporation |:| Partnership

I:] Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=partnership) »
Note. For a single-member LLC that is disregarded, do not check LLC; check the appropriate box in the line above for

local government

4 Exemptions (codes apply only to
certain entities, not individuals; see
instructions on page 3):

D Trust/estate
Exemption from FATCA reporting
code (if any) C

{Applies to accounts maintained ouiside the us)

5 Address (number, street, and apt. or suite no.)

220 Clay Street

Requester's name and address (optional)

6 City, state, and ZIP code
Cedar Falls, IA 50613

See Specific Instructions on page 2.

7 List account number(s) here (optional)

Exempt payee code (if any) 2

ﬁl Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid
backup withholding. For individuals, this is generally your social security number (SSN). However, for a
resident alien, sole proprietor, or disregarded entity, see the Part | instructions on page 3. For other - -
entities, it is your employer identification number (EIN), If you do not have a number, see How to geta

TIN on page 3.

Note. If the account is in more than one name, see the instructions for line 1

guidelines on whose number to enter.

and the chart on page 4 for

Social security number

or
Employer identification number

412 -16|0|0(4|3([3]2

ZX  Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my correct taxpayer identification number (or | am waiting for a number to be issued to me); and

2. 1 am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b) | have not been notified by the Internal Revenue
Service (IRS) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that | am

no longer subject to backup withholding; and

3. lam a U.S. citizen or other U.S. person (defined below); and

4. The FATCA code(s) entered on this form (if any) indicating that | am exempt from FATCA reporting is correct.

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding
because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage
interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and

generally, payments other t

interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the

|

instructions on page 3. / A , "
S'Q n Signature of " 0
Here U.S. person »> 7 M 1~ Date » / ( {

General Instructions

Section references are to the Internal Revenue Code unless otherwise noted.

Future developments. Information about developments affecting Form W-9 (such
as legislation enacted after we release it) is at www.irs.gov/fw9.

Purpose of Form

An individual or entity (Form W-9 requester) who is required to file an information
return with the IRS must obtain your correct taxpayer identification number (TIMN}
which may be your social security number (SSN), individual taxpayer identification
number (ITIN), adoption taxpayer identification number (ATIN), or employer
identification number (EIN), to report on an information return the amount paid to
you, or other amount reportable on an information return. Examples of information
returns include, but are not limited to, the following:

¢ Form 1099-INT (interest earned or paid)
¢ Form 1099-DIV (dividends, including those from stocks or mutual funds)
* Form 1099-MISC (various types of income, prizes, awards, or gross proceeds)

* Form 1099-B (stock or mutual fund sales and certain other transactions by
brokers)

* Form 1099-S (proceeds from real estate transactions)
¢ Form 1099-K (merchant card and third party network transactions)

¢ Form 1098 (home mortgage interest), 1098-E (student loan interest), 1098-T
(tuition)
e Form 1099-C (canceled debt)
¢ Form 1099-A (acquisition or abandonment of secured property)

Use Form W-9 only if you are a U.S. person (including a resident alien), to
provide your correct TIN.

If you do not return Form W-9 to the requester with a TIN, you might be subject
to backup withholding. See What is backup withholding? on page 2.

By signing the filled-out form, you:

1. Certify that the TIN you are giving is correct (or you are waiting for a number
to be issued),

2. Certify that you are not subject to backup withholding, or

3. Claim exemption from backup withholding if you are a U.S. exempt payee, If
applicable, you are also certifying that as a U.S. person, your allocable share aof
any partnership income from a U.S. trade or business is not subject to the
withholding tax on foreign partners' share of effectively connected income, and

4. Certify that FATCA code(s) entered on this form (if any) indicating that you are

exempt from the FATCA reporting, is correct. See What is FATCA reporting? on
page 2 for further information.

Cat. No. 10231X

Form W-9 (Rev. 12-2014)
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Cedar Falls Art & Culture Mobile Tour
Expenses

Grant Funding $3,000

Project Cost-Sharing

Grant Funding

Hearst Center contributions

Secured In-kind contributions
from 3rd parties

Notes

Friends of the Hearst and the CF Art & Culture Board = Trapp Marketing fund and Berg if needed for tourism brochure

Engage by Cell mobile tour platform subscription $2,750 Quote from vendor: Engage by Cell for 1 year subscription
Printing/Signage for tour touchpoints S 250.00 (|$ 250.00 500.00 |Public Art Committee funding for sculpture signage
Marketing, Social Media Ads, print ads S 500.00 1,000.00

Hearst Staff Development & Launch; app design,

graphics, launch planning S 5,787.50 Hurless, Drennan, Haigh, Hines

Content maintenance over program timeframe S 458.40 Haigh

Totals

Total Project Cost

Item 17.
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DEPARTMENT OF COMMUNITY DEVELOPMENT

City of Cedar Falls

220 Clay Street

Cedar Falls, lowa 50613

Phone: 319-273-8600

Fax: 319-268-5126

www.cedarfalls.com MEMORANDUM

Planning & Community Services Division

TO: Honorable Mayor Robert M. Green
FROM: Michelle Pezley, AICP, Planner IlI
DATE: August 21, 2023
SUBJECT: CDBG Rental-Occupied Repair change order

Cedar Falls is a recipient of Community Development Block Grant (CDBG) and HOME
Investment Partnerships Program (HOME) funds that support several programs,
including housing rehabilitation and repair for income-qualifying residents.

On June 5, 2023, City Council approved the contract with Daniel’s Home Improvement
and Construction Co. to do repairs at 1009 W 3" Street though the CDBG Rental-
Occupied Repair funds. The City Council also approved the agreement with the
property owners to place a five-year forgivable loan on the property.

During the remodel, after the contractor removed the front stairs, there was noticeable
damage to the siding of the house. At further inspection, they found that there was
damage to the foundation and a joist needs reinforcement, which will involve
considerable additional work. In addition, the two storm doors that were part of the
project description in the original contract were not included in the total cost of the
project. It will cost an additional $5,125 to complete the project. Since this additional
cost is over 10% of the cost of the original contract, it requires City Council’s approval.
The detailed change order is attached. The total cost of the project with the changeover
is $17,128, which is well within the program’s budget.

Staff recommends that the City Council approve the change order as proposed.
Please contact staff with any questions. Thank you.

Xc: Stephanie Houk Sheetz, AICP, Director of Community Development
Karen Howard, AICP, Planning & Community Services Manager
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owner about which sides should have hinges. Needs to be added into original contract figure.

e Exhibit A: Scope of Work (Changes from 11/7/22 Contract in Strikethrough and Underline)
m Change Order 2 for above contract proposed 8/3/23
1009 W. 3rd Street
Cedar Falls, IA 50613
Line Scope of Work _,”M”””_ Original Updated
Item " Cost Cost
Section

For-each-of-the-two-front-entrances; remove the front concrete ﬁmum on the :mz side
entrance m:g m.mmm.*os.mr:m old concrete _m:o__:m

1 200 S 5375 3,500
conerete: Remove the excess dirt and regrade to provide slope away from the house. Remove
two shrubs in front of the landing.
For eaeh-efthe #we-front entrances on H:m right side, pour a 4” ﬁ:_n_A concrete pad

2 |approximately 8 x 12’ i that extends 300 |[-$—5:375 1,623
out to meet existing sidewalk.
For each-of the two-front entrances on the right side, install a set of precast concrete steps 300.2

3 with a-Handing-en-the-rew-pad—relude a wrought iron handrail. 2000.2 S——39 3,650

2002

4 20002 | 75| 5 )
Replace the left right front entrance doors with prehung steel doors. Each door shall resemble

5 [atraditional paneled residential door and have a small window. Include a lockset and _um_:::m 900 S - 3,000
the entire door, jambs and trim. Requires Lead Safe Work Practices

6 Install an aluminum combination storm door on each of the two front entrances. Consult with § 1.050
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Additional charges Tor Toundation repairs found after WOrk began On the property. Repairs o

include the following:

Removing duct work to access joist

Jacking up the floor 1-2 inches

Installing 2x10 or 2x12 against remaining joist
Reinstalling Duct work

360

OUTSIDE WORK: 5 3975
Coring out existing beam and installing new ribbon 2x10 against it
Cutting out bad sill plates
Installing new 1/2" lag bolts from outside to inside
Installing 3/4 " plywood with steel siding
8a |Building Permits. S 273 S 230
8b | Additional build permit costs will add $100. $100
Total: | ——35.8731 $17,128.00

Cont'd on next page >
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Bartelt Rentals L.C. 1009 W. 3rd St - Change Order and Updated Scope of Work, cont'd

St A dti 1. C £y Lo 42 B0} o5 szozs

361

Owner Signature: Bartelt Rentals L.C. Date
J—15-2023
Contragfor Signature: Daniels Home Improvement Date

-

(I~ [0 2303

INRCOG Signature Date
City Signature Date
ALTERNATES
1 $ 500000 (S -
2 £ 8500001 S -
320
3 600 $ 4500004 S -
4 $ 250000 $ -
5 S5—1-800.00{ S -




Lerior paint is NOT lead-based as confirmed by testing. However, the interior IS presumed to contain lead-based paint; therefore certain
ms are noted where the disturbance of lead paint is expected. ONLY PERSONS WHO HAVE BEEN TRAINED AND CERTIFIED MAY

Item 18.

ONDUCT WORK FOR THE LINE ITEMS SPECIFIED.

]

Lead safe work practices include but may not be limited to:

* Protecting occupants by informing them of times and locations of lead hazard reduction activities in advance of such work, so that special
alternative housing arrangements can be made prior to safe lead clearance testing, if required.

* Preparing worksite by having all necessary material and labor to do the work in a safe, efficient manner that will not unnecessarily delay
completion and clearance testing if required.

¢ Control and contain all paint chips, dust and residue by laying down tarps and completely sealing off affected rooms.

* Disposing of lead paint chips, dust and residue as required by landfill.
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City of Cedar Falls

220 Clay Street

Cedar Falls, lowa 50613

Phone: 319-273-8606

Fax: 319-273-8610

www.cedarfalls.com MEMORANDUM

Planning & Community Services Division

TO: Honorable Mayor Robert M. Green and City Council

FROM: Thom Weintraut, AICP, Planner IlI
Matt Tolan, El, Civil Engineer Il
Brett Armstrong, El, Engineer

DATE: August 21, 2023
SUBJECT: Ashworth North Preliminary Plat

REQUEST: Request to approve the preliminary plat for Ashworth North Subdivision, Case
#PP23-002

PETITIONER: David Nicol, developer; CGA Engineering, Engineer

LOCATION: The property is located on the west side of Hudson Road across from the
intersection of Hudson Road and Ashworth Drive.

PROPOSAL

The petitioner has submitted a preliminary application to subdivide approximately 2.0 acres
into seven (7) lots. The property is located on the north side of the future extension of
Ashworth Drive east from Prairie Winds 4" Addition to complete the connection to Hudson
Road.

BACKGROUND

The property was part of a 3.07-acre farmstead that contained a house built in 1918. In April
2022, the City purchased the south 0.89-acre portion of the Nicol's property to connect
Ashworth Drive in Prairie Winds 4" Addition eastward to Hudson Road. Ashworth Drive is a
critical street connection in this area of the city, providing an east-west street connection from
Greenhill Road through Greenhill Village to Hudson Road and from Hudson Road through the
Prairie Winds Subdivision to Arbors Drive next to Aldrich Elementary School and will extend
further west as the city expands. The City Council approved a request to rezone this property
from A-1 Agriculture District to R-1 Residence District on May 15, 2023. The Council also
approved the vacation of 1,727 square feet of right-of-way (Tract B) at the northwest corner of
the property along Hudson Road. The Council approved a purchase agreement for Tract “A”
on July 17, 2023, and currently the closing documents are being prepared. Once conveyed to
the City it will become a part of the Ashworth Drive ROW, which will be reflected as such on
the final plat. On August 21, 2023, the Council will conduct a public hearing to convey the
vacated ROW in the NE corner of the plat (Tract B) to Mr. Nicol, which will then be
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incorporated into Lot 7 on the final plat.

ANALYSIS

The petitioner, David Nicol, proposes a preliminary plat for an approximately two (2) acre parcel
that was created after the city purchased the southern portion of the property to build the
extension of Ashworth Drive between Prairie Winds 4™ Addition and Hudson Road. In addition,
the City is installing utilities along with the road construction to provide redundancies in utility
services. The City has provided sanitary and water service hook-ups along both sides of the
street for this development and any future development along the south side of Ashworth Drive.
The developer will be required to extend private service lines to each lot as homes are built. The
only remaining public infrastructure to be installed is a public sidewalk, which will be constructed
by the developer or lot owners at the time the dwelling units are built.

I

\

e

MINIMUM LOW OPENING
[ LOT [ EcEvATION

Tract “A” of this subdivision is being purchased by the City as part of the street and utility
construction. Tract “B” is the right-of-way that has been vacated by the City, which Mr. Nicol has
made an offer to the purchase. Once conveyed to Mr. Nicol, the intent is to incorporate this land
into Lot 7 on the final plat. Staff notes that utility easements will be retained.

The lots exceed the minimum lot area of 9,000 square feet for the R-1 Residence District. The
average lot size for Ashworth North is approximately 11,950 square feet, which is similar in size
to the adjacent lots in Prairie Winds 4" Addition. The front and rear setbacks are provided on
the plat and are consistent with the R-1 Residence District requirement of 30 feet. The side yard
setbacks will be determined by the lot width as per the R-1 District requirements.

Regarding stormwater management, this is an infill site and to ensure surface water flows to the
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10-foot drainage easement at the rear of the lots, the City Engineer has requested the entire site
be graded accordingly before the construction of any houses begin.

The staff is working with the applicant to revise and finalize the Deed of Dedication, which will
be approved as part of the final plat. A draft is in the packet. The applicant has supplied the
following required documents for a preliminary plat including the Surveyor Certificate, Black
Hawk County Auditor approval of the subdivision name, and a soil analysis for the site.

PROCESS

Typically, approval of a preliminary plat would allow the applicant to proceed with the
construction and installation of required public infrastructure, but because the infrastructure is
being installed by the City, the only improvements the developer will need to complete is the site
grading to manage stormwater prior to final platting and the installation of sidewalks as lots
develop.

No lot sales or new construction may begin until a final plat is approved by the City Council.
Since the City is providing the public infrastructure, a final plat cannot be submitted until the
construction the street project is near completion.

NEIGHBOR NOTICE
A courtesy notice was sent to nearby property owners was mailed on July 18, 2023.

TECHNICAL COMMENTS
City technical staff, including Cedar Falls Utilities (CFU) personnel, has noted the following:

All lots shall be graded at one time before any lot is sold to ensure the drainage easement
meets the above comments and is protected from disruption when con<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>