SECTION 2 DEFINITIONS

For purposes of these policies, the following definitions will apply:

Authorized Hours - The number of hours an employee was hired to work. Actual hours worked
during any given pay period may be different than authorized hours, depending on workload
demands or other factors, and upon approval of the employee’s supervisor.

Benefits -Privileges granted to qualified employees in the form of paid leave and/or insurance
coverage.

Benefit Earning Employees -Employees who are eligible for at least a pro-rated portion of some
City provided benefits. Such employees must be year-round employees who work at least 20 hours
per week on a regular basis.

Casual Employee — Temporary employees who periodically work “special projects” for the City
including, but may not be limited to sueh-as-the Pet-Clinie, Elections, -and-Happy Days, —This

elassifieationineludes;-but-may net-be limited-te; Rink Attendants, Snow Plow Drivers, and other

employees working less than 14 hours per week.

Core Hours

The core hours for all employees (exempt and non-exempt) are expected to work are 8 a.m. to 4:30
p.m., Monday through Friday. Police. fire, and public works employees do not have core hours and
work the schedules established by their supervisors.

Demotion -The movement of an employee from one job class to another within the City, where the
maximum salary for the new position is lower than that of the employee’s former position.

Department Head - Employees that are responsible for the efficient administration of their
respective departments including substantial supervisory control of a permanent nature over other
municipal employees. Department Heads shall initiate, with the approval of the City
Administrator, whatever practices, functions, programs and procedures that are necessary to fulfill
that responsibility. All Department Heads will report directly to the City Administrator. The City
Administrator shall serve as the Department Head for the Administrative Services Department.

Direct Deposit -As permitted by state law, all City employees are required to participate in direct
deposit.

Division Heads — Employees that are responsible for the efficient administration of their respective
divisions, including substantial supervisory control of a permanent nature over other municipal
employees. Division Heads shall initiate, with the approval of their Department Head, whatever
practices, functions, programs and procedures that are necessary to fulfill that responsibility.

Eligible Sick Leave Severance Pay - Eligible sick leave severance shall include a combined total
of both traditional sick leave and earned sick and safe time. It -beshall be defined as a lump sum
payment upon termination of employment based on thirty-three (33) percent of employee’s unused,
accumulated sick leave after five (5) years of continuous employment. After fifteen (15) years of
continuous employment, the employee will instead receive thirty-five (35) percent of said
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employee’s unused, accumulated sick leave. After twenty (20) years of continuous employment,
the employee will instead receive thirty-seven (37) percent of unused accumulated sick leave. After
twenty-five (25) years of continuous employment, the employee will instead receive forty (40)
percent of said employee’s unused, accumulated sick leave. If applicable, sick leave severance pay
is subject to the rules of the non-union post-employment healthcare savings plan. In order to obtain
eligible sick leave severance pay, an employee must leave City employment in “good standing,” as
provided in Policy 3.13.

Employee - An individual who has successfully completed all stages of the selection process
including the training period.

Exempt Employee — Any employee excluded from overtime and compensatory time off
provisions of the Minnesota and federal Fair Labor Standards Act (“FLSA”).

FICA (Federal Insurance Contributions Act) - FICA is the federal requirement that a certain
amount be automatically withheld from employees’ earnings. Specifically, FICA requires an
employee contribute a percentage for Social Security and for Medicare. The City contributes a
matching percentage on behalf of each employee. Certain employees are exempt or partially
exempt from these withholdings (e.g., police officers).

Fiscal Year -The period from January 1 to December 31.

Full-time Employee - Employees who are required to work forty (40) or more hours per week
year-round in an ongoing position. In accordance with federal health care reform laws and
regulations, the City shall offer health insurance benefits to eligible employees and their dependents
that work on average or are expected to work 30 or more hours per week or the equivalent of 130
hours or more per month. In order to comply with Health Care Reform law while avoiding
penalties, part-time employees will be scheduled with business needs and in manner which ensures
positions retain part-time status under which intended.

Hours of Operation - City Hall’s hours of operation are Monday through Friday, from 8:00 a.m.
to 4:30 p.m.

Non-Exempt Employee — Employees who are covered by the federal or state Fair Labor Standards
Act. Such employees are normally eligible for overtime pay or compensatory time off at 1.5 times
their regular hourly wage for all hours worked over forty (40) in any given workweek.

Part-time Employee - Employees who are required to work less than forty (40) hours per week
year-round in an ongoing position. In accordance with federal health care reform laws and
regulations, the City shall offer health insurance benefits to eligible employees and their
dependents that work on average or are expected to work 30 or more hours per week or the
equivalent of 130 hours or more per month. In order to comply with Health Care Reform law while
avoiding penalties, part-time employees will be scheduled with business needs and in manner
which ensures positions retain part-time status under which intended.

Pay Period

A fourteen (14) day period beginning at 12 a.m. (midnight) on Saturday through 11:59 p.m. on
Friday. fourteen (14) days later.
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PERA (Public Employees Retirement Association) - Statewide pension program in which all City
employees meeting program requirements must participate in accordance with Minnesota law. The
City and the employee each contribute to the employee’s retirement account.

Probationary Period

A six or twelve-month period at the start of employment with the city (or at the beginning of a
promotion, reassignment, or transfer) unless covered by a collective bargaining agreement stating a
different time frame. An employee serving the initial probationary period may be disciplined at the

sole discretion of the city, up to and including dismissal. An employee so disciplined, including
dismissal, will not have any grievance rights. Time served in temporary, seasonal, volunteer or
interim positions are not considered part of the probationary period. If an emergency arises during
an employee’s probationary period which requires a leave of absence, such time off, if granted,
will not be considered as time worked, and the probationary period will be extended by the length
of time taken.

Promotion - Movement of an employee from one job class to another within the City, where the
maximum salary for the new position is higher than that of the employee’s former position.

Reclassify - Movement of a job from one classification to another classification because of a
significant change in the position's duties and responsibilities.

Seasonal Employee

Employees who work only part of the year to conduct seasonal work. Seasonal employees may be
assigned to work a full-time or part-time schedule. Except as required by law, seasonal employees
do not earn benefits or credit for seniority. In order to comply with health care reform law while
avoiding penalties, part-time employees will be scheduled with business needs and in a manner
that ensures positions retain part-time status as intended or, in some rare instances, may be offered
health insurance to comply with federal health care reform laws and regulations while avoiding
associated penalties.

Service Credit -Time worked for the City. An employee begins earning service credit on the first
day worked for the City. Some forms of leave will create a break in service.

Supervisor — Any person having authority in the interests of the employer to perform or
effectively recommend a majority of the following actions: hires, transfer, suspensions,
promotions, discharges, discipline, reward, assignments and work direction, adjustment of
grievances and performance evaluations.

I5|Page



Temporary Employee _

Employees who work in temporary positions. Temporary jobs might have a defined start and end
date or may be for the duration of a specific project. Temporary employees may be assigned to
work a full-time or part-time schedule. Except as required by law, temporary employees do not
earn benefits or credit for seniority. In order to comply with health care reform law while avoiding
penalties, part-time employees will be scheduled with business needs and in a manner that ensures
positions retain part-time status as intended or, in some rare instances, may be offered health
insurance.

Transfer — Movement of an employee from one City position to another of equivalent pay.

Weapons
Weapons are defined to include all legal or illegal firearms, switchblade knives, or any other object
modified to serve as a weapon or has the primary purpose of serving as a weapon.

Work Week - The regular work week for City employees is forty hours, in addition to a lunch
period, Monday through Friday, except as otherwise established by the City Administrator or
designee in accordance with needs of the department. For payroll purposes, a workweek is seven
consecutive 24-hour periods running from Saturday through the following Friday.
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