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Welcome to the City of Fairview!  
 
It is a pleasure to welcome you to one of the finest municipal organizations in Oregon.  We are 
glad you have joined us.  We take pride in selecting people, such as you, to join our organization.  
We feel that you will be a great complement to our team and hope that you will enjoy a 
productive and enriching association with us.   
 
To ensure that we do our part, we have worked hard to create a work environment, compensation 
and benefits program, and an interactive culture that we believe fosters positive work 
relationships. We expect that you will do your part by contributing your best efforts. We believe 
that you can contribute significantly to our success and want you to share in the growth of our 
future, but we feel you can only do that if you understand our organization and your role.  This 
Handbook has been prepared as a guide to give you a better understanding of the organization's 
policies, procedures, and practices that guide your employment.  The policies in this document 
are intended to guide and aid the City in achieving its goals through efficient utilization of staff.  
 
As the City Administrator, I am responsible for ensuring fairness and equality in the 
interpretation and application of these policies. The City Council formally issues the policies as 
specified in the Fairview Municipal Code. I ask that you familiarize yourself with its contents, 
keeping it handy as a periodic reference source. More importantly, I encourage you to ask 
questions if there are policies and procedures you don't understand.  We welcome your ideas and 
suggestions for ways to improve our operations and services.  
 
Again, welcome to our team. Please accept our wishes for success in your new position.  
We truly value both you and the contribution you make through your employment with us.  I 
sincerely hope you will enjoy your employment with the City. 
 
Sincerely, 
 
 
 
Joseph P. Gall, ICMA-CM 
City Administrator 
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Overview of the City Organization 
  
The City of Fairview is a Council/Administrator form of government.  The Council consists of a 
Mayor and six Councilors nominated and elected from the City at large. The Council is 
responsible for adopting the ordinances, codes, and rules that govern the City of Fairview, 
establishing the missions and goals of the organization, and approving the policies that direct the 
conduct of the City’s business.  The Council appoints a City Administrator who is responsible to 
the Mayor and Council for all City function, including the business, financial, and property 
transactions of the City, as well as preparation of an annual budget, appointment and supervision 
of employees, enforcement of City ordinances, and the organization and general management of 
City departments. 
 
The City Administrator’s mission is to implement the policies and directives of the City Council, 
provide support to the Mayor and City Council and coordinate the daily operations of the City by 
promoting an organizational environment that encourages efficiency, effectiveness, 
inclusiveness, cooperation and collaboration, while ensuring accessibility, responsiveness, and 
accountability to citizens. 
 
The City is comprised of four major departments, in addition to the City Administrator’s office.  
The City Administrator delegates authority to the departments and their employees to carry out 
the City’s business on a day-to-day basis.  Each employee is considered an agent of the City. 
With that designation comes various responsibilities and expectations explained in this 
handbook. 
 
City departments include: 
 

• Community Development, whose mission is to guide residential, commercial, and 
industrial growth in a way that enhances and maintains the quality of life in the 
community and achieves the City's vision. This is accomplished by effective code 
administration and enforcement; by blending the old with the new; by carefully 
expanding the City's economic base while maintaining our environmental quality; and by 
providing well planned neighborhoods;  

 
• Finance, whose mission is to ensure the fiscal integrity of the City while promoting sound 

financial decisions through careful budgeting, financial analysis, internal and external 
controls, and by providing accurate and timely financial information necessary to the 
efficient and cost effective operation of the City; 

 
• Public Works, whose mission is to build a livable community via design, construction, 

and maintenance of the City's infrastructure. Staff competence and sound technology is 
utilized to enhance the health, safety, welfare, and convenience of all Fairview residents, 
businesses, and visitors through the delivery of: safe drinking water; reliable streets; 
effective waste and storm-water transportation and treatment, and healthy, well 
maintained parks and trails; and,  
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• Public Safety, whose responsibility is to protect lives and property, preserve the peace, 
respond to crimes in progress, provide emergency management, and perform criminal 
investigations, traffic enforcement, accident investigations, gang enforcement, drug 
enforcement, and crime prevention.  The department also manages the City’s contract for 
fire services. 

 
Purpose and Scope 
 
This handbook presents policies, rules, and expectations that apply to you as an employee of the 
City of Fairview.  The handbook is divided into two sections.  The first section applies to all 
employees.  The second section applies to non-represented employees only and defines the 
compensation, benefits, hours, and other working conditions of all regular, non-represented 
employees.    
 
By reading this handbook, you will better understand what is expected of you, as well as what 
you can expect from your employer, the City of Fairview. As a City employee, you are 
responsible for familiarizing yourself with this handbook and complying with the policies and 
rules it contains.  In addition to this handbook, your department may have policies and 
procedures which also apply to you.  If you have any questions after reading this handbook, 
please check with your department director or the City Administration Office.   
 
The policies, guidelines, and benefits information contained within are in effect as of the date of 
this handbook.  These policies supersede any previous handbook, manual, representation, or 
policy description about City policies, rules, and expectations that you may have received in the 
past.   
 
This handbook should not be interpreted as a contract between the City of Fairview and any of 
its employees.  The City reserves the right to change any policy, guideline, or benefit, including 
those discussed here, without prior notice to or consultation with employees, except for policies 
that involve mandatory subjects of bargaining for employees covered by a collective bargaining 
agreement.  Any changes in policies or procedures must be in writing and approved by the City 
Administrator or his/her designee.  Oral statements and representations cannot change or alter the 
provisions of this handbook. 
 
The interpretation, scope, and applicability of these policies are within the City’s exclusive 
discretion.  Some of the provisions in these policies are lay summaries of statutes and 
regulations.  Where necessary to apply or interpret these policies, the City interpretation will be 
determined by reference to the underlying statute, regulation, or legal document.  
 
Nothing in this handbook should be construed as a guarantee of continued employment, 
but rather, employment with the City is on an at-will basis.  This means that the 
employment relationship may be terminated by you or by the City at any time for any 
reason not prohibited by law.  
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Labor Agreements Take Precedence 
 
The City recognizes its obligation under law to negotiate in good faith with labor organizations 
representing some City employees.  Collective bargaining agreements exist for Police and 
general service employees.  Police employees are represented by the Fairview Police Officers’ 
Association and general service employees are represented by the Teamsters, Local Union No. 
223.  If information in this handbook conflicts with any City bargaining agreement which applies 
to you, the bargaining contract takes precedence. 
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SECTION ONE 
 
Chapter One - COMMITMENT TO FEDERAL, STATE, AND CITY LAWS  
 
The City is committed to following all federal, state, and city laws and regulations as they pertain 
to employment obligations.  Federal and state legal notices are posted on employee bulletin 
boards in City work places.  Employees are encouraged to familiarize themselves with specific 
employer obligations as outlined on these postings and in sections of this manual. 
 

1.1 Immigration Law Compliance 
 
In compliance with the Immigration Reform Act of 1986, the City hires only United 
States citizens and non-citizens who are legally authorized to work in the United States.  
Each new employee, as a condition of employment, must complete the Employment 
Eligibility Verification Form I-9 and present documentation establishing identity and 
employment eligibility.  Former employees who are rehired must also complete the 
form if they have not completed an I-9 with the City within the past three years, or if 
their previous I-9 is no longer retained or valid.  Employees are expected to inform the 
City immediately if their employment eligibility changes. 
  
If a new employee has alien or visa status, he/she may not work or be paid past the end 
date on the visa unless eligibility for employment can be re-certified.  It is the 
responsibility of the employee to obtain the extension.  If the visa or work permit has 
not been extended, the employee shall to be terminated.  Supervisors should contact 
City Administration for assistance with employees who have a question about or an 
issue with their visa status. 
 

1.2 Equal Employment Opportunity (EEO) Responsibilities 
 

It is the policy of the City to treat all applicants and employees fairly and impartially 
without regard to race, religion, creed, color, national origin, sex, age, disability, marital 
status, sexual orientation, gender identity, military status, or any other basis prohibited 
by local, state, or federal law, except where there are bona fide occupational 
requirements. The City is committed to extending equal employment opportunity to all 
persons in all aspects of employment including recruitment, hiring, promotion, layoff, 
termination, demotion, transfer, training, pay, benefits, use of facilities, and all other 
terms, conditions, and privileges of employment. 
 

1.3 EEO Race/Ethnic Identification  
 

The City collects demographic information from applicants and employees to be used 
for federal reporting purposes.  The information is provided on a voluntary basis and is 
self-reported. 
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1.4 Prohibition Against Harassment and Discrimination  
 

A. Policy Statement  
 

The City of Fairview is committed to fair and impartial treatment of all employees, 
applicants, contractors, volunteers, and agents of the City and to providing a work 
environment free from discrimination and harassment, where people treat one another 
with respect.  It is the responsibility of all employees to maintain a work environment 
free from any form of discrimination or harassment based on race, creed, sex, sexual 
orientation, color, national origin, age, religion, disability, marital status, gender 
identity, military status, or any other legally protected status.   The City prohibits 
unlawful harassment and/or discrimination.  Accordingly, derogatory racial, ethnic, 
religious, age, gender, sexual orientation, sexual, or other inappropriate remarks, slurs, 
or jokes shall not be tolerated. 
 
Any employee who engages in objectionable conduct of this nature is subject to 
discipline up to and including dismissal. 
 
Supervisors and department directors have additional responsibility to: 
 

1. Model appropriate behavior; 
 
2. Solicit feedback and provide directions and coaching to employees on 

appropriate behavior;  
 

3. Monitor the work place and stop any discrimination and harassment; and 
 

4. Listen to and document complaints of discrimination or harassment and work 
directly with City Administration to investigate and take corrective action 
where appropriate. 

 
B. Definitions 
 

1. Discrimination - different treatment of employees or applicants because of 
their race, sex, sexual orientation, color, national origin, age, religion, 
disability, marital status, or any other legally protected status with respect to 
hiring, promotion, demotion, transfer, recruitment, termination, 
compensation, or any other term or condition of employment. 

 
2. Harassment - a form of unlawful discrimination defined as any unwelcome 

verbal, physical or visual conduct based on race, sex, sexual orientation,  
color, national origin, age, religion, disability, marital status, or any other 
legally protected status, when that conduct is made explicitly or implicitly a 
term or condition of employment, is used as a basis for employment 
decisions, or has the purpose or effect of unreasonably interfering with 
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performance or of creating an intimidating, offensive, or hostile work 
environment.  Each employee must exercise his or her own good judgment to 
avoid engaging in conduct that may be perceived by others as harassment. 

 
3. Sexual harassment - unlawful discrimination based on gender.  Unwelcome 

sexual advances, requests for sexual favors and other unwelcome verbal or 
physical conduct of a sexual nature constitute sexual harassment when the 
conduct is directed toward a person because of his/her gender, and when 
submission to  such conduct is made explicitly or implicitly a term or 
condition of employment; submission to, or rejection of, such conduct by an 
individual is used as the basis for employment decisions affecting that  
individual; or when the conduct has the purpose or effect of unreasonably 
interfering with work performance or creating an intimidating, hostile or 
offensive work environment. 

 
4. Note - whether particular conduct constitutes harassment is viewed from the 

perspective of a reasonable person in the circumstances of the person alleging 
harassment.  The fact that the alleged harasser did not intend to offend does 
not mean that his/her actions cannot constitute illegal harassment.  

 
C. Complaint Procedures  
 

1. Any employee who believes that he/she is being, or has been,  subjected to 
conduct prohibited by this policy or any employee who has witnessed 
harassment or discrimination must report it immediately to a supervisor or 
director in his/her department. Employees may also report it to the City 
Administrator or his/her Executive Assistant. Do not allow an inappropriate 
situation to continue by not reporting it, regardless of who is creating that 
situation.  No employee in this organization is exempt from this policy.  In 
response to every complaint, the City will take prompt action, including 
investigation and corrective and preventative actions where appropriate.  An 
employee who brings such a complaint to the attention of the City in good 
faith will not be adversely affected as a result of reporting the harassment or 
discrimination. 

 
2. If an incident is isolated and of a less serious nature, the City may attempt to 

resolve it informally.  If a complaint is not appropriate to be or cannot be 
resolved informally, the City Administrator will direct a timely and thorough 
investigation into the complaint. 

 
3. In conducting an investigation, the City will attempt to avoid embarrassment 

to the complaining party, as well as all other parties involved.  Complaints 
and information gathered during an investigation will be kept confidential to 
the extent practicable, but the City cannot promise absolute confidentiality.  
If it is necessary to make the identity of the complainant known to others, the 
employee will be advised in advance. 
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4. All discussions with employees about a complaint will be held in private, 

away from the employee's immediate work area.  Employees may request to 
have a representative present at any discussion. 

 
5. A written record of the investigation will be made.  The written complaint 

and the related investigative materials will be maintained in City 
Administration in a file separate from any employee’s personnel file. No 
notations will be made in the complainant's personnel file.  Supervisors who 
resolve a complaint informally should also document the complaint and the 
action taken and forward a copy to City Administration. 

 
6. If after an investigation, it is determined that there is merit to the complaint, 

immediate and appropriate corrective action will be taken.  Depending on the 
circumstances and the employee's overall work record, disciplinary action, up 
to and including dismissal, may be taken. 

 
7. The complainant (or recipient of the conduct if different than the 

complainant) will be notified of the disposition of the investigation and the 
action(s) taken to remedy the complaint, other than specific disciplinary 
actions. 

 
D. Alternative Complaint Avenues  
 

If the employee making the complaint is dissatisfied with the decision or if he/she 
prefers, he/she can elect to file a complaint with the Oregon State Bureau of 
Labor and Industries or the Federal Equal Employment Opportunity Commission.   

 
E. Retaliation 
 

Any intimidation, coercion, discrimination, or other forms of retaliation against an 
individual who files a complaint or who testifies, assists, or participates in any 
manner in an investigation will not be tolerated. Retaliation will be construed 
broadly and may include, but is not limited to, shunning, treating the person 
rudely or unprofessionally, threats or other intimidating actions, or taking any 
actions against the person which adversely affects the conditions of the person’s 
employment. Employees should report retaliation immediately using any of the 
avenues for making a complaint described above.  All complaints will be 
investigated according to the investigation procedure described above. If a 
complaint of retaliation is sustained, corrective action, including discipline or 
dismissal, will be taken. 
 

1.5 Americans With Disabilities Act (ADA) 
 

A. Policy Statement 
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1. It is the policy of the City of Fairview to comply with the provisions of the 
Americans with Disabilities Act (ADA) and applicable state and local laws 
that forbid discrimination in employment against qualified individuals with 
disabilities.  (As defined in the ADA, a qualified person with a disability is an 
individual with a disability who can perform the essential functions of the job 
the individual holds or desires to hold, with or without reasonable 
accommodation.)  To this end, the City will ensure that qualified individuals 
with disabilities are treated in a non-discriminatory manner in the 
pre-employment process and in all terms, conditions, and privileges of 
employment. The City will give applicants and employees with disabilities 
reasonable accommodations, except where making an accommodation would 
create an undue hardship for the City. Every City employee holds the 
responsibility of creating an environment free from discrimination or 
harassment, including discrimination or harassment due to a disability. 

 
2. City Administration will provide notice to all applicants and employees of the 

procedures for requesting accommodation; work with applicants who request 
accommodation during selection processes; work directly with hiring 
supervisors to ensure compliance to the ADA; work with supervisors to 
ensure that they are trained on the ADA; and, work with supervisors when 
accommodation needs are requested by employees. Applicants or employees 
of the City of Fairview who feel they have a disability that requires 
accommodation should follow the procedures outlined below to request 
accommodation.  

 
B. Procedures for Applicants 

 
1. All requests for reasonable accommodation during the selection process from 

a qualified applicant with a disability, including requests for accommodation 
in completing the application, testing, or interview, should be directed to the 
Executive Assistant to the City Administrator as early in the selection process 
as practical. 

 
2. The Executive Assistant or his/her designee will contact the applicant to 

discuss the precise limitations resulting from the disability and potential 
accommodations that could address those limitations. 

 
3. The applicant will be required to provide a written statement from his/her 

physician to verify the disability, the limitation, and the legitimate need for 
an accommodation prior to any accommodation being made. 

 
4. The City Administrator and the hiring supervisor will determine the 

feasibility of the accommodation requested, or other alternative reasonable 
accommodations, in light of all the circumstances. 
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5. The applicant will be notified of the decision regarding accommodation 
within five working days of receiving the information from the applicant’s 
physician. 

 
6. The City will maintain the applicant’s medical information in a confidential 

manner. 
 

C. Procedures for Potential or Current Employees  
 

1. All requests for reasonable accommodation from a qualified applicant being 
offered a position or a qualified employee with a disability should be directed 
to the hiring or employee’s supervisor.  Any supervisor receiving a request 
should contact City Administration for guidance and assistance in responding 
to the request. 

 
2. The supervisor will meet with the employee requesting the accommodation 

within five working days of receiving the request to discuss the limitations 
resulting from the disability, their impact on the essential functions of the job, 
and potential accommodations that could address those limitations. 

 
3. The employee will be required to provide a written statement from his/her 

physician to verify he/she has a qualifying disability and the precise 
limitations resulting from the disability, as well as recommended 
accommodations, within ten working days of being requested to do so. The 
physician may be asked for additional information or supporting documents 
needed to assist the City in determining whether the employee has a 
qualifying disability as defined by the law and, if so, what reasonable 
accommodations might be made.  Additionally, the City may require the 
individual to be examined by a medical expert selected by the City or to 
participate in other appropriate assessments to assist the City in determining 
the appropriate course of action. 

 
4. The supervisor, in consultation with City Administration, will determine the 

feasibility of the accommodation requested, or other alternative reasonable 
accommodations, in light of all the circumstances. 

 
5. The supervisor will notify the employee of the City’s decision regarding 

accommodation within ten working days of receiving the information from 
the employee’s physician.  If additional time is needed to make the 
determination or to provide the reasonable accommodation, the supervisor 
will notify the employee of the date by which they will be informed. 

 
6. The City will treat the employee’s medical information in a confidential 

manner and maintain it in a confidential file, separate from other personnel 
records. 
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D. Accommodation for Temporary Disabilities  
 

Employees who have suffered a temporary, non-work related injury or illness and 
temporarily cannot carry out the full range of their regular job duties due to 
medical limitations may be accommodated within their department if productive 
work is available that is consistent with the employee’s physical abilities.  
Employees must provide their supervisor with documentation from their treating 
physician regarding the abilities of the employee and the specific limitations 
placed on them prior to the City evaluating potential modified duty assignments.  
Providing or continuing modified or light duty work for non-work related injury 
or illness is done at the sole discretion of the City. 

 
E. Complaints  

 
Employees who have complaints of violations of the Americans with Disabilities 
Act should use the complaint procedure for discrimination or harassment outlined 
in 1.4 C above, or may file them directly with the City Administrator.  Complaints 
may also be filed with the Oregon Bureau of Labor and Industries or the Federal 
Equal Employment Opportunity Commission.   
 

1.6 Religion in the Workplace 
 
A. The City will not discriminate against employees on the basis of religion, require 

participation or non-participation in any activity that may be considered religious 
in nature, or permit religious harassment to occur.  The City will accommodate 
employees’ exercise of their religion and permit expression by its employees 
consistent with the requirements of the law, the interest of workplace efficiency, 
and respectful communication.  The City will provide reasonable accommodation 
to employees for religious observance or practice, including wearing religious 
clothing and taking time off for holy days or to participate in religious 
observances, unless doing so causes an undue hardship.  Employees will be 
allowed to use vacation or other paid leave for religious observation.  The City 
may request that an employee provide verification of his/her religion and 
clarification of its tenets. 

 
B. The City is committed to providing a respectful work environment for all 

employees and to ensuring the City provides services to all community members 
in an open and respectful manner.  All employees are expected to be aware that 
others may hold various beliefs and to be sensitive to the time, place, and manner 
in which they express their beliefs. 

 
1.7 Union Membership and Activity  

 
The City is committed to abiding by all state and federal laws governing the interactions 
of the City and its labor organizations.  It is an unfair labor practice for City supervisory 
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and management personnel to engage in any activity that would dominate, interfere 
with, or assist in the formation, existence, or administration of any labor organization. 

 
1.8 Defense and Indemnification 
 

A. The City of Fairview acknowledges its legal responsibility to indemnify and 
defend its officers, employees, and agents to the extent prescribed by ORS 30.285 
and 30.287. 

 
B. The City shall indemnify and defend its officers, employees, and agents against 

demands, whether groundless or otherwise, arising out of an alleged act or 
omission occurring in the performance of duty, unless the City determines that the 
acts or omissions alleged involve malfeasance by the officers, employees, or 
agents, or willful or wanton neglect of duty. 

 
C. Persons provided with defense and indemnity by the City shall cooperate fully 

with the City and counsel. If a person fails to cooperate fully or acts in any way 
that prejudices the defense of a claim or demand, the City may at any time refuse 
to provide or may withdraw defense or indemnity. 

 
 
1.9 Whistleblower Protections   

The City of Fairview does not discriminate against employees who invoke their rights 
under the Oregon Whistleblower Law. 

 
A. Prohibited Conduct by the City 

 
The City will not:  
 
1. Prohibit any employee from discussing, in response to an official request, 
 either specifically or generally the activities of a public body or any person 
 authorized to act on behalf of a public body with a member of the Legislative 
 Assembly, Legislative committee staff, acting under the direction of a member 
 of the Legislative Assembly, any member of the City Council, or any elected 
 auditor of a city, county, or metropolitan service district.  
 
2. Prohibit any employee from disclosing, or take or threaten to take disciplinary 
 action against an employee for the disclosure of any information that the 
 employee reasonably believes is evidence of: 
 
 a) A violation of any federal or state or local law, rule or regulation by the 
 City; 
 

b) Mismanagement, gross waste of funds or abuse of authority, or substantial 
and specific danger to public health and safety resulting from action of the 
City; or 
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c) Subject to ORS 659A.212 (2), the fact that a person receiving services, 
benefits, or assistance from the City, is subject to a felony or misdemeanor 
warrant for arrest issued by this state, any other state, the federal government, 
or any territory, commonwealth or governmental instrumentality of the United 
States. 

 
3. Require any employee to give notice prior to making any disclosure or 
 engaging in discussion described in this section, except as allowed in ORS 
 659A.206 (1). 
 
4. Discourage, restrain, dissuade, coerce, prevent or otherwise interfere with 
 disclosure or discussions described in this section. 

 
B. Additional Protections   

 
An employee’s good faith and objectively reasonable belief of a violation of 
federal, state or local law, rule or regulation by the City shall be an affirmative 
defense to a civil or criminal charge related to the disclosure by the employee of 
lawfully accessed information related to the violation, including information that 
is exempt from disclosure under the Oregon Public Records Law or by City 
policy if the information is provided to: 
 
1. A state or federal regulatory agency; 
2. A law enforcement agency; 
3. A manager employed by the City; or  
4. An attorney licensed to practice law in this state if a confidential 
 communication is made in connection with the alleged violation and is in the 
 course of providing legal services to the employee that is attorney-client 
 privileged.  
 

C. No Retaliation and Reporting Options  
 
1. The City may not retaliate or invoke or impose any disciplinary action against 
 an employee for employee activity described in this section or under the 
 Oregon Whistleblower Law.  Further the City prohibits retaliation against an 
 employee because he or she participates in good faith in any investigation or 
 proceeding resulting from a report made pursuant to this policy.  Further, no 
 City employee will be adversely affected because they refused to carry out a 
 directive that constitutes fraud or is a violation of local, Oregon, federal or 
 other applicable laws and regulations.  The City may take disciplinary action 
 up to and including termination against an employee who has engaged in 
 retaliatory conduct in violation of this policy.  
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2. Employees who wish to report potential improper or unlawful conduct should 
 first talk to his or her supervisor.  If you are not comfortable talking to your 
 supervisor you are encouraged to contact the City Administrator.    
 
3. An employee who is aggrieved by an unlawful practice as specified above 
 may file a complaint with the state Bureau of Labor and Industries or they 
 may file an action in circuit court. 
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Chapter Two - PUBLIC EMPLOYMENT EXPECTATIONS 
 
The expectations for public employees differ from employees in the private sector because of the 
nature of the work public employees perform, the political structure in which they work, laws 
and regulations governing public employees, and the funding sources which support the 
organization.  Many of the expectations outlined below are derived from state ethics laws and the 
guidelines issued by the Oregon State Ethics Commission.  The state ethics laws and guidelines 
apply to City employees.  City employees must understand and comply with these laws and 
guidelines in addition to the expectations outlined below. 

  
2.1 Ethics 
 

It is critical that every employee of the City conducts the work of the organization in a 
highly ethical manner.  Serving the public interest should always be the primary 
determining factor in resolving ethical issues at work. 

 
2.2 Conflict of Interest 
 

All City employees are expected to act in the interest of public good.  Actions that are, 
or even appear to be, a conflict of interest undermine the public trust and the credibility 
of the organization and employees.  The decisions of City employees must be in the best 
interest of the public and not for personal benefit or for any other private interest. 
 
It is important that City employees remain neutral in all activities that may give rise to a 
real or perceived conflict of interest. City employees are prohibited from engaging in 
any activity that would result in a conflict of interest or the likelihood or perception of a 
conflict.  If an employee is unsure if a conflict of interest exists, he or she should 
discuss the situation with his or her department director or another appropriate staff 
person.  If there is any question about whether a conflict does exist, the final decision 
will be determined by the City Administrator.  

 
City employees may not serve on City policy boards or commissions except as 
specifically provided by City ordinance or as required to perform official City duties. 
City employees may not use City time to participate in matters of personal interest.  
When participating in public participation processes in matters of personal interest, 
employees should clearly identify they are acting in a personal capacity and conduct 
themselves so as not to impair their working relationship with other employees or with 
public officials.  

 
2.3 Gifts and Discounts to City Employees  

 
Occasionally offers of gifts, discounts, or other financial benefits are made available to 
City staff.  These offers may come from a member of the public, a business, or a 
department of the City.   An important part of the relationship that the City organization 
has with the public is based on both the reality and perception of fairness and honesty.  
Acceptance of a cash gift by any individual employee is strictly prohibited.  Generally, 
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state law prohibits public employees from using their positions to obtain financial 
benefits or avoid financial detriment.  This would include accepting most gifts, 
donations, discounts, or other financial benefits. There may be certain situations, 
however, where it is acceptable to receive them. Employees should check with a 
department director prior to accepting any gift, donation, discount, or other financial 
benefit to ensure that it meets the policy guidelines of the City. 
 

2.4 Appropriate Use of Position 
 

Employees are expected to always use their official position to benefit the public and 
the City organization.  Use of an employee’s official position with the City for personal 
gain is strictly forbidden and may constitute an unlawful act leading to discipline and 
criminal prosecution.  Employees should not identify themselves as a City employee 
for the purpose of avoiding enforcement action, being provided a service, or gaining 
favors. 
 

2.5 Use of City Resources 
 

A. According to the Oregon Revised Statutes, publicly owned equipment is intended 
to be used only for the official business of the government entity. City equipment, 
facilities, supplies, vehicles, and other property are to be used only for City 
business and must not be used for personal use either during or outside regular 
working hours, except for the occasional use of office equipment such as email, 
phones, or internet as outlined below. 

 
B. Use of Office Equipment 

 
If using City office equipment for personal use, the following general rules apply: 

 
1. The use should not cause a negative public perception or poor image of the 

City. 
 
2. The use should be incidental and of limited extent in terms of length of time 

and frequency.  
 

3. The use should not interfere with an employee’s ability to complete his/her 
job duties or responsibilities. 

 
4. The use should result in no or negligible cost to the public.  Any identifiable 

incremental cost should be reimbursed.   
 

5. The use must not result in any financial gain or avoidance of financial 
detriment. Under this provision, the sale of any item or the purchase of items 
which is time sensitive, such as stocks or an item on Ebay, would be 
prohibited.  Also, the personal use of the City’s internet if an employee does 
not have internet service at home would violate this provision. 
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6. The use must not involve a business venture. 

 
7. The use must not involve any political campaign activity, fund raising, or 

issue advocacy unless it is an authorized City activity. 
 

C. Personal Use of Computers and Internet 
 

1. The personal use of City computer hardware and software, including internet 
access, is acceptable only in limited circumstances.  The use must be at 
breaks, lunch, or immediately before or after work and follow the general 
guidelines outlined above in B.   

 
2. Use of City computers and internet access should be as brief as possible (less 

than fifteen minutes) and infrequent (around 2-3 times per week).  E-mail use 
must not include mass distributions, e.g., “chain letters".  Examples of 
acceptable uses include composing a letter, sending or receiving an e-mail 
from a friend, or researching information. 

 
3. The internet must not be used to access or distribute information that is 

obscene or indecent in nature or would reasonably offend co-workers or the 
public on the basis of race, color, religion, sex, national origin, age or 
disability.  The internet must not be used for any purpose that would cause a 
negative public perception or poor image of the City such as sending an 
inflammatory posting to a news group.  

 
4. City email may be used for personal use only under the rules outlined above 

in B.  E-mail communications are unlike an employee’s private mail.  E-mail 
messages are the City’s property and are also subject to Oregon Public 
Records Law. E-mail files are subject to search at any time, with or without 
notice.  Inappropriate or offensive messages, such as those including racial or 
sexual slurs or threats, are prohibited.  E-mail networks shall not be used for 
outside business ventures or to solicit for political or religious causes. 
Employees shall not use unauthorized codes or passwords to gain access to 
others’ files.   

 
5. All resources and information stored in City computers is the property of 

the City and may be examined at any time. These include, without 
limitation, software, electronic mail, voice mail, documents, spreadsheets, 
calendar entries, appointments, schedules, notes, and files that reside on any 
City computer. Therefore, there should be no expectation of privacy by 
employees. 

 
6. The City has an extensive inventory of hardware, software, and data assets.  

Data stored on the network includes information about public safety, 
employees, and the public.  This data must be kept secure.  Each staff 
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member is responsible for the security and protection of electronic 
information resources to which he or she has access. Employees must 
maintain the privacy of their computer passwords.  No equipment may be 
connected to the City without the expressed permission of the Finance 
Director. 

 
7. No personal software may be loaded onto City computers without the 

approval of the Finance Director.  Employees may not copy or duplicate any 
City copyrighted or licensed software, unless authorized to do so by the 
City’s Finance Director. No employee shall knowingly make, acquire, or use 
unauthorized copies of licensed software using City resources or while on 
City property.  Additionally, the use of an application that involves streaming 
is prohibited. 

 
D. Personal Use of Telephones: The City recognizes the occasional need for 

employees, during work hours, to make a brief personal phone call to take care of 
a variety of matters that can only be accomplished during regular working hours. 
Personal phone calls outside of breaks or meal periods should be infrequent and 
brief. Long distance calls are permissible only if the employee uses a personal 
calling card.   

 
E. Personal Use of City-Owned Cellular Phones:  The personal use of the City’s 

cellular phones is more limited than that for regular office phones because of the 
air time costs associated with cellular phones.  Personal use of a city-owned 
cellular phone is allowable only for reasons that are directly related to, or 
necessitated by, official duties such as a meeting that runs late or a last minute 
change of schedule.   
 

F. Personal Use of Fax Machines, Printers, and Copiers:  Limited personal use of fax 
machines, printers, or copiers is acceptable if the use is minimal, infrequent, and 
the employee reimburses the City for all expenses (25 cents per page for black 
and white copies).  Sending faxes long distance is only allowed if the employee 
uses a personal calling card. 

 
G. Disposal of City Property:  All personal property of the City (e.g. equipment, 

supplies, furnishings, etc.) must be properly disposed of when it is no longer 
needed.  There are various methods to accomplish this including sale, donation, 
recycling or as waste disposal.  No discarded, outdated, or broken City property 
may be taken by any employee including items that are thrown in the trash.  
Contact the Finance Department for information on the proper process to be 
followed for the disposition of property. 
 

2.6 Charitable Contributions 
 

The City and individual employees must be careful to avoid the appearance or 
perception that they are using public funding inappropriately to benefit an individual 
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charitable and non-profit organization.  Any fund raising activities that involve the use 
of City resources (computers, phones, faxes, etc.) or are done during work time must be 
approved by the City Administrator. 

2.7 Management of Public Funds 
 

City employees are entrusted with the resources of the community including the 
management of public funds.  Many employees’ jobs require them to handle cash, 
manage funds, and make purchases.  Employees have a fiduciary responsibility to the 
public and are expected to conduct all management of public funds with the utmost 
accuracy, accountability, and honesty.  

 
For those employees whose jobs require placing orders for goods or services or 
otherwise making a commitment to purchase in the name of the City, such as with the 
use of a City credit card, the following responsibilities must be met: 

 
A. Propriety – The purchase must be a relevant one, and the goods and services must 

be necessary to conduct activities of the department or division in fulfillment of 
its programs.  No portion of the goods or services, when provided, shall be used 
for personal gain or use. 

 
B. Compliance – The purchase must comply with City of Fairview Public 

Contracting Regulations, City Code, City Policies, and Oregon Revised Statutes 
as well as standard purchasing practices. 

 
C. Fair Price – A definite price or basis for charges that is fair and reasonable must 

be established at the time of purchase, and a proper expenditure method must be 
secured and approved prior to making the purchase. 

 
2.8 Political Activity 
 

City employees are free to express personal political views on their own time.  They 
may not, however, while on the job during working hours, promote or oppose the 
nomination or election of a candidate, the adoption of a measure, or the recall of a 
public office holder, except as noted below.  Employees may assist in the preparation of 
voter materials on election measures or provide information on measures only when 
directed to do so by the City Administrator. 
 
 
A. City employees may wear campaign buttons during working hours, unless they 

are wearing a uniform and department policy restricts the wearing of any personal 
item on the uniform. 

 
B. Employees may not solicit money, influence, service or anything of value for any 

type of political campaign during working hours.  No person may command or 
require such aid or promotion by public employees (ORS 260.432 (1) (2)). 
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C. It is also inappropriate to use a City office or City equipment for political work 
even if an employee is on his/her own time, e.g., at lunch.  

 
D. If a City employee wishes to engage in advocacy with respect to a ballot measure 

or candidate during a time the employee is normally working, the employee must 
request leave in advance and obtain authorization to take vacation time or unpaid 
leave for that period of time.  

 
2.9 Public Records – Produced or Received in the Course of Work 
 

As a public entity, the City is committed to keeping community members informed 
about issues of public interest.  All records produced and maintained by the City will be 
open to the public, unless exempt from disclosure under state or federal law. 
 
A. E-mail messages, voice mail messages, faxes, interdepartmental mail, computer 

files, and information printed from City computers are all considered property of 
the City, and may be subject to disclosure under Oregon’s Public Records Law. 

 
B. All employees have an obligation to maintain appropriate confidentiality in the 

management of public records and to understand the appropriate dissemination of 
those records.  

 
C. Employees do not have the authority to copy, remove, or distribute public records 

unless it serves a specific business purpose of the organization.  Only the 
custodian of a specific public record has the authority to disclose or disseminate 
that record.  The release of any public records must follow established procedures.  
Any person requesting a public record must complete a records release form.   

 
D. The City has developed a fee schedule for the cost of the production or copying of 

the records which employees must comply with when providing public records.  
 

2.10 Public Statements 
 

Employees should always be aware that what they say to the media or to members of 
the public may be construed as an official position of the City.  Employees should take 
great care to identify when they are speaking as an official representative of the 
organization and when they are not.  It is important for employees to obtain 
authorization from their supervisor prior to speaking on behalf of the City in an official 
capacity.  When giving testimony unrelated to their assigned City responsibilities, City 
employees should present themselves as private citizens and not use information or 
facts that have come to them by virtue of their employment and are not subject to 
disclosure to the public.  
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2.11 Nepotism and Personal Relationships  

 
It is essential that supervisors maintain impartiality in carrying out their duties and it is 
also important that employees have confidence in that impartiality.  In order to avoid 
actual conflicts or performance problems, as well as the perception of conflict of interest 
or favoritism, the City prohibits certain personal relationships between supervisors and 
employees whom they supervise.  The City prohibits relatives from directly or indirectly 
supervising one another.  The City also prohibits romantic relationships, including 
dating or cohabitating, between supervisors and employees who report directly or 
indirectly to them.  The City may prohibit other types of personal relationships that, in 
the particular circumstances, create actual performance issues or conflicts of interest 
sufficient, in the City's sole discretion, to warrant action in accordance with this policy.   

 
Should two employees, one of whom is in a position where he or she exercises direct or 
indirect supervisory functions over the other, become related or engaged in a personal 
relationship, the supervising employee must notify his/her supervisor immediately.  
Department directors and the City Administrator should also be notified. If it is 
determined that the personal relationship involved is in conflict with this policy, the 
City and the employees will work collaboratively to look for a transfer option for one of 
the employees. If a transfer is not available or is determined by the City Administrator 
not to be in the best interest of the City, the City may restructure the reporting 
relationship so that employees involved do not exercise direct or indirect supervisory 
functions over one another.  If transfer or restructuring the reporting relationship is not a 
viable option, one of the two employees may be required to resign.   
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Chapter Three -   PROFESSIONAL CONDUCT 
 
Public relations are an integral part of each City employee's job.  Employees should take pride in 
friendly, efficient service and should strive to do the best job possible for community members.  
Appropriate conduct and a responsive and helpful attitude are of the utmost importance in 
gaining and maintaining the public’s support and trust. 

 
3.1 Employee Conduct 
 

A. Employees are expected to do their work and conduct themselves competently 
and professionally at all times when at work or representing the City.  Employees 
must accept responsibility for their own conduct, and show personal and 
professional integrity at all times.  Employees are also expected to conduct 
themselves off work in a lawful manner, and in a manner that does not bring 
reproach on the City, or impair their ability to perform as a City employee. 

 
B. The City encourages the public to volunteer their time, services, and financial 

support to our departments and programs.  Employees should take the time to 
recognize contributions to our organizations.  Employees may not, however, grant 
special favors, exceptions, or fail to take appropriate action with a person because 
of his or her contributions.  City employees are expected to be fair and judicious 
in the execution of their duties. 

 
3.2 Conduct Unbecoming 
 

Employees should always conduct themselves, both on and off duty, in a way that does 
not reflect unfavorably upon the City.  Conduct which brings the City into disrepute, 
reflects discredit on City employees, or impairs the operation or efficiency of the City 
or its employees is prohibited. In determining whether off duty conduct has an impact 
on an employee’s job or the City, the City will consider the employee’s position, the 
nature of the conduct, where it occurred, and whether the employee was or could have 
been identified as a City employee. 
 

3.3 Reporting Misconduct 
 

Employees are expected to report unethical behavior, misconduct, safety violations, or 
illegal activity of another employee to a supervisor in their department or to the City 
Administrator.  Employees should always feel free to direct any questions, problems, 
complaints, or concerns to these individuals.  Any form of retaliation or discriminations 
against employees who report wrongdoing is strictly prohibited.  If it is determined that 
any employee has engaged in retaliation of any form, the employee will be subject to 
disciplinary action, up to and including dismissal. 
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3.4 Conformance to Directives, Rules, Regulations, and Laws 
 

Employees must attend to and obey any lawful order or directive given by a supervisor.  
This includes orders or directives relayed from a supervisor by a peer or subordinate. 
 
Employees shall abide by the laws of the United States and the State of Oregon.  
Employees shall comply with City code and all rules, regulations, and policies 
promulgated by the City of Fairview.  Employees charged with a felony or 
misdemeanor offense must inform their supervisor.  Any employee whose work 
requires driving for City business must immediately inform their supervisor of any 
driver’s license suspension, revocation, or restriction of driving privileges. 
 

3.5 Attendance 
 

Tardiness and absenteeism detract from the efficiency and service level of City 
departments.  If employees cannot report to work for their regular starting time, they 
should notify their supervisor before the work shift begins.  Failure to report for work 
and/or excessive tardiness or absences is grounds for disciplinary action, up to and 
including dismissal.  All absences from work must be accurately reported on time sheets 
with the time, date, and appropriate code. 

 
3.6 Competency and Satisfactory Performance 
 

Employees are expected to perform all aspects of their position to the best of their 
ability, and consistently meet expectations in all key elements of their job.  Expectations 
will be defined and communicated to employees.  Employees will be given ongoing 
feedback on their performance and this feedback will be summarized in annual 
performance appraisals. 
 

3.7 Work Appearance and Attire 
 

An employee’s appearance creates an impression and can be an integral part of 
maintaining good relations with coworkers and the public.  Each employee is expected 
to maintain good habits of grooming and personal hygiene and wear clothing that is 
consistent with their department’s standards, as well as appropriate for the type of work 
they are performing.  No employee shall wear clothing that displays obscene or 
offensive designs or slogans. 
 
City-issued uniforms or logo wear issued for work shall only be worn by City 
employees and only on work time, unless specifically approved by a department 
director. 
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3.8 Respectful Workplace 
 

The City of Fairview is committed to having a positive and professional workplace and 
will take all necessary steps to ensure that the work environment remains productive for 
all who work here.  It is the responsibility of all employees and agents of the City to 
treat each other with courtesy, consideration, and respect.  The City of Fairview does 
not tolerate:  (1) any forms of harassment, or offensive or discourteous behavior; (2) 
demeaning statements, threats, or intimidation; (3) unprofessional and discourteous 
actions; or (4) any behavior that creates or fosters an unwelcome or abusive work 
environment.  
 
Employees who feel they have been subjected to disrespectful communication or 
treatment by other City employees, customers, or the public should report it to their 
supervisor or their director.  

 
3.9 Truthfulness 
 

Employees shall always be truthful and only convey or provide information they believe 
to be accurate.  Employees should follow through on their work commitments, 
including providing responses to questions or requests in a timely manner.  No matter 
how it may reflect on an employee’s performance, employees must be honest and open 
in disclosing information. 

 
3.10 Courtesy 
 

Employees shall be courteous and respectful in all dealings with the public, other City 
employees, volunteers, and employees of other agencies. 

 
3.11 Judgment 
 

Employees are expected to exercise good judgment at all times.  Good judgment is 
defined as those decisions and actions which a reasonable person would exercise under 
similar circumstances. 

 
3.12 Confidentiality 
 

Employees shall keep confidential any restricted information learned at work that could 
only be obtained through the course of their City employment.  Employees shall not 
access confidential information unless there is a business reason to do so. 
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Chapter Four -   WORKPLACE SAFETY 
 
The City of Fairview holds the safety, welfare, and health of its employees and visitors in high 
regard.  The City has a responsibility to make every reasonable effort to maintain a safe and 
healthful working environment and expects all employees to assist in this effort. 
 

4.1 Safety Policies 
 

A. It is the policy of the City to provide a safe and healthy place for employees.  The 
City is committed to complying with all federal, state, and local regulations 
pertaining to the health and safety of employees.   

 
B. Each department is responsible for making sure its workplace satisfies industry 

standards and requirements for safety. The City expects all department directors, 
supervisors, and employees to comply with all federal, state and local health and 
safety regulations, including wearing safety apparel and using safety equipment as 
required. Supervisors are expected to provide orientations to employees on safety 
issues specific to their job duties and to show employees where safety reference 
materials are kept at each work site. 

 
C. Each employee is expected to obey safety rules, to exercise caution in all work 

activities, and to provide guidance to other employees and volunteers regarding 
safety and accident prevention when appropriate.  Employees must immediately 
report unsafe conditions to the appropriate supervisor or director.  Employees who 
violate safety standards, who cause hazardous or dangerous situations, or who fail 
to report or, where appropriate remedy such situations, may be subject to 
discipline, up to and including dismissal.  

 
D. Safety Coordinator and Committee:  A department director or supervisor 

appointed by the City Administrator will act as the Safety Coordinator for the 
City. The Safety Coordinator is responsible for the development of a Safety 
Committee and maintenance of a safety program. The program shall include 
safety regulations, risk management principles, and controls. 

 
E. Reporting Injuries and Accidents:   The City expects employees to immediately 

report on- the-job injuries, accidents occurring on City property, and accidents 
occurring to City property to their supervisor and to fill out an accident report and 
if applicable, a minor injury or a workers’ compensation form.  If needed, the 
supervisor should arrange for transportation to a medical facility and, if the 
employee is incapable, complete an accident report form, No. 801, a City 
Accident Report, and a release for treatment form.  

 
F. Investigation:  If an accident occurs, an investigation will be conducted by a 

supervisor as soon as practical. When a person is injured, proper first aid or 
medical attention shall be the first priority before beginning the investigation 
procedures. 
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G. The City Administrator must be notified of all injury accidents involving City 

employees and damage to City property as soon as practical, but no later than the 
next workday. 

 
4.2 Vehicle Use 
    

A. City vehicles shall only be used for City business related purposes and may not be 
used for personal use either during or outside of work. City employees may not 
transport passengers, including City employees, who are not on City business 
unless there is a business purpose for doing so.  

 
B. The Oregon Vehicle Code applies to all operators of vehicles operated for City 

business purposes.  All applicable motor vehicle laws must be obeyed, and, 
seatbelts, if the vehicle is so equipped, must be used at all times pursuant to 
Oregon law. 

 
C. The same standard of traffic law enforcement shall apply to City employees 

during the routine operation of motor vehicles for City business purposes as 
applies to other citizens.  The cost of any traffic or parking citations are the 
responsibility of the driver, unless an exception is approved by the department 
director for those circumstances that are deemed to be beyond the control of the 
employee. 

 
D. The involvement in an at-fault, motor vehicle accident or the conviction of a 

violation of the Oregon Vehicle Code while operating a vehicle for City business 
purposes may result in a change of assignment, the revocation of driving 
privileges, the requirement to participate in a driver safety course, disciplinary 
action up to, and including dismissal and/or disqualification from a position or 
job.   

 
E. Motor vehicles shall not be operated after consuming alcohol, as defined in the 

policy on substance abuse.  This applies at any time to a City-owned or -leased 
vehicle or a vehicle rented with City funds.  It also applies to personal vehicles 
which are being used to conduct City business.  

 
F. Driver’s License: All operators of City of Fairview vehicles must be 18 years of 

age and hold a current and valid driver's license in their state of residence with the 
proper class of license for the equipment operated. It is the policy of the City that 
no employee will be authorized to operate a vehicle for which he/she does not 
have the appropriate classification of driver's license.  Drivers who experience a 
change in their operator's license status must report that change to their supervisor 
immediately.   

 
G. Any employee operating a vehicle for City business purposes will be entered into 

an automated reporting system (Auto Flag System) operated through Oregon 
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Department of Transportation, Motor Vehicles Division (DMV).  This system 
notifies the City of traffic violations or infractions, reported vehicle accidents, and 
other changes to an employee’s driving record.  

 
H. Driving Records: All operators of City vehicles are responsible for maintaining 

their driving record in compliance with the City’s driving safety standards.  Motor 
vehicle records may be reviewed periodically for compliance.  For those positions 
where driving a vehicle is a requirement of the job, failure to maintain a driving 
record in compliance with City standards may result in disqualification from a 
position and/or discipline or dismissal.  

 
I. Use of Cellular Phones: City employees are prohibited from using a cellular 

phone or other mobile communication device while operating City vehicles or 
equipment on public roads or when driving a personal vehicle while conducting 
City business.  This applies to all City employees except personnel operating 
emergency equipment who must use a cell phone in performance of their duty. 

 
J. Use of Personal Vehicles:  The use of personally owned vehicles for City business 

purposes is discouraged when a City-owned vehicle is available.  If an employee 
uses his/her own vehicle for City business, he or she must have prior supervisory 
approval and carry proof of automobile liability insurance. 

 
K. Vehicular Accident Reporting:  Employees involved in a motor vehicle accident 

must immediately notify local police and their supervisor.  Employees should 
report any vehicle damage found, safety issues, or mechanical problems to their 
supervisor.  Each City vehicle is equipped with accident reporting instructions 
which should be followed. 

 
4.3 Substance Abuse 

 
The City recognizes that the use of drugs and alcohol, whether on or off the job, which 
adversely affects job performance may constitute a serious threat to the health and 
safety of the public and employees and to the efficient delivery of City services.  The 
primary goals of this policy are to achieve a work place free of the impairments of drugs 
and alcohol and to be in compliance with OR-OSHA  regulation 437-001-0760(4) 
which prohibits anyone whose ability to work safely  has been impaired by alcohol, 
drugs, or medication from working in that condition. 

Employees needing help in dealing with substance abuse problems are encouraged to 
use the Employee Assistance Program and other services covered by health insurance 
plans, as appropriate. It is the desire of the City to help employees who acknowledge 
they have a problem, while at the same time ensuring that they will not endanger 
themselves or other people.  Violation of the prohibited conduct outlined below, 
continued poor performance, or failure to successfully complete an agreed to 
rehabilitation program will be grounds for discipline up to and including dismissal. 
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This policy does not attempt to address all possible issues that may arise around the use 
of alcohol and drugs.  Each individual employee and each supervisor is responsible for 
using his or her best judgment and acting in a reasonable and responsible manner when 
faced with a situation that is not explicitly covered in the policy, such as situations that 
may arise outside the usual work place or when an employee may be called back to 
work outside of their regularly scheduled hours. 

   
A. Prohibited Conduct 
 

1. The following conduct is prohibited in the work place, while on duty, or 
while on designated call back status: 

 
a. The unlawful buying, selling, transportation, possession, providing, or 

use of drugs; 
 

b. The use of alcohol; 
 
c. Being under the influence of alcohol; 
 
d. Being under the influence of drugs; 
 
e. Having a detectable odor of alcohol on the breath. 
 
f. Operating a City owned or leased vehicle or one rented with City funds, 

or a private vehicle if using the vehicle in the course of conducting City 
business, when going to or coming from City business either in town or 
while attending training or other business out of town, at any time 
proximate to consuming intoxicants, consuming prescribed medication 
which might impair his/her judgment or ability to operate a vehicle, or if 
under the influence as defined in this policy.  (As a guideline, an hour 
should pass for each twelve ounces of beer, four ounces of wine, or 
ounce of hard liquor.)  

 
g. Failure to report limitations or impairment caused by prescribed 

medications or over-the-counter drugs. 
 

B. Call Back Situations:  If an employee who is called in for unscheduled work has 
consumed intoxicants or taken prescribed medication which might impair his/her 
judgment or ability to perform, the employee must notify the supervisor initiating 
the call-back.  Employees may not report to work if they are under the influence 
of alcohol or drugs, as defined in this handbook or if they have the detectable odor 
of alcohol of their breath.   

 
C. Reporting Requirement:  If an employee believes another employee has violated 

the conduct prohibited in this section, he or she must immediately report it to his 
or her supervisor, director, or the City Administrator. 
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D. Interference With Policy:  Any activity which purposely interferes with the City’s 

policy on the use of drugs and alcohol will be grounds for disciplinary action up 
to and including dismissal. Examples include, but are not limited to, the 
following: tainting, tampering, or substitution of blood or urine samples; 
falsifying information regarding the use of prescribed medications or controlled 
substances; failure to cooperate with any tests outlined in this policy to determine 
the presence of drugs or alcohol; or, failure to consent to or cooperate with any 
administrative searches. 

 
E. Definitions:  For the purposes of this document the following definitions apply: 
 

1. Alcohol - The intoxicating agent in beverage alcohol, ethyl alcohol, or other 
low molecular weight alcohols including methyl and isopropyl alcohol. 

 
2. Drugs - Any intoxicants or controlled substances as defined by the criminal 

code of the State of Oregon, or substances lawfully prescribed for the 
employee's use and over-the-counter medications which could have an 
adverse impact on their ability to perform their job duties in a safe manner.  
The definition of drugs excludes alcohol. 

 
3. Drug or Alcohol Test - The compulsory submission of urine, breath, or blood 

by an employee in accordance with established collection and testing 
procedures to detect drug and/or alcohol use. 

 
4. Reasonable Suspicion - Specific observations concerning the appearance, 

conduct, speech, odor on the breath, or body odors of an employee that would 
cause one to suspect that the employee is under the influence of alcohol or 
drugs. 

 
5. Under the Influence of Alcohol - An individual is considered to be "under the 

influence of alcohol" when the individual's blood alcohol content exceeds 
0.02%. 

 
6. Under the Influence of Drugs - An individual is considered to be "under the 

influence of drugs" when a detectable amount of a drug is found in the 
individual's body. 

 
7. Work Place - Any location where an employee is performing City job duties 

or is representing the City in an official capacity whether or not the employee 
is compensated.  The exclusion of alcohol from the work place does not 
pertain to those sites at which, in the judgment of the department director, the 
use of alcohol cannot be avoided, such as on certain police undercover 
operations.  It also does not apply to employees who are out of town, such as 
at a conference, on their own time, and not in a City vehicle. 
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F. Prescribed or Over-the-Counter Drugs:  It is the responsibility of an employee to 
know and report any job-related limitations or impairment that may be caused by 
prescribed drugs or by over-the-counter drugs he/she is taking to his/her 
supervisor.    

 
G. Administrative Searches:  Administrative searches are conducted as a means of 

intervention in cases where there is reasonable suspicion that an employee is 
under the influence of drugs or alcohol.  Administrative searches are conducted 
only when the supervisor deems it absolutely necessary and then only as a prelude 
to, or as an alternative to, drug or alcohol testing. 

 
An employee may, while on duty and with reasonable suspicion, be subjected to 
search of assigned City property (e.g. desk, locker, or vehicle), personal property 
(e.g. handbag, brief case, or backpack) and clothing.  Any search of personal 
property or clothing will be done with the consent of the employee.  The search 
will be conducted in the employee's presence without physical contact (i.e. the 
employee will be asked to empty pockets and other personal belongings).  
Whenever possible, the search will be conducted by the employee's supervisor and 
one other supervisor.  All searches will be documented and handled in a 
confidential manner.  This provision is not intended to restrict the City's right to 
conduct searches of assigned City property for other purposes or searches related 
to any criminal investigation, as in the case of unlawful buying, selling, 
transporting, possessing or providing drugs. 
 

H. Testing:   
 

Current employees will be tested when:  
 

1. There is a reasonable suspicion that the employee is under the influence of 
drugs or alcohol. 

 
2. The employee was involved in an on-duty vehicular accident where there was 

any injury to a person requiring medical attention or serious or extensive 
damage to property.  

 
3. The employee was involved in the use of deadly force.  

 
4. The employee is promoted or transferred to a position for which the City 

requires a medical examination, which will include a drug test. 
 

B. Testing Mechanism 
 

The following testing mechanisms shall be used for any test for alcohol or drugs 
performed on employees. 

 
1. Any urine screening for drugs shall be performed by the use of the enzyme 
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immunoassay test (EMIT) and confirmed by the use of Gas 
Chromatography/Mass Spectrometry (GC/MS). 

 
2. Alcohol tests may include breath tests and/or standard laboratory blood 

alcohol analysis. 
 

C. Testing Procedures 

1.   Obtaining Samples: 

a. The employee designated to give a sample must be positively identified 
prior to any sample being obtained.  

b. An interview with the employee prior to the test will serve to establish use 
of drugs currently taken under medical supervision and will be 
documented. 

c. The room where the sample is obtained must be private and secure with 
documentation that the area has been searched and is free of any drugs or 
alcohol.  

d. Specimen collection will be obtained by a person qualified to obtain blood 
or urine samples.  

e. Specimen samples shall be sealed, labeled, and checked against the 
personal identification of the employee to ensure the results match the 
tested employee. Samples shall be stored in a secure and refrigerated 
atmosphere until tested or delivered to the testing laboratory 
representative.  

2. Urine Samples 

a. The testing phase of urine samples shall consist of a two-step procedure 
of initial screening and confirmation.  

b. Under the screening procedure, a specimen testing positive will undergo 
an additional confirmatory test. An initial positive report shall not be 
considered positive; rather it should be classified as confirmation 
pending. 

c. The confirmation procedure shall be technologically different than the 
initial screening test if reasonably possible. 

d. In those cases where the second test confirms the presence of drugs or 
alcohol, the sample will be retained for not less than six months to allow 
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for further testing in case of a dispute. 

e. The testing method selected shall be capable of identifying alcohol, 
marijuana, cocaine, and every major drug of abuse including heroin, 
amphetamines and barbiturates. Personnel used for testing will be 
certified as qualified to conduct urinalysis. 

 3. Blood Samples 

a. After the blood sample is confirmed positive, it will be tested by mass 
spectrum gas chromatography or other similarly reliable test procedure. 
The hospital or laboratory may choose the testing method. 

b. In those cases where the test confirms the positive blood sample, the 
samples will be retained for not less than six months to allow for further 
testing in the case of dispute. 

 4.  Chain of Custody 

a. Each step in the collecting and processing of the specimens shall be 
documented to establish procedural integrity and the chain of custody. 

b. Where a positive report is received, urine and blood specimens shall be 
maintained under secured storage for a period of not less than six months. 

5. Test Results 

a. Notification of test results to the department head and the City 
Administrator will be held until the confirmation test results are obtained. 

b. Employees who have participated in the drug test program where no drugs 
or alcohol are found shall receive a letter stating that no illegal drugs or 
alcohol were found. 

6. Appeal 

If an employee disagrees with the results of a positive drug or alcohol test, the 
employee may request in writing that the original sample be retested at the 
employee’s expense. The request must be received within ten days of the 
notification of the positive test.   

 
a. Retesting must be conducted by a laboratory or medical facility certified 

to do drug and alcohol testing.   
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b. Failure to make a timely written request for retest constitutes acceptance 
of the results. 

 c. If the retest is negative, the City will: 

1) Reimburse the employee for the test and lost wages; and 

2) Consider the results of both tests and the totality of the circumstances 
in determining the appropriate course of action. 

d.  If the employee requests a retest, any disciplinary action contemplated will 
be stayed pending the results of the retesting, except the employee may be 
put on administrative leave without pay during this period. 

 
D. Consequences of Positive Test Results   

 
1. An employee who has tested positive for drugs or alcohol as defined by this 

policy may be referred to the Employee Assistance Program or drug or 
alcohol counseling.  A test that reveals the presence of over-the-counter or 
prescribed drugs will not be considered positive unless the results indicate 
misuse or abuse.  An employee's participation in the Employee Assistance 
Program or in drug or alcohol counseling will be considered in determining 
what, if any, disciplinary action may be taken. 

 
2. An employee who has tested positive for drugs or alcohol and is not 

dismissed will be required to sign a performance agreement. Included in the 
performance agreement will be provisions for unannounced testing for a one-
year period following the positive test.  If the employee violates the terms of 
the agreement or again tests positive during the period, he or she shall be 
subject to immediate dismissal. 

 
3. Positive test results may lead to discipline, up to and including dismissal. 

 
E. Drug and alcohol testing records are considered to be medical records and, as 

such, they will be handled in accordance with all applicable laws of the State of 
Oregon. 

 
4.2 Workplace Violence 
 

A. The City of Fairview is committed to maintaining a safe work environment free of 
all forms of violence for all City employees, agents of the City, and our 
customers.  Any act of violence or intimidation, including verbal or physical 
threats, is strictly prohibited at all times. 

 
B. Workplace violence is defined as any act of physical, verbal, or written aggression 

by an individual in or related to the work place.  This includes, but is not limited 
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to, verbal threats or intimidation and physical intimidation, assault, or battery by 
an employee, former employee, or any visitor to a City workplace. Workplace 
violence may also include destruction or abuse of property. 

 
C. It is the responsibility of all employees and agents of the City to create and 

maintain a work environment free of workplace violence.  Employees and other 
agents of the City who experience any form of violence in the workplace, 
including physical or verbal threats, are expected to report the incident 
immediately to a supervisor, director, or the City Administrator.  In addition, any 
City employee having knowledge of a violent act committed in the workplace by 
any other City employee must also report it, as outlined below. 

 
NOTE: Emergency services personnel are often exposed to situations that involve 
violence.  These guidelines are not meant to be applied to emergency personnel in 
the course of their interactions during an emergency or enforcement response.  
Police Department policies and standard operating procedures apply in those 
situations. 

 
D. Should a violent incident develop, the first priority should be the safety of 

employees and other people in the area.   
 

1. If an employee feels threatened or in danger of imminent bodily harm, he/she 
should leave the scene, if it can be done safely.  No attempt should be made 
to control a violent person. If the situation warrants it, police should be 
called.  A supervisor should be notified as soon as can safely be done. 

 
2. If an individual poses no immediate threat but is making verbal threats or 

otherwise intimidating employees or other people in the area, the employees 
should keep away from the individual, if possible, and then notify a 
supervisor. 

 
E. Investigation: Any report of an act of workplace violence by a City employee will 

be thoroughly investigated.  A written record of the investigation will be made 
and maintained in the City Administrator’s office.  If a complaint of workplace 
violence against an employee is sustained, disciplinary up to and including 
dismissal will be taken, as well as other appropriate corrective action. 

 
F. Retaliation:  Any intimidation, coercion, discrimination, or retaliation against an 

individual who reports an act of workplace violence or who testifies assists or 
participates in any manner in an investigation will not be tolerated.  All such acts 
should be reported immediately to a department director or the City 
Administrator. 

 
G. Employee Assistance Program: The Employee Assistance Program will be 

available to provide counseling to any employee involved in a violent incident. 
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4.3 Weapons Policy  
 

A. The City of Fairview is committed to providing a safe working environment for 
all City of Fairview employees and volunteers.  In order to meet this goal, the 
City of Fairview prohibits employees and volunteers from possessing any 
dangerous weapon while on duty or at any other time while in a City-owned or 
controlled building, job site, or vehicle, unless such possession is authorized by 
the City in the performance of the employee's job duties.  As defined in ORS 
161.015, dangerous weapon means any weapon, device, instrument, material, or 
substance which under circumstances in which it is used, attempted to be used, or 
threatened to be used is readily capable of causing death or serious physical 
injury.  This policy takes precedence over an employee's permit to carry a 
concealed weapon. 

 
B. This policy applies to all City of Fairview employees, volunteers, and interns 

except those having specific statutory and agency authority to possess weapons in 
the performance of their job duties.  Pepper mace is not prohibited under the 
policy; however, employees are only authorized to use pepper mace in the 
performance of their job duties if it has been approved by their department 
director and they are properly trained in its use. 

 
C. Any questions about the intent or application of this policy should be directed to 

the City Administrator.  Exceptions to the policy may be made by the City 
Administrator based on the job requirements and work environment.  

 
4.4 Tobacco and Smoking/Vaping Policy 
 

A. In keeping with the City’s commitment to provide a safe and healthy work 
environment, the use of tobacco products is prohibited in all City facilities, 
including City-owned buildings, vehicles, and offices or other facilities or vehicles 
rented or leased by the City. 

 
B. This policy applies to all employees and members of the public when inside City 

owned or leased facilities or vehicles.   
 

C. Smoking and vaping is prohibited within 10 feet of any entrance or air intake to, 
or any operable window of, such buildings or facilities. 

 
D. This Section 4.4 does not prohibit use of FDA-approved nicotine replacement 

therapy products such as nicotine patches, gum and lozenges which are intended 
to help quit tobacco use and minimize symptoms of nicotine addiction. 

 
E. For purposes of this Section 4.4 the following definitions apply: 

  1. “Smoking” means inhaling, exhaling, burning, or carrying any lighted   
  cigar, cigarette, electronic cigarette pipe, hookah, plant or any other smoking,  
  tobacco, nicotine or tobacco-like product or substance in any manner or any form. 
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  2.  “Tobacco” means any tobacco product, cigarette, cigar, pipe tobacco,   
  smokeless tobacco, chewing tobacco, electronic cigarettes and any other form of  
  tobacco or nicotine product that may be utilized for smoking, chewing, vaping,  
  inhaling, or any other means of ingestion or consumption. 
 

4.5 Infectious Disease Policy 

The City of Fairview is committed to maintaining a healthy and safe work environment 
for all employees as well as providing support for individual employees who may be 
facing the trauma of a life threatening or catastrophic illness.  The City recognizes that 
employees with life-threatening, contagious, and/or debilitating illnesses such as cancer, 
heart disease, hepatitis, acquired immune deficiency syndrome (AIDS), and other 
medical conditions may wish to continue working. The organization respects and 
supports this wish, provided the employee can maintain required performance and 
attendance standards and the condition does not pose a health or safety threat to the 
employee, his/her fellow employees, or the general public.  

A. The City shall provide a work environment in compliance with the standards set 
by the federal and state laws related to occupational safety and health, Federal 
Centers for Disease Control, the State Health Division as it applies to the 
workplace, and other applicable laws and policies. 

 
B. Infection control guidelines should be made available to all employees.  

 
C. First aid kits will be available in all work locations.  

 
D. Training in first aid and infectious disease control will also be made available to 

all employees.   
 

E. Specific safety guidelines will be developed and adhered to by individual 
departments as their work activity dictates.   

 
F. Should employees not subject to OSHA Infectious Disease Control requirements 

be exposed to hepatitis or other identified infectious disease as a result of a work 
activity, post-exposure vaccinations will be made available and shall be paid for 
by the City. 
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Chapter Five - GENERAL EMPLOYMENT POLICIES 
 

The following policies apply to all City employees. 
 

5.1 Outside Employment  
 

A. Employees who wish to accept additional employment while working for the City 
must request written permission of their department director to do so.  
Employment includes all paid employment, on-going self employment, volunteer 
firefighter, and reserve law enforcement officer. Outside employment forms are 
available from the City Administrator’s office. 

 
B. Outside employment must not detract from the efficiency of, or conflict with, an 

employee’s work.   
 

C. Outside employment must not:  
 

1. Create a conflict of interest, or the perception of a conflict, with the 
employee's City job; 

 
2. Involve receipt of money or other consideration for duties performed as a 

City employee;  
 

3. Involve competing with the City in providing a service or product;  
 

4. Involve such time demands as would make performance of the employee's 
duties 
less efficient or take precedence over duties required by City employment;  

 
5. Be a discredit to the City or in any way interfere with the City’s mission.  
 

D. Under no circumstances, may City time, facilities, equipment, supplies, or any 
other resource be used for outside employment.  

 
E. Leave without pay will generally not be granted to an employee for outside 

employment. 
 
F. Permission for outside employment may be revoked at any time by the 

employee’s department director.   
 

G. Contracting for City Work:  A City employee cannot be a contractor or sub-
contractor with the City, unless an exception is granted by the City Administrator. 
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5.2 Patents/Copyrights 

 
The City encourages its employees to develop new ideas and to patent such ideas.  The 
City recognizes the right of employees to individually apply for patents and copyrights 
and to market products for which they have individual responsibility and ownership.  
However, the City owns all proprietary rights in an invention, design, or work 
developed by City employees on or off duty using City resources.  

 
An employee must disclose to the City any work, design, or invention developed using 
City resources.  Employees shall cooperate with the City in the obtaining of any patent 
or copyright.  Employees must assign to the City all ownership rights in any invention, 
design, or work developed by City employees on or off duty using City resources. 

 
If the City decides not to pursue or use a patent or copyright, it will assign to the 
employee rights to pursue, use, and market the patent or copyright.  The City may retain 
licenses in the invention or publication in the event of an assignment.  

 
Employees who apply for a patent or copyright for an invention, design, or work must 
inform the City Administrator in writing of both the application and the disposition of 
the application.       
 

5.3 City Identification  
 
All City employees will be issued an identification card. Employees are expected to 
carry their identification as directed by their supervisor.  Employees should notify 
their supervisor if their identification card is misplaced or lost.  Identification cards 
must be returned to the City if an employee leaves City employment, transfers to a 
new department, or begins a leave of absence. 

Employees must not use their identification to obtain benefits or avoid any type of 
enforcement action; lend their identification to any other person; alter the identification 
or apply adornments; or, obstruct the information or photo on the card. 

 
5.4 Access to City Facilities 
  

Each employee must be aware of and abide by the specific rules governing access to 
and use of facilities they have been authorized to use.  
 
Employees shall safeguard building access cards or keys to City facilities that are issued 
to them.  Employees must immediately notify their supervisor if they misplace or lose 
their keys.  Building access cards, keys to City facilities, and access codes must never 
be shared with non-authorized individuals. 
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5.5 Inspection of City Equipment or Facilities  

 
The City reserves the right to search or inspect City equipment or facilities such as 
desks, files, lockers, or offices from time to time for work-related or administrative 
purposes.  The City also reserves the right to access City computers and any files or 
materials contained on them for work-related or administrative purposes, including 
monitoring of appropriate use. 

 
Additionally, an employee’s assigned City property (e.g. desk, locker, and vehicle), 
personal property (e.g. handbag, brief case, and backpack), and clothing may be subject 
to search with reasonable suspicion.  All searches of this nature will be documented and 
handled in a confidential manner. 

 
The City also reserves the right to conduct searches related to any criminal 
investigation, as in the case of unlawful buying, selling, transporting, possessing or 
providing drugs. 

 
5.6 Telecommuting  

 
A. Telecommuting enables an employee to work at a location other than a traditional 

office setting.  The goal of telecommuting is to enhance productivity, increase 
customer service, and accommodate employees' special needs. 
 

B. Telecommuting is not a guaranteed employee benefit or a condition of 
employment.  It is an alternate method of meeting the needs of both the City and 
the employee for a temporary period of time.  It is a voluntary arrangement and 
may be terminated by the employee or the City at any time.   
 

C. Because there are specific liability and workers’ compensation issues associated 
with employees working “off site”, before a telecommuting arrangement begins, 
the supervisor and employee must document the conditions of the arrangement in 
writing.  The signed agreement should be filed in the employee’s official 
personnel file. 
 

5.7 Reporting Property Losses  
 

A. All damage to, theft, or loss of City property, including loss of cash, checks, and 
credit cards, must be reported to the Finance Department as soon as possible 
following the occurrence.   
 

B. The City of Fairview does not provide insurance coverage for employee’s 
personal property.  Employees are responsible for their personal property and 
should adequately cover loss due to damage or theft through homeowner's or 
renter's insurance.   
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C. The City of Fairview does not provide insurance coverage for personal vehicles of 
City employees while parked in City parking lots.  The City cannot guarantee the 
safety of personal vehicles nor assume responsibility for damage to personal 
property caused by the actions of others.   

 
5.7 Found Property 

 
If any employee or agent of the City, while acting within the course and scope of his/her 
duties, comes into contact with any property which is believed to be lost property, the 
following procedures should be followed: 
 
A. The property should be turned into the employee’s supervisor or the supervisor of 

the facility with a description of the time, place, and circumstances under which 
the property was found.  Notwithstanding any other provisions of this Section, any 
property over $100 is subject to the Oregon Finder’s Law (ORS 98.005 through 
98.025). 

 
B. A reasonable effort shall be made to return the property to the rightful owner. 
 
C. The property shall be kept for a minimum of 30 days pending reclamation by the 

rightful owner. 
 

1. If after 30 days the property has not been claimed, it may be disposed of or 
transferred to public use. 

 
2. City employees may not keep found property for personal use. 
 

5.8 Traumatic Incidents 
 

A. The City of Fairview recognizes that employees may face a variety of challenging 
problems at work.  Sometimes serious incidents or events occur that are extremely 
difficult to handle.  These incidents can result in physical and emotional problems 
that interfere at work, at home, with co-workers, family, and friends.  
 

B. When serious incidents occur at work, the City of Fairview wants employees to 
resolve the incident effectively so that they can return to healthy, productive life 
and work.  Experience shows that people who experience traumatic events can 
return to productive work and non-work activities faster when immediate, 
forthright, professional assistance is available.  
 

C. The City of Fairview will provide confidential, professional assistance through 
the Employee Assistance Program (EAP) to help employees resolve traumatic 
events.      
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5.9 Sustainability 
 

A. The City is committed to environmental awareness through recycling and waste 
prevention and energy conservation in its business practices and operating 
procedures. This support includes a commitment to the purchase, use, and 
disposal of products and materials in a manner that will best utilize natural 
resources and minimize any negative impact on the earth's environment. 

 
B. Each employee is expected to make a commitment to recycle and be a part of 

reducing demand the City’s activities place on limited resources.   
 

C. The City requires all employees to attempt to reduce and, when possible, 
eliminate the use of disposable products. Source reduction decreases the 
consumption of valuable resources through such workplace practices as 
communication through computer networks with e-mail; two-sided photocopying; 
turning off lights and office equipment when not in use; or, bringing permanent 
cups and dishware for use at the office. 

  
5.10 Inclement Weather   
 
 Community members of Fairview expect the City to offer continued public service and 

emergency services during periods of inclement weather. Therefore, the City will make 
every effort to remain open for business on all regular business days even during 
periods of inclement weather.  Employees are expected to report to work unless directed 
not to do so by the City Administrator or his/her designee. If an individual employee 
feels they are unable to report safely, he/she should notify his/her supervisor in 
accordance with department policy.  Employees designated as essential employees are 
expected to report to work in all weather conditions.  Employees absent due to 
inclement weather will be compensated as follows: 

 
A. If an employee is unable to get to work safely due to inclement weather, the 

employee must use accrued vacation or compensatory time or leave without pay 
for the hours missed. 

 
B. Supervisors may permit employees to make up short periods of absence due to 

inclement weather within the work week, provided productive work is available 
and the work time does not result in overtime or other additional compensation. 

 
C. If the City Administrator or his/her designee closes City Hall due to inclement 

weather, non-essential employees who are released from work or not required to 
report to work will receive compensation for the hours as regular work hours. 
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5.11 Memberships  

 
In order to create closer partnerships and networks with the community, it may be 
advantageous for certain City employees to attend meetings and functions of selected 
civic, social and non-profit organizations and in some cases, become members of those 
groups.  A request to attend meetings and functions or to become a member of one of 
these organizations and obtain reimbursement for expenses should have a clear 
connection and/or alignment with City services and Council goals and a clear 
connection to the employee’s job. All requests must by approved by the City 
Administrator or a department director. Occasionally, membership or attendance may 
be a requirement of a job or assignment. 
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Chapter Six - COMPENSATION 
 

6.1 Types of Employment 
 

A. Regular Employees - Regular employees are those who are filling an ongoing, 
authorized position for a minimum of twenty (20) hours per week. 

 
1. Regular Full-Time Employees: Regular full-time employees are regular 

employees who work 40 hours per week, twelve (12) months per year.  
 

2. Regular Part-time Employees: Regular part-time employees are regular 
employees who work at least twenty (20) hours, but less than forty (40) 
hours, per week for twelve (12) months per year. 

 
B. Temporary Employees 
 

Temporary employees fill positions for which there is no expectation of on-going 
permanent funding or for which there is no expectation of continued employment, 
or routinely work less than twenty (20) hours per week or one thousand forty 
(1,040) hours per calendar year.  Temporary employment is usually tied to the 
accomplishment of a specific function(s) which occurs within a specified time 
period (e.g., seasonal employment, special projects, temporary fill-in for regular 
employees) or within specified limits (e.g., work-study/senior employment, on-
call employment).   

 
6.2 Position Classification 

 
A. All regular positions are evaluated and assigned to classifications.  Classification 

specifications are written for each classification and include a general description 
of the job duties and corresponding knowledge, skills, and abilities required by 
each job classification.  Classification specifications should be reviewed annually 
as part of the performance evaluation process to ensure they are accurate and up-
to-date.  Employees should be familiar with their classification description. 

 
B. Position Reclassification 

 
1. Positions that require similar levels of responsibility, knowledge, skill, and 

ability are placed in the same job classification.  If the duties of an 
employee’s position change significantly, his/her supervisor may initiate a 
reclassification request to see if the current classification is still appropriate.  
The request must be approved by the department director, and is then 
submitted to City Administration for review.   If the request is approved, the 
employee will be reclassified to a more appropriate classification for the 
position.  If an employee thinks his/her classification is not appropriate, 
he/she should talk with his/her supervisor. 

 

Updated Version (RES 1-2015 & RES 1-2017)



City of Fairview Employee Handbook   - 46 - 

2. If an employee is reclassified to a classification at a higher salary range, 
he/she will be placed on the step in the new salary range that provides for an 
increase of approximately five percent (5%) above his/her current pay rate; 
but, no lower than the first step of the range and no higher than the top step of 
the range.  A new merit review date will be set based on the date of the 
reclassification.  Employees reclassified to a new classification will not serve 
a new probationary period. 

 
3. If an employee is reclassified to a classification at a lower salary range, 

he/she will be placed on the new range at his/her current rate of pay unless it 
is above the range.  If it is above the range, the employee’s rate of pay will be 
red circled as described below. 

 
C. Red Circle   

 
When an employee is reclassified to a lower pay range or has a reduction in pay 
range due to market data and his/her rate of pay is above the top step of the new 
range, her/his rate of pay will be frozen or "red circled" until his/her rate of pay is 
at or below the top step for the new range, or for a period of twelve months, 
whichever is less.  Benefits are not red circled.  At the end of the twelve month 
period, an employee’s pay rate that exceeds the top step of the range will be 
reduced to the top step.  

 
6.3 Salary Administration 
 

A. Salary Structure  
 

1. Each classification in the City is assigned a salary range.  This range 
establishes a minimum and maximum pay an employee can earn in a given 
classification.  

 
2. The City Administrator establishes and reviews the recommended salary 

ranges based on a number of factors. To ensure that the City can hire and 
keep qualified employees, the primary consideration is the compensation for 
similar jobs in comparable agencies in the appropriate recruiting market for 
the job.  Additionally, internal job relationships, total compensation, and the 
City’s financial ability to pay may be considered. 

 
3. The salary range for represented classifications is established through the 

collective bargaining process. 
 
4. The City Council approves the salary ranges for non-represented 

classifications based on recommendations from the City Administrator. 
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B. Merit Increases 

 
Generally, new employees begin at the first step of the salary range.  Merit 
increases are the movement to the next step on the salary range.  Eligibility 
periods for increases are defined in each bargaining contract and in section two of 
this handbook for non-represented employees.  These increases are not automatic 
but are contingent upon an employee’s satisfactory performance of the job.   

 
C. Exceptional Merit Increases 

 
If a supervisor finds the progress or performance of an employee to be 
outstanding, he/she may recommend the employee receive an exceptional merit 
increase, within the salary range for the classification.  Exceptional merit 
increases must be approved by the department director and the City 
Administrator.   
 

6.4 Promotions, Transfers, and Demotions 
 

A. Promotions 
 

A promotion occurs any time an employee moves to a classification with a higher 
salary range, generally through a selection process.  An employee who is 
promoted will be placed on the step in the new salary range that provides for an 
increase of approximately five percent (5%) above his/her current pay rate; but no 
lower than the first step of the range and no higher than the top step of the range. 
If a merit increase is due at time of promotion, the supervisor may grant an 
additional step increase.  A new merit review date will be set based on the date of 
promotion.   Employees who are promoted start a new probationary period. 

 
B. Transfers 

 
A transfer is the movement of an employee from one position to another position 
within the same classification or to another classification with the same salary 
range.  An employee who transfers will remain at the same rate of pay. 

 
C. Demotions 

 
A demotion is the movement, either voluntary or involuntary, of an employee to a 
classification with a lower salary range.   An employee who is demoted will be 
placed on the new range at his/her current rate of pay unless it is above the range.  
If it is above the range, the employee’s rate of pay will be moved to the top step 
of the new salary range, unless the demotion is the result of a reclassification (see 
6.2 C above). 
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6.5 Hours and Overtime 

 
A. Hours and Shift Times 

 
Regular employees will generally be assigned standard working hours with a 
designated starting and ending time.  All employees are expected to report to the 
job at the designated time and stay on the job until the end of the shift.  Shift 
times are designated by the supervisor and may be changed as necessary to 
facilitate the work. 

 
B. Work Week 

 
The work week is a fixed and regularly recurring period of seven (7) consecutive 
twenty-four hour periods.  The work week for most City employees is from 12:01 
a.m. Sunday to midnight Saturday.  Alternative work weeks may be established 
for different employees by the City.  For all FLSA-covered employees, except 
Police Officers, the work week established will be the designated work period 
used for determining overtime requirements.  The work period for Police Officers 
is a 28-day period.  The Finance Department will maintain a record for each 
FLSA-covered employee of the established work period and will provide 
notification to all employees of their work period. 

 
C. Alternate Work Schedule 

 
The City may establish alternate work schedules for the work week, such as four 
ten hour days.  Employees may also request an alternate work schedule, with 
hours or work days other than those regularly assigned.  Supervisors should 
approve alternate work schedules only if departmental operations and public 
service requirements will not be adversely affected by the schedule change.  The 
alternate schedule must include specified times when the employee is on duty and 
may include an early or late starting and quitting time, a four-day 40-hour work 
week, or other schedule variation. Flexible work schedules should be periodically 
reviewed by supervisors and employees.  If a supervisor finds that the 
arrangement is not efficient, he/she may require the employee to return to regular 
work hours.  
 
When leave time is used, the employee should code the number of hours he or she 
would normally work that day to the appropriate leave type.  Unless specified 
differently in the applicable bargaining contract, employees on an alternate work 
schedule will need to change their schedule in a week which includes a holiday or 
charge any time beyond the holiday time they would receive (eight hours for full-
time employees) to personal leave. 
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D. Breaks and Meal Periods 

 
A rest break of at least fifteen (15) minutes will be provided during each half shift 
(four hours on an 8-hour shift or five hours on a 10-hour shift), approximately 
mid-way in the period.  The length of breaks for represented employees is defined 
in bargaining agreements.  Breaks may not be added to the meal period.  Neither 
breaks nor meal periods may be taken at the beginning or end of the work period.   
 
Employees are provided either thirty (30) minutes or one (1) hour for a meal 
period for any shift 6 hours or more in length.  If the work period is seven hours 
or less, the meal period is to be taken between the second and fifth hour worked. 
If the work period is more than seven hours, the meal period is to be taken 
between the third and sixth hour worked. Meal periods are unpaid as long as an 
employee is relieved of all duties.  If an employee performs any job duties during 
the meal period, meal time is paid.  
 

E. Rest Period to Express Milk 
 

1. An employee needing to express milk for her child 18 months of age or 
younger will be provided a thirty (30) minute unpaid rest period during each 
four hour work period, to be taken by the employee approximately in the 
middle of the work period.   The employee shall, if feasible, take the rest 
periods to express milk at the same time as the rest periods or meal periods 
that are otherwise provided to the employee.  To the extent that the break 
period needed to express milk exceeds the employee’s paid rest period, it is 
unpaid, although the supervisor may allow the employee to work before or 
after her normal shift to make up the amount of time used during the unpaid 
rest periods.  

 
2. Unpaid rest periods used by the employee to express milk will be considered 

paid work time for the purpose of determining an employee’s contribution 
toward their health insurance premium. 

 
3. The City is not required to provide rest periods to express milk if doing so 

would impose an undue hardship on City operations.  
 

4. An employee should provide the supervisor notice that she intends to take 
rest periods to express milk. 

 
5. Private Location to Express Milk: Work units are required to make 

reasonable efforts to provide a location other than a public restroom or toilet 
stall close to the employee’s work area for the employee to express milk. 
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F. Overtime 

 
State and federal wage and hour laws govern the payment of overtime to 
employees who are covered by the Fair Labor Standards Act (FLSA).  According 
to state and federal wage and hour laws, work performed by covered employees in 
excess of 40 hours per work week constitutes overtime.  There are specific 
provisions under the law for police officers which set a different threshold for the 
payment of overtime. 

 
1. Covered employees must be compensated for all time worked over 40 hours 

in a work week at one and a half (1.5 times) their regular rate of pay.  In lieu 
of overtime, regular employees may elect to receive compensatory (comp) 
time off at the rate of one and a half to one for all hours of overtime worked.  
A maximum accrual for comp time is specified in bargaining agreements and 
in section two of this handbook. Accrued compensatory time is compensable 
upon termination.  Temporary employees are not eligible to accrue comp 
time. 

 
2. City employees who meet the Fair Labor Standards Act (FLSA) or Oregon 

Revised Statute definitions of executive, administrative, professional or 
supervisory are called overtime exempt employees.  (Referral to exempt 
employees in this policy means overtime exempt employees).  Exempt 
employees are not required to be compensated in cash or compensatory time 
off for hours worked in excess of forty (40) hours per week.   

 
Further information on overtime rules and practices can be found in the 
bargaining unit contracts and in section two of this handbook.   

 
6.6 Time Keeping  

 
A. Accurate recording of time worked and leave used is the responsibility of every 

employee.  Employees must complete a timesheet for each pay period and code 
the actual hours worked each day in that pay period.  FLSA-covered employees 
are required to record the time they begin and end work also.  Employees are 
required to sign the time sheet and any other records of time, certifying the 
accuracy of all time recorded.  Supervisors must review and countersign 
employees' timesheets.   

 
B. If corrections or modifications are made to the time record, both the employee and 

the supervisor should verify the accuracy of the changes by initialing the time 
sheet.   

 
C. The intentional miscoding of time worked and/or approval of miscoded time is a 

serious violation of City policy and may result in discipline, up to and including 
dismissal.  If employees have any questions regarding appropriate coding, they 
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should check with their supervisor, payroll, or City Administration prior to 
submitting their time sheet to ensure they are conforming to City policy, 
bargaining agreements, and state and federal law.   

 
D. If an employee is unable to complete their timesheet, the supervisor must do so, 

sign for the employee, and provide a copy to the employee for review and 
signature upon his/her return. 

 
E. It is important that all time sheets are accurate, signed, and submitted to Finance 

shortly after each payday for the following pay period. 
 

6.7 Paychecks 
 

A. Paychecks While Employed 
 

The City of Fairview operates on a semi-monthly pay-cycle.   Paychecks are 
issued to employees on the 15th and the last day of every month, for a total of 24 
paychecks per year.  If payday falls on a weekend, employees will be paid on the 
Friday before.  If payday falls on a holiday, pay checks will be issued the last 
working day before the holiday.   
 

B. Emergency Checks 
 

Employees may request an emergency partial salary payment. The maximum 
partial payment an employee may receive is fifty percent (50%) of the 
employee's net monthly earnings. The City Administrator must approve all 
requests. The payment cannot exceed the amount of pay owed to the 
employee for hours already worked. 

 
C. Direct Deposit (Electronic Fund Transfer) 

 
1. The City offers the direct deposit of pay to all employees.  Pay may be 

deposited electronically to checking or savings accounts to banks, savings 
and loans, or credit unions.  A voided check or deposit slip along with a 
direct deposit authorization form must be submitted to Finance prior to 
initiating direct deposit.  Employees must contact Finance immediately when 
inactivating direct deposit accounts.  An employee’s paycheck may be 
delayed if a bank account is closed without at least one weeks notice to 
Finance.   

 
2. Employees using direct deposit will receive an itemized statement of wage in 

lieu of a paycheck.  The use of direct deposit by employees is encouraged. 
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D. Payroll Deductions 
 

1. The City makes deductions from an employee’s earnings in accordance with 
state and federal law.  The deductions include state and federal income tax, 
Social Security and Medicare taxes, workers’ compensation assessment fees, 
and benefits deductions defined in bargaining agreements and for non-
represented employees. 

 
2. The City also will make authorized, voluntary deductions such as deferred 

compensation, additional life insurance, or a flexible spending account. 
 

3. Court ordered wage withholdings or garnishments on an employee’s wages 
will be processed in accordance with applicable law. 

 
E. Payroll Errors 
 

1. Employees who notice an error on their paycheck should immediately notify 
the Finance Director.  If Finance, the department, or City administration 
discovers an error, they will notify all affected employees as soon as 
practical. 

 
2. It is the policy of the City to correct all errors made that affect pay or 

benefits.  If the error causes an employee to be overpaid, the employee may 
arrange a repayment plan through payroll deductions.   

 
F. Paycheck at Termination of Employment 

 
According to Oregon Law, in most instances, terminating employees must receive 
their final paychecks on their last working day as long as the employee has given 
at least 48 hours notice.  If employee gives less than 48 hours notice of intent to 
resign, the City must issue the final paycheck within five working days or on the 
next regularly scheduled pay day after the employee quits, whichever event 
occurs first.  Accumulated vacation, holiday, and compensatory time payments 
are included in the final pay check as appropriate.  The maximum vacation that is 
paid off at termination will be two times the employee’s annual accrual rate at the 
time of termination. 
 

G. Employees may pick up their final paycheck from Finance.  At the employee’s 
request, the final paycheck can be mailed to any address designated by the 
employee.  Direct deposit cannot be used for the final paycheck.  
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6.8 Travel and Sustenance    

 
A. Authorized Travel Expenses   
 

1. Public Transportation: Expenses for public transportation (taxi, bus, rental 
car, etc.) are reimbursable if supported by actual receipts. If the employee is 
using a City vehicle or rental car, necessary parking expenses, toll fees, etc. 
are reimbursable as supported by actual receipts or documented by the 
employee in cases where no receipt is available.  

 
2. Lodging: Hotel and motel accommodations should be appropriate to the 

purpose of the trip. Expenses for lodging must be supported by actual receipts 
in order to be reimbursed.  

 
3. Meals: Expenses for meals, including tips, will be reimbursed upon 

presentation of actual receipts for the expenses incurred.  If a meal is 
provided as part of a conference or training fee, employees will not be 
reimbursed for that meal.  Meals will be reimbursed on the following 
schedule: 

 
a. Breakfast – up to $10 
b. Lunch – up to $15 
c. Dinner – up to $25 
d. Incidentals – up to $5.  

 
4. Communication: Expenses for telephone or other communication methods 

are reimbursable if they are directly related to City business and are 
supported by actual receipts. 

 
B. Family and Non-City Employee Expenses  
 

Any expenses for family members or other non-city employees who 
accompany the employee on a trip are not reimbursable. 

 
C. Private Vehicles  

 
If an employee is authorized to use a private vehicle for transportation, mileage 
reimbursement will be at the current established I.R.S. mileage rate.  When travel 
by City-owned vehicle or public carrier is practical but an employee elects to use 
his or her own vehicle for personal reasons, the employee will be reimbursed an 
amount equal to the fare of the public carrier that would have been deemed by the 
City Administrator to be most practical to provide the service or the current 
mileage rate, whichever is less. 
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D. Personal expenses and entertainment are not paid for or reimbursed by the City, 
unless included in the cost of a conference fee.  Alcohol cannot be purchased with 
City funds. 

 
E. Non-Travel Expenses 

 
The City will only reimburse for meals in the local area if the nature of the City 
business requires an extended work period, it is not practical to break from work 
for a meal, or there is another valid business reason for the purchase of the meal.  
Meal receipts must state the date, names of persons at the meal, and the nature of 
City business conducted at the meal. 
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Chapter Seven - BENEFITS AND LEAVE 

 
Part of the total compensation package for all regular employees includes insurance and leave 
benefits.  When evaluating the compensation of City employees, consistent with the policy of 
being a market-based employer, the City will consider benefits in addition to salary. 

 
7.1 Employee Insurance 

 
A. Health Insurance  

 
The City provides health insurance which includes medical, dental, and vision 
coverage for regular employees and their dependents to cover non-occupational 
injuries and illnesses. Employees may enroll their registered same-sex domestic 
partners and the domestic partner’s eligible dependents. 

 
Payment of a portion of the health insurance premium may be required depending 
on the employee group, the employee status as part-time or full-time, the medical 
plan selected, and/or the number of dependents covered.  Insurance benefits are 
defined in bargaining unit contracts for represented employees or in section two 
of this handbook for non-represented employees.   
 
Employees will be provided specific information on health insurance plans and 
other insurance benefits during new employee orientation and during open 
enrollment.   
 
1. Health Insurance after Termination of Employment: Employees' health 

coverage through the City ceases at the end of the month in which they 
terminate employment.  Employees who terminate employment, spouses, and 
dependent children of deceased, terminated, or divorced employees and 
children who no longer qualify as dependents may have rights to portability 
coverage, or may elect and pay for continued insurance coverage through the 
City as required by state and federal law.  Under federal law, employees 
dismissed for gross misconduct are not entitled to continuation of their health 
insurance coverage under the Consolidated Omnibus Budget Reconciliation 
Act (COBRA).  In addition, spouses and dependents of employees dismissed 
for gross misconduct are not entitled to COBRA continuation benefits.  At 
the end of the COBRA continuation coverage period, employees may have 
the right to portability coverage.  Some restrictions may apply. 

 
a. Gross Misconduct: The City will look at the specific circumstances 

surrounding each disciplinary dismissal to determine whether the 
dismissal was for gross misconduct.  Gross misconduct means conduct 
that reflects a willful disregard of the City’s interests or of the employee’s 
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duties and obligations to the City.  Examples of gross misconduct include, 
but are not limited to, willful violations or disregard of City policy; theft, 
fraud, official misconduct, and other acts that constitute a violation of the 
law; and dishonesty. 

 
2. Health Insurance Benefits After Retirement: The City will make health care 

insurance coverage available to employees retiring under PERS or OPSRP 
consistent with and as required by ORS 243.303 on a self-pay basis, subject 
to any terms and conditions of eligibility and coverage prescribed by the City 
and provided that the employee elects to participate in that coverage within 
60 days after the effective date of retirement.   Retirees have the choice of 
COBRA or the coverage referenced in this paragraph, but not both.  This 
insurance is only available until the employee and the spouse reach Medicare 
eligibility, and until any unmarried dependent children reach age 18. 

 
B. Flexible Spending Accounts  

The City offers Flexible Spending Accounts (FSA) for all regular employees with 
health coverage through the City.   Employees may voluntarily defer a portion of 
their salary into a Health Care Account or Dependent Care Account on a pre-tax 
basis. 

1. FSA Dependent Care Account:  Employees can defer up to $5,000 per year 
for dependent care expenses which are necessary to allow them to work.  

2. FSA Health Care Account:  Employees can defer up to $3,000 per year to 
pay for medical, dental and vision expenses which are not reimbursable by 
the City's health insurance plans. 

3. The Premium Conversion program:  Regular employees may have any health 
insurance premiums deducted from salary on a pre-tax basis; however, 
employees covering a domestic partner and the domestic partner’s eligible 
dependents may not have these premiums deducted on a pre-tax basis under 
IRS rules.  

4. Enrollment: Eligible employees may enroll in the FSA programs within 30 
days of hire, or may enroll during the annual open enrollment period held 
each June. 

 
C. Life Insurance 

 
All regular employees are covered by City-paid group life insurance.  Benefit 
amounts and maximums may vary by bargaining unit.  Regular employees may 
purchase additional life insurance coverage for themselves or dependants through 
payroll deductions.  
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Employees’ term life insurance policy ceases at the end of the month in which 
they terminate employment.  Employees may convert to an individual policy.  
Employees who purchase supplemental coverage may continue their coverage by 
paying the monthly premiums directly to the carrier.   

 
D. Long Term Disability and Long Term Care Insurance  

 
All regular employees are covered by a long-term disability policy through the 
City's life insurance carrier.  Employees eligible for long-term disability benefits 
will receive a benefit based on a percent of their scheduled salary, up to a monthly 
maximum amount.  This amount varies by employee group.   Regular employees 
may also elect to purchase long term care insurance through the City. 

 
E. Deferred Compensation  

 
The City participates in a deferred compensation program for regular employees.  
Regular employees may voluntarily defer a portion of their salary as an 
investment for retirement.  If a regular employee becomes a temporary employee 
he/she is no longer eligible to participate in the program.   

 
Employees may elect to start, stop, or change their deferred compensation 
amounts at any time during the year.  Changes are effective at the first of the 
month following the election, as required by IRS regulations. 

 
Prior to termination of employment, withdrawals are only possible by completing 
a deferred compensation hardship withdrawal application, unless an employee 
qualifies for a voluntary small account withdraw. All withdrawals must meet IRS 
guidelines in order to be approved.   
 

7.2 Public Employees Retirement System (PERS) and Oregon Public  Service 
Retirement Plan (OPSRP) 

 
The City participates in the Oregon Public Employees Retirement System (PERS) and 
the Oregon Public Service Retirement Plan (OPSRP).   Currently, both PERS and 
OPSRP require two contributions for each eligible employee:  a mandatory employer's 
contribution, paid by the City, and an employee contribution equal to 6% of the 
employee's salary.  Currently, the City pays the employee's contribution for employees 
represented by Teamsters and non-represented employees. 
 
Employees hired prior to January 1, 1996 are eligible for membership in PERS Tier 
One.  Employees hired on or after January 1, 1996 are eligible for membership in PERS 
Tier Two.  
 
Employees hired on or after August 29, 2003 are eligible for membership in the Oregon 
Public Service Retirement Plan (OPSRP), unless membership was previously 
established in PERS.  OPSRP has two components: the Pension Plan (defined benefit) 
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and the Individual Account Program (or IAP, which is a defined contribution).  OPSRP 
is administered by the PERS Board.  
 
PERS Tier 1 and Tier 2 employee contributions also go into the Individual Account 
Program (IAP).  
 
Consult the PERS website for more information on benefits calculations, retirement 
ages, and other details of the PERS and OPSRP plans. 

 
A. Eligibility for Coverage 

 
Regular employees are enrolled in the OPSRP after six (6) months of employment 
with the City.  New employees who are already PERS members are enrolled in 
PERS immediately as long as there is no break in service.  New employees who 
are already OPSRP members are enrolled in OPSRP immediately.  
 
Temporary employees are enrolled in OPSRP after six (6) months, if they work in 
a position that requires at least 600 hours in a calendar year. Temporary 
employees who are appointed to regular status are enrolled in OPSRP after six (6) 
months of employment if, while a temporary employee, they worked in a position 
that required at least 600 hours in a calendar year (regardless of employee status).  

 
7.3 Employee Assistance Program  

 
A. Individual Counseling 

 
The City of Fairview provides an Employee Assistance Program (EAP) for all 
insurance eligible employees and members of their households.  The EAP 
provides confidential personal, family, and other counseling services.  EAP 
services include assessment, short-term counseling, and referral.  The City pays 
the full cost of these services. 

 
The records maintained by the EAP regarding personal counseling services 
provided to any employee are strictly confidential and may not be obtained by the 
City, its agents, or representatives unless required to do so by a valid court order.  
Employee participation in personal counseling services at the EAP is entirely 
voluntary. 

 
References to the Employee Assistance Program or any treatment received may 
not be contained in employees' personnel files or used against employees on 
performance evaluations or in promotion proceedings. 

 
B. Additional Services 

 
The EAP contractor also provides a variety of additional services to the City 
including training, work group intervention, work group skills training, employee 

Updated Version (RES 1-2015 & RES 1-2017)



City of Fairview Employee Handbook   - 59 - 

performance coaching, supervisor coaching, mediation, conflict resolution, and 
critical incident debriefings after traumatic incidents.  These services are not a 
part of the "Employee Assistant Program" counseling services described above. 

 
C. Coding Time 

 
When a supervisor refers an employee to the EAP for job-related issues, the EAP 
appointments may be coded to regular work time.  In other situations, if the 
employee is unable to schedule an EAP appointment outside of regular shift 
hours, sick leave may be used for the appointment. 

 
7.4 Sick Leave 

 
A. Overview 

 
1. The City’s sick leave policy is a form of insurance provided to reduce the 

financial burden of non-occupational illness and injury and to ensure the 
well-being of the employee.  Regular and consistent attendance helps us to 
work effectively as a team, enables us to produce a quality product, and is 
necessary to provide our customers, the public, with efficient, cost-effective 
service. 

 
2. All regular employees accrue sick leave each pay period.  Employees must 

get prior approval from their supervisor for doctor appointments during 
working hours.  Whenever possible, appointments should be scheduled 
outside of work hours.  

 
3. An employee who calls in sick must be available by phone unless they are 

completely incapacitated.  The City expects that when an employee has 
called in sick, they are not engaging in activities outside their home unless it 
is necessary for their well being, e.g. filling a prescription or going to the 
doctor.  If it is found that an employee is engaging in activities inconsistent 
with a physician’s direction or activities that a reasonable person would not 
engage in if they were convalescing, it may lead to disciplinary action, up to 
and including dismissal.  

 
4. Use of sick leave is not allowed for time off resulting from an injury or 

illness that is compensable under workers' compensation, except as specified 
in collective bargaining agreements or section two of this handbook for non-
represented employees.  Sick leave pay will not be allowed for disabilities 
resulting from employment other than with the City.   

 
B. Eligibility 

 
Regular employees begin accumulating sick leave hours when they are hired for 
all time worked and on paid leave. 
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C. Accrual 
 

1. Sick leave is accrued based on regular hours worked.  "Hours worked" 
includes all regular hours worked (excluding overtime) and paid leave hours.  
See bargaining unit contracts or section 2 of this handbook for the impact of 
leave without pay on accruals. 

 
2. Accrual rates, maximum accruals, and other sick leave provisions vary by 

pay unit.   Employees should refer to their bargaining unit contract or section 
two of this handbook for non-represented employees. 

 
3. An employee cannot take sick leave not yet accrued.    

 
4. Unused sick leave is not compensable upon termination. 

 
D. Illness in the Family 

 
Employees may be eligible to use sick leave for the illness of immediate family 
members where the employee’s presence is required to care for the family 
member.  See bargaining unit contracts, section two of this handbook, and the 
section below on Family Medical Leave for additional provisions. 

 
E. Procedures for Calling In Sick  

 
Unless otherwise directed by their supervisors, all employees must call their 
immediate supervisors at or before the start of their normal work shifts.  
Employees must notify their supervisor, as required, each day they are absent.  
The only exception is employees who are on extended sick leave and have a 
doctor's statement of estimated return.  Established departmental regulations or 
bargaining contract language should be followed.  

 
Employees are responsible for notifying their supervisors as soon as possible if 
they become ill and must leave work prior to the end of their shift. 

 
F. Proof of Illness  

 
Verification of illness by a doctor's certificate may be required by employees' 
supervisors prior to authorizing sick leave.  A doctor's statement, satisfactory to 
the City's medical consultant, may be requested by supervisors to determine the 
status of employees' health and/or physical limitations.  It may be used to reassign 
employees to limited-duty in accordance with the doctor's recommendations or to 
help supervisors with absenteeism control.  The City will pay any direct cost to 
the employee for this exam, unless a collective bargaining agreement requires 
payment by the employee, as specified under ORS 659.330. 
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When work is missed because of illness or injury, employees are responsible for 
seeking appropriate treatment and taking the steps necessary for rapid return to 
work. This includes the responsibility to be available for special work 
assignments if employees are unable to return to their regular job.  

 
Abuse of sick leave may result in disciplinary action. 

 
G. Return to Work 
 

If an employee has a physical or mental condition which may impair the 
employee's ability to perform the regular duties of their job, the employee will be 
required to provide a release from their attending physician before returning to 
work along with documentation from the physician of any on-going limitations.   

 
H. Vacation Donation 
 

1. If a regular employee has exhausted his/her sick leave bank and all other paid 
leave banks due to a catastrophic medical condition or the catastrophic 
medical condition of a family member, he or she may request the City ask 
other employees for a vacation donation on his/her behalf.  The definition of 
family members for the purposes of this policy is found in the sick leave 
provisions in bargaining unit contracts or section 2 of this handbook for non-
represented employees.  

  
2. The purpose of the vacation donation policy is to provide a bridge for regular 

employees until the employee returns to work or qualifies for long-term 
disability insurance, PERS disability benefits, or another disability benefit, 
and to provide for the time actually necessary to care for an ill family 
member or to arrange for the person’s long term care.  Employees are 
expected to apply for any disability benefit for which they are eligible.  A 
catastrophic medical condition is defined as a non-occupational illness or 
injury to the employee or member of his or her family that would otherwise 
cause the employee to go on leave without pay status for two consecutive 
calendar weeks. The employee must be unable to work in his/her regular 
assignment or a modified assignment if made available by the City.  Medical 
certification of the illness may be requested. 

 
3. Employees who donate vacation must have at least 80 hours of accrued leave 

(sick leave, vacation, holiday, or comp time) after the donated hours are 
removed.  This amount will be pro-rated for part-time employees. 

 
4. Leave donation requests must be reviewed and approved by the employee’s 

department director and then forwarded to Finance for processing.  Every 
effort should be made to protect the confidentiality of medical information 
throughout the process. 
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5. Donated hours will be removed from the donating employee’s accruals and 
transferred to the recipient’s sick leave balance each pay period that the 
employee is in a leave without pay status.  Only the hours needed to maintain 
the employee’s regular salary will be transferred.  Leave beyond that which is 
needed will not be transferred. When more than one employee donates, the 
amount of time needed will be divided amongst all employees donating time.  
The donation, once transferred to the receiving employee, must be made 
voluntarily and irrevocably, with the understanding the donated leave is lost 
to the donor forever.  The names of all donors will remain confidential.  

 
7.5 Family Medical and Parental Leave  
 

A. The City provides eligible employees with family, parental, and medical leaves of 
absence consistent with the Oregon Family Leave Act (OFLA) and the Federal 
Family and Medical Leave Act of 1993 (FMLA).    The employee is granted 
family medical and parental leave under the law that provides the greatest benefit 
to the employee in his/her situation.      

 
B. Employees can take leave for the following reasons: 

 
1. Birth of a child and to care for such child; 
2. Placement in the employees' home of a child under age 18, for adoption or 

foster care; 
3. To care for the employee's seriously ill family member; 
4. To care for the employee’s child who is suffering from a condition that is not 

a serious health condition, but requires home care; or 
5. A serious health condition of the employee that makes the employee unable 

to perform his or her job. 
 

C. Family Member means: 
 

1. FMLA: Spouse, son, daughter, and parent.  Son or daughter means a 
biological, adopted, or foster child, stepchild, a legal ward, or a child to 
whom one acts in place of a parent “in loco parentis”, who is either under age 
18, or age 18 or older and “incapable of self-care because of a mental or 
physical disability”.   Parent means a biological parent or an individual who 
stands or stood “in loco parentis”.  Parent does not include parents “in law”. 

 
2. OFLA: Spouse, son, daughter, parent, grand-parents, grandchildren, and 

qualified same sex domestic partner, as defined in Oregon law.  “Parent” 
includes custodial parent, non-custodial parent, adoptive parent, foster parent, 
biological parent, parent-in-law, parent of same sex domestic partner, or 
person with whom the employee is or was in a relationship of in local 
parentis.  It also includes the biological, adopted, or foster child or stepchild 
of an employee or the child on an employee’s same sex domestic partner.   
For the purposes of OFLA, the employee’s child in any of these categories 

Updated Version (RES 1-2015 & RES 1-2017)



City of Fairview Employee Handbook   - 63 - 

may be either a minor or an adult at the time serious health condition leave is 
taken. 
 

D. Serious Health Condition means:   An injury, disease, or condition that involves: 
 

1. Any period of incapacity or treatment in connection with inpatient hospital 
treatment; 

  
2. Any period of incapacity requiring absence from work, school or other 

regular daily activities, of more than three consecutive, full calendar days, 
that also involves at least two visits to a health care provider during the 
period of incapacity, one of which is during the first seven days of incapacity, 
or a regimen or continuing treatment; 

 
3. Any illness, disease, or condition that in the medical judgment of the treating 

health care provider poses an imminent danger of death, is terminal in 
prognosis with a reasonable possibility of death in the near future, or requires 
constant care;  

 
4. Continuing treatment by a health care provider for a chronic or long-term 

health condition that is incurable or so serious that, if not treated, would 
likely result in a period of incapacity for more than three calendar days; or, 

 
5. Any period of disability due to pregnancy or period of absence for prenatal 

care. 
 

E. Eligibility 
 

1. FMLA: Employees who have worked the City for twelve (12) months and 
have worked 1,250 hours in the twelve (12) months preceding the leave. 

 
2. OFLA: Employees who have worked for the City for at least 180 calendar 

days immediately preceding the date of the leave are entitled to parental 
leave.  Employees who have worked for the City for at least 180 calendar 
days immediately preceding the date of the leave and average at least 25 
hours per week are entitled to family medical leave.  
 

Employees who have been employed by the City for fewer than 180 days are not 
entitled to this leave but may be eligible for sick leave or leave without pay under 
bargaining agreements or City policy. 

  
F. Military Family Leave   
 

1. Under OFLA, during a military conflict, an employee who is the spouse or 
the same-gender domestic partner of a member of the Armed Forces, 
including a member of the National Guard or Reserves, who has been 
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deployed or has been notified of an impending call or order to active duty, or 
an impending leave from deployment, is entitled to a total of 14 days or 
unpaid leave before deployment or during leave from deployment. The 
employee may elect to use accrued paid leave for the absence. The employee 
must provide notice of his/her intention to take leave within five business 
days of receiving official notice.   

 
2. Under FMLA, an eligible employee who is the spouse, son, daughter, parent, 

or next of kin of a member of the Armed Forces, including a member of the 
National Guard or Reserves, who is in treatment or recuperation for a serious 
illness or injury sustained in the line of duty on active duty is entitled to 26 
weeks of leave in a single 12-month period to care for the service member.  
The eligible employee is entitled to a combined total of 26 weeks of all types 
of FMLA leave. 

 
3. Under FMLA, eligible employees are entitled to up to 12 weeks of leave 

because of any qualifying exigency arising out of the fact that a spouse, son, 
daughter, or parent of the employee is on active duty in the Armed Forces, or 
has been notified of an impending call to active duty status, in support of a 
contingency operation.  The qualification for this type of leave is defined in 
federal regulations. 

 
G. Pay Status 
 

1. Employees may, if eligible, use sick leave, vacation, or holiday accruals or 
take a leave of absence without pay to care for family members.  Employees 
are required to use all paid leave time prior to going on leave without pay 
unless an exception is granted. 

 
2. Employees who take leave because of their own serious health condition may 

use their accrued sick leave and other accrued time.   
 

3. Use of Comp Time:  Eligible employees may, but are not required to, use 
accrued compensatory time during FMLA leave.  If compensatory time is 
used, it will not count against the twelve (12) week entitlement. 
 

H. Length of Leave 
 

Under FMLA and OFLA, employees may use a total of twelve (12) weeks of 
family leave within the twelve-month leave year.  In addition to the basic twelve-
week family leave entitlement, under OFLA, employees may qualify for additional 
family medical leave in the following circumstances: 
 
1. A woman who takes family leave due to a pregnancy-related disability leave 

may also be entitled to twelve additional weeks of leave in the same leave 
year for other qualifying family leave purposes.  
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2. Employees using leave to care for a newborn or newly adopted or placed 
foster child may also be entitled to an additional twelve weeks of sick child 
leave to take care of a child with a non-serious health condition.   

 

3. Female employees may be entitled to up to 36 weeks of OFLA leave in one 
year under the following circumstances:  twelve weeks of pregnancy 
disability leave, twelve weeks of parental leave, and twelve weeks of sick 
child leave. 

  

I. Parental Leave 
 
Entitlement to parental leave expires at the end of the 12-month period beginning 
on the child’s date of birth or on the date of physical custody of a foster child or 
newly adopted child. 
 
Employees may request additional leave beyond the twelve (12) weeks provided 
under the law, subject to City approval.   

 
J. Leave Calculation Year 

 
An employee’s use of family/medical/parental leave for both FMLA and OFLA 
will be tracked using a leave calculation year that is a rolling twelve-month period 
measured backward from the date an employee uses any family, medical or 
parental leave.   All qualifying uses of family medical leave will be counted 
against the employee’s FMLA and OFLA leave entitlements during the leave 
calculation year. 

 
K. Concurrent Leave 

 
Leaves that qualify as both FMLA and OFLA run concurrently where the law 
allows.  All approved leaves, whether paid or unpaid, are counted against an 
employee's annual FMLA and OFLA leave entitlement under this policy and the 
law.  
 

L. Workers’ Compensation   
 

OFLA’s definition of “family leave” excludes leave taken by an employee who is 
unable to work because of a “disabling compensable injury” under workers’ 
compensation. Therefore, a leave of absence which qualifies as an accepted 
disabling workers’ compensation claim shall not run concurrently with OFLA 
leave.   However, if an injured worker refuses a bona fide offer of light duty or 
modified work assignment, the leave will automatically be considered qualifying 
leave under OFLA. 
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M. Designating Leave 
 

Under FMLA and OFLA, it is the employer’s duty to designate leave, paid or 
unpaid, as FMLA and OFLA qualifying and give notice of the designation to the 
employee.  The leave will begin on the first day an employee has had time away 
from work due to an FMLA and/or OFLA qualifying event. When supervisors 
learn of an employee’s FMLA and/or OFLA qualifying event, they should 
promptly contact the Executive Assistant to the City Administrator who will 
prepare and send a Family & Medical Leave Notice to the employee designating 
qualifying leave. 
 

N. Intermittent/Reduced Schedule Leave 
 

Employees entitled to FMLA and OFLA medical leave may take the leave in 
hourly increments intermittently or on a reduced leave schedule, as long as it is 
medically necessary.   A reduced leave schedule is a reduction in the hours in the 
employee’s normal work week.  
 
When parental leave is taken, the leave must be taken in one uninterrupted period 
unless a department director approves the employee’s request to take leave 
intermittently or work a reduced schedule.  
 

O. Request Procedure 
 

1. Employees are required to give 30 days notice in advance of family leave, 
unless the leave is taken for an emergency.  In an emergency, employees 
must give verbal notice within 24 hours of starting a leave. The employee 
should arrange the leave schedule to minimize disruption in the workplace, if 
possible. 

 
2. For parental leave, written notice must be provided 30 days in advance of the 

anticipated date of birth or placement in the employees' home of a child for 
adoption or foster care, except in cases of premature birth, unexpected 
adoption, or unexpected foster placement.  

 
3. When two family members both work for the City of Fairview, they may take 

Family, Medical and Parental Leave at the same time with department 
director’s approval.  

 
4. All requests for FMLA or OFLA leave should be forwarded to City 

Administration. 
 

P. Medical Certification 
 
The City may require written medical certification from the treating physician of 
the serious health condition.    The employee must furnish this certification within 
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fifteen (15) calendar days from the date of the written request.  Failure to provide 
the requested certification disqualifies the absence for coverage under FMLA and 
OFLA.  Medical certification forms, which are available in the City 
Administration office, must be used to obtain the information. 

 
The City has the right to require the employee to obtain a second or third opinion 
at the City’s expense, if necessary, to verify the attending health care provider’s 
certification of a serious health condition.  If the required medical certification 
does not establish the employee’s entitlement to family/medical leave, the leave of 
absence will not be designated as FMLA or OFLA and will not be protected under 
the leave laws.  

 
Q. Effect on Benefits  

 
1. While on leave, health, life, and long term disability insurance benefits will 

be maintained under the same conditions as coverage would be provided if 
the employee had been continuously working during the entire leave period.  
Any share of health plan premiums that an employee paid prior to going on 
leave must continue to be paid by the employee during the FLMA leave 
period.   

 
2. Vacation and sick leave accruals continue during any portion of the leave 

which is paid leave. 
 

R. Reinstatement 
 

An employee returning from an approved FMLA or OFLA leave will be returned 
to the position the employee held before the leave began unless the position has 
been eliminated or the employee would have been displaced had he/she not taken 
leave, in which case the employee may be returned to an available equivalent 
position.    An employee on FMLA or OFLA leave is subject to layoff or 
discipline in the same manner as similarly situated employees not on leave. An 
employee on FMLA or OFLA leave has the same rights that he or she would have 
if no leave had been taken. 

 
7.6 Workers’ Compensation 

 
The City provides workers' compensation benefits for all regular and temporary 
employees in accordance with Oregon state law.   

 
Benefits include, but are not necessarily limited to: medical, temporary disability, 
permanent disability, and vocational assistance benefits.    
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7.7 Modified Duty 

 
Employees who have suffered a non-work related injury or illness and cannot carry out 
the full range of their regular job duties due to medical limitations may be 
accommodated within their department, or elsewhere in the City, if productive work is 
available that is consistent with the employee’s physical abilities.  Employees must 
provide their supervisor with documentation from their treating physician regarding the 
abilities of the employee and the specific limitations placed on them prior to the City 
evaluating potential modified duty assignments. 

 
7.8 Independent Medical Evaluations (IME) 

 
An employee may be required to complete a medical and/or psychological examination 
whenever the law permits or at any time that the City determines that there is a risk of 
incapacitation or injury to the employee, co-workers, or the public as a result of the 
individual's actions.  The purpose of the examination is to determine the employee's 
physical and/or mental capacity to perform his/her assigned duties. 

 
If an employee is found to be unfit for assigned duties, the City may make reasonable 
accommodations to provide modified duty assignments.  Modified duty may be 
available when the prognosis for return to full duty or another suitable and available job 
is predicted within a reasonable time frame by the treating medical provider. 

 
Medical and/or psychological records generated as a result of the IME are confidential 
and will be handled in accordance with all applicable state and federal laws.   

 
7.9 Holidays  

 
A. The City observes the following holidays.  City facilities will be closed to the 

public on these days.   
 

New Year's Day, January 1*  
Martin Luther King Jr. Day, Third Monday in January 
Presidents’ Day, Third Monday in February 
Memorial Day, last Monday in May  
Independence Day, July 4*  
Labor Day, first Monday in September  
Veteran's Day, November 11* 
Thanksgiving Day, fourth Thursday in November  
Friday following Thanksgiving  
Christmas Eve, December 24** 
Christmas Day, December 25*  
 
*Observed on preceding Friday if it falls on Saturday, following Monday if it falls 
on Sunday.  
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**Observed on the last work day prior to Christmas. 
 
Regular employees are given holidays in accordance with bargaining unit 
contracts and section two of this handbook for the non-represented employees. 

 
7.10 Vacation 
 

A. Regular employees accrue vacation based on regular hours worked.  "Hours 
worked" includes all regular hours worked (excluding overtime) and paid leave 
hours.   

 
B. See bargaining unit contracts or section two of this handbook for provisions on 

when employees are eligible to use vacation. 
 
C. Employees should schedule vacations in advance.  Generally, a minimum of two 

weeks notice must be given.  All vacation is subject to supervisory approval.  
Supervisors should consider the departmental work load and seniority before 
approving vacations.  

 
D. An employee cannot take vacation not yet accrued.  

 
E. Employees who terminate will be paid at their current rate of pay for accrued but 

unused vacation, up to a maximum of two times their current annual vacation 
accrual rate.  Employees who resign or are dismissed during their first six months 
of employment will not receive payment for any vacation accumulation.  

 
F. Vacation Pay Off 

 
Employees may request to have up to 40 hours of their accrued vacation time 
paid.  This payment may only occur once each fiscal year.   
 
Employees may be granted additional payoff due to a financial emergency.  
Employees may only request pay off once in a 12-month period and only if their 
vacation accrual exceeds 40 hours.  The request will be approved only if the 
department has adequate funds for the payout.  The request must be approved by 
the City Administrator.   

 
7.11 Jury or Witness Duty 

 
If an employee is called for jury duty or is subpoenaed as a witness under 
circumstances beyond their control and where such duties are in the public interest, the 
employee will be continued at full pay and benefits for the period of required service. 
This provision is not applicable if the employee or the employee’s family or friends are 
directly involved in a civil or criminal proceeding.  Employees must notify their 
supervisor and obtain further details if they receive notice from the courts.   
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A. All monies received as witness fees or pay for jury duty, except for mileage 

reimbursement, must be signed over to the City, unless such fees were earned on 
an employee’s day off or during authorized leave. 

 
B. Employees are required to report to work when less than a normal work day is 

required by jury or witness duties. 
 

C. Employees should refer to their bargaining unit contract for more information.   
 
7.12 Bereavement Leave 

 
Regular employees are granted leave in the event of a death in the immediate family.  
Employees should refer to their bargaining unit contract or section two of this handbook 
for non-represented employees for the definition of immediate family and the length 
and provisions of the leave.   
 

7.13 Leave of Absence Without Pay (LWOP)  
 

Employees may be granted a leave of absence without pay for up to one year if 
circumstances require an absence from work for which the employee does not have 
sufficient leave accrual.  The request must be in writing and should be submitted to the 
City early enough to allow reasonable time for review. Examples of reasons for leave of 
absences include illness, educational opportunities, parental responsibilities arising from 
birth or adoption, and family illness.  Leave requests of 40 hours or less must be 
approved by an employee’s department director.  Leaves over 40 hours must be 
approved by the City Administrator. 
 
Leaves of absence may not be granted if they have a significant effect or impact the 
operations of the City. Leave of absence will not be granted if an employee has 
accepted regular on-going employment with another employer.  Leave without pay is 
normally granted only after the employee has exhausted all appropriate leave.   

 
Leave of absences may affect an employee’s benefits. Additionally, employees who are 
on leave without pay for one month (30 days) or longer will have their seniority, leave 
accrual rate, and merit date adjusted to reflect the time away, unless the leave is due to 
military leave, family medical leave, workers’ compensation, or other statutorily 
protected leave.  See bargaining unit contracts or section two of this handbook for more 
information. 
 

7.14 Military and Other Statutorily Provided  Leave 
 
A. Military Leave 
 

1. Annual Military Training Leave:  
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Employees who have worked for the City for six (6) months are entitled to a 
military leave of absence with pay not to exceed fifteen (15) days in any one 
training year for annual active duty for training as a member of the National 
Guard, National Guard Reserve, or any reserve component of the U.S. Armed 
Forces, or of the U.S. Public Health Service.  A training year means the 
federal fiscal year for any particular unit of the National Guard or reserve 
component.  Such leaves are granted without loss of other leave and without 
impairment of other rights or benefits, providing the employee receives bona 
fide orders to training duty for a temporary period and providing they return 
to their position immediately upon expiration of the period of ordered duty. 

 
2. Active Military Duty: 

 
The following policies apply when employees are called up for military duty.  
Unless the employee dies, resigns, or is relieved or discharged from duty 
under other than honorable conditions, the employee will be considered on 
military leave for a maximum period of five years, as specified in ORS 
408.240 and the Uniformed Services Employment and Reemployment Rights 
Act of 1994 (USERRA).  While on military leave the City will not provide 
salary or benefits.   

 
a. Leave Without Pay While on Military Leave: 

  
Leave without pay is allowed in accordance with ORS 408.240 and 
USERRA for employees who enter military service for extended periods 
of duty.  City policy requires employees going on leave without pay to 
use all appropriate personal leave before taking leave without pay.  
However, employees who are called up for military duty may choose 
either: 1) to have personal leave accruals (vacation, holiday, comp time) 
paid before going on military duty subject to the department director’s 
approval and the department’s ability to pay; 2) to use leave accruals 
prior to going on leave without pay; or 3) to leave some or all of 
personal leave accruals unused, so that the personal leave hours will be 
available when the employee returns to work.   
 
An employee called up for military duty must notify his/her supervisor 
in writing of his/her choice of leave option prior to leaving for duty.  If 
no choice is made, the leave accruals will remain intact while the 
employee is on leave. 

 
b. Health Insurance While on Military Leave: 

 
Employees on military leave without pay may elect to continue their 
health insurance coverage through the City on a self-pay basis for up to 
24 months under USERRA.   
 

Updated Version (RES 1-2015 & RES 1-2017)



City of Fairview Employee Handbook   - 72 - 

Employees may also elect to continue their health flexible spending 
account by prepaying the contributions or by remitting the contributions 
by the first of each month.  

 
c. Reemployment Rights: 

 
1) Upon returning from military leave, an employee is entitled to 

return to the position held prior to the leave, with no loss of 
seniority.  Employees will not accrue any leave while on a leave of 
absence.  However, upon returning from military leave, employees 
will be credited their military leave time for the purposes of 
determining their vacation accrual rate or any other affected benefit.  
The sick leave balance the employee had at the time he or she began 
military leave will be reinstated.   

 
2) The employee must apply for re-employment within 90 calendar 

days after discharge from military duty. In the event that the 
employee is no longer able to perform the duties of the position, the 
City must provide other employment for which the employee is 
qualified with seniority, status, and pay as near to the employee’s 
previous position as possible.  If the employee was serving a 
probationary period at the time of taking military leave, the 
employee must serve the remainder of the probationary period.  

 
3) When an employee who is a PERS/OPSRP member returns from 

active military service and exercises his/her reemployment rights, 
the City will make retroactive contributions to the member’s 
Individual Account Program (IAP) account in the amount that 
would have been paid by the City during the member’s period of 
military service, based on the employee’s salary at the time the 
leave began.  

 
4) Temporary employees whose end date expires while on military 

leave do not have reinstatement rights.   
 

B. Additional Types of Public Service Leave  
 

Federal and state laws cover a number of types of leave for individuals providing 
public service outside their normal employment with the City.  These include, but 
are not limited to, leave time associated with military service, search and rescue 
response, disaster response, specialized teams working on homeland security, and 
Peace Corps service. 

 
Some of the leave is mandatory for the employer to provide and some is at the 
discretion of the employer.  The City will comply with all federal and state laws 
pertaining to such leaves that are applicable to the City upon request by an 
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employee.  An employee requesting a leave of this type should provide his/her 
supervisor with a memo stating the type, nature, and length of the leave.  
Supervisors should contact City Administration for assistance in determining the 
extent of federal or state requirements on the City, prior to approving the leave 
request.   
 

C. Crime Victim Leave  
 
Eligible employees must be granted reasonable leave of absence if the employee 
or the employee’s minor child or dependent needs time to address domestic 
violence, sexual assault, or stalking.  

 
1. Eligible employee:  Eligible employee means an employee who has worked 

an average of more than 25 hours per week for a covered employer for at 
least 180 days immediately before the date the employee takes leave, and is a 
victim of domestic violence, sexual assault, or stalking or is the parent or 
guardian of a minor child or dependent who is a victim of domestic violence, 
sexual assault, or stalking, as described in the ORS. 

 
2. Undue hardship:  The employer may limit the amount of Crime Victim Leave 

an eligible employee takes only if the employee’s leave creates an undue 
hardship on the employer’s operations.  Under ORS, “undue hardship” means 
a significant difficulty and expense to an employer’s business and includes 
consideration of the size of the employer and the employer’s critical need for 
the employee. 

 
3. Reasons for leave:  An eligible employee shall be allowed to take reasonable 

leave from work for any of the following purposes caused by or related to 
domestic violence, sexual assault, or stalking of the employee or the 
employee’s minor child or dependent: 

 
a. to seek legal or law enforcement assistance or remedies; 
b. to seek medical treatment for or to recover from injuries;  
c. to obtain counseling from a licensed mental health professional; 
d. to obtain services from a victim services provider; and, 
e. to relocate or take steps to secure an existing home. 

 
4. Notice to the employer:  An eligible employee is required to give reasonable 

advance notice, unless providing advance notice is not feasible. 
 
5. Certification:  The employer may require certification of the victimization 

and that the leave is being taken for one of the covered reasons for leave.  
The employee is required to provide the certification within a reasonable time 
after receiving the employer’s request.  A copy of the following documents 
constitutes certification: 
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a. police report; 
b. protective order or other evidence from a court or attorney; 
c. documentation from an attorney, law enforcement officer, health care 

professional, licensed mental health professional or counselor, member 
of the clergy or victim services provider that the employee or the 
employee’s minor child or dependent was undergoing treatment or 
counseling, obtaining services, or relocating. 

 
6. Pay status:  Crime Victim Leave is unpaid leave; however, an eligible 

employee is entitled to use any accrued vacation leave or any other paid leave 
that can be used in place of vacation leave.  
 

7. Reasonable Accommodation:  The City will provide reasonable safety 
accommodation to victims of domestic violence, sexual assault, or stalking.  
The accommodation may include, but is not limited to, transfer, 
reassignment, modified schedules, change to phone number or work station, 
implementation of safety procedures, or other adjustments or modifications in 
response to actual or threatened domestic violence, sexual assault, or stalking.   

 
8. Confidentiality:  Records and information kept by the employer, including 

the fact that the employee has requested or obtained Crime Victim Leave, are 
confidential and may not be released without the express permission of the 
employee, unless otherwise required by law.  

 
9. Employment status:  An employer may not deny Crime Victim Leave to an 

eligible employee and may not dismiss, demote, suspend, discriminate, or 
retaliate against an employee with regard to promotion, compensation, or 
other terms and conditions of employment because the employee took Crime 
Victim Leave.  
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Chapter Eight - PERFORMANCE EXPECTATIONS AND EVALUATION 
 
8.1 Probation  
 

Probation is a period of time for newly hired or promoted employees to demonstrate 
their ability to achieve a satisfactory level of performance and for employees to 
determine if the new position meets their expectations.  Employees’ capabilities, work 
habits, and overall performance will be evaluated to determine their eligibility for 
regular status with the City or in a classification.  Employees on probation are not 
entitled to the full set of rights and privileges applicable to regular employees.  
Probationary employees do not generally have the right to grieve dismissals.  Length of 
probationary periods varies by bargaining unit and classification. 

 
Refer to the appropriate bargaining unit contract or section two of this handbook for 
non-represented employees for information on the length of probationary periods and 
other information.  

 
8.2 Performance Evaluations 
 

Performance evaluation is an effective means of ensuring that an employee’s 
performance meets the standards of the job and also helps to guide an employee’s 
development.  Regular employees should receive a performance evaluation at six 
months and twelve months of employment in a position.  Subsequent evaluation should 
be done annually thereafter. 

 
8.3 Employee Development and Training 
 

The City encourages professional training, education, and development opportunities 
for employees with the objective of improving City services.  The types of opportunities 
available are in-house training programs, out-of-organization training, and professional 
memberships. 

 
A. In-Service Training Programs 

 
The City provides training to meet a variety of organizational needs and goals.  
These courses are offered at no cost to employees and on paid work time.  
Supervisory approval is required for attendance.  

 
B. Out-of-Organization Training 

The City pays for trainings required to maintain certifications or licenses 
required for the job.  Additionally, employees may be provided the 
opportunity to attend conferences, seminars, training, workshops, or meetings 
to enhance their job knowledge and skills or provide them career development 
opportunities.  Attendance must be approved in advance by the department 
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director. City officials and employees should exercise good judgment, regard 
for economy, and recognition of proper use of public monies when selecting 
training, meetings, or conferences in connection with City business. 
 
Training, professional meetings, and conferences will be limited to functions from 
which the City will derive a benefit through the attendance of a representative and 
for which budgeted funds are available.   
 
See section 6.8 for information on reimbursable expenses when traveling.  Travel 
time will be compensated in accordance with the Fair Labor Standards Act. 
 

C. Career Development  
 

The City is committed to providing employees support in achieving their career 
development goals. The City’s EAP is a resource to assist employees in 
identifying their career interests and goals.  Employees’ supervisors and 
department director are available to guide employees in achieving their identified 
career goals.  Additionally, other employees are encouraged to provide 
information or mentoring within their professional field.  Career development 
opportunities that may be available to employees include acting-in-capacity 
assignments, cross-training, or attending a conference or training. These are 
generally only available to regular employees who have completed probation.   

 
8.4 Posting of City Positions 

 
A. It is the practice of the City to generally post all positions externally.  This 

practice has been established in recognition of the fact the City is a public 
employer and has an obligation to open up opportunities for employment to 
community members.  Exceptions to this policy may be made by the City 
Administrator when there is a business reason for limiting the posting to internal 
applicants only, such as during a period of budget reductions. 

 
B. City employees are encouraged to apply for any position for which they are 

qualified.  City employees will be notified of current position openings.   
 
8.5 Employee Records 
 

Employees need to keep personal information in the City’s database up to date such as 
social security number, address, telephone, emergency contacts, name, citizenship 
status, etc.   

 
A.  Personnel Files  

 
The official, complete personnel files of employees will be maintained in the City 
Administration office.  Departments may also create and maintain employee files 
which may contain duplicates of items in the personnel file and other information 
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concerning the employee that would assist the supervisor in monitoring employee 
performance and in completing the employee's annual evaluation. 

 
Access to personnel files is limited to authorized supervisory and management 
employees and those support employees responsible for maintaining the files.  
Personnel file information will not be released to others without the written 
consent of the employee, unless required by Oregon public records law or a court 
order.  An employee may view his/her personnel file or department employee file 
in accordance with this policy.  
 
Employees shall receive copies of all information that is placed in their official 
personnel file.  Supervisors should attempt to secure an employee's signature on 
any documents that reflect critically upon the employee's performance.  The 
employee's signature confirms that the supervisor has discussed it with the 
employee and has given a copy of the material to the employee.  It does not 
indicate agreement or disagreement.  If an employee refuses to sign a document, 
the supervisor shall write below the employee signature line:  "Employee refused 
to sign" followed by the supervisor's signature.  An employee has the right to 
submit a written response to any information placed in his/her personnel file.  The 
written response will become part of the file. 

 
B. Medical Files 

 
All records containing medical information, including doctor’s notes, fitness for 
duty evaluations, drug screening tests, independent medical evaluations, FMLA 
notices, and pre-hire employment medical exams are maintained separately in a 
medical records file maintained in the City Administration office.  Copies of 
medical records may not be kept in department files.   

 
C. Access to Information 

 
Employees have the right to review both their department and official employee 
file.  The files must be reviewed in the presence of a designated staff member.  
Employees may be required to show picture identification before reviewing their 
personnel file. 

 
An employee may authorize in writing access to his/her personnel file to his/her 
designated representative.  Personnel files may not be removed from the office in 
which they are maintained.  Upon request, employees may be provided copies of 
documents in their personnel file.  Employees must pay the established public 
records rate for copies of documents from their personnel file. Certified copies of 
personnel file documents may be provided only by the City Administrator.  Any 
requests for certified copies of personnel files must be in writing. 
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8.6 Discipline and Grievances  

 
A. Discipline Authority 

 
The City Administrator has the ultimate authority to hire and fire employees.  This 
authority has been delegated to directors and supervisors, who have the 
responsibility to recommend the hiring of employees and to investigate most 
complaints and recommend discipline.  Supervisors must administer discipline 
within the general guidelines described below. To ensure consistent decision-
making, all disciplinary actions should be reviewed by the department director 
and City Administrator prior to being issued.   
 
Directors and supervisors should maintain job performance records to document 
poor performance when it occurs and written records of investigations and rule 
infractions even when no disciplinary action is taken.  Documentation of all 
disciplinary action, including oral reprimands, should be sent to City 
Administration for inclusion in the personnel file.  
 
Nothing in this Section 8.3 confers and contractual or other right, either 
express or implied, to remain in the City’s employ.  Your employment may 
be terminated by the City, or you may resign, with or without reason or 
notice at any time.   

 
B. General Causes for Disciplinary Action  

 
All policies in this handbook must be followed.  Violations of any of the policies 
in this handbook may lead to disciplinary action up to and including dismissal.  
The following activities or behaviors, while not all inclusive, are general causes 
for disciplinary action: 

 
 

1. Inefficiency, incompetence, or performance of less than required duties.  
 

2. Using intoxicants on the job or reporting for work under the influence of 
intoxicants.  

 
3. Habitual or excessive absence or tardiness, or abuse of sick leave privileges. 
 
4. Absence from duty without authorization or failure to notify a supervisor 

when an employee is unable to come to work or to report on time.  
 
5. Conviction of a felony or misdemeanor when the conviction would impair an 

employee's effectiveness as a City employee.  
 
6. Willful or careless violation of safety rules or policies.  
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7. Offensive conduct toward the public or fellow employees or other conduct 

unbecoming to a City employee.  
 
8. Willful violation of the provisions of the City Charter, ordinances, or other 

City rules or regulations. 
 
9. Insubordination or willful disobedience or failure to follow a lawful 

supervisory directive. 
 
10. Misuse of City property.  
 
11. Dishonesty. 
 
12. Fraud in securing employment with the City. 
 
13. Failure or refusal to cooperate in an internal investigation or interfering with 

an internal investigation. 
 

C. Disciplinary Procedure  
 

1. Employees Covered:  The following process covers all regular employees 
who are not subject to a collective bargaining agreement that includes 
disciplinary procedures.  Employees covered by a collective bargaining 
agreement are subject to the disciplinary procedure set forth in the collective 
bargaining agreement.   

 
2. Progressive Discipline:  Regular employees are normally disciplined in a 

progressive manner, beginning with an oral reprimand and proceeding to 
written reprimand, suspension, or dismissal.  Alternate forms of discipline 
may be used when deemed more appropriate.  If warranted by circumstances, 
higher level disciplines, including suspension or dismissal may occur without 
prior discipline.   
 

3. Confidentiality of Disciplinary Actions: It is the policy of the City to treat all 
disciplinary actions confidentially.  Information related to individual 
disciplinary actions should be shared only with those people who have a strict 
business need to know in order to assist in the processing of discipline.  
Specific information on an employee’s discipline should be released only if 
the City is legally required to do so. 

 
4. Disciplinary Suspensions, Demotions, or Dismissals of Regular Employees:  

With any suspension without pay, demotion, or dismissal, supervisors 
generally will complete an investigation of the allegation, give the employee 
notice of the charges, the rules or policies that were violated, and the 
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discipline being imposed.  The employee may respond in writing and such 
response will remain in the employee’s personnel file.  

 
5. Discipline for Exempt Employees:  For employees who are exempt from the 

Fair Labor Standards Act, any reduction of pay for violations of workplace 
conduct rules, including suspensions or temporary demotions, must be for 
one or more full work days, unless the reduction is for an infraction of safety 
rules of major significance.  Disciplinary reductions of less than a full work 
day or for a mix of full and partial days are prohibited.     

 
6. Review of Disciplinary Actions:  Non-represented employees may grieve a 

disciplinary action under the City complaint procedure outlined in this 
handbook.  Union employees may grieve under the grievance procedures set 
forth in their contract.  

 
8.7 Voluntary and Involuntary Terminations 

 
A. Voluntary 

 
1. Resignation  

 
Resignations should be submitted in writing to the employee's supervisor and 
indicate the date of resignation.  An absence without approval or notice of 
leave for three (3) consecutive work days shall be considered a voluntary 
termination if the City determines that there is not sufficient justification for 
the lack of notice.  

 
2. Retirement  

 
Employees who plan to retire should contact the PERS office at least six (6) 
months prior to the retirement date for an estimate of their retirement benefits 
and for information about retirement procedures.  

 
B. Involuntary 
 

1. Reductions in Force: Employees may be subject to layoff due to a reduction 
in force in the event of circumstances such as organizational changes, lack of 
funds, or curtailment of work.  

 
2. Disciplinary Dismissal: An employee may be terminated involuntarily for 

disciplinary reasons. 
 

3. Death: In the event of the death of a City employee, all wages earned plus 
accumulated vacation, holiday, and compensatory time accrual will be paid to 
the surviving spouse, the dependent children, or the estate.  

 

Updated Version (RES 1-2015 & RES 1-2017)



City of Fairview Employee Handbook   - 81 - 

4. At-Will Employee:  In addition to the bases set forth above, an at will 
employee may be terminated by the City with or without reason or notice at 
any time. 

 
C. Exit Interviews  
 

All City employees who voluntarily leave City employment should be offered the 
opportunity to give exit feedback.  The feedback may be given in written form, in 
an exit interview, or both.  Exit feedback and interviews are always voluntary and 
will be treated as confidential, unless the employee has agreed otherwise.  
Information from the exit feedback will be reported anonymously and in summary 
format to City departments. 

 
Exit interviews will be conducted by the City Administrator or his/her designee.  
Supervisors are responsible for informing terminating employees about the 
organization’s interest in receiving feedback and encouraging them to contact the 
City Administrator’s office to arrange an interview. 

 
D. Reference Checks on Employees 

 
Unless a signed, written release is provided by the employee, only public 
information, including job title, salary range, and dates of employment, should be 
provided to people calling for a reference check on a current or past employee. A 
written release provided directly to a director or supervisor should be forwarded 
to City Administration for inclusion in the personnel file. 
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Chapter Nine - COMPLAINT/GRIEVANCE POLICY AND PROCEDURE  
 

9.1 If an employee has a job-related complaint or problem or a dispute about the 
interpretation or administration of a City policy or procedure, he/she may use the 
following complaint procedure to resolve the issue.  This procedure may be used by any 
non-represented employee who is not covered by a collective bargaining agreement for 
any employment action taken or by represented employees on matters not covered by 
his/her collective bargaining agreement.   A union-represented employee should use the 
grievance procedure outlined in his/her union contract for any dispute related to the 
administration or application of the contract.   

 
The City believes it is desirable to resolve problems and issues informally.  Before 
beginning a formal complaint process, an employee should discuss the issue with his/her 
immediate supervisor within twenty (20) days of the event.  If a problem relating to an 
employment action cannot be resolved informally, complaints should be processed in the 
following manner:  

 
A.  Step 1  

 
If the attempt to resolve the problem informally is unsuccessful, the employee(s) 
may submit the complaint in writing to his/her immediate supervisor within 
twenty (20) days of the event, or of when the employee should reasonably have 
had knowledge of the event.  The written notice shall include the facts upon which 
the complaint is based, the provision of City policy he/she believes has been 
violated, and the remedy sought.  The supervisor shall respond to the complaint in 
writing as quickly as possible, but no later than ten (10) days after the complaint is 
submitted.  
 

B. Step 2  
 

If after ten (10) days from receipt of the immediate supervisor's reply, the 
complaint remains unresolved, the employee may submit written notice along 
with all pertinent written information including a statement of the complaint and 
relevant facts, the specific provision(s) of the City policy allegedly violated, and a 
remedy sought to the department director.  The department director should meet 
with the employee within ten (10) days of the receipt of the written notice to 
review the facts of the complaint.  The department director shall respond to the 
employee in writing within ten (10) days of the meeting.  
 

C. Step 3  
 

If the department director's decision does not resolve the complaint, it may be 
submitted, along with all pertinent written information, to the City Administrator 
within ten (10) calendar days following the Step 2 response.  The City 
Administrator may choose to hear the complaint, may designate another City 
manager to hear the complaint, or may refer the complaint to an independent 
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neutral third party if appropriate.  The City Administrator or his/her designee 
should meet with the employee within thirty (30) days of the receipt of the written 
notice to review the facts of the complaint.  The City Administrator or his/her 
designee shall respond to the employee in writing within ten (10) days of the 
meeting.  The decision of the City Administrator is final. 

 
9.2 Any or all time limits specified in the complaint procedure may be waived by mutual 

consent of the parties.  The employee or the City may request the extension of time.  
Such request will not be arbitrarily denied.  Failure to submit the complaint in 
accordance with these time limits without a waiver will constitute abandonment of the 
complaint.  Failure by the City to submit a reply within the specified time without a 
waiver will allow the employee to move the complaint to the next step. 

 
IMPORTANT NOTE - If an employee’s complaint involves an alleged violation of the 
City’s anti-harassment/anti-discrimination policy, workplace violence policy, or an allegation 
of supervisory misconduct, the employee should contact their department director or the City 
Administrator immediately.   
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SECTION TWO 

 

INTRODUCTION 

 
This section of the handbook presents policies, rules, and expectations that define the 
compensation, benefits, hours, and other working conditions of all regular, non-represented 
employees.   Departments of the City may have manuals that further define these policies and 
rules for the non-represented employees of the department.  In addition, department manuals 
may address policies not included here.  All non-represented employees are responsible for 
reading and following this section, as well as their department manual.  If you have any 
questions about the policies or rules in this section, please ask your supervisor or City 
Administration for clarification.  Benefits questions should be directed to Finance. 
 
The policies, guidelines, and benefits information contained within this section are in effect as of 
the date this section is issued.  The City reserves the right to change any policies, guidelines, 
rules, or benefits, including those included here, without prior notice to or consultation with 
employees.  Any changes in policies must be in writing and approved by the City Administrator 
or her/his designee. 

 
Chapter One - DEFINITIONS OF EMPLOYEE TYPES 

 
1.1 Non-represented employees are those who are not represented by a labor union or 

association.  There are three employee groups currently at the City that are non-
represented: FLSA-exempt employees, confidential non-represented employees, and 
temporary employees. 

 
1.2 Regular employees are those who are filling an authorized position for a minimum of 

twenty (20) hours per week. 
 

1.3 Temporary employees are those who fill positions for which there is no expectation of 
on-going funding, for which there is no expectation of continued employment, or those 
that routinely work less than twenty (20) hours per week or one thousand forty (1,040) 
hours per year. 

 
If an employee is hired to perform non-represented work for a period of more than 12 
months and will be working a minimum of (80) hours per month, the employee should 
be hired into a regular position.  If a position is for a specified duration, the hire letter 
should indicate the anticipated end date of the position. 

 
1.4 Full-time employees are regular employees who work at least forty (40) hours per week 

for twelve (12) months per year. 
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1.5 Part-time employees are regular employees who work at least twenty (20) but less than 
forty (40) hours per week for twelve (12) months per year. 

 
1.6 Confidential non-represented employees are exempted from joining a collective 

bargaining unit by the State of Oregon’s public employee collective bargaining law.  
Confidential non-represented employees perform work that involves the administration 
of labor agreements, processing of grievances, and development of bargaining positions 
or support of senior management employees who develop recommendations or make 
decisions directly related to management policies in the area of collective bargaining.  
Confidential non-represented employees are covered by state and federal wage and 
hour laws and are eligible for overtime.  

 
1.7 FLSA-covered employees perform work that is covered under federal and state wage 

and hour laws.  According to state and federal wage and hour laws, work performed by 
covered employees in excess of 40 hours per work week constitutes overtime.  There 
are specific provisions under the law for police officers which set a different threshold 
for the payment of overtime.  Chapter 3 outlines the provisions of the state and federal 
law that apply to covered employees.  

 
1.8 FLSA-Exempt employees perform duties that meet the requirements of state and 

federal law to be exempt from wage and hour provisions, including overtime 
requirements. The duties performed by these employees meet the requirements under 
wage and hour laws for the “administrative”, “executive”, “professional”, or “computer 
professional” exemptions.  Based on the exemption, the primary duty performed by an 
FLSA-exempt employee must include one or more of the following elements: 

 
A. Predominantly performs office or non-manual work related to management or 

general business operations. 
 

B. Duties involve the exercise of discretion and independent judgment with respect 
to matters of significance. 

 
C. Predominantly performs work that is intellectual and varied in character, as 

opposed to routine mental, manual, mechanical, or physical work. 
 

D. Requires knowledge of an advanced type in a field of science or learning 
customarily acquired by a prolonged course of specialized intellectual learning, as 
distinguished from a general academic education or from apprenticeship or 
training in the performance of routine mental, manual, or physical processes. 

 
 

1.9 Supervisory employees have the authority to hire, transfer, suspend, lay-off, recall, 
promote, discharge, assign, evaluate, direct, reward, or discipline employees, or to 
effectively recommend such action.   According to wage and hour laws, a supervisory 
employee must supervise at least two full time employees, or the equivalent, on a 
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regular basis in order to be FLSA-exempt from overtime requirements. 
 
 
Chapter TWO - PROBATION  
 
Probationary periods are part of the evaluation period for determining the qualifications of new 
or promoted employees.  It is also a time for employees to determine if the new position meets 
their expectations. 
 

2.1 A non-represented employee who has not completed twelve (12) months of continuous 
employment with the City in a regular, budgeted position is a probationary employee, 
serves at the pleasure of the City, and may be disciplined or discharged for any lawful 
reason without warning or cause. 

 
2.2 The City may extend the probationary period for up to six (6) months if more time is 

needed to assess the employee’s performance; or longer in exceptional circumstances 
where the employee has been absent or has worked in a different capacity.  To extend 
probation, the City must provide the employee with written notification prior to the end 
of the probationary period.  Such documentation should also be signed by the employee 
acknowledging the extension.  Supervisors must notify their department director and 
the City Administrator prior to extending a probationary period. 

 
2.3 Non-represented employees who promote, or voluntarily demote or transfer to another 

classification serve a probationary period equal to that required of a new employee.  If 
the City determines that the employee fails to meet the requirements for the new 
position at any time during his/her probationary period, the employee may be returned 
to the previously held classification or position, at the City’s discretion, provided the 
employee is still qualified and the position is available. Similarly, employees who do 
not feel the new position meets their expectations may request to be returned to their 
previous held position.  If the position is unavailable, the employee may be discharged 
without warning or cause.  

 
 
Chapter Three - HOURS OF WORK 
 

3.1 Regular Working Hours are eight (8) hours per day for five (5) days per week.  
Alternative work schedules may be established by departments such as ten (10) hours 
per day for four (4) days per week, as long as the schedule is in compliance with state 
and federal wage and hour laws.    

 
3.2 Breaks and Meal Periods  

 
Confidential non-represented and temporary employees must be given breaks and meal 
periods as follows: 
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A. A rest break of at least fifteen (15) minutes for each four hour period of work, or a 
major portion thereof, which should be taken approximately midway in the work 
period.   Break periods are paid time. 

 
B. A meal period of at least thirty (30) minutes for any shift of six (6) hours or more 

in length.  For work periods of seven (7) hours or less, the meal period is to be 
taken between the second (2nd) and fifth (5th) hour.  If the work period is more 
than seven (7) hours, the meal period must be taken between the third (3rd) and 
sixth (6th) hour worked.  This time is unpaid as long as an employee is relieved of 
all duties.  If an employee is required to remain on-duty during the meal period or 
performs any job duties during this time, the meal period will be paid time. 

 
C. Breaks may not be added to the meal period.  Neither breaks nor meal periods 

may be taken at the beginning or end of the work period. 
 

3.3 Overtime  
 

Non-represented and temporary employees who are not FLSA-exempt are paid 
overtime, in accordance with state and federal wage and hour laws, for all work 
performed in excess of forty (40) hours in a work week, in accordance with the 
following procedures.  Police Sergeants may earn additional overtime as specified in D. 
below.   

 
A. Employees required by the City to work overtime receive overtime compensation 

at one and a half (1.5) times their regular rate of pay for all overtime worked 
beyond seven (7) minutes.   Overtime should be recorded to the nearest quarter of 
an hour. 

 
B. Temporary employees will receive overtime as paid compensation.  Confidential 

non-represented employees may elect to receive overtime either as paid 
compensation or as compensatory time.  Confidential non-represented employees 
may accumulate up to forty (40) hours of compensatory time.   

 
C. For purposes of overtime, the work week is defined as fixed and regularly 

recurring period of seven (7) consecutive 24-hour periods, or 168 consecutive 
hours.  The work week for all non-represented employees is normally from 12:01 
a.m. Sunday to midnight Saturday.  The City may change the work week or 
establish an alternative work week for specific work sections or individuals, if 
these changes are designated in writing and intended to be ongoing. 

 
D. In addition to earning overtime on all work performed in excess of forty (40) 

hours in a work week, Police Sergeants earn overtime on all work performed 
beyond their regularly scheduled hours in a day.   

 
E. All employees must have supervisory approval prior to working paid overtime. 
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3.5 Call Back Pay 

 
If Police Sergeants are called into duty for operational work or for court after a length 
of time exceeding 59 minutes from the end of their regularly scheduled shift and the 
time is not continuous with the beginning of their shift, they will receive a minimum of 
three hours of overtime. 

 
3.5 Salary  

 
All FLSA-exempt employees are paid on a salary basis and are not required by law to 
receive overtime for work beyond forty (40) hours in a week. Excluding voluntary 
deductions elected by the employee, only allowable deductions under state and federal 
wage and hour laws will be made from FLSA-exempt employee’s pay. 

 
A. Only the following deductions will be made from FLSA-exempt employees’ 

established salary:  
 

1. If leave accruals have been exhausted or not yet earned, deductions will be 
made for one or more full days of absence for personal reasons, sickness, or 
disability.  

 
2. Deductions will be made for unpaid leave taken pursuant to the Oregon 

Family Leave Act (OFLA).    
 

3. Deductions may be made for unpaid disciplinary suspension of one or more 
full days imposed for violation of workplace conduct rules.  Deductions may 
be made also for discipline that is imposed for violating safety rules of major 
significance. 

 
4. Deductions will be made to offset payments for jury fees, witness fees, or 

military pay from salaries.   
 

5. A proportionate part of an employee’s full salary will be paid for time 
actually worked in the first and last weeks of employment. 

 
B. If an FLSA-exempt employee has a question or concern about his/her salary status 

or believes that any deduction has been made from his/her pay that is inconsistent 
with a salaried status, he/she should immediately contact the Finance Director or 
the City Administrator.  Any complaint will be resolved within a reasonable time 
given the facts and circumstances of the specific situation.  If an investigation 
reveals that an employee was subject to an improper deduction from pay, the City 
will reimburse the employee and take whatever action is deemed necessary to 
ensure compliance in the future.  
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3.6 Administrative Vacation  
 

FLSA-exempt employees are often required to work beyond their normally scheduled 
hours of work to complete their job duties.  The City has established administrative 
vacation to partially compensate for this extra work.  Department directors hired prior 
to January 1, 2010 are granted two weeks of administrative vacation per fiscal year on 
July 1.  Department Directors hired after January 1, 2010 will be granted one week of 
administrative leave per fiscal year on July 1.  Administrative vacation must be taken 
by the end of the fiscal year or it will be lost. Administrative vacation is not 
compensable if an employee terminates employment. 
 
FLSA-exempt employees may, under limited circumstances, be allowed flexible 
scheduling when required to work beyond their normally scheduled hours.  This policy 
does not attempt to provide full compensation for all hours worked in excess of the 
forty (40) hours work week. 

 
 
Chapter Four - SALARY ADMINISTRATION AND ADJUSTMENTS  
 

4.1  Salary Setting  
 

A. FLSA-exempt Employees – To ensure that the City can hire and keep qualified 
employees; the City uses a market-based approach, considering compensation for 
similar jobs in comparable agencies, and evaluates internal job relationships for 
setting pay.  The City Administrator recommends salary ranges to the City 
Council who has the legal authority to determine compensation for 
non-represented employees. 

 
B. Confidential Non-Represented Employees – Confidential non-represented 

employees’ salary is set at the same or a similar range to the comparable class in 
the bargaining unit if one exists.  If there is not a similar classification, 
compensation will be determined as defined above in A.   

 
C. Annual Adjustments – Non-represented employees may receive a general 

adjustment (cost of living increase) annually.  The granting of the increase and the 
amount are recommended by the City Administrator and approved by the City 
Council through the budget process.  The following factors are considered in 
determining the appropriate adjustment: the All-Cities Consumer Price Index 
(CPI-U) indicator, the increases given by other jurisdictions within the designated 
market area, the increases granted to bargaining units, and the available funds in 
the budget for the increase.   

 
D. Temporary Employees – Temporary employees are paid by the hour for all hours 

worked in a specific time period.  When temporary employees are doing the full 
scope of work, supervisors can use the hourly rate on the regular employee salary 
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schedule.  In other circumstances, supervisors should consult with City 
Administration to determine the appropriate rate of pay. 

 
E. Merit Increases – New non-represented employees who are hired at step one of 

the salary range are considered for a merit increase after six (6) months of 
employment and every twelve (12) months thereafter. New non-represented 
employees who are hired above step one of the salary range are considered for a 
merit increase after twelve (12) months of employment and every twelve (12) 
months thereafter.   Merit increases are not automatic and are dependent upon the 
employees' performance.   

 
4.2 Experience Pay   

Regular non-represented employees who were hired prior to July 1, 2008 and who 
have at least five (5) full years of experience as of November 1 receive experience 
(longevity) compensation pay according to the following schedule.  Payment will 
occur annually and will be prorated on each pay check beginning with the first 
paycheck after November 1.   

 Full Years of Service  Full-Time Employees  Part-time Employees 

 5 to 9 years   $600    $300 

 10 to 14 years   $1,200    $600 

 15 to 19 years   $1,800    $900 

 20 or more years  $2,400    $1,200 

 
4.3 Acting-in-Capacity For Non-Represented Employees  

 
A. Employees receive acting pay when they assume the duties and responsibilities of 

a higher classification for a temporary period of time.  The employee must 
perform the full scope of work and meet the minimum qualifications for the 
assigned classification. 

 
B. Non-represented employees who are acting in the capacity of a higher 

classification receive a five percent (5%) increase or are paid at least the first pay 
step of the acting-in-capacity range, whichever is greater.  If the acting-in-
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capacity duties are significantly higher than the regularly assigned duties, non-
represented employees may receive a larger adjustment, but not exceeding the top 
step of the acting-in-capacity range.  Increases of greater than five percent (5%) 
must be approved by the City Administrator. 

 
C. The pay increase is effective after fifteen (15) consecutive workdays of 

assignment in the higher classification.  If the acting assignment is for more than 
fifteen (15) consecutive  workdays, acting pay starts on the first day of the 
assignment.   

 
D. Acting-in-capacity assignments must be made in writing by the proper appointing 

authority. 
 
4.4 Additional Compensation for Sworn Police Employees 
 

A. Certification Pay 
 
Effective February 1, 2011, sergeants will be paid additional pay for holding 
certifications from the Oregon Board of Public Safety Standards and Training 
(BPSST) as follows, paid on a pro-rated basis each pay period: 
 
 Intermediate Certification - Three percent (3%) of base salary 

Intermediate and Advanced Certification - Four percent (4%) of base 
salary 

 Supervisory Certification - Four and one half percent (4.5%) of base salary  
 
Sergeants who received certification pay before February 1, 2011 will not 
experience a reduction in the amount of certification pay as a result of percentages 
set forth above.  These sergeants will continue to receive the amount of 
certification pay that they were receiving as of February 1, 2011, until the formula 
results in an increase to the amount of their certification pay. 
 
The Police Chief will receive $220 per month for holding an Executive 
Certification. 

 
B. On-Call Pay 

 
  Sergeants will be paid $75 per pay period for being on an on-call pay status. 

 
 
Chapter Five - EMPLOYEE BENEFITS 
 

5.1 Group Health Insurance  
 

 The City provides health, dental, and vision insurance for regular employees and their 

Updated Version (RES 1-2015 & RES 1-2017)



 

City of Fairview Employee Handbook - Section Two      10 
 

dependents to cover non-occupational injuries and illnesses. Employees may enroll 
their registered domestic partners and the domestic partner’s eligible dependents.  

 
A. Eligibility for Coverage – Employees who are in a paid status for at least eighty 

(80) hours in a month will be eligible for coverage for themselves and their 
dependents in the following month.  Overtime hours worked or hours of leave 
received as a lump sum (e.g. cashed out) will not count toward the eighty (80) 
hour requirement for insurance eligibility.  

 
B. Employee Contribution –Effective January 1, 2009, the City will pick-up the first 

twelve percent (12%) of any premium increase for the insurance program in any 
calendar year. Any premium increases in any calendar year above 12% will be 
shared equally (50/50) between the City and the employee.  

 
C. Types of Benefits – The City currently provides coverage through Oregon 

Teamsters Employers Trust G/W Plan with Dental 6, Vision 4, and the Kaiser 
option.   

 
D. Health Care Coverage For Employees Over Age 65 – Medicare-eligible 

employees will continue to be covered under the City-sponsored plan of their 
choice.  In addition, they may also enroll in Medicare to help pay remaining 
eligible expenses.  The City does not pay Medicare premiums.  
 

5.2 Group Life and Accidental Death and Dismemberment Insurance  
  

A. Regular non-represented employees who work at least 35 hours per week are 
covered by a group life and accidental death and dismemberment (ADD) 
insurance plan.  The cost of the insurance is split between the employee and the 
City. 

 
B. Eligibility begins the first of the month following thirty (30) consecutive days of 

qualifying employment. 
 

C. The scheduled amount for each benefit is one and a half (1.5) times the 
employee’s current annual base salary rounded to the nearest thousand dollars, up 
to a maximum of $75,000.  Eligible dependents will receive a $2,000 benefit.   

 
D. Employees may purchase additional life insurance coverage for themselves or 

their dependents through payroll deductions. 
 

5.3 Long Term Disability (LTD)  
  

A. Regular non-represented employees who work at least 35 hours per week are 
provided with a City paid long-term disability benefit.   
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B. Eligibility begins the first of the month following thirty (30) consecutive days of 
qualifying employment. 

 
C. Benefits will begin accruing after ninety (90) days of total disability and will be 

administered in accordance with the plan. 
 

D. Employees’ LTD coverage ceases at the end of the month in which they terminate 
employment. 

 
5.4 Workers’ Compensation  
 

A. The City provides workers’ compensation benefits in accordance with state law 
for all non-represented employees for injuries or illnesses arising out of, and in 
the course and scope of, employment with the City.   

 
B. The Oregon’s Workers’ Compensation system does not always compensate an 

injured worker for the first three days of time loss and limits the weekly 
temporary disability benefit when the injured worker is unable to work.  Also, it 
does not compensate an injured worker for time away from work to seek medical 
treatment. The City of Fairview supplements the Workers’ Compensation 
Temporary Disability benefits of regular non-represented employees to ensure 
that they receive benefits equal to 100% of their normal take-home pay, using the 
employees’ accrued leave.  Employees who have exhausted all accrued leave will 
not receive this supplemental benefit.   

 
C. When an employee receives workers’ compensation benefits, he/she should turn 

over the insurance payment to the City and in-turn, the City will pay the employee 
his/her regular salary. After the first 30 calendar days of absence, deductions from 
the employee’s sick leave and other leave banks, as appropriate, will be made 
automatically to make up the difference between the workers’ compensation 
payment and the employee’s regular salary. 

 
D. Visits to medical providers during non-work time are not compensated by the 

City. 
 

5.5 Deferred Compensation  
  
 Regular non-represented employees are eligible to participate in the deferred 

compensation program established by the City only a voluntary basis.   
 

5.6 Retirement  
 

A. The City participates in the public employee retirement plans for employees 
established in ORS Chapter 238 and ORS 238A, and in effect as of the effective 
date of this policy.  The retirement benefits provided will be those defined in ORS 
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Chapters 238 and 238A and may change at any time if the statutes or 
administrative rules governing the public employee retirement plans are changed.   

 
B. The City will make employer contributions to the plans as required by law. 

 
C. As of the date that an employee becomes a member of the public retirement plans’ 

Individual Account Program (IAP), the City agrees to pay six percent (6%) of 
each eligible employee’s salary, as defined by ORS Chapter 238A, as the 
employee’s contribution to the employee’s IAP account.  Under applicable 
retirement law and administrative rule, this money continues to be the employee’s 
money to which he/she is entitled upon retirement or withdrawal from the IAP. 

 
5.7 Cellular Phone Allowance  

  
 A cellular phone allowance of $75 may be provided for a non-represented employee in 

lieu of a City cellular phone, under the following guidelines: 
 

A. The supervisor has determined there is a business need for the employee to use a 
cellular phone for work-related purposes; 

 
B. The cellular phone allowance is a viable and cost effective option for the City; 

and, 
 

C. The employee agrees to the phone allowance and understands he/she is 
responsible for the purchase of the phone and accessories, all maintenance fees, 
and the cost of the phone service. 

 
 
Chapter Six - EMPLOYEE LEAVES  
 

6.1 Sick Leave  
 

Sick leave is a form of insurance given to reduce the financial burden for employees of 
non-occupational illnesses and injuries.   

 
A. Regular non-represented employees accrue sick leave at the rate of eight (8) hours 

per calendar month of service.  Regular non-represented part-time employees 
accrue at a rate of four (4) hours per calendar month of service.   Sick leave will 
accrue each pay period on a pro-rated basis, based on regular hours of work and 
paid leave.  

 
B. Sick leave may be used for personal illness and injuries, for family illness, and for 

qualified family medical and parental leave. Sick leave may also be used for 
medical, dental, and eye exam office visits, as long as employees obtain approval 
from their supervisor in advance of the appointment.  If possible, employees 
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should schedule appointments during off-duty hours.  If medical appointments 
must occur during working hours, employees may flex the time within the work 
week rather than use sick leave with supervisory approval. 

 
C. Sick leave is not allowed for disabilities resulting from employment other than 

with the City.  
 

D. Sick leave is not allowed for injury or illness that is compensable under Workers' 
Compensation, except as provided for under that provision.   

 
E. An employee requesting time off due to non-occupational illness or injury or for a 

medical appointment must charge the time to his/her sick leave accrual.  If an 
employee has no sick leave time accrued, he/she may elect to charge the time to 
other paid accruals or to be placed on leave without pay.  

 
F. Illness in the Family - Either concurrent with or in addition to qualified leave time 

under state law, non-represented employees may use sick leave because of an 
illness of a family member when the employee’s presence is required for the care 
of the family member.  Family member for purposes of this provision is defined 
as the employee’s spouse, children, parent, parent-in-law, legal dependents, or 
other individuals living within the employee’s personal household.  Family 
member also includes domestic partner and the equivalent family relations for 
employees who are in a registered domestic partner relationship. 

 
6.2 Holidays  

 
A. Regular, non-represented employees, other than Police Sergeants, are paid for 

each designated City holiday provided they work the last scheduled work day 
before and the first scheduled work day after the holiday or are on authorized 
leave with pay for both of these days. 

 
B. In addition to designated holidays, employees are granted one floating holiday per 

fiscal year.  Employees hired less than six (6) months before the end of the fiscal 
year will not be entitled to a floating holiday until the following fiscal year.  
Floating holidays must be used during the fiscal year or they will be lost. 

 
C. Holiday pay for full-time, regular employees is eight (8) hours.  Holiday pay for 

part-time, regular employees shall be prorated to their regular work schedule.  
Employees normally scheduled to work on the day of the holiday for more hours 
than their holiday hours must use paid personal leave (e.g., vacation or comp 
time) for the additional hours scheduled or, if no paid leave is available, take 
leave without pay.  Employees may flex the time during the work week with 
supervisory approval. 

 
D. Holidays which occur during vacation or sick leave are not charged against the 
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leave.  
 

E. Non-represented employees covered by federal and state wage and hour laws who 
are required to work on a holiday will be compensated for all hours worked on the 
holiday at 1-1/2 times their straight-time rate in addition to holiday pay.   

 
F. Police Sergeants are granted personal holiday leave at the rate of ninety-six (96) 

hours per year.  A prorated amount of leave will be accrued each pay period, 
based on regular hours of work and paid leave, up to a maximum accrual of the 
annual accrual rate.   

 
G. Upon termination, employees will be paid all accrued leave. 

 
6.3 Vacation  

 
A. Regular non-represented employees accrue vacation based on their length of 

service with the City. Vacation is accrued each pay period on a pro-rated basis, 
based on regular hours of work and paid leave. 

 
B. To be eligible to use or be paid for vacation time, non-represented employees 

must be employed for six (6) continuous months from date of hire. 
 

C. The following shows vacation accrual for full-time non-represented employees 
other than directors: 

 
  Years of Service   Yearly Accrual 
  Less than 3    80 hours       
  3 but less than 4   88 hours 
  4 but less than 5   96 hours 
  5 but less than 7   104 hours 
  7 but less than 9   120 hours 
  9 but less than 12   128 hours 
  12 but less than 14   136 hours 
  14 but less than 16   144 hours 
  16 but less than 18   160 hours 
  18 but less than 22   168 hours 
  22 but less than 25   176 hours 
  25 or more years   200 hours 
 

Vacation accrual for part-time non-represented employees is half the amount set 
forth above on a pro-rated basis, based on regular hours of work and paid leave.  
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D. Directors accrue vacation at the following rate.  

 
  Years of Service   Yearly Accrual 
  Less than 6 months   80 hours       
  5 months to 2 years   120 hours 
  2 but less than 5   128 hours 
  5 but less than 7   136 hours 
  7 but less than 9   144 hours 
  9 but less than 11   160 hours 
  11 but less than 15   168 hours 
  15 but less than 18   176 hours 
  18 or over    200 hours 
   

E.  Employees cannot have a negative vacation balance. Employees who do not have 
enough vacation time accrued, but still need time off, should use accrued 
compensatory time, holiday time, or take leave without pay.   

 
F. Employees may accumulate vacation up to the maximum accrual limit of twice 

their current annual vacation accrual rate.   
 
G. Employees’ accrued vacation is paid upon termination.  Employees who terminate 

prior to eligibility to use vacation will not receive payment for any vacation 
accumulation.   

 
H. Employees should schedule vacations in advance, subject to supervisory approval.  

Supervisors should consider the departmental work load and seniority before 
approving vacations.  

 
6.4 Bereavement Leave   

 
A. In the event of a death of an employee's family member, a regular employee may 

be granted up to three (3) days leave with pay.  Five (5) calendar days may be 
granted when significant travel is required.   Bereavement leave will be pro-rated 
for part-time employees. 

 
B. For purposes of this leave, family is defined as: spouse, child, step-child, son or 

daughter-in-law, parent, parent-in-law, sibling, brother or sister-in-law, 
grandchild, grandparent, or other individuals living within the employee’s 
personal household.  Family also includes domestic partner and the equivalent 
family relations for employees who are in a registered domestic partnership. 

 
C. The City Administrator may grant exceptions to both the limitations on the length 

and the definition of family based on the situation.  Bereavement leave in excess 
of the above limits will be deducted from sick leave accrual, or in the absence of 
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accrued sick leave, vacation or other paid leave accruals. 
 

D. Up to four (4) hours leave may be granted should employees serve as a pallbearer 
at a funeral for other than a family member as defined above. 

 
E. Up to four (4) hours leave may be granted to employees to attend the funeral of a 

co-worker.  
 

6.5 Leave Without Pay 
 

A. Employees may be granted a leave of absence without pay for up to one year if 
circumstances require an absence from work for which the employee does not 
have sufficient leave accrual.  The request must be in writing and should be 
submitted to the City early enough to allow reasonable time for review. Examples 
of reasons for leave of absences include illness, educational opportunities, 
parental responsibilities arising from birth or adoption, and family illness.  Leave 
requests of 40 hours or less must be approved by an employee’s department 
director.  Leaves over 40 hours must be approved by the City Administrator. 
 

B. Leaves of absence may not be granted if they have a significant effect or impact 
the operations of the City. Leave of absence will not be granted if an employee 
has accepted regular on-going employment with another employer.  Leave 
without pay is normally granted only after the employee has exhausted all 
appropriate leave.   

 
C. Employees who are on leave of absence, other than those on qualifying family 

medical leave (FMLA) and who do not work a minimum of eighty (80) paid hours 
in a month will no longer be eligible for City-paid insurance.  

 
D. Employees on leave without pay will not accrue sick leave, vacation or holiday 

leave. Additionally, employees who are on leave without pay for one month (30 
days) or longer will have their seniority, leave accrual rate, and merit date 
adjusted to reflect the time away, unless the leave is due to military leave, family 
medical leave, workers’ compensation, or other statutorily protected leave. 

 
 
 
Chapter Seven – LAYOFF & RECALL  
 

7.1 Reduction in Force  
 

Employees may be subject to layoff due to a reduction in force in the event of 
circumstances such as organizational changes, lack of funds, or curtailment of work. 
The following provisions apply to the layoff of non-represented employees other than 
those who are at-will employees (e.g., department directors, probationary employees, 
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and temporary employees).  
 

A. When eliminating non-represented positions, the determination of which 
employees will be retained and which will be laid off will be made within 
classifications within a department.  If there is more than one non-represented 
employee within a classification in a department, the retention and layoff will be 
determined based on an assessment of the following job-related criteria:  

 
1. knowledge of the program, department, organization, and profession; 
2. skills, including any special skills or certifications; 
3. relevant background (education and experience); 
4. documented performance; and 
5. length of service. 

 
B. Department directors will complete an initial determination of who will be laid off 

and forward it to the City Administrator for approval. 
 
C. Except in the event of an emergency, employees will receive a minimum of 30 

days notice of layoff.   
 

7.2 Recall  
 

A. Non-represented employees who have been laid off will be eligible for recall to 
their former classification for a period of 18 months.   If multiple employees are 
eligible for recall to the same position, recall will be determined based on a 
review of job qualifications and seniority. 

  
B. Employees eligible for recall are required to maintain a current address and phone 

number with City Administration.   
 

C. The City will send notice of open positions by registered mail to the last known 
address of eligible employees.  The notice will instruct people to notify City 
Administration of their interest in the position within seven calendar days.  If they 
do not, they will forfeit their recall rights. 

 
D. All personal leave accrual accounts that are due to employees at the time of lay 

off (vacation, personal holiday, and comp time) will be paid off with the final pay 
check.  If an employee is recalled within the 18 month period, the sick leave 
accrual amount at the time of layoff will be restored.  Also, the employee will be 
given credit for the time of layoff as years of service for benefit accrual purposes. 
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