
Public Finance, Judiciary, and Personnel Committee
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2500 14 Street
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The Mayor and City Council reserve the right to go into closed session as per Section 84-1410 of 
the Nebraska Revised Statutes. A current agenda is on file at City Hall, 2500 14 Street, 
Columbus, Nebraska. For more information, call 402-562-4224 or visit our website at 

www.columbusne.us.

{{Name: Agenda Item Name}}
1. Statement of Compliance with Open Meetings Act and roll call.
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84-1407. Act, how cited.

Sections 84-1407 to 84-1414 shall be known and may be cited as the Open Meetings Act.

Source: Laws 2004, LB 821, § 34.
84-1408. Declaration of intent; meetings open to public.

It is hereby declared to be the policy of this state that the formation of public policy is public
business and may not be conducted in secret.

Every meeting of a public body shall be open to the public in order that citizens may exercise
their  democratic privilege of attending and speaking at  meetings of public bodies,  except as
otherwise provided by the Constitution of Nebraska, federal statutes, and the Open Meetings Act.

Source: Laws 1975, LB 325, § 1; Laws 1996, LB 900, § 1071; Laws 2004, LB
821, § 35.

Annotations

• Nebraska's  public meetings laws do not  apply to school  board deliberations pertaining
solely to disputed adjudicative facts. McQuinn v. Douglas Cty. Sch. Dist. No. 66, 259 Neb.
720, 612 N.W.2d 198 (2000).

• The  primary  purpose  of  the  public  meetings  law  is  to  ensure  that  public  policy  is
formulated at open meetings. Marks v. Judicial Nominating Comm., 236 Neb. 429, 461
N.W.2d 551 (1990).

• The  public  meetings  law  is  broadly  interpreted  and  liberally  construed  to  obtain  the
objective of openness in favor of the public, and provisions permitting closed sessions
must be narrowly and strictly construed. Grein v. Board of Education of Fremont, 216
Neb. 158, 343 N.W.2d 718 (1984).

• Although a committee was a subcommittee of a natural resources district board, it was not
subject to the Open Meetings Act because there was never a quorum of board members in
attendance and the committee did not hold hearings, make policy, or take formal action on
behalf  of  the  board.  Koch v.  Lower Loup NRD, 27 Neb.  App.  301,  931 N.W.2d 160
(2019).

• A county board of equalization is  a public body whose meetings shall  be open to the
public. Wolf v. Grubbs, 17 Neb. App. 292, 759 N.W.2d 499 (2009).

84-1409. Terms, defined.

For purposes of the Open Meetings Act, unless the context otherwise requires:

(1)(a) Public body means (i) governing bodies of all political subdivisions of the State of
Nebraska, (ii) governing bodies of all agencies, created by the Constitution of Nebraska, statute,
or  otherwise pursuant  to law, of  the executive department  of  the State  of  Nebraska,  (iii)  all
independent boards, commissions, bureaus, committees, councils, subunits, or any other bodies
created by the Constitution of Nebraska, statute, or otherwise pursuant to law, (iv) all study or
advisory  committees  of  the  executive  department  of  the  State  of  Nebraska  whether  having
continuing existence or appointed as special  committees with limited existence,  (v)  advisory
committees of the bodies referred to in subdivisions (i), (ii), and (iii) of this subdivision, and (vi)
instrumentalities exercising essentially public functions; and



(b) Public body does not include (i) subcommittees of such bodies unless a quorum of the
public body attends a subcommittee meeting or unless such subcommittees are holding hearings,
making policy, or taking formal action on behalf of their parent body, except that all meetings of
any subcommittee established under section 81-15,175 are subject to the Open Meetings Act, (ii)
entities  conducting  judicial  proceedings  unless  a  court  or  other  judicial  body  is  exercising
rulemaking authority, deliberating, or deciding upon the issuance of administrative orders, and
(iii) the Judicial Resources Commission or subcommittees or subgroups of the commission;

(2) Meeting means all regular, special, or called meetings, formal or informal, of any public
body for the purposes of briefing, discussion of public business, formation of tentative policy, or
the taking of any action of the public body; and

(3) Virtual  conferencing means conducting or participating in a meeting electronically or
telephonically  with  interaction  among  the  participants  subject  to  subsection  (2)  of  section
84-1412.

Source: Laws 1975, LB 325, § 2; Laws 1983, LB 43, § 1; Laws 1989, LB 429, §
42; Laws 1989, LB 311, § 14; Laws 1992, LB 1019, § 124; Laws 1993, LB 635, §
1; Laws 1996, LB 1044, § 978; Laws 1997, LB 798, § 37; Laws 2004, LB 821, §
36; Laws 2007, LB296, § 810; Laws 2011, LB366, § 2; Laws 2021, LB83, § 11;
Laws 2022, LB922, § 12.

Annotations

• A township is  a  political  subdivision,  and as such,  a  township board is  subject  to the
provisions of the public meetings laws. Steenblock v. Elkhorn Township Bd., 245 Neb.
722, 515 N.W.2d 128 (1994).

• A county agricultural society is a public body to which the provisions of the Nebraska
public meetings law are applicable. Nixon v. Madison Co. Ag. Soc'y, 217 Neb. 37, 348
N.W.2d 119 (1984).

• Failure by a public governing body, as defined under section 84-1409, R.R.S.1943, to take
and record a roll call vote on an action, as required by section 84-1413(2), R.S.Supp.,1980,
grants any citizen the right to sue for the purpose of having the action declared void. In this
case such failure could not be later corrected by a nunc pro tunc order because there was
no showing that a roll call vote on the disputed action was actually taken, and even if it
was  the  record  showed it  was  not  recorded until  over  a  year  later.  Sections  23-1301,
R.R.S.1943,  and 23-1302,  R.R.S.1943,  make it  the  duty of  the county clerk to  record
proceedings of the board of county commissioners. State ex rel. Schuler v. Dunbar, 208
Neb. 69, 302 N.W.2d 674 (1981).

• Although a committee was a subcommittee of a natural resources district board, it was not
subject to the Open Meetings Act because there was never a quorum of board members in
attendance and the committee did not hold hearings, make policy, or take formal action on
behalf  of  the  board.  Koch v.  Lower Loup NRD, 27 Neb.  App.  301,  931 N.W.2d 160
(2019).

• Although the  Open Meetings  Act  does  not  define  "subcommittee,"  a  subcommittee  is
generally  defined  as  a  group  within  a  committee  to  which  the  committee  may  refer
business. Koch v. Lower Loup NRD, 27 Neb. App. 301, 931 N.W.2d 160 (2019).

• The Open Meetings Act does not require policymakers to remain ignorant of the issues
they must decide until the moment the public is invited to comment on a proposed policy.
By excluding nonquorum subgroups from the definition of a public body, the Legislature



has balanced the public's need to be heard on matters of public policy with a practical
accommodation for a public body's  need for information to conduct business.  Koch v.
Lower Loup NRD, 27 Neb. App. 301, 931 N.W.2d 160 (2019).

• As an administrative agency of the county, a county board of equalization is a public body.
Wolf v. Grubbs, 17 Neb. App. 292, 759 N.W.2d 499 (2009).

• The electors  of  a  township at  their  annual  meeting are a public  body under the Open
Meetings Act. State ex rel. Newman v. Columbus Township Bd., 15 Neb. App. 656, 735
N.W.2d 399 (2007).

• The meeting at issue in this case was a "meeting" within the parameters of subsection (2)
of  this  section because it  involved the discussion of  public  business,  the formation of
tentative policy, or the taking of any action of the public power district.  Hansmeyer v.
Nebraska Pub. Power Dist., 6 Neb. App. 889, 578 N.W.2d 476 (1998).

• Informational  sessions  in  which  the  governmental  body  hears  reports  are  briefings.
Johnson v. Nebraska Environmental Control Council, 2 Neb. App. 263, 509 N.W.2d 21
(1993).

84-1410.  Closed  session;  when;  purpose;  reasons  listed;  procedure;  right  to  challenge;
prohibited acts; chance meetings, conventions, or workshops.

(1) Any public body may hold a closed session by the affirmative vote of a majority of its
voting members if a closed session is clearly necessary for the protection of the public interest or
for the prevention of needless injury to the reputation of an individual and if such individual has
not  requested  a  public  meeting.  The  subject  matter  and  the  reason  necessitating  the  closed
session shall be identified in the motion to close. Closed sessions may be held for, but shall not
be limited to, such reasons as:

(a)  Strategy sessions with respect  to collective bargaining,  real  estate purchases,  pending
litigation, or litigation which is imminent as evidenced by communication of a claim or threat of
litigation to or by the public body;

(b) Discussion regarding deployment of security personnel or devices;

(c) Investigative proceedings regarding allegations of criminal misconduct;

(d) Evaluation of the job performance of a person when necessary to prevent needless injury
to the reputation of a person and if such person has not requested a public meeting;

(e)  For  the Community Trust  created under section 81-1801.02,  discussion regarding the
amounts  to  be  paid  to  individuals  who have suffered from a  tragedy of  violence or  natural
disaster; or

(f)  For  public  hospitals,  governing  board  peer  review  activities,  professional  review
activities, review and discussion of medical staff investigations or disciplinary actions, and any
strategy session concerning transactional negotiations with any referral source that is required by
federal law to be conducted at arms length.

Nothing in this section shall permit a closed meeting for discussion of the appointment or
election of a new member to any public body.

(2) The vote to hold a closed session shall be taken in open session. The entire motion, the
vote of each member on the question of holding a closed session, and the time when the closed
session commenced and concluded shall  be  recorded in  the  minutes.  If  the  motion to  close



passes, then the presiding officer immediately prior to the closed session shall restate on the
record the limitation of the subject matter of the closed session. The public body holding such a
closed session shall restrict its consideration of matters during the closed portions to only those
purposes set forth in the motion to close as the reason for the closed session. The meeting shall
be reconvened in open session before any formal action may be taken. For purposes of this
section, formal action shall mean a collective decision or a collective commitment or promise to
make a decision on any question, motion, proposal, resolution, order, or ordinance or formation
of a position or policy but shall not include negotiating guidance given by members of the public
body to legal counsel or other negotiators in closed sessions authorized under subdivision (1)(a)
of this section.

(3) Any member of any public body shall have the right to challenge the continuation of a
closed session if the member determines that the session has exceeded the reason stated in the
original motion to hold a closed session or if the member contends that the closed session is
neither clearly necessary for (a) the protection of the public interest or (b) the prevention of
needless injury to the reputation of an individual. Such challenge shall be overruled only by a
majority vote of the members of the public body. Such challenge and its disposition shall be
recorded in the minutes.

(4) Nothing in this section shall be construed to require that any meeting be closed to the
public. No person or public body shall fail to invite a portion of its members to a meeting, and no
public  body  shall  designate  itself  a  subcommittee  of  the  whole  body  for  the  purpose  of
circumventing the Open Meetings Act. No closed session, informal meeting, chance meeting,
social gathering, email, fax, or other electronic communication shall be used for the purpose of
circumventing the requirements of the act.

(5) The act does not apply to chance meetings or to attendance at or travel to conventions or
workshops  of  members  of  a  public  body  at  which  there  is  no  meeting  of  the  body  then
intentionally convened, if there is no vote or other action taken regarding any matter over which
the public body has supervision, control, jurisdiction, or advisory power.

Source: Laws 1975, LB 325, § 3; Laws 1983, LB 43, § 2; Laws 1985, LB 117, §
1; Laws 1992, LB 1019, § 125; Laws 1994, LB 621, § 1; Laws 1996, LB 900, §
1072; Laws 2004, LB 821, § 37; Laws 2004, LB 1179, § 1; Laws 2006, LB 898, §
1; Laws 2011, LB390, § 29; Laws 2012, LB995, § 17.

Annotations

• There is no absolute discovery privilege for communications that occur during a closed
session. State ex rel. Upper Republican NRD v. District Judges, 273 Neb. 148, 728 N.W.2d
275 (2007).

• If a person present at a meeting observes a public meetings law violation in the form of an
improper closed session and fails to object, that person waives his or her right to object at a
later  date.  Wasikowski  v.  Nebraska Quality  Jobs Bd.,  264 Neb.  403,  648 N.W.2d 756
(2002).

• The public interest mentioned in this section is that shared by citizens in general and by the
community at large concerning pecuniary or legal rights and liabilities. Grein v. Board of
Education, 216 Neb. 158, 343 N.W.2d 718 (1984).

• Hearing  in  closed  executive  session  was  contrary  to  this  section  since  there  was  no
showing of necessity or reason under subdivision (1)(a), (b), or (c), but did not result in
reversal of board decision. Simonds v. Board of Examiners, 213 Neb. 259, 329 N.W.2d 92



(1983).
• Negotiations for the purchase of land need not be conducted at an open meeting but the

deliberations of a city council as to whether an offer to purchase real estate should be made
should take place in an open meeting. Pokorny v. City of Schuyler, 202 Neb. 334, 275
N.W.2d 281 (1979).

• Public meeting law was not violated where the Board of Regents of the University of
Nebraska voted to hold a closed session to consider the university president's resignation,
and also discussed the appointment of an interim president during such session. Meyer v.
Board of Regents, 1 Neb. App. 893, 510 N.W.2d 450 (1993).

84-1411.  Meetings  of  public  body;  notice;  method;  contents;  when  available;  right  to
modify;  duties  concerning  notice;  virtual  conferencing  authorized;  requirements;
emergency meeting without notice; appearance before public body; applicability of section.

(1) Until January 1, 2025:

(a)  Except  as  provided  in  subsection  (10)  of  this  section,  each  public  body  shall  give
reasonable advance publicized notice of the time and place of each meeting as provided in this
subsection. Such notice shall be transmitted to all members of the public body and to the public.

(b)(i) Except as provided in subdivision (1)(b)(ii) of this section, in the case of a public body
described in subdivision (1)(a)(i) of section 84-1409 or such body's advisory committee, such
notice  shall  be  published  in  a  newspaper  of  general  circulation  within  the  public  body's
jurisdiction and, if available, on such newspaper's website.

(ii) In the case of the governing body of a city of the second class or village or such body's
advisory committee or the governing body of a rural or suburban fire protection district, such
notice shall be published by:

(A) Publication in a newspaper of general circulation within the public body's jurisdiction
and, if available, on such newspaper's website; or

(B) Posting written notice in three conspicuous public places in such city, village, or district.
Such notice shall be posted in the same three places for each meeting.

(iii) In the case of a public body not described in subdivision (1)(b)(i) or (ii) of this section,
such notice shall be given by a method designated by the public body.

(iv) In case of refusal, neglect, or inability of the newspaper to timely publish the notice, the
public body shall (A) post such notice on its website, if available, and (B) post such notice in a
conspicuous public place in such public body's jurisdiction. The public body shall keep a written
record of such posting. The record of such posting shall be evidence that such posting was done
as required and shall be sufficient to fulfill the requirement of publication.

(c) In addition to a method of notice required by subdivision (1)(b)(i) or (ii) of this section,
such notice may also be provided by any other appropriate method designated by such public
body or such advisory committee.

(d) Each public body shall record the methods and dates of such notice in its minutes.

(e) Such notice shall contain an agenda of subjects known at the time of the publicized notice
or a statement that the agenda, which shall be kept continually current, shall be readily available
for public inspection at the principal office of the public body during normal business hours.



Agenda items shall be sufficiently descriptive to give the public reasonable notice of the matters
to be considered at the meeting. Except for items of an emergency nature, the agenda shall not be
altered later than (i) twenty-four hours before the scheduled commencement of the meeting or
(ii)  forty-eight  hours before the scheduled commencement of a meeting of a city council  or
village board scheduled outside the corporate limits of the municipality. The public body shall
have the right to modify the agenda to include items of an emergency nature only at such public
meeting.

(2) Beginning January 1, 2025:

(a)  Except  as  provided  in  subsection  (10)  of  this  section,  each  public  body  shall  give
reasonable advance publicized notice of the time and place of each meeting as provided in this
subsection. Such notice shall be transmitted to all members of the public body and to the public.

(b)(i) Except as provided in subdivision (2)(b)(ii) of this section, in the case of a public body
described in subdivision (1)(a)(i) of section 84-1409 or such body's advisory committees, such
notice shall be given by:

(A)(I) Publication in a newspaper of general circulation within the public body's jurisdiction
that  is  finalized for  printing prior  to the time and date of  the meeting,  (II)  posting on such
newspaper's  website,  if  available,  and  (III)  posting  on  a  statewide  website  established  and
maintained as a repository for such notices by a majority of Nebraska newspapers. Such notice
shall be placed in the newspaper and on the websites by the newspaper; or

(B)(I) Posting to the newspaper's website, if available, and (II) posting to a statewide website
established  and  maintained  as  a  repository  for  such  notices  by  a  majority  of  Nebraska
newspapers  if  no  edition  of  a  newspaper  of  general  circulation  within  the  public  body's
jurisdiction is to be finalized for printing prior to the time and date of the meeting. Such notice
shall be placed in the newspaper and on the websites by the newspaper.

(ii) In the case of the governing body of a city of the second class or village, any advisory
committee of such governing body, or the governing body of a rural or suburban fire protection
district, such notice shall be given by:

(A)(I) Publication in a newspaper of general circulation within the public body's jurisdiction
that  is  finalized for  printing prior  to the time and date of  the meeting,  (II)  posting on such
newspaper's  website,  if  available,  and  (III)  posting  on  a  statewide  website  established  and
maintained as a repository for such notices by a majority of Nebraska newspapers. Such notice
shall be placed in the newspaper and on the websites by the newspaper;

(B)(I) Posting to the newspaper's website, if available, and (II) posting on a statewide website
established  and  maintained  as  a  repository  for  such  notices  by  a  majority  of  Nebraska
newspapers  if  no  edition  of  a  newspaper  of  general  circulation  within  the  public  body's
jurisdiction is to be finalized for printing prior to the time and date of the meeting. Such notice
shall be placed in the newspaper and on the websites by the newspaper; or

(C) Posting written notice in three conspicuous public places in such city, village, or district.
Such notice shall be posted by the public body in the same three places for each meeting.

(iii) In the case of a public body not described in subdivision (2)(b)(i) or (ii) of this section,
such notice shall be given by a method designated by the public body.

(iv) In case of refusal, neglect, or inability of the newspaper to publish the notice, the public



body shall (A) post such notice on its website, if available, (B) submit a post on a statewide
website established and maintained as a repository for such notices by a majority of Nebraska
newspapers,  and  (C)  post  such  notice  in  a  conspicuous  public  place  in  such  public  body's
jurisdiction. The public body shall keep a written record of such posting. The record of such
posting shall be evidence that such posting was done as required and shall be sufficient to fulfill
the requirement of publication.

(3)(a) The following entities may hold a meeting by means of virtual conferencing if the
requirements of subdivision (3)(b) of this section are met:

(i) A state agency, state board, state commission, state council,  or state committee, or an
advisory committee of any such state entity;

(ii) An organization, including the governing body, created under the Interlocal Cooperation
Act, the Joint Public Agency Act, or the Municipal Cooperative Financing Act;

(iii) The governing body of a public power district having a chartered territory of more than
one county in this state;

(iv) The governing body of a public power and irrigation district having a chartered territory
of more than one county in this state;

(v) An educational service unit;

(vi) The Educational Service Unit Coordinating Council;

(vii)  An  organization,  including  the  governing  body,  of  a  risk  management  pool  or  its
advisory committees organized in accordance with the Intergovernmental Risk Management Act;

(viii) A community college board of governors;

(ix) The Nebraska Brand Committee;

(x) A local public health department;

(xi) A metropolitan utilities district;

(xii) A regional metropolitan transit authority; and

(xiii) A natural resources district.

(b) The requirements for holding a meeting by means of virtual conferencing are as follows:

(i) Reasonable advance publicized notice is given as provided in subsections (1) and (2) of
this section, including providing access to a dial-in number or link to the virtual conference;

(ii)  In  addition  to  the  public's  right  to  participate  by  virtual  conferencing,  reasonable
arrangements  are  made  to  accommodate  the  public's  right  to  attend  at  a  physical  site  and
participate  as  provided  in  section  84-1412,  including  reasonable  seating,  in  at  least  one
designated site in a building open to the public and identified in the notice, with: At least one
member  of  the  entity  holding  such  meeting,  or  his  or  her  designee,  present  at  each  site;  a
recording of the hearing by audio or visual recording devices; and a reasonable opportunity for
input, such as public comment or questions, is provided to at least the same extent as would be



provided if virtual conferencing was not used;

(iii) At least one copy of all documents being considered at the meeting is available at any
physical site open to the public where individuals may attend the virtual conference. The public
body shall also provide links to an electronic copy of the agenda, all documents being considered
at the meeting, and the current version of the Open Meetings Act; and

(iv)  Except as otherwise provided in this  subdivision,  subsection (1)  of  section 70-1014,
subsection (2) of section 70-1014.02, or subsection (4) of section 79-2204, no more than one-half
of the meetings of the state entities,  advisory committees,  boards, councils,  organizations, or
governing bodies  are held by virtual  conferencing in a  calendar  year.  In the case of  (A) an
organization created under the Interlocal Cooperation Act that sells electricity or natural gas, (B)
an organization created under the Municipal Cooperative Financing Act, (C) a governing body of
a  risk  management  pool  and  any  advisory  committee  of  such  governing  body,  or  (D)  any
advisory  committee  of  any  state  entity  created  in  response  to  the  Opioid  Prevention  and
Treatment Act, such organization, governing body, or committee may hold more than one-half of
its meetings by virtual conferencing if such organization holds at least one meeting each calendar
year that is not by virtual conferencing.

(4) Virtual conferencing, emails, faxes, or other electronic communication shall not be used
to circumvent any of the public government purposes established in the Open Meetings Act.

(5) The secretary or other designee of each public body shall maintain a list of the news
media requesting notification of meetings and shall make reasonable efforts to provide advance
notification to them of the time and place of each meeting and the subjects to be discussed at that
meeting.

(6) When it is necessary to hold an emergency meeting without reasonable advance public
notice, the nature of the emergency shall be stated in the minutes and any formal action taken in
such meeting shall pertain only to the emergency. Such emergency meetings may be held by
virtual conferencing. The provisions of subsection (5) of this section shall be complied with in
conducting emergency meetings. Complete minutes of such emergency meetings specifying the
nature of the emergency and any formal action taken at the meeting shall be made available to
the public by no later than the end of the next regular business day.

(7) A public body may allow a member of the public or any other witness to appear before
the public body by means of virtual conferencing.

(8)(a) Notwithstanding subsections (3) and (6) of this section, if an emergency is declared by
the Governor pursuant to the Emergency Management Act as defined in section 81-829.39, a
public body the territorial  jurisdiction of  which is  included in the emergency declaration,  in
whole or in part,  may hold a meeting by virtual  conferencing during such emergency if  the
public body gives reasonable advance publicized notice as described in subsections (1) and (2) of
this  section.  The  notice  shall  include  information  regarding  access  for  the  public  and  news
media. In addition to any formal action taken pertaining to the emergency, the public body may
hold  such  meeting  for  the  purpose  of  briefing,  discussion  of  public  business,  formation  of
tentative policy, or the taking of any action by the public body.

(b) The public body shall provide access by providing a dial-in number or a link to the virtual
conference. The public body shall also provide links to an electronic copy of the agenda, all
documents being considered at the meeting, and the current version of the Open Meetings Act.
Reasonable arrangements shall be made to accommodate the public's right to hear and speak at



the meeting and record the meeting. Subsection (5) of this section shall be complied with in
conducting such meetings.

(c) The nature of the emergency shall be stated in the minutes. Complete minutes of such
meeting specifying the nature of the emergency and any formal action taken at the meeting shall
be made available for inspection as provided in subsection (5) of section 84-1413.

(9) In addition to any other statutory authorization for virtual conferencing, any public body
not listed in subdivision (3)(a) of this section may hold a meeting by virtual conferencing if:

(a) The purpose of the virtual meeting is to discuss items that are scheduled to be discussed
or acted upon at a subsequent non-virtual open meeting of the public body;

(b) No action is taken by the public body at the virtual meeting; and

(c) The public body complies with subdivisions (3)(b)(i) and (ii) of this section.

(10) This section does not apply to a meeting of the Nebraska Power Review Board or a
public power district, a public power and irrigation district, an electric membership association,
an electric cooperative company, a municipality having a generation and distribution system, or a
registered group of municipalities if such meeting is subject to section 70-1034.

Source: Laws 1975, LB 325, § 4; Laws 1983, LB 43, § 3; Laws 1987, LB 663, §
25; Laws 1993, LB 635, § 2; Laws 1996, LB 469, § 6; Laws 1996, LB 1161, § 1;
Laws 1999, LB 47, § 2; Laws 1999, LB 87, § 100; Laws 1999, LB 461, § 1; Laws
2000, LB 968, § 85; Laws 2004, LB 821, § 38; Laws 2004, LB 1179, § 2; Laws
2006, LB 898, § 2; Laws 2007, LB199, § 9; Laws 2009, LB361, § 2; Laws 2012,
LB735, § 1; Laws 2013, LB510, § 1; Laws 2017, LB318, § 1; Laws 2019, LB212,
§ 5; Laws 2020, LB148, § 3; Laws 2021, LB83, § 12; Laws 2022, LB742, § 1;
Laws 2022, LB908, § 1; Laws 2022, LB922, § 13; Laws 2024, LB287, § 74;
Laws 2024, LB399, § 4; Laws 2024, LB1370, § 8.
Note: The Revisor of Statutes has pursuant to section 49-769 correlated LB287,
section  74,  with  LB399,  section  4,  and  LB1370,  section  8,  to  reflect  all
amendments.
Note: Changes made by LB287 became operative April 17, 2024. Changes made
by LB399 became effective July 19, 2024. Changes made by LB1370 became
operative July 19, 2024.

Cross References

• Emergency Management Act, see section 81-829.36.
• Intergovernmental Risk Management Act, see section 44-4301.
• Interlocal Cooperation Act, see section 13-801.
• Joint Public Agency Act, see section 13-2501.
• Municipal Cooperative Financing Act, see section 18-2401.
• Opioid Prevention and Treatment Act, see section 71-2485.

Annotations

• Under subsection (1) of this section, the Legislature has imposed only two conditions on



the public body's notification method of a public meeting: (1) It  must give reasonable
advance  publicized  notice  of  the  time  and  place  of  each  meeting  and  (2)  it  must  be
recorded in the public body's minutes. City of Elkhorn v. City of Omaha, 272 Neb. 867,
725 N.W.2d 792 (2007).

• An emergency is "(a)ny event or occasional combination of circumstances which calls for
immediate  action  or  remedy;  pressing  necessity;  exigency;  a  sudden  or  unexpected
happening; an unforeseen occurrence or condition." Steenblock v. Elkhorn Township Bd.,
245 Neb. 722, 515 N.W.2d 128 (1994).

• An agenda which gives reasonable notice of the matters to be considered at a meeting of a
city council complies with the requirements of this section. Pokorny v. City of Schuyler,
202 Neb. 334, 275 N.W.2d 281 (1979).

• When notice is required, a notice of a special meeting of a city council posted in three
public places at 10:00 p.m. on the day preceding the meeting is not reasonable advance
publicized notice of a meeting as is required by this section. Pokorny v. City of Schuyler,
202 Neb. 334, 275 N.W.2d 281 (1979).

• Teacher waived right to object to lack of public notice in board of education employment
hearing by voluntary participation in the hearing without objection. Alexander v. School
Dist. No. 17, 197 Neb. 251, 248 N.W.2d 335 (1976).

• A county board of commissioners and a county board of equalization are not required to
give separate notices when the notice states only the time and place that the boards meet
and directs a citizen to where the agendas for each board can be found. Wolf v. Grubbs, 17
Neb. App. 292, 759 N.W.2d 499 (2009).

• A county  board  of  equalization  is  a  public  body  which  is  required  to  give  advanced
publicized notice of its meetings. Wolf v. Grubbs, 17 Neb. App. 292, 759 N.W.2d 499
(2009).

• Notice of recessed and reconvened meetings must be given in the same fashion as the
original meeting. Wolf v. Grubbs, 17 Neb. App. 292, 759 N.W.2d 499 (2009).

• True notice of a meeting is not given by burying such in the minutes of a prior board
proceeding. Wolf v. Grubbs, 17 Neb. App. 292, 759 N.W.2d 499 (2009).

• An agenda notice  which merely  stated "work order  reports"  was an inadequate  notice
under this section because it did not give interested persons knowledge that plans for a 345
kv transmission line through the district was going to be discussed and voted upon at the
meeting.  Inadequate  agenda  notice  under  this  section  meant  there  was  a  substantial
violation of the public meeting laws; however, later actions by the board of directors cured
the defects in notice, and such actions were in substantial compliance with the statute.
Hansmeyer v. Nebraska Pub. Power Dist., 6 Neb. App. 889, 578 N.W.2d 476 (1998).

84-1412. Meetings of public body; rights of public; public body; powers and duties.

(1) Subject to the Open Meetings Act, the public has the right to attend and the right to speak
at meetings of public bodies, and all or any part of a meeting of a public body, except for closed
sessions  called  pursuant  to  section  84-1410,  may  be  videotaped,  televised,  photographed,
broadcast, or recorded by any person in attendance by means of a tape recorder, a camera, video
equipment, or any other means of pictorial or sonic reproduction or in writing. Except for closed
sessions called pursuant to section 84-1410, a public body shall allow members of the public an
opportunity to speak at each meeting.

(2) It shall not be a violation of subsection (1) of this section for any public body to make and
enforce reasonable rules and regulations regarding the conduct of persons attending, speaking at,
videotaping,  televising,  photographing,  broadcasting,  or  recording  its  meetings,  including
meetings held by virtual conferencing.



(3) No public body shall require members of the public to identify themselves as a condition
for admission to the meeting nor shall such body require that the name of any member of the
public  be placed on the agenda prior  to  such meeting in order  to speak about  items on the
agenda. The body shall require any member of the public desiring to address the body to identify
himself or herself, including an address and the name of any organization represented by such
person unless the address requirement is waived to protect the security of the individual.

(4) No public body shall, for the purpose of circumventing the Open Meetings Act, hold a
meeting in a place known by the body to be too small to accommodate the anticipated audience.

(5) No public body shall be deemed in violation of this section if it holds its meeting in its
traditional meeting place which is located in this state.

(6) No public body shall be deemed in violation of this section if it holds a meeting outside
of this state if, but only if:

(a) A member entity of the public body is located outside of this state and the meeting is in
that member's jurisdiction;

(b) All out-of-state locations identified in the notice are located within public buildings used
by members of the entity or at a place which will accommodate the anticipated audience;

(c) Reasonable arrangements are made to accommodate the public's right to attend, hear, and
speak at the meeting, including making virtual conferencing available at an instate location to
members, the public, or the press, if requested twenty-four hours in advance;

(d) No more than twenty-five percent of the public body's meetings in a calendar year are
held out-of-state;

(e) Out-of-state meetings are not used to circumvent any of the public government purposes
established in the Open Meetings Act; and

(f) The public body publishes notice of the out-of-state meeting at least twenty-one days
before the date of the meeting in a legal newspaper of statewide circulation.

(7)  Each public  body shall,  upon request,  make a  reasonable  effort  to  accommodate  the
public's right to hear the discussion and testimony presented at a meeting.

(8)  Public  bodies  shall  make  available  at  the  meeting  or  the  instate  location  for  virtual
conferencing as required by subdivision (6)(c) of this section, for examination and copying by
members of the public, at least one copy of all reproducible written material to be discussed at an
open meeting, either in paper or electronic form. Public bodies shall make available at least one
current copy of the Open Meetings Act posted in the meeting room at a location accessible to
members of the public. At the beginning of the meeting, the public shall be informed about the
location of the posted information.

Source: Laws 1975, LB 325, § 5; Laws 1983, LB 43, § 4; Laws 1985, LB 117, §
2; Laws 1987, LB 324, § 5; Laws 1996, LB 900, § 1073; Laws 2001, LB 250, § 2;
Laws 2004, LB 821, § 39; Laws 2006, LB 898, § 3; Laws 2008, LB962, § 1;
Laws 2021, LB83, § 13; Laws 2024, LB43, § 21.
Operative Date: July 19, 2024



Annotations

• To preserve an objection that a public body failed to make documents available at a public
meeting  as  required  by  subsection  (8)  of  this  section,  a  person  who  attends  a  public
meeting must not only object to the violation, but must make that objection to the public
body or to a member of the public body. Stoetzel & Sons v. City of Hastings, 265 Neb.
637, 658 N.W.2d 636 (2003).

84-1413.  Meetings;  minutes;  roll  call  vote;  secret  ballot;  when;  agenda  and  minutes;
required on website; when.

(1) Each public body shall keep minutes of all meetings showing the time, place, members
present and absent, and the substance of all matters discussed.

(2) Any action taken on any question or motion duly moved and seconded shall be by roll
call vote of the public body in open session, and the record shall state how each member voted or
if the member was absent or not voting. The requirements of a roll call or viva voce vote shall be
satisfied by a public body which utilizes an electronic voting device which allows the yeas and
nays of each member of such public body to be readily seen by the public.

(3) The vote to elect leadership within a public body may be taken by secret ballot, but the
total number of votes for each candidate shall be recorded in the minutes.

(4) The minutes of all meetings and evidence and documentation received or disclosed in
open session shall be public records and open to public inspection during normal business hours.

(5)  Minutes  shall  be  written  or  kept  as  an  electronic  record  and  shall  be  available  for
inspection within ten working days or prior to the next convened meeting, whichever occurs
earlier, except that cities of the second class and villages may have an additional ten working
days if the employee responsible for writing or keeping the minutes is absent due to a serious
illness or emergency.

(6) Beginning July 31,  2022,  the governing body of a natural  resources district,  the city
council of a city of the metropolitan class, the city council of a city of the primary class, the city
council of a city of the first class, the county board of a county with a population greater than
twenty-five thousand inhabitants, and the school board of a school district shall make available
on such entity's public website the agenda and minutes of any meeting of the governing body.
The agenda shall be placed on the website at least twenty-four hours before the meeting of the
governing body. Minutes shall be placed on the website at such time as the minutes are available
for inspection as provided in subsection (5) of this section. This information shall be available on
the public website for at least six months.

Source: Laws 1975, LB 325, § 6; Laws 1978, LB 609, § 3; Laws 1979, LB 86, §
9; Laws 1987, LB 663, § 26; Laws 2005, LB 501, § 1; Laws 2009, LB361, § 3;
Laws 2015, LB365, § 2; Laws 2016, LB876, § 1; Laws 2021, LB83, § 14; Laws
2022, LB742, § 2.

Annotations

• Under prior law, if a person present at a meeting observes and fails to object to an alleged
public meetings laws violation in the form of a failure to conduct rollcall votes before



taking actions on questions or motions pending, that person waives his or her right to
object at a later date. Hauser v. Nebraska Police Stds. Adv. Council, 264 Neb. 944, 653
N.W.2d 240 (2002).

• Subsection (2) of this section does not require the record to state that the vote was by roll
call, but requires only that the record show if and how each member voted. Neither does
the statute set a time limit for recording the results of a vote, after which no corrections of
the record can be made. If no intervening rights of third persons have arisen, a board of
county commissioners has power to correct the record of the proceedings had at a previous
meeting so as to make them speak the truth, particularly where the correction supplies
some omitted fact or action and is done not to contradict or change the original record but
to have the record show that a certain action was taken or thing done, which the original
record fails to show. State ex rel. Schuler v. Dunbar, 214 Neb. 85, 333 N.W.2d 652 (1983).

• Failure by a public governing body, as defined under section 84-1409, R.R.S.1943, to take
and record a roll call vote on an action, as required by section 84-1413(2), R.S.Supp.,1980,
grants any citizen the right to sue for the purpose of having the action declared void. In this
case such failure could not be later corrected by a nunc pro tunc order because there was
no showing that a roll call vote on the disputed action was actually taken, and even if it
was  the  record  showed it  was  not  recorded until  over  a  year  later.  Sections  23-1301,
R.R.S.1943,  and 23-1302,  R.R.S.1943,  make it  the  duty of  the county clerk to  record
proceedings of the board of county commissioners. State ex rel. Schuler v. Dunbar, 208
Neb. 69, 302 N.W.2d 674 (1981).

• There is no requirement that a public body make a record of where notice was published or
posted. Wolf v. Grubbs, 17 Neb. App. 292, 759 N.W.2d 499 (2009).

84-1414. Unlawful action by public body; declared void or voidable by district court; when;
duty to enforce open meeting laws; citizen's suit; procedure; violations; penalties.

(1) Any motion, resolution, rule, regulation, ordinance, or formal action of a public body
made or taken in violation of the Open Meetings Act shall be declared void by the district court
if the suit is commenced within one hundred twenty days of the meeting of the public body at
which the alleged violation occurred.  Any motion,  resolution,  rule,  regulation,  ordinance,  or
formal action of a public body made or taken in substantial violation of the Open Meetings Act
shall be voidable by the district court if the suit is commenced more than one hundred twenty
days after but within one year of the meeting of the public body in which the alleged violation
occurred. A suit to void any final action shall be commenced within one year of the action.

(2) The Attorney General and the county attorney of the county in which the public body
ordinarily meets shall enforce the Open Meetings Act.

(3) Any citizen of this state may commence a suit in the district court of the county in which
the public body ordinarily meets or in which the plaintiff resides for the purpose of requiring
compliance with or preventing violations of the Open Meetings Act, for the purpose of declaring
an action of a public body void, or for the purpose of determining the applicability of the act to
discussions or decisions of the public body. It shall not be a defense that the citizen attended the
meeting and failed to object at such time. The court may order payment of reasonable attorney's
fees and court costs to a successful plaintiff in a suit brought under this section.

(4) Any member of a public body who knowingly violates or conspires to violate or who
attends or remains at a meeting knowing that the public body is in violation of any provision of
the Open Meetings Act shall be guilty of a Class IV misdemeanor for a first offense and a Class
III misdemeanor for a second or subsequent offense.



Source: Laws 1975, LB 325, § 9; Laws 1977, LB 39, § 318; Laws 1983, LB 43, §
5; Laws 1992, LB 1019, § 126; Laws 1994, LB 621, § 2; Laws 1996, LB 900, §
1074; Laws 2004, LB 821, § 40; Laws 2006, LB 898, § 4.

Annotations

• The Legislature has granted standing to a broad scope of its citizens for the very limited
purpose of challenging meetings allegedly in violation of the Open Meetings Act, so that
they may help police the public policy embodied by the act. Schauer v. Grooms, 280 Neb.
426, 786 N.W.2d 909 (2010).

• Any citizen of the state may commence an action to declare a public body's action void.
City of Elkhorn v. City of Omaha, 272 Neb. 867, 725 N.W.2d 792 (2007).

• The reading of ordinances constitutes a formal action under subsection (1) of this section.
City of Elkhorn v. City of Omaha, 272 Neb. 867, 725 N.W.2d 792 (2007).

• If a person present at a meeting observes a public meetings law violation in the form of an
improper closed session and fails to object, that person waives his or her right to object at a
later  date.  Wasikowski  v.  Nebraska Quality  Jobs Bd.,  264 Neb.  403,  648 N.W.2d 756
(2002).

• Under the Public Meetings Act, a county lacks capacity to maintain an action to declare its
official conduct "void" for noncompliance with the act. County of York v. Johnson, 230
Neb. 403, 432 N.W.2d 215 (1988).

• When a petitioner under this section is successful in the district court, that court may allow
attorney fees. Tracy Corp. II v. Nebraska Pub. Serv. Comm., 218 Neb. 900, 360 N.W.2d
485 (1984).

• Informal discussions between the Tax Commissioner and the State Board of Equalization
in which instructions were clarified, with such clarification leading to the amendment of
hearing  notices,  did  not  constitute  a  public  meeting  subject  to  the  provisions  of  this
section. Box Butte County v. State Board of Equalization and Assessment, 206 Neb. 696,
295 N.W.2d 670 (1980).

• The right to collaterally attack an order made in contravention of the Public Meeting Act
must occur within a period of one year as is specifically provided by this section. Witt v.
School District No. 70, 202 Neb. 63, 273 N.W.2d 669 (1979).

• Statutory  change,  requiring  "publicized  notice"  for  board  of  education  employment
hearings,  occurring  between dates  meeting  scheduled and conducted,  held  not  to  void
proceedings. Alexander v. School Dist. No. 17, 197 Neb. 251, 248 N.W.2d 335 (1976).

• Voiding an entire meeting is a proper remedy for violations of the Open Meetings Act.
Once a meeting has been declared void pursuant to Nebraska's public meetings law, board
members are prohibited from considering any information obtained at the illegal meeting.
Wolf v. Grubbs, 17 Neb. App. 292, 759 N.W.2d 499 (2009).

• Actions by the board of directors were merely voidable under this section, and not void.
Pursuant to subsection (3) of this section, the plaintiffs were awarded partial attorney fees
because they were successful in having the court declare that the board of directors was in
substantial  violation  of  the  statute,  even  though  the  plaintiffs  did  not  get  the  relief
requested of having the board's actions declared void. Hansmeyer v. Nebraska Pub. Power
Dist., 6 Neb. App. 889, 578 N.W.2d 476 (1998).
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AIRPORT 
 
            Rent per Month 
 
Hangar 1412N       $125 
Hangar 1412S       $115 
Hangar 1406W       $240 
Hangar 1406E                 $240 
Hangar 1230        $45 
Hangar 1240        $95 
Hangar 1315        $200 
Hangar 1508        $100 
Hangar 1508 Storage Units     $55 
Hangar 1412W       $280 
Hangar 1412E                 $280 
Hangar 1334                  $750 
Hangar 1340                  $690 
Hangar 1307                  $185 
Hangar 1430                  $400 
 
 
Land Lease/Non-Airport Owned Hangars         **$0.30 per sq. ft. 
Aerial Applicator Agreement              $2,000 per year 
 
Flowage                *$0.10 per gallon 
Fuel Storage                *$0.12 per gallon 
 
 
T -Hangar waiting list: 
 Administrative Fee (non-refundable)   $25 
 Deposit (refundable if removed from list or  

  will be applied to first month hangar rent).  $100 
 
 
*Applicable Upon Lease Renewal 
 
**Excludes Current Leases 
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AQUATICS       
  
The Parks and Recreation Director shall establish recreation program fees for 
miscellaneous sales, programming, special events, and promotion.  
 
Passholders may receive a discounted price for some programs. The discount will 
reflect that the passholder is already paying for facility usage and the fee will be for the 
cost of the program only.  
     
Program fees are non-refundable. 
 
AQUATIC CENTER 
 
Daily Admission 
3 & under          Free 
Individual          $5 
 
Annual Pass (Good for one year from date of purchase) 
Individual          $125 
Household Pass (Maximum of 6)       $400 
*All members must live at the same residence (can include one caregiver) 
Additional Household Pass Member      $60/each 
Non-Household Pass Member Group (Maximum of 6)    $600 
 
Monthly Pass 
Individual          $35 
 
Annual Combo Pass (Aquatic Center & Pawnee Plunge) 
(Good for one year from date of purchase at Aquatic Center and one season at 
Pawnee Plunge) 
Individual                  $175 
Household Pass (Maximum of 6)        $600 
*All members must live at the same residence (can include on caregiver) 
Additional Household Pass Member      $90/each 
Non-Household Group Pass (Maximum of 6)     $800 
 
Admission Punch Cards 
50 Punches          $100 
25 Punches          $75 
10 Punches          $35 
  5 Punches          $20 
 
Group Swimming Lesson      
Parent/Child          $45 
Preschool          $45 
Level 1 through 6         $60 
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Private Swimming Lesson      
Single Lesson          $30 
3 Lesson Package         $80 
6 Lesson Package         $150 

  
Swimming lessons are non-refundable. 

 
Locker Rentals – Annual        $50 
 
Aquatic Therapy        $75 per 15 minutes 
  *Requires agreement. 
 
 
Facility Rental 
 
Private Facility Rental        $100/hr 
High School Swim Team Practice Rental     $100/each 
High School Swim Meets        $100/hr 
 
Party Room Rental (baptisms, meetings, family reunions, etc.)   $60 
   (swimmers must pay daily admission or use pass) 
 
 
Birthday Party Packages  
Cost includes 20 guest admissions ($5/additional guest), full access to party room 
including: tables, chairs, refrigerator and more, t-shirt for the Birthday Child, and 
additional staff. 
 
Non-Private Party: Normal Operating Hours  
Saturday 12pm (Set Up), 1pm-4pm Party  
Passholder          $110  
Non-Passholder          $135  
 
Private Party: Outside Normal Operating Hours  
Friday: 4pm (Set Up) 5pm-8pm Party  
Saturday: 4pm (Set Up) 5pm-8pm Party  
Sunday 12pm (Set Up) 1pm-4pm Party 
Passholder           $135 
Non-Passholder          $160 
 
 
Concessionaire/Vending 
Daily Fee          $20 
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Lifeguard Class 
Full Class (5 student minimum) 
           Employee          $70  

Non-Employee    Actual program cost plus administrative fees 
   

Review Class – includes CPR review (5 student minimum) 
 Employee          $40  

Non-Employee    Actual program cost plus administrative fees
   

 
 
CPR Class 
Full Class (5 student minimum) 
 Employee         $30 
 Non-Employee   Actual program cost plus administrative fees 
 
 
Review Class (5 student minimum) 
 Employee         $15 
 Non-Employee   Actual program cost plus administrative fees
  
 
Class Materials                                                                        Actual cost of materials  
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PAWNEE PLUNGE WATER PARK  
 
Daily Admission 
(Includes both open sessions: 12 Noon – 5 p.m. and 6:30 p.m.-8:30 p.m.) 
3 yrs. & Under         Free 
4 yrs. & Up          $10  
5 Person Group         $40 
10 Person Group         $70 
Non-Swimmer    $   3 
(not swimming, not dressed to swim, and not the guardian of a 6 & under swimmer) 
Evenings only session (6:30 p.m. – 8:30 p.m. Monday through Thursday) $5 
 
Fitness 
Passholder               No charge 
Non-passholder         $5 
                     
Flow Rider Bracelet        $3 
(In addition to daily/season/combo pass)  
 
Season Pass 
Individual          $125 
Household Pass (Maximum of 6)        $400 
*All members must live at the same residence (can include one caregiver) 
Additional Household Pass Member       $60/each 
Non-Household Group Pass (Maximum of 6)     $600 
 
Combo Pass (Aquatic Center & Pawnee Plunge) 
(Good for one year from date of purchase at Aquatic Center and one season at 
Pawnee Plunge) 
Individual                  $175 
Household  Pass (Maximum of 6)       $600 
*All members must live at the same residence (can include one caregiver) 
Additional Household Pass Member      $90/each 
Non-Household Group Pass (Maximum of 6)     $800 
 
Admission Punch Cards  
50 Punches          $200 
25 Punches          $125 
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Facility Rental  
 
Public Hours are 12:00 p.m. – 8:00 p.m. 
 
Exclusive Use – Before or After Public Hours     $500/hr 
(Includes 1 supervisor, 1 office personnel, 14 lifeguards, 4 slides) 
 
Reservation required with deposit of $500.  Deposit will be applied toward total rate.  
Cancellations must be received twenty-four hours in advance or deposit will not be 
refunded. 
 
Flow Rider exclusive use – Before or After Public Hours   $75/hr 
(Includes 1 supervisor, 1 office personnel, 1 lifeguard)  
     
Lap Pool exclusive use – Before or After Public Hours    $150/hr 
(Includes 1 supervisor, 1 office personnel, 3 lifeguards)     
 
Party Room          $60 
       Monday – Thursday, 12:30 p.m. – 4 p.m. 
       Friday – Sunday, 12 p.m. – 3:30 p.m. or 3:30 p.m. – 7 p.m. 
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CEMETERY  
 
Cost of Space         $700 
      
Grave Opening         $600 
 
Cost of Space (infant)         $300 
 
Grave Opening (infant)        $200 
   
Cost of Space (cremation)        $400        
  
Grave Opening (cremation)       $300  
  
Grave Opening (cremation vault)       $350 
 
Certificate of Ownership Transfer       $50  
 
Stone Setting         $50 
 
Saturday Funeral (extra charge)       $300 
 
Winter Funerals                   $75 
   
  (December through February, extra charge) 
  
Disinterment (burial)        $1,000 
 
Disinterment (cremation)        $500 
 
Disinterment (infant)        $500 

 
 
 
If traditional spaces are sold back to the City of Columbus the city will purchase for $200 per 
space.   

 
If cremation spaces are sold back to the City of Columbus the city will purchase for $100 per 
space.   
 
If infant spaces are sold back to the City of Columbus the city will purchase for $50 per space.   
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COLUMBUS AREA TRANSIT 
 
Boarding Rates: The boarding rates are determined through review of available funding 
from the Nebraska Department of Roads, United Way, and City of Columbus Budget.  
Punch tickets are available at Columbus Area Transit office. 
 
Boarding Punch Cards for Eligible Riders 
 

Punch Card    Fee 
  5 punch    $10 
10 punch    $20 
20 punch    $40 
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SENIOR CENTER        
 
Facility Rental:   $25 per hour 
 
 
Meals:        
 
Congregate Meal 
Eligible Diner   $5 per meal     
(60 and older)  (suggested donation) 
 
Ineligible Diner  $10 per meal 
(Under the age of 60) 
 
Take Out Meal: 
Eligible Diner   $5.50 per meal   
    (suggested donation)  
 
Ineligible Diner  $10 per meal  
 
Home Delivered Meal: 
Eligible Diner Only  $6 per meal 

(suggested donation)  
 
All meals are determined through review of funding provided by Northeast Nebraska 
Area Agency on Aging and the fiscal budget.  Meals for eligible diners are considered a 
suggested contribution per meal.  Meals for ineligible diners are fee-based. 
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COMMUNITY DEVELOPMENT – BUILDING PERMITS  
Building Permit Fees (shall be paid prior to issuance of building permit) 
 

Total Valuation           Fees 
 
$        1  to    2,000   $27.50 

   2,001 to  25,000   $27.50 for first $2,000 plus $5.50 for 
each additional $1,000 or fraction 
thereof up to and including $25,000. 

 25,001 to  50,000   $154 for first $25,000 plus $4.40 for 
each additional $1,000 or fraction 
thereof up to and including $50,000. 

 50,001 to 100,000   $264 for first $50,000 plus $3.85 for 
each additional $1,000 or fraction 
thereof up to and including $100,000. 

100,001 to 500,000   $456.50 for first $100,000 plus $2.20 for 
each additional $1,000 or fraction 
thereof up to and including $500,000. 

 500,001 and up    $1,336.50 for first $500,000 plus $1.65 
for each additional $1,000 or fraction 
thereof. 

General Contractor Registration   No Fee/Certificate of Insurance  
       $1,000,000 aggregate 

Administrative Fee for Online Applications $2 

Plan review fee equal to 10 percent of building permit for review under the International 
Residential Code. 
 
Plan review fee equal to 25 percent of building permit for review under the International 
Building Code. 
 
Fence Permit      $30 
Demolition Permit     $30 
Sign Permit:  0-99 sq. ft.   $35 
   100-199 sq. ft.  $65 
   200-300 sq. ft.  $120 
Mobile Home Set Down Permit       $100 
 
Fee for work commencing before permit is issued may be double the required permit fee at the 
discretion of the Chief Building & Code Official. The Chief Building & Code Official may waive 
the requirement for a building permit when structure is temporary in nature or less than one 
hundred twenty (120) square feet in floor area and has no foundation.  There shall be no permit 
required for re-roofing or re-siding an existing structure. 
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COMMUNITY DEVELOPMENT – BUILDING MOVING PERMITS & 
LICENSES          
 
Building Moving Permit    $100 minimum or 4¢ per square foot of 

floor area, whichever is greater. ( 
 
Signs (building moving) $17 plus tax 
 
Building Moving Permit $150 
   *after building is already moved 
 
Building Moving Annual License Fee  $60 
 
Insurance requirements    $1,000,000 aggregate 

 
Public Liability Insurance is required naming the City of Columbus, Nebraska as 
additional insured which fully protects the City or anyone else for damages sustained to 
a person(s) or property, resulting from the moving of any building or parts thereof within 
the City and shall indemnify and save the City harmless from any and all suits, judgments, 
exactions, executions, and liabilities as to personal injuries or property damage in 
connection with, or related to, or growing out of any building move. 
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COMMUNITY DEVELOPMENT – PLUMBING LICENSES & PERMITS 
 
Plumbing Licenses and Registration Fees:      
 
Master Plumber:          
       
Resident $60 per year + Certificate of insurance 

$1,000,000 aggregate 
 
Non-Resident $60 per year + Certificate of insurance 

$1,000,000 aggregate  
Journeyman Plumber: 
 
Resident & Non-Resident    $30 per year 
  
Apprentice Plumber: 
 
Resident & Non-Resident    $20 per year 
 
Do Your Own Plumbing Registration  $30 
  
Water Conditioning Contractor   $30 per year + Certificate of  
       insurance $1,000,000 aggregate 
 
Water Conditioning Installer   $30 

 
 

Plumbing Permit Fees (shall be paid prior to issuance of plumbing permit): 
 
Fee for work commencing before permit is issued may be double the required permit 
fee at the discretion of the Chief Building & Code Official. 
 
Plumbing New Residential: 
 
One Bathroom     $80 
Each Additional Bathroom    $15 
Each Additional 1/2 Bathroom   $13 
 
Plumbing New Commercial                     $75 plus $5 for each fixture or trap opening 
 
Existing Plumbing Remodel & Extensions      $15 plus $5 for each fixture or trap opening 
 
Sewer & Water Inspections not covered under 

new residential or commercial permits $25 
 
Sprinkler System     $20 
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Backflow Protective Devices:   $15 plus $8 each for 2" and smaller 
       $15 plus $13 each over 2" 
 
Mobile Home Park Sewer    $15 plus $10 per space 
 
 
GAS PIPING 
 
Up to five outlets     $30 
Over five outlets     $30 plus $5 for each outlet over five 
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COMMUNITY DEVELOPMENT – BOARD OF ADJUSTMENT, REZONING, 
SPECIAL USE PERMIT    
          
Application Fees: 
 
All application fees include initial cost of publications and signs. If additional publications  
and/or signs are required, additional fees will be assessed. 
 
Board of Adjustment     $200 
 
Rezoning/Special Use Permit/ 
Planned Unit Development (PUD)     $500  
 
 
 
Other Fees: 
 
Administrative Fee   $15 
 

 
Comprehensive Plan                         $35 plus tax 
 
Columbus Land Development Ordinance   $30 plus tax 
 
 
Publications                                               Actual cost of publication 

 
Signs (rezoning, special use permit,    $17 plus tax 
Board of Adjustment) 
 
Zoning Verification Reports    $30 plus tax 
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COMMUNITY DEVELOPMENT – WIRELESS TELECOMMUNICATIONS 
FACILITIES  
 
Application Fee: 
 
D.A.S. Node       $200 per node 
 
Eligible Facility Permit 
Colocation/Modification     $1,000 (non-refundable) 
 
Special Use Permit – New Facility   $3,000 
 
 
 
 
COMMUNITY DEVELOPMENT – SMALL WIRELESS FACILITIES IN THE 
RIGHT-OF-WAY 
 
Application Fee: 
 
Modify, Replace, and Install New     $250 per facility and pole 
Ground Mounted Facility or Pole 
 
Co-location on Authority Pole: 
 
Application Fee $500 minimum for up to 5 facilities, 

$100 for each additional facility on 
same application (maximum of 10) 

 
Annual Usage Rate      $20 per pole 
 
Right-of-Way Use Rate 250 annually per small wireless 

facility 
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ECONOMIC DEVELOPMENT  
 
 
PACE (Property Assessed Clean Energy) Program: 
 
Application fee  $1,000 due with application 
 
Administrative fee $40,000 or 1% of the capital amount of the PACE project, 

whichever is less, due at closing 
 
Annual fee   $500 due annually for life of the bond 
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ENGINEERING        
 
Application Fees: 
 
All application fees include initial cost of publications. If additional publications  
are required, additional fees will be assessed. 
 
Vacation of street, alley, or easement $300 
 
Preliminary Plat $325 plus $20 per lot review fee 
 
Final Plat $325 plus $15 per lot review fee 
 
Administrative or Minor Plat $325  
 
 
Permit to Occupy Right-Of-Way Application Fees: 
 
Temporarily Occupy $10 per day 
 
Permanently Occupy $250 per facility 
 
Right-of-Way Use Rate $250 annually per facility, single 
  (not applicable to right-of-way users linear run of underground utility 
  With a current franchise agreement) infrastructure  
 
 
Other Fees: 
 
Administrative Fee $15 
 
Map Update Fee     $25 
 
Plans and Specifications     
(Includes standard USPS mailing) $75 minimum - $125 if purchased from 

Engineering Dept. 
 $30 if purchased from Quest CDN 
 
RFQ, RFP, Design-Build Letter of Interest $20 from www.questCDN.com 
 
Publications Actual cost of publication. 
 
36” x 48” Print (Map)    $10 per sheet plus tax 
 
24” x 36” Print (Map)    $8 per sheet plus tax 
 
Scanned Sheet plus actual time    $60 per hour (minimum 1/2 hour): 

24” x 36” and smaller    $5 per sheet plus tax 
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CD and mailing charge    $25 

Sheets larger than 24” x 36”   $25 per sheet plus tax 
       (incl. CD & mailing charge) 
 
Special Delivery (UPS, Federal Express, etc.) Actual cost 
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FIRE           
Rescue Service Fees 
Definitions: 
 
Tiered Response – Mutual aid to another department or district which does not have the 
type, volume, or level of service available to meet the needs of the incident or the 
patient(s).  Mutual aid may be initiated by radio call or by standing agreement for 
automatic mutual aid/dual response per written agreement.  In this situation, Columbus 
Fire Department (CFD) provides care, transportation, and medical supplies. 
 
ALS Intercept – Aid to another licensed ambulance service in the State of Nebraska who 
has transport capability but needs ALS, and only has BLS care available.  In this 
situation, our ALS personnel board their ambulance with necessary equipment and 
supplies and the transport continues.  For billing purposes this is treated the same as an 
ALS treat & release.  The ALS Intercept billing rate also applies to situations where CFD 
personnel arrive and treat but a third service, such as a helicopter, transports the patient. 
 
(a) $725 Emergency Basic Life Support transport service call. 
 
(b) $125 Basic Life Support treat and release (non-transport) 

 
(c) $150 Lift Assist/Fall for private residences (non-transport). 
 
(d) $350 Lift Assist/Fall for Assisted Living/Nursing Home Facilities/Midwest 

Medical Transport (non-transport). 
 
(e) $1,056 Emergency Advanced Life Support Level One transport service call.  
 
(f) $1,531 Emergency Advanced Life Support Level Two transport service call. 

 
Same applies for Tiered Response (patient is transported in city ambulance)  
   

(g) $493 Advanced Life Support treat and release or assist service call (non-transport).
           

(h) $493 Paramedic Intercept service call.       
(other service transports patient with city medic on board) 
 

(i) $19 per loaded patient mile.         
 
(j) Additional family members when treated at the same site and transported 

shall be charged the same fees as Basic Life Support or Advanced Life 
Support Level One or Two, whichever is appropriate. 
 

(k) $0 Dry run (no patient found or care not required). 
 
These are global fees which cover cost of supplies, labor and medicines. 
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Reports:  NARSIS      $20 (includes tax) 
  Fire      $20 (includes tax) 
 
Other:  SCBA Bottle              $7 (includes tax) 
 
Ambulance/Fire Apparatus Standby Personnel Fees 
 

(a) Standby for service      $75/unit/person/hour 

(b) Ambulance       $100/hour 

(c) Fire Engine w/Jaws      $100/hour 

(d) Brush truck       $50/hour 

(e) Ladder truck       $1,000/hour 

(f) Install flag pole ropes or cables    $500 each 

HazMat Response 

Services: 

(a) HazMat Technician (certified)    $34.50/person/hour 
 

(b) HazMat Support (Operations level or higher)  $20/person/hour 
 

(c) HazMat 2 (Kenworth) & HazMat Trailer (48 ft)  $160/hour 
 

(d) HazMat 2 (Kenworth) with no trailer   $80/hour 
 

(e) HazMat 1 (F350) & Decon Trailer    $122/hour 
 

(f) HazMat 1 (F350) with no trailer    $61/hour 
 

(g) Suburban & support trailer (incl. 6x6)   $100/hour 
 

(h) Suburban with no trailer     $50/hour 
 

(i) Fire Engine (in support of hazmat response)  $200/hour 
 

Stipend: 
 
(a) HazMat Technician (certified)    $26.50/hour 

 
(b) HazMat Support (Operations level or higher)  $15.45/hour 
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Fireworks Application Fees 
All fees are non-refundable. 
 
Applications received by 5 p.m. on June 10th     
 
Minimum Sq. Ft.  Maximum Sq. Ft.  Fee (Per Location) 
 
 0      424    $550 
       425      600    $600 
       601      800    $700 
       801    1600    $900 
     1601    2400              $1,250 
  
Applications received June 11th through June 18th – Double the application fee. 
 
Applications received June 19th through June 25th – Triple the application fee. 
 
 
Applications received by 5 p.m. on December 19th 
 
Minimum Sq. Ft.  Maximum Sq. Ft.  Fee (Per Location) 
 
 0      424    $550 
       425      600    $600 
       601      800    $700 
       801    1600    $900 
     1601    2400              $1,250 
 
 
 
 
Insurance Requirements: 
 
Certificate of Insurance in the amount of $1,000,000 per occurrence/$2,000,000 
aggregate coverage. 
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GENERAL ADMINISTRATION  
 
Application for Franchise    $500 
 
 
Copies and Scanned Documents: 
Black & White (Letter & Legal)   $ .25 per copied page (incl. tax) 
Colored (Letter & Legal)    $ .60 per copied page (incl. tax) 
Black & White (11” x 17”)    $ .50 per copied page (incl. tax) 
Colored (11” x 17”)     $ .75 per copied page (incl. tax) 
 
Credit Card Convenience Fee: 
Charges under $300     $2 
$300 - $700      $10 
$701 - $1,000      $15 
$1,001 and above     Prorated 
  
Documents prepared by City Attorney  Actual cost 
(i.e., waivers, easements, etc.) 
 
Insufficient Funds     $25 per occurrence 
 
Administrative Fee     $15 
 
Reproduction of Recordings    $20 
 
Research (Nebraska resident)   $30 per hour (following 8 cumulative hours) 
        and any other fee(s) that are allowed under  
        State Statute 
Research (non-Nebraska resident)   $30 per hour and any other fee(s) that are 
        allowed under State Statute 
 
Liquor Licenses: 
Entertainment District     $300 
Publication Fee     $15 
Special Designated Liquor License   $40 per day 
                                
Miscellaneous Licenses/Permits: 
Junk Shop      $25 annually 
Pawnbroker      $50 annually plus $5,000 bond 
Itinerant Carnival, Show Troupe 
Itinerant or Commercial Entertainment  $25 per day or $100 per week 
Tobacco – Retail (Fee set by State Statute) $15 annually plus Administrative Fee       
Tobacco – Wholesale (Fee set by State Statute) $100 annually plus Administrative Fee 
 
Occupation of Street     Certificate of Insurance $1,000,000 
(temporary storage on City property)  per occurrence $1,000,000   
        aggregate 
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GOLF COURSE 
 
Fees are set by golf professional and are subject to change. 
 
All fees include sales tax. 
 
All passes are valid at both Quail Run and Van Berg Golf Courses. 
 
Passes not valid for corporate/company/state, booster outings, or tournaments. 
 
 
Season Pass  
 
Junior 7-day         $250 
Young Adult 7-day        $550 
Single 7-day         $995 
Family 7-day         $1,400 
Senior 7-day         $895 
Super Senior 7-day        $795 
Additional Spouse Pass       $375 
 
Installment Plan - Single Pass $274 down payment due no later 

than February 15th and four 
payments of $185 due February 
28th, March 31st, April 30th and 
May 31st 

 
Installment Plan - Family Pass $351 down payment due no later 

than February 15th and four 
payments of $263 due February 
28th, March 31st, April 30th and 
May 31st 

 
 
Annual Cart Pass 
 
Individual         $700 
Spouse of Individual Cart Pass Holder     $350 
 
Senior/Super Senior       $560 
Spouse of Senior/Super Senior Cart Pass Holder   $280 
 
Age is determined by age at time of purchase. 
 Junior – 18 and Under 
 Young Adult – 19-23 
 Adult – 24-59 
 Senior – 60-69 
 Super Senior – 70 and Over 
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QUAIL RUN 
 
Daily Green Fees                  
 
Weekday 9-hole        $19 
Weekday 18-hole        $29 
Weekend/Holiday 9-hole       $26 
Weekend/Holiday 18-hole       $38 
Junior/Senior/Super Senior Weekday 9-hole    $15 
Junior/Senior/Super Senior Weekday 18-hole    $22 
Twilight (two hours before sunset any day)    $14 
 
Winter Rates (December 1 – March 31)          
9-holes          $15 
9-holes w/cart        $20 
18-holes          $22 
18-holes w/cart        $29 
 
Punch Cards (Individual or Corporate) 
 
20 Punch 9-hole        $375 
20 Punch Senior/Super Senior 9-hole     $299 
20 Punch 18-hole        $580 
20 Punch Senior/Super Senior 18-hole     $440 
 
High School Teams - with range (Monday – Friday)  $2,200 
 
Cart  Fees                   
 
9-hole          $12 
18-hole         $18 
Senior/Super Senior 9-hole      $11 
Senior/Super Senior 18-hole      $16 
 
 
 
 
Reel Sharpening (fee set by Public Property Director) 
 
Reel and Bedknife Grinding      $50/unit 
If parts and/or additional labor are required, additional fees will be assessed. 
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VAN BERG        
 
Daily Green Fees                  
 
Weekday         $14 
Weekend/Holiday        $17 
Junior/Senior/Super Senior Weekday     $12 
Twilight (two hours before sunset any day)    $11 
Additional 9 holes – All players      $7 
 
Youth golfers (15 and under) play free at Van Berg when accompanied by a greens fee 
paying adult 
 
Cart Fees 
 
9-hole          $12 
18-hole         $18 
Senior Super Senior 9-hole      $11 
Senior/Super Senior 18-hole      $16 
 
 
Punch Cards (Individual or Corporate) 
 
20 Punch         $295 
20 Punch Senior/Super Senior      $250 
 
 
Lockbox (if used) - $10 for all day  
 
       
 
Foot Golf Daily Green Fees            
 
9 holes         $10 
18 holes         $15 
 
Youth (15 and under) 9 holes      $7 
Youth (15 and under) 18 holes      $12 
 
Ball rental         $3 
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LIBRARY          
Established by Library Board 
 
Fines & Replacement Costs: 
  
 $0.50 per day for each overdue special collection item, including but not limited to, 
electronic device, game, puzzle, or equipment.   
 
$25 for any electronic device returned in book drop. 
 
$50 for overdue "By Reservation Only" projector. 

 
Fee for Damaged/Lost/Unreturned Materials: Up to retail replacement cost of items. 
Patrons must pay the assessed cost of items. The library will not accept replacement 
items from patrons in lieu of payment for damaged, lost, or unreturned materials. 
Materials are deemed unreturned after three months. 
 
Service Fees: 
 
$1 for replacement of previously issued library or digital library card. 

 
$40 annually ($25 for six months) for library privileges for residents outside of Columbus 
who are not eligible for a free card (per the library card policy).   

 
$5 for each test proctored (faxing fees and postage may apply).  

 
$1 per page for outgoing faxes ($5 maximum up to 25 pages, $1 per each additional 
page). 

 
$0.25 per black & white print made on standard printer/copier. 

 
$0.50 per color print made on standard printer/copier. 
 
Makerspace fees:  
 
Consumable materials used in the Makerspace are charged to users at cost plus sales 
tax. Prices are posted in the Makerspace. 
 
Interlibrary Loan (ILL): 
 
Unusual or international postage fees charged by the lending library will be charged after 
consultation with patron. 
 
$3 postage recovery fee will be charged to any patron who fails to pick up a requested 
interlibrary loan book before it expires. 
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PARKS AND RECREATION   
 
All fees are non-refundable. 
 
Athletic Field Rentals: 
 
Recreation Leagues      $15/Field/Day Youth 
        $35/Field/Day Adult 
 
Organized Leagues (Clubs)     $55/Field/Day Youth/Adult 
 
Tournaments       $55/Field/Day Youth/Adult 
 
Recreation Practice      No Charge Youth/Adult 
        BUT must be scheduled through 
        Parks and Rec or not permitted 
 
All outside Columbus community games   $155 
 
Due to proximity of the track and ball field, no baseball games shall be scheduled at the 
same time a track meet is in progress.  Baseball practice may take place, but limited to a 
practice where balls do not land in the track and football field area. 
           
Bleachers: 
Bleacher rental (five-row only) 
     For special events held in a city park   $93/bleacher/event 
 
 Contingent upon availability. City will deliver and pick up. 
 
Clinics: 
Non-Profit organization                 
(sponsor is a local organization)    $60 (includes refuse disposal)  
         
Private organization 
(profits to be used for individual benefit.)   $215/day (no lights)     
        $240/day (with lights) 
 
Commercial Nature: 
For anything of a commercial nature in any park where electricity is used, a fee will be 
assessed based on usage. 
If additional cleanup is required, an additional $50 fee will be assessed.                       
           
Cleanup for Columbus Days event in Frankfort Square  $190/day 
 
Concessionaire:       $20/day       
         $35/month   
 
**Special Event Packet must be processed and approved for those wishing to sell goods 
and services on park properties. 
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Concession Stand Rentals:  
Armory, Gerrard, Centennial, Pawnee Park Baseball, Bradshaw, and Wilderness 
 
Non-profit organization     $130/season, plus cleanup    
         
Private organization      $295/season, plus cleanup 
 
         
Disc Golf:  
 
Tournaments        $35/tournament  
 
League Play        $35/each   
  *Once per week/12 consecutive week maximum 
 
 
Football:  (Pawnee and Bradshaw Parks) 
 
Scotus & Columbus High Schools    $800/varsity game 
      
JV, Junior High, Freshman, Middle School 
     and Soap Scrimmages (with lights)    $400/game 
      
JV, Junior High, Freshman, and Middle School (no lights) $200/game 
      
All non-local teams    $1,000/game 
 
 
Soccer (Pawnee Park Memorial Stadium): 
 
Games with lights    $400/game 
Games without lights    $200/game    
 
   
Horseshoes: 
 
Electricity        $100/season 
           
Tournaments        $65/tournament 
 
 
Softball: 
 
High School/College      $70 for refuse disposal 
  plus 35% of actual electricity usage for each season 
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Tennis/Pickleball: 
 
High School    $500/school year                       
 
Pawnee Park    $26/court/day   

   $35 for 6 courts, 2 hours/day   
     $100 for 6 courts/day         
 
Gerrard Park    $26/court/day          
 
Tennis Association Electricity Fee    $275/season 
 
 
Track:   
 
Practice per season, per school     $335            
(Columbus and Scotus High Schools, 
  Columbus Middle School & Scotus Jr. High) 
 
Invites and Relays       $195/meet  
 
Dual/Triangular Meets      $70/meet          
 
Districts or Conference (Columbus Schools)   $270/meet 
 
Districts or Conference (not involving Columbus Schools) $395/meet 
            
Electronic Timing System      $210/meet                        
 
Special Olympics       $50     
 
No track practice can be held when a scheduled track meet is in progress.  Due to proximity of 
the track and ball field, no baseball games shall be scheduled at the same time a track meet is 
in progress.  Baseball practice may take place, but limited to a practice where balls do not land 
anywhere in the track and football field areas. 
 
Cost for items such as hurdles, jumping standards, jumping pits, and pole vault boxes will be 
split between the City, Columbus High School, and Scotus High School. 
     
 
PROGRAMS: 
 
The Parks and Recreation Director shall establish recreation program fees for miscellaneous 
sales, programming, special events, and promotion. 
 
   Program fees are non-refundable. 
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Shelter Reservations:        
 
Glur Park Shelter       $50/day 
 
Pawnee Park West Shelter      $$125/day 
           
Pawnee Park East Shelter      $50/day 
           
                 Payable at time reservation is made.  Non-refundable. 
 
 
Bark Park Reservation      $35/day 
 
 
Frankfort Square Reservations: 
 
$35/event 
 
$100/event with profit capability     
 
 
Stadium Reservations: 
 
$150 plus cleanup per event where no admission is charged or concession used.  Park 
crew wages will be added to the $150 fee for cleanup.    
 
$225/event where admission is charged.      
 
$300/event where concessions are sold.      
 
$525/event where admission is charged and concession are sold.    
 
$50/hour for video board usage 
 
Marching Band Festival      $800 
 
 
 
Wedding Reservation      $35 
 
                     Condition of area for wedding is “as is”. 

 
 

All events requiring extra cleanup    $70/day 
(garbage receptacles emptied only) 
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POLICE       
    
Impounded Vehicle: 
 
Outside Storage         $10 per day 
Inside Storage         $20 per day 
Towing          Per agreement w/towing companies 
Administrative Fee         $30 
 
Miscellaneous: 
 
Reports (pick up in person)       $5 First Page - $1 Add’l Page 
Faxes           $5 First Page - $1 Add’l Page 
Criminal History Fee        $10 
CD containing audio/video/photo reproduction       $20 
Research (Nebraska resident)       $30 per hour (following 8 cumulative hours 
              and any other fee(s) that are allowed under  

            State Statute 
Research (non-Nebraska resident)      $30 per hour and any other fees that are 

            allowed under State Statute 
Fingerprints          $5 per card 
Bike License          $5 
ATV/UTV/Golf Car Permit     
     Fiscal Year 2022-2023        $20 
     Fiscal Year 2023-2024        $30 
     Fiscal Year 2024-2025        $40 
     Fiscal Year 2025-2026        $50 
    
Gun Permit          $5 
Vendor/Solicitor Permit        $15 per day or $30 per month 
Parking          $15 - $500 
 
False Alarm: 
 
One – Four          No Charge 
Five – Seven          $25 each 
Eight – Ten          $50 each 
Eleven – Subsequent        $100 each 
 
Fire False Alarm: 
 
First False Alarm         No Charge 
Any subsequent within 6 months       $100 
 
Registration: 
 
Vacant Building         $5 
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Parking Violations:  
The fines for parking violations, if paid within five (5) days are as follows: 
Handicapped (Disabled) Parking, 1st Offense:   $150 
Handicapped (Disabled) Parking, 2nd Offense:   $300 within one-year 
                  period 
Handicapped (Disabled) Parking, 3rd Offense:   $500 within one-year 
                  period 
Restricted Parking Lot, 1st Offense:    $15 
Restricted Parking Lot, 2nd Offense:    $25 
Restricted Parking Lot, 3rd Offense:    $100 
Parking Near Fire Hydrant      $25 
Parking in Fire Lane       $25 
Parking Near Street Intersection     $15 
Parking Within Sidewalk Space     $15 
Parking Near Traffic Control Device    $15 
Semi-Truck/Trailer and Commercial Vehicle Violation  $15 
Angle Parking       $15 
Parking of Oversize Vehicles, Trailer, Mobile Home,  
     Camping Trailer, or Bus in Residential Districts  $15 
School Buses Stopped      $15 
Parking Prohibited on Certain Streets    $15 
Parking Upon Roadways or City Parking Lots for certain 

purposes prohibited      $15 
Abandoned Vehicle       $15 
Obstructing Driveways or Roads     $15 
Painting Curbs, Prohibited      $15 
Parking In Alleys       $15 
Impeding or Obstructing Traffic     $15 
Standing in Loading Zone      $15 
Large Vehicles Parked      $15 
Parking for the purpose of selling merchandise   $15 
Parallel Parking       $15 
Streets Without Curb      $15 
Parking Time Limits       $15 
Stopping, Standing, or Parking in places which would 

cause hazardous conditions or traffic congestion  $15 
Parking with left side to curb prohibited    $15 
Unattended Motor Vehicles     $15 
 
The fines for all parking violations will double if not paid within five (5) days from the date 
the citation was issued.  
 
The storage fee for vehicle impound lot will begin the day vehicle is placed into impound 
and end the day vehicle is removed from impound. 
 
 
 



33 

POLICE - ANIMAL CONTROL 
 
Licensing: 
Exotic Animal      $20 plus administrative and  

  actual publication costs  
Dog and Cat (January-December Intact)   $25      
Dog and Cat (January-December Altered)  $13     
Replacement Tag      $3       

 
Lifetime Dog and Cat License: Non-transferable and Non-refundable 

6 months to 5 years old    $100 
over 5 years old     $50       

 
Impound Fees:  
First Offense       $15 
Second Offense      $25 
Third Offense and each thereafter   $40 
 
Daily Charge for Animal in Custody   $10 
 
Unclaimed livestock found stray that are not able to be housed at the shelter will be 
charged same rates assessed by outside agency (i.e., sale barn, vet clinic or other 
organization contracted for this service.)   
 
Animal under investigation at shelter 
for either a bite, vicious, or dangerous  

investigation case     $25 per day                
 

Upon the owner of any animal claiming their pet, the owner shall be responsible for all 
medical costs incurred by the City of Columbus while in the custody of the City of 
Columbus. 
 
 
City Live Animal Trap Program: 
    Refundable Deposit            $50      

 
 

Commercial Animal Establishment:           $100 annually 
 
Hobby Beekeeper Application (non-refundable)    $20 
 
Dangerous Dog Appeal (non-refundable)          $100 
The Erna Badstieber Paws and Claws Adoption Center may request an appeal hearing 
without the appeal fee. 
   
 



34 

POLICE – CODE ENFORCEMENT 
 
Nuisances: 
 
Abatement of Nuisance/Rubbish   $100 per hour (minimum $100) plus 
       postage, dumping fees, equipment 

    fees, legal fees, and $50 administrative 
    fee 

 
Weed Abatement     $85 per hour (minimum of $85) plus 
       postage dumping fees, equipment fees, 
       legal fees, and $50 administrative fee 
 
Removal of Snow & Ice    $85 per hour (minimum of $85) plus 
       postage, equipment fees, legal fees, 
       and $50 administrative fee 
 
Towing      per agreement w/towing company 

      plus postage, legal fees, storage fees, 
      and $50 administrative fee 
 

Storage fees: 
    Outside storage     $10 per day 
    Inside storage     $20 per day 
 
Equipment Fee     $15  
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PUBLIC WORKS - STREET       
 

Equipment Charges (for equipment only): 
 
Equipment                            Per Hour Cost  + labor             Minimum 
 
Backhoe $100 $200 
Boom Truck/Sign Truck $100 $200 
Chipper $50 $100 
Compressor                          $50     $100 
Concrete Saw                         $8 per foot             $100 
Dump Truck                            $50 five yards               $100 
Dump Truck                            $100 ten yards                         $200 
Grader                                     $150                                         $300 
Loader                                     $100                                         $200 
Pickup                                     $30                                           $60 
Sweeper                                  $75                                           $150 
Tractor                                     $50                                           $100 
VAC Trailer                              $125                                         $175 
Mower                                      $125                                         $150 
 
Other equipment charges will be actual costs plus a 10% administrative charge (with a 
2 hour minimum charge). 
 
Labor charge (per employee) is $55 per hour up to the first 8 hours and $80 for each 
hour thereafter for an 8 hour work day (minimum charge of $70). 
 
Sidewalk Replacement $300 for 25 sq. ft.(min.) $10/sq. ft. for each add’l sq. ft. 
 
Street Replacement  $400 for 25 sq. ft (min.) $13/sq. ft. for each add’l sq. ft. 
Only concrete (6” typical) 
 
Street Replacement w/ 
Asphalt Overlay $350 for 25 sq. ft. (min.) $12/sq. ft. for each add’l sq. ft. 
 
Street Replacement w/ 
Only Asphalt (6” typical) $300 for 12 sq. ft. (min.) $11/sq. ft. for each add’l sq. ft. 
           
Removal of Right of Way Tree: 
     With Tree Replacement        $15 
     Without Tree Replacement  $75 
 
Tree Service Registration                        $15 annually plus $500,000/$1,000,000 

     liability insurance coverage  
 
Pruning of Branches on Right of Way or Park Trees for Purpose of Moving a Building 
must be done by contractor. 
Utility Cuts   $15 per lineal foot  $200 minimum 
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Excavation Permit: 
  FEE (per sq. ft.)  
     Concrete less than 4” depth   $10     
     Concrete 4” – 6” depth   $10     
     Concrete over 6” depth   $10     
     Asphalt   less than 4” depth   $10     
     Asphalt   4” – 6” depth   $10     
     Asphalt   over 6” depth   $10    
     Gravel   $10     
     Fill Material   $10    
 
Should area not be restored by applicant, City will restore and charge the cost of 
restoration.  
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PUBLIC WORKS - TRANSFER STATION 

Garbage Hauler Licensing Fees & Requirements:  $150 annual fee + bond in an amount 
equal to 1/4 of the total transfer station charges incurred by the licensed hauler during the 
preceding calendar year.  Those haulers not in business for one full year will post a bond of 
$5,000. 

Overweight Permit: $100 per vehicle 

City Fees: The following quantities and fees shall apply to the weight of all municipal 
solid waste, refuse, and materials deposited or unloaded at the Solid Waste Transfer 
Station: 

Category     Fee   Minimum 
Solid Waste Availability Fee 
(billed on water/sewer utility  
bills and collected as such): 
 Residential    $2 per month 
 Commercial    $6 per month 
 Industrial    $10 per month 

Municipal Solid Waste Tipping Fee     
deposited or unloaded other than by      
a licensed garbage hauler:   $69 per ton  $15 per vehicle (up to 320 lbs) 

(An additional trailer shall be considered an additional vehicle.) 

Community Cleanup Rate:   $10 minimum   (up to 2 days, twice a year) 
 
Municipal Solid Waste Tipping Fee      
deposited or unloaded by a licensed    
garbage hauler:    $42 per ton 
+ Occupation Tax    $27 per ton 
* Occupation Tax is covered in Columbus City Code – Section 111.03 

Wood pallets, construction and     
demolition debris or masonry rubble 
deposited or unloaded other than by 
a licensed garbage hauler:   $69 per ton      $3.50 per vehicle (up to 100 lbs)  

(An additional trailer shall be considered an additional vehicle.) 
 
Wood pallets, construction and   
demolition debris or masonry rubble  
deposited or unloaded by a licensed 
garbage hauler:    $42 per ton 
 + Occupation Tax    $27 per ton 
* Occupation Tax is covered in Columbus City Code – Section 111.03 
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Category     Fee   Minimum   

Trees and limbs (virgin wood)       
deposited or unloaded at the  
Solid Waste Transfer Station or other 
designated dumping grounds 
(other than by a licensed garbage 
 hauler):     $69 per ton  $2.50 per vehicle (up to 80 lbs) 

(An additional trailer shall be considered an additional vehicle.) 
 
Trees and limbs (virgin wood) 
deposited or unloaded at the Solid 
Waste Transfer Station or other 
designated dumping grounds (by a 
licensed garbage hauler):   $42 per ton   
+ Occupation Tax.    $27 per ton 
 
* Occupation Tax is covered in Columbus City Code – Section 111.03 
 
Trees and limbs (virgin wood)   
deposited or unloaded at the 
Solid Waste Transfer Station or  
other designated dumping grounds 
weighing less than 20 lbs:   No Charge     
 
Any material deposited or unloaded   
which causes any damages or   
plugging up of the Transfer Station Actual cost of 
push pits:     incurred expense $75 per occurrence  

Equipment:   Per hour cost  Minimum 
Dump Truck   $50     $100 
Loader   $100     $200 
Pickup   $30    $60 
 
Other equipment charges will be actual costs plus a 10% administrative charge 
(with a 2 hour minimum charge) 
 
Labor charge (per employee) is $55 per hour up to the first 8 hours and $80 for each 
hour thereafter for an 8 hour work day (minimum charge of $70). 
 
Inoperative Scales:  If the scale is inoperative for any reason, the charge to licensed 
collectors and others with charge accounts shall be the average charge per load for the 
previous full month or the operator may require customers to acquire a weight slip from a 
commercial scale. 

Right of Refusal:  Should any illegal or questionable material be brought to the transfer 
station to be deposited or unloaded, the transfer station reserves the right of refusal of the 
material. 
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PUBLIC WORKS - WATER/SEWER UTILITIES 

Water Rate Table:      
 
Rates per 1,000 gallons or portions thereof: 
 
Use Location  6/01/24      6/01/25       6/01/26    6/01/27   6/01/28 
Residential Inside City Limits $1.47 $1.61 $1.77 $1.93     $2.12 
Residential Outside City Limits $2.93 $3.21 $3.52 $3.85     $4.22  
Commercial Inside City Limits $1.32 $1.45 $1.59 $1.74     $1.90 
Commercial Outside City Limits $2.88 $3.15 $3.45 $3.78     $4.14 
Industrial Inside City Limits $1.30 $1.42 $1.56 $1.71     $1.87 
Industrial Outside City Limits $2.70 $2.96 $3.24 $3.55     $3.89 
 
Monthly Service Charges: 9.5% per year 
 

Meter Size 
      ¾“ $7.43 $8.14 $8.91 $9.75 $ 10.68 

       1”   $7.43 $8.14 $8.91 $ 9.75 $ 10.68 
    1-½”   $22.29 $24.41 $26.72 $29.26 $32.04 
      2”  $37.15 $40.68 $44.54 $48.77 $53.40 
  3”  $74.29 $81.35 $89.08 $97.54 $106.81 

  4”  $111.44 $122.03 $133.62 $146.31 $160.21 
  6”  $222.88 $244.05 $267.24 $292.62 $320.42 
  8”  $371.46 $406.75 $445.40 $487.71 $534.04 
             10”  $557.20 $610.13 $668.09 $731.56 $801.06 
    12”  $1,040.10  $1,138.91  $1,247.11 $1,365.58 $1,495.31 
 
Special Water:  For water connections that have never been assessed or charged for 
water service. 
 
Special Connection Charge for Lots 66’ or less  $2,508.00 

 - Outside City Limits    $110.00 additional 
 
Special Connection Charge for Lots in excess of 66’ $38.00 per front footage 
  - Outside City Limits    $110.00 additional 
 
Sewer Rate Table:      
 
Rates per 1,000 gallons or portions thereof:      
 
Use Location  6/01/24       6/01/25      6/01/26    6/01/27     6/01/28 
Residential                  Inside City Limits $5.28 $5.44 $5.60      $5.77 $5.94 
Residential Outside City Limits $7.59    $7.82    $8.05      $8.29 $8.54 
Commercial Inside City Limits $5.28         $5.44        $5.60      $5.77 $5.94 
Commercial Outside City Limits         $7.59 $7.82 $8.05      $8.29 $8.54 
Industrial Inside City Limits $5.28 $5.44 $5.60      $5.77 $5.94 
Industrial Outside City Limits $7.59 $7.82 $8.05      $8.29 $8.54 
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Monthly Service Charges: 3% per year 
 

 Meter Size 
            ¾“ $9.69 $9.98 $10.28 $10.59 $10.91 
  1”  $9.69 $9.98 $10.28 $10.59 $10.91 
        1-½”  $29.08 $29.95 $30.85 $31.77 $32.72 
            2”  $48.46 $49.91 $51.41 $52.95 $54.54 
         3”  $96.92 $99.83 $102.82 $105.90 $109.08 
            4”  $145.38 $149.74 $154.23 $158.86 $163.62 
            6”  $290.75 $299.48 $308.46 $317.71 $327.24 
            8”  $484.59 $499.13 $514.10 $529.52 $545.41 
           10”  $726.88 $748.69 $771.15 $794.28 $818.11 
           12”        $1,356.85 $1,397.55  $1,439.48  $1,482.66 $1,527.14 

 
Special Sewer:  For sewer connections that have never been assessed or charged for 
sanitary sewer service. 
 
Special Connection Charge for Lots 66’ or less  $1,650.00 

 - Outside City Limits    $110.00 additional 
 
Special Connection Charge for Lots in excess of 66’ $25.00 per front footage 
  - Outside City Limits    $110.00 additional 
 
Sewer Surcharge Rate:  BOD  $0.234 per pound 
          TSS  $0.194 per pound 
          Grease  $0.388 per pound 
 
Disposal of Septic Waste of Portable Waste at the WWTF $0.05 per gallon  
 
Stormwater Management Program:      
 
Residential zoning (AG, RR, R-1, R-2, R-3, and RMH) 
 
Tier No. Parcel Max Impervious Surface Area (sq. ft.)  Rate 
 
     1  between 0.0 and 4,000     $3.00 
     2  between 4,001 and 6,000     $3.25 
     3  between 6,001 and 50,000     $3.50 
     4  greater than 50,000      $6.00  
 
Commercial zoning (O, LC, UC, B-1, and B-2) and Industrial zoning (ML/C-1 and MH) 

 
          1  between 0 and 36,000     $3.00 
      2  between 36,001 and 195,000    $4.75 
      3  between 195,001 and 1,450,000    $9.00 
      4  greater than 1,450,000     $11.50 
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Grease Management Program:        
 
Grease Trap interceptor and/or automatic grease removal device    

Annual permit    $50 per unit 
Annual inspection    $35 per site 

 Late fee and/or non-permitted activity $100 per unit/per occurrence 
 Grease disposal    $0.15 per gallon    
 
Nonresidential Strength Wastewater shall be charged actual costs based on 
composition of the waste for treatment, handling, and disposal plus a 10% 
administrative charge. 
 
Water/Sewer Miscellaneous: 
 
Water Permit        $50 each 
Sewer Permit       $50 each 
Water – Turned On       $25 per occurrence Non-Payment & Convenience Call 

$50 Non-Payment – After 5 pm of the day of 
request 

$100 Convenience call - After 5 pm of the day 
of the request 

Water – Shut Off       $25 per occurrence    Non-Payment & Convenience Call 
$100 Convenience call - After 5 pm of the 

day of the request 
Insufficient Funds        $25 per occurrence 
Filling Consumer Tanks  $5 for first 1,000 gallons & $3.75 for each add’l 1,000 gallons or 

portions thereof over 1,000 gallons. 
Rates for Building Under Construction Regular charge-as though water was taken by 

regular customer service.  
 
Equipment:   Per Hour Cost  Minimum 
Backhoe      $100   $200 
Compressor      $50                    $100 
Dump Truck      $50 five yards  $100 
Dump Truck       $100 ten yards  $200 
Loader      $100   $200 
Service Truck     $45              $90 
Service Van      $50              $100 
Pumps      $50              $100 
Tapping Machine     $150 per tap    
Fire Hydrant:  

Meter   $100 deposit 
           Flush Valve  $100 deposit   $30 monthly 
Water Line Freeze Pack $100 per line 
Bulk Water Fill Station $5.50 per load or per each 1,000 gallons 
 
Other equipment charges will be actual costs plus a 10% administrative charge (with a 
2-hour minimum charge). 
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Labor charge (per employee) is $55 per hour up to the first 8 hours and $80 for each 
hour thereafter for an 8-hour work day (minimum charge of $70). 
 
Service: 
 
Sewer Cleaning Commercial    Residential 
Wash Down  $75 per hr. - $150 minimum  $50 per hr. - $100 minimum 
Haul Water  $75 per hr. plus current water rates $75 per hr. plus current water 
               rates 
           
Video Inspection:  Rates are charged as per foot for contract Video Inspections or Service 
Locates.  This rate is for video inspection only.  If lines need to be cleaned, contractor will be 
charged as per fee schedule.  If any other labor is involved, the contractor will be charged for 
additional labor. 
 
 
Line Size   Cost    Minimum 
  6” Sewer Lines  $ .75 per ft.   $100 
  8” Sewer Lines  $1.00 per ft.   $125 
10” Sewer Lines   $1.50 per ft.   $150 
12” Sewer Lines   $2.00 per ft.   $200 
 
Labor charge (per employee) is $55 per hour up to the first 8 hours and $80 for each 
hour thereafter for an 8-hour work day (minimum charge of $70). 
 
Combination Pressure/Vacuum Cleaning Sewer Line:  Rates are charged as per foot for 
contract Vacuum/Cleaning Sewer Line Services.  This rate is for pressure/vacuum cleaning 
only.  If any other labor is involved, the contractor will be charged for additional labor. 
 
Line Size   Cost     Minimum 
   6” Sewer Lines  $ .75 per ft.    $100 
   8” Sewer Lines  $1.00 per ft.    $125 
 10” Sewer Lines  $1.50 per ft.    $150 
 12” Sewer Lines  $2.00 per ft.    $200 
  
Labor charge (per employee) is $55 per hour up to the first 8 hours and $80 for each hour 
thereafter for an 8-hour work day (minimum charge of $70). 
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AIRPORT

Hangar 1412N
Hangar 14125
Hangar 1406W
Hangar 1406E
Hangar 1230
Hangar 1240
Hangar 1315
Hangar 1 508
Hangar 1508 Storage Units
Hangar 1412W
Hangar 1412E
Hangar 1334
Hangar 1340
Hangar 1307
Hangar 1430

Land Lease/Non-Airport Owned Hangars
Aerial Applicator Agreement

Flowage
Fuel Storage

T -Hangar waiting list:
Administrative Fee (non-refundable)
Deposit (refundable if removed from list or
will be applied to first month hangar rent)

*Applicable Upon Lease Renewal

**Excludes Current Leases

Rent per Month

$125
$1 15
$240
$240
$+s
$gs
$200
$100
$ss
$280
$zao
$750
$6e0
$185
$400

**$0.30 per sq. ft.

$2,000 per year

*$0.10 per gallon
*$0.12 per gallon

$25

$100

1



AQUATIGS

The Parks and Recreation Director shall establish recreation program fees for
miscellaneous sales, programming, special events, and promotion.

Passholders may receive a discounted price for some programs. The discount will
reflect that the passholder is already paying for facility usage and the fee will be for the
cost of the program only.

Program fees are non-refundable

AQUATIC CENTER

Daily Admission
3 & under Free
lndividual

Annual Pass (Good for one year from date of purchase)
lndividual

$5

$1 25
[\Iaximum of

.All members must live at the sa me residence (can include one careqiver)
Additional Household Pass [\/ember $ 60/each

Annual Gombo Pass (Aquatic Center & Pawnee Plunge)
(Good for one year from date of purchase at Aquatic Center and one season at
Pawnee Plunge)
lndividual $175
Household Pass (Maximum of 6) $600
*All members must live at the same residence (can include on caregiver)
Additional Household Pass Jt/ember $ 9O/each

Non-Household Group Pass (Maximum of 6) $800

Non-Household Pass Jt/ember Group (Maximum of 6)

Monthly Pass
lndividual

Admission Punch Cards
50 Punches
25 Punches
10 Punches
5 Punches

Group Swimming Lesson
ParenUChild
Preschool
e+aaesLeygl 1 through 6

$600

$35

$ 100
75
35
20

$
$
$

$+s
$+s
$60

2



Private Swimming Lesson
Single Lesson $ 3538

Pa

,ll\ I aaaan Daalraan Q2nnry

Swimming /essons are non-refundable.

Locker Rentals - Annual

Aquatic Therapy
*Reguires agreement.

Facility Rental

Private Facility Rental

$50

$75 per 15 minutes

$100/hr
$100/eachHioh School Swim T Practice Rental

Birthday Party Packages
Cost includes 20 guest admissions ($5/additionat guest), full access to party room
including: tables, chairs, refrigerator and more, t-shirt for the Birthday Child, and
additional staff.

m Meets

Party Room Rental (baptisms, meetings, family reunions, etc.)
(swimmers must pay daily admission or use pass)

Non-Private Party: Normal Operating Hours
Saturday 12pm (Set Up), 1pm-4pm Party
Passholder
Non-Passholder

Private Party: Outside Normal Operating Hours
Friday: 4pm (Set Up) Spm-8pm Party
Saturday:4pm (Set Up) Spm-8pm Party
Sunday 12pm (Set Up) 1pm-4pm Party
Passholder
Non-Passholder

Concessionai re/Vendin g
Daily Fee

$60

${€sl_l_Q
$+25135

$+251_30
${50160
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Review Class - includes CPR review (5 student minimum)
Employee $ 40
Non-Employee Actual program cost plus administrative fees

Lifeguard Class
Full CIass (5 student minimum)

Employee
Non-Employee

CPR Class
Full Class (5 student minimum)

Employee
Non-Employee

Review Class (5 student minimum)
Employee
Non-Employee

Glass Materials

$70
Actual program cost plus administrative fees

$30
Actual program cost plus administrative fees

$15
Actual program cost plus administrative fees

Actual cost of materials
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PAWNEE PLUNGE WATER PARK

Daily Admission
(lncludes both open sessions; 12 Noon - 5 p.m. and 6:30 p.m.-8:30 p.m.)
3 yrs. & Under Free
4 yrs. & Up $ 10
5 Person Group $ 40
10 Person Group $ ZO

Non-swimmer $ 3
(not swimminq, not dressed to swim. and not the quardian of a 6 & under swimmer)
Evenings only session (6:30 p.m. - 8:30 p.m. Monday through Thursday) $ 45

Fitness
Passholder
Non-passholder

No charge
$s

Flow Rider Bracelet
(ln addition to daily/season/combo pass)

Season Pass
lndividual
Household Pass (Maximum of 6)
*All members musf live at the same residence (can include one caregiver)
Additional Household Pass Member
Non-Household Group Pass (Maximum of 6)

Admission Punch Cards
50 Punches
25 Punches

It:-^r.^ Q.^rimmina I aaaan
revrr

Gombo Pass (Aquatic Center & Pawnee Plunge)
(Good for one year from date of purchase at Aquatic Center and one season at
Pawnee Plunge)
lndividual $1ZS
Household Pass (Maximum of 6) $600
*All members musf live at the same residence (can include one caregiver)
Additional Household Pass Member $ 9O/each
Non-Household Group Pass (N/aximum of 6) $800

$s

$125
$400

$ 60/each
$600

$200
$125
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Facility Rental

Public Hours are 12;OO p.m. - 8:00 p.m.

Exclusive Use - Before or After Public Hours
(lncludes 1 supervisor, 1 office personnel, l4lifeguards, 4 slides)

$500/hr

Reseruation required with deposif of $500. Deposit will he applied toward total rate.
Cancellations musf be received twenty-four hours in advance or deposit will not be
refunded.

Flow Rider exclusive use - Before orAfter Public Hours
(lncludes 1 supervisor, 1 office personnel, 1 lifeguard)

$ 7slnr

Lap Pool exclusive use - Before or After Public Hours
(lncludes 1 supeMsor, 1 office personnel,3lifeguards)

$150/hr

Party Room
Monday - Thursday, 12:30 p.m. - 4 p.m.
Friday - Sunday, 12 p.m. - 3:30 p.m. or 3:30 p.m. - 7 p.m

$60
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CEMETERY

Cost of Space

Grave Opening

Cost of Space (infant)

Grave Opening (infant)

Cost of Space (cremation)

Grave Opening (cremation)

Grave Opening (cremation vault)

Certificate of Ownership Transfer

Stone Setting

Saturday Funeral (extra charge)

Winter Funerals

(December through February, extra charge)

Disinterment (burial)

Disinterment (cremation)

Disinterment (infant)

$600700

$400600

${50s00

$+so299

$sso+oo

$€e900

$2{€350

$2550

$3050

$25e3oo

$5075

$75e1-ooo

$esosog

$esosoo

lf traditionat spaces are sold back to the City of Columbus the city will purchase for $200 per
space.

lf cremation spaces are sold back to the City of Columbus the city will purchase for $100 per
space.

lf infant spaces are sold back to the City of Columbus the city will purchase for $50 per space.
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COLUMBUS AREA TRANSIT

Boarding Rates: The boarding rates are determined through review of available funding
from the Nebraska Department of Roads, United Way, and City of Columbus Budget.
Punch tickets are available at Columbus Area Transit office.

Boarding Punch Gards for Eligible Riders

Punch Card
5 punch

10 punch
20 punch

Fee
$10
$20
$ao

B



SENIOR GENTER

Facility Rental:

Meals:

Congregate Meal
Eligible Diner
(60 and older)

$25 per hour

$5 per meal
(suggested donation)

$10 per meallneligible Diner
(Under the age of 60)

Take Out Meal:
Eligible Diner $5.50 per meal

(suggested donation)

lneligible Diner $10 per meal

Home Delivered Meal:
Eligible Diner Only $6 per meal

(suggested donation)

All meals are determined through review of funding provided by Northeast Nebraska
Area Agency on Aging and the fiscal budget. Meals for eligible diners are considered a
suggested contribution per meal. lt/eals for ineligible diners are fee-based.

I



GOMMUNITY DEVELOPMENT - BUILDING PERMITS
Building Permit Fees (shall be paid prior to issuance of building permit)

TotalValuation Fees

$1to

Fence Permit
Demolition Permit
Sign Permit: 0-99 sq. ft.

100-199 sq. ft.
200-300 sq. ft.

It/obile Home Set Down Permit

$27.50

$27.50 for first $2,000 plus $5.50 for
each additional $1,000 or fraction
thereof up to and including $25,000.

$154 for first $25,000 plus $4.40 for
each additional $1,000 or fraction
thereof up to and including $50,000.

$264 for first $50,000 plus $3.85 for
each additional $1,000 or fraction
thereof up to and including $100,000.

$456.50 forfirst $100,000 plus $2.20 for
each additional $1,000 or fraction
thereof up to and including $500,000.

$1,336.50 for first $500,000 plus $1.65
for each additional $1,000 or fraction
thereof.

$30
$30
$ss
$6s
$tzo
$100

2,000

25,0002,001 to

25,001 to 50,000

50,001 to 100,000

100,001 to 500,000

500,001 and up

General Contractor Registration No Fee/Certificate of Insurance
$1,000,000 aggregate

Administrative Fee for Online Applications $Z

Plan review fee equal to 10 percent of building permit for review under the lnternational
Residential Code.

PIan review fee equal to 25 percent of building permit for review under the lnternational
Building Code.

Fee for work commencing before permit is issued may be double the required permit fee at the
discretion of the Chief Building & Code Official. The Chief Building & Code Official may waive
the requirement for a building permit when structure is temporary in nature or less than one
hundred twenty (120) square feet in floor area and has no foundation. There shall be no permit
required for re-roofing or re-siding an existing structure.
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GOMMUNITY DEVELOPMENT
LIGENSES

BUILDING MOVING PERMITS &

Building Moving Permit $5Ol8Q minimum or 4$ per square foot
of floor area, whichever is greater. (p6rs

Signs (building moving) $17 plus tax

Building ttloving Permit
*after building is already moved

$lool so

Building Moving Annual License Fee $60

$1,000,000 aggregateI nsurance requirements

Public Liability lnsurance is required naming the City of Columbus, Nebraska as
additional insured which fully protects the City or anyone else for damages sustained to
a person(s) or property, resulting from the moving of any building or parts thereof within
the City and shall indemnify and save the City harmless from any and all suits, judgments,
exactions, executions, and liabilities as to personal injuries or property damage in
connection with, or related to, or growing out of any building move.
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COMMUNITY DEVELOPMENT - PLUMBING LIGENSES & PERMITS

Plumbing Licenses and Registration Fees

l/aster Plumber:

$30 per year + Certificate of
insurance $1,000,000 aggregate

Water Conditioning lnstaller $30

Plumbing Permit Fees (shall be paid prior to issuance of plumbing permit):

Fee for work commencing before permit is issued may be double the required permit
fee at the discretion of the Chief Building & Code Official.

Plumbing New Residential:

Resident

Non-Resident

Journeyman Plumber:

Resident & Non-Resident

Apprentice Plumber:

Resident & Non-Resident

Do Your Own Plumbing Registration

Water Conditioning Contractor

One Bathroom
Each Additional Bathroom
Each Additional 1/2 Bathroom

Plumbing New Commercial

Existing Plumbing Remodel & Extensions

Sewer & Water lnspections not covered under
new residential or commercial permits

Sprinkler System

$60 per year + Certificate of insurance
$1,000,000 aggregate

$60 per year + Certificate of insurance
$1,000,000 aggregate

$30 per year

$20 per year

$30

$80
$15
$13

$75 plus $5 for each fixture or trap opening

$15 plus $5 for each fixture or trap opening

$25

$zo
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Backflow Protective Devices:

tt/obile Home Park Sewer

GAS PIPING

Up to five outlets
Over five outlets

$15 plus $8 each for 2" and smaller
$15 plus $13 each over 2"

$15 plus $10 per space

$so
$30 plus $5 for each outlet over five

13



GOMMUNTTY DEVELOPMENT - BOARD OF ADJUSTMENT, REZONING,
SPECIAL USE PERMIT

Application Fees:

All apolication fees include initialcosf of and srdns tfadd ition a I ou bl ication s
and/or siqns are required, additionalfees will be assessed.

Board of Adjustment $+SOZOO

Rezoning/Special Use PermiU
Planned Unit Development (PUD) $500

Other Fees:

Administrative Fee $15

/-amnla*n El r rilr{inn Danar} (EOE annr ralhrrE-ErJvrE \yEv qr

Comprehensive Plan

Columbus Land Development Ordinance

Publications

Signs (rezoning, special use permit,
Board of Adiustment)

Zoning Verification Reports

$35 plus tax

$30 plus tax

Actual cost of publication

$17 plus tax

$30 plus tax
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GOMMUN ITY DEVELOPMENT - WI RELESS TELEGOMM UN IGATIONS
FAGILITIES

Application Fee:

D.A.S. Node $200 per node

Eligible Facility Permit
Colocation/Mod ification $1,000 (non-refundable)

$3,000Special Use Permit - New Facility

COMMUNITY DEVETOPMENT PERMITS TO OGCUPY THE RIGHT.OF-
WA.Y

*pp$eatien+ee

(net apBlieable te right ef way users linear run ef undergreund utility
with a eurrent franehise agreement) infrastrueture

COMMUNITY DEVELOPMENT - SMALL WIRELESS FAGILITIES IN THE
RIGHT.OF-WAY

Application Fee:

Modify, Replace, and lnstall New
Ground lt/ounted Facility or Pole

$ZSO per facility and pole

Go-location on Authority Pole:

Application Fee

Annual Usage Rate

Right-of-Way Use Rate

$500 minimum for up to 5 facilities,
$100 for each additional facility on
same application (maximum of 10)

$20 per pole

250 annually per small wireless
facility
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GOMMUNITY DEVELOPIUENT - GODE ENFORGEMENT

Weed Abatement $85 per heur

Remeval ef Snew & lee $85 per heur

@
Tewing Pestage; legalfees; and $50 administrative fee

€empan)4
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EGONOMIG DEVELOPMENT

PACE (Property Assessed Glean Energy) Program:

Application fee $1,000 due with application

Administrative fee $40,000 or 1o/o of the capitalamount of the PACE project,
whichever is less, due at closing

Annual fee $500 due annually for life of the bond
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ENGINEERING

Application Fees:

All application fees include initial cost of publications. lf additional publications
are required, additionalfees will be assessed.

Vacation of street, alley, or easement $2OOSO0

Preliminarv Plat $325 plus $20 per lot review fee

Final Plat $325 olus $15 per lot review fee

Administrative or Minor Plat $325

Permit to Occupv Riqht-Of-Wav Application Fees:

Temporarilv Occupv $10 per dav

Permanentlv Occupv $250 per facilitv

Riqht-of-Wav Use Rate $250 annuallv per facilitv. sinole
(not applicable to riqht-of-wav users linear run of underqround utility
With a current franchise aoreement) infrastructure

Other Fees:

Administrative Fee

Map Update Fee

Plans and Specifications
(lncludes standard USPS mailing)

I nfQ, RFP, Design-Build Letter of lnterest

Publications

36" x 48" Print (Map)

24" x 36" Print (tMap)

Scanned Sheet plus actualtime

24" x 36" and smaller

$75 minimum - $125 if purchased from
Engineering Dept.
$30 if purchased from Quest CDN

${520 from www.questCDN.com

Actual cost of publication.

$10 per sheet plus tax

$8 per sheet plus tax

$60 per hour (minimum 112 hour):

$5 per sheet plus tax

$ts

$2s
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CD and mailing charge

Sheets larger than 24" x 36"
(incl. CD & mailing charge)

$2s

$25 per sheet plus tax

Special Delivery (UPS, Federal Express, etc.) Actual cost
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FIRE

Rescue Service Fees

Definitions:

Tiered Response - Mutual aid to another department or district which does not have the
type, volume, or level of service available to meet the needs of the incident or the
patient(s). l/utual aid may be initiated by radio call or by standing agreement for
automatic mutual aid/dual response per written agreement. ln this situation, Columbus
Fire Department (CFD) provides care, transportation, and medical supplies.

ALS lntercept - Aid to another licensed ambulance service in the State of Nebraska who
has transport capability but needs ALS, and only has BLS care available. ln this
situation, our ALS personnel board their ambulance with necessary equipment and
supplies and the transport continues. For billing purposes this is treated the same as an
ALS treat & release. The ALS lntercept billing rate also applies to situations where CFD
personnel arrive and treat but a third service, such as a helicopter, transports the patient.

(a)

(b)

(c)

(d)

(e)

(f)

(g)

(h)

$725 Emergency Basic Life Support transport service call.

$125 Basic Life Support treat and release (non-transport)

$150 Lift AssisUFall for private residences (non-transport).

$350 Lift Assist/Fall for Assisted Living/Nursing Home Facilities/tt/idwest
Med ical Transport (non-transport).

$1,056 Emergency Advanced Life Support Level One transport service call.

$1,531 Emergency Advanced Life Support Level Two transport service call.

Same applies for Tiered Response (patient is transported in city ambulance)

$493 Advanced Life Support treat and release or assist service call (non-transport)

$493 Paramedic Intercept service call.
(other service transports patient with city medic on board)

$19 per loaded patient mile.

Additional family members when treated at the same site and transpo(ed
shall be charged the same fees as Basic Life Support or Advanced Life
Support Level One or Two, whichever is appropriate.

$0 Dry run (no patient found or care not required).

These are global fees which cover cost of supplies, labor and medicines.

(i)

U)

(k)
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Reports: NARSIS

Fire

Other: SCBA Bottle

Ambulance/Fire Apparatus Standby Personnel Fees

(a) Standby for service

(b) Ambulance

(c) Fire Engine WJaws

(d) Brush truck

(e) Ladder truck

(f) lnstall flag pole ropes or cables

HazMat Response

Seruices:

(a) HazMat Technician (certified)

(b) HazMat Support (Operations level or higher)

(c) HazlVlat 2 (Kenworth) & HazMat Trailer (48 ft)

(d) HazMat 2 (Kenworth) with no trailer

(e) HazMat 1 (F350) & Decon Trailer

(0 HazlVat 1 (F350) with no trailer

(g) Suburban & support trailer (incl. 6x6)

(h) Suburban with no trailer

(i) Fire Engine (in support of hazmat response)

Stipend:

(a) Hazl/atTechnician(certified)

(b) HazlMat Support (Operations level or higher)

$20 (includes tax)

$20 (includes tax)

$7 (includes tax)

$7Slunit/person/hour

$1OO/hour

$1O0/hour

$50/hour

$1,000/hour

$500 each

$34.SO/person/hour

$2O/person/hour

$160/hour

$80/hour

$122lhour

$61/hour

$100/hour

$50/hour

$200/hour

$26.50/hour
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Fireworks Application Fees

All fees are non-refundable.

Applications received by 5 p.m. on June 1Oth

Minimum Sq. Ft. Maximum Sq. Ft.

0
425
601
801

1601

0
425
601
801

1601

424
600
800

1600
2400

424
600
800

1600
2400

Fee (Per Location)

$sso
$600
$700
$900
$1,250

Applications received June 11th through June 18th - Double the application fee

Applications received June 19th through June 25th - Triple the application fee.

Applications received by 5 p.m.on December 19th

Minimum Sq. Ft. Maximum Sq. Ft. Fee (Per Location)

$sso
$600
$700
$e00
$1,250

I nsurance Requirements:

Certificate of lnsurance in the amount of $1,000,000 per occurrence/$2,000,000
aggregate coverage.

22



GENERAL ADMI N ISTRATI ON

Application for Franchise

Copies and Scanned Documents:
Black & White (Letter & Legal)
Colored (Letter & Legal)
Black & White (11" x 17")
Colored (11" x 17")

Gredit Card Convenience Fee:
Charges under $300
$300 - $700
$701 - $1,000
$1,001 and above

Documents prepared by City Attorney
(i.e., waivers, easements, etc.)

lnsufficient Funds

Administrative Fee

Reprod uction of Recordings

Research (Nebraska resident)

$500

copied pag
copied pag
copied pag
copied pag

$z
$to
$1s
Prorated

Actual cost

$25 per occurrence

$ts

$20

$30 per hour (following 40 cumulative hours)
and anv other fee(s) that are allowed under
State Statute

tax)
tax)
tax)
tax)

e (incl.
e (incl.
e (incl.
e (incl.

$ .25 per
$ .60 per
$ .50 per
$ ,75 per

Research (non-Nehr raska resident $30 oer hour and anv other fee(s) that are
allowed under State Statute

Liquor Licenses:
Entertainment District
Publication Fee
Special Designated Liquor License

$300
$1s
$40 per day

Miscellaneous Licenses/Permits:
Junk Shop $25 annually
Pawnbroker $50 annually plus $5,000 bond
Itinerant Carnival, Show Troupe
Itinerant or Commercial Entertainment $25 per day or $100 per week
Tobacco - Retail (Fee set by State Statute) $15 annually plus Administrative Fee
Tobacco - Wholesale (Fee set by State Statute) $100 annually plus Administrative Fee
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Occupation of Street
(temporary storage on City property)

Certificate of lnsurance $1,000,000
per occurrence $1,000,000
aggregate
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GOLF GOURSE

Fees are set by golf professional and are subject to change.

All fees include sa/es fax.

A// oasses are valid at both Auail Run and Van Berq Go/f Courses.

Passes not valid for corporate/company/state, booster outings, or tournaments.

Season Pass

Junior 7-day
Young Adult 7-day
Single 7-day
Family 7-day
Senior 7-day
Super Senior 7-day
Additional Spouse Pass

lnstallment Plan - Single Pass

lnstallment Plan - Family Pass

Annua! Cart Pass

lndividual
Spouse of lndividual Cart Pass Holder

Senior/Super Senior
Spouse of Senior/Super Senior Cart Pass Holder

Age is determined by age at time of purchase.
Junior - 18 and Under
Young Adult - 19-23
Adult - 24-59
Senior - 60-69
Super Senior - 70 and Over

$220*6250
$51432550
$929€+99s
${#H{r4oo
$e3e4589s
$74+s9795
$50=a+gzs

$274 down payment due no later
than February 1Sth and four
payments of $185 due February
28th, March 31st, April30th and
May 31st

$351 down payment due no later
than February 1Sth and four
payments of $263 due February
28th, March 31st, April30th and
May 31st

$6#t700
$32+14350

$52+36560
$26#280
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QUAIL RUN

Daily Green Fees

Weekday 9-hole
Weekday 18-hole
Weekend/Hol iday 9-hole
Weekend/Holiday 1 8-hole
Junior/Senior/Super Senior Weekday 9-hole
J unior/Senior/Super Senior Weekday 1 8-hole
Twilight (two hours before sunset any day)

Winter Rates (December 1 - March 31)
9-holes
9-holes Mcart
18-holes
18-holes w/cart

Punch Cards (lndividual or Corporate)

20 Punch 9-hole
20 Punch Senior/Super Senior 9-hole
20 Punch 18-hole
20 Punch Senior/Super Senior 18-hole

High School Teams - with range (Monday - Friday)

Cart Fees

9-hole
18-hole
Senior/Super Senior 9-hole
Senior/Super Senior 1 8-hole

${++61-9
$zruan
$23€326
$34,8+39
$140215
$20s622
$€3814

${4s21!
${€-6920w#u
$27,1029

$35M7375
$280=37299
$4e6580
$q+a-20aao

$1p1s02.200

$lo+s12
$lsi+1e
$ 9++11
$14#16

Passes not valid for corporate/company/state, booster outings, or tournaments.

I n"el Sharpening fee set Public Pro e Director

One+u+ing-unit Reel and Bedknife Grindingonly $S0/unit

lf parts and/or additional labor are required. additional fees will be assessed.
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VAN BERG

Daily Green Fees

Weekday
Weekend/Holiday
Junior/Senior/Super Senior Weekday
Twilight (two hours before sunset any day)
Additional t holes -All players

9-hole
18-hole
Senior Super Senior 9-hole
Senior/Super Senior 1 8-hole

Punch Cards (lndividual or Gorporate)

20 Punch
20 Punch Senior/Super Senior

I Lockbox (if used) - $10 for allday--ggs61*,6"6

Foot Golf Daily Green Fees

t holes
18 holes

Youth (15 and under) t holes
Youth (15 and under) 18 holes

Ball rental

Youth goffers (15 and under) play free at Van Berg when accompanied by a greens fee
paying adult

Cart Fees

$1&Osl4
$15€9lz
$1HA112
${+281'1
$6s42

${.0#512
${€Jzlll
$ estlL
$14J510

$ru
$W

$to
$ts

$z
$tz

$s
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LIBRARY
Established by Library Board

Fines & Replacement Gosts:

$0.50 per day for each overdue special collection item, including but not limited to,
e I ectro n i c d evi ce, g a me, puzzle, o r eq u i p me nt.

$25 for any electronic device returned in book drop

$50 for overdue "By Reservation Only" projector

Fee for Damaged/LosUUnreturned Materials: Up to retail replacement cost of items.
Patrons must pay the assessed cost of items. The library will not accept replacement
items from patrons in lieu of payment for damaged, lost, or unreturned materials.
Materials are deemed unreturned after three months.

Service Fees:

$1 for replacement of previously issued library or digital library card.

$40 annually ($ZS for six months) for library privileges for residents outside of Columbus
who are not eligible for a free card (per the library card policy).

$5 for each test proctored (faxing fees and postage may apply).

$1 per page for outgoing faxes ($5 maximum up to 25 pages, $1 per each additional
page).

$0.+025 per black & white print made on standard printer/copier.

$0.eS5q per color print made on standard printer/copier.

Makerspace fees:

Consumable materials used in the l/akerspace are charged to users at cost plus sales
tax. Prices are posted in the lVlakerspace.

lnterlibrary Loan (lLL):

Unusual or international postage fees charged by the lending library will be charged after
consultation with patron.

$3 postage recovery fee will be charged to any patron who fails to pick up a requested
interlibrary loan book before it expires.
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PARKS AND RECREATION

All fees are non-refundable.

Athletic Field Rentals:

Recreation Leagues $1S/Field/Day Youth
$35/Field/Day Adult

Organized Leagues (Clubs)

Tournaments

Recreation Practice

$5S/Field/Day Youth/Ad u lt

$5S/Field/Day Youth/Ad u lt

No Charge Youth/Adult
BUT must be scheduled through
Parks and Rec or not permitted

All outside Columbus community games $1 ss

Due to proximity of the track and ballfield, no baseball games shall be scheduled at the
same time a track meet is in progress. Baseball practice may take place, but limited to a
practice where balls do not land in the track and footballfield area.

Bleachers:
Bleacher rental (five-row only)

For special events held in a city park $93/bleacher/event

Contingent upon availability. City will deliver and pick up.

Glinics:
Non-Profit organization
(sponsor is a local organization) $60 (includes refuse disposal)

Private organization
(profits to be used for individual benefit.) $21Slday (no lights)

$240lday (with lights)

Commercial Nature:
For anything of a commercial nature in any park where electricity is used, a $40fee will be
assessed based on usaqe.
lf additional cleanup is required, an additional $50 fee will be assessed.

Cleanup for Columbus Days event in Frankfort Square $190/day

$2Olday
$35/month

Goncessionaire:

29



Park Beard appreval required fer these wishing te sell geeds and serviees en preperty
under Park Beard jurisdietien,Special Event Packet must be processed and approved for
those wishino to sell ooods and services on nark orooerties

Goncession Stand Rentals:
Armory, Gerrard, Centennial, Pawnee Park Baseball, Bradshaw, and Wilderness

Non-profit organization $130/season, plus cleanup

Private organization $29S/season, plus cleanup

Disc Golf:

Tournaments $3S/tournament

$3S/eachLeague Play
*Once per weel</l2 consecutive week maximum

Football: (Pawnee and Bradshaw Parks)

Scotus & Columbus High Schools

JV, Junior High, Freshman, ttliddle School
and Soap Scrimmages (with lights)

JV, Junior High, Freshman, and Middle School (no lights)

All non-localteams

Soccer (Pawnee Park Memorial Stadium):

Games with liqhts

$800/varsity game

$400/9ame

$200/game

$1,000/game

$400/qame
Games without liohts $200/oame

Horseshoes:

Electricity

Tournaments

Softball:

High School/College
plus 35% of actual electricity usage for each season

$100/season

$6S/tournament
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Tennis/Pickleball:

High School

Pawnee Park

Gerrard Park

Tennis Association Electricity Fee

Track:

$SOO/school year

$26lcourUday
$35 for 6 courts, 2 hours/day
$100 for 6 courts/day

$26lcourUday

$275lseason

Practice per season, per school
(Columbus and Scotus High Schools,

Columbus Middle School & Scotus Jr. High)

$335

lnvites and Relays $195/meet

Dual/Triangular Meets $70/meet

Districts or Conference (Columbus Schools) $270lmeet

Districts or Conference (not involving Columbus Schools) $395/meet

Electronic Timing System $210/meet

Special Olympics $50

No track practice can be held when a scheduled track meet is in progress. Due to proximity of
the track and ballfield, no baseball games shall be scheduled at the same time a track meet is
in progress. Baseball practice may take place, but limited to a practice where balls do not land
anywhere in the track and football field areas.

Cost for items such as hurdles, jumping standards, jumping pits, and pole vault boxes will be
split between the City, Columbus High School, and Scofus High School.

PROGRAMS

The Parks and Recreation Director shall establish recreation program fees for miscellaneous
sales, programming, special events, and promotion.

Program fees are non-refundable
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Shelter Reservations:

Glur Park Shelter

I eawnee Park West Shetter

Pawnee Park East Shelter

$50/day

$ze*age$lzslcley

$50/day

Payable at time reservation is made. Non-refundable.

I e"rk Park Reservation $35/day

Frankfort Square Reservations:

$3S/event

$1O0/event with profit capabilitv

Stadium Reservations:

$150 plus cleanup per event where no admission is charged or concession used. Park
crew wages wil! be added to the $t SO fee for cleanup.

$225levent where admission is charged.

$300/event where concessions are sold.

$525/event where admission is charged and concession are sold.

$SO/hour for video board usage

Marching Band Festival $800

Wedding Reservation

Condition of area for wedding is "as is'l

$ss

All events requiring extra cleanup
(garbage receptacles emptied only)
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POLICE

lmpounded Vehicle:

Outside Storage
!nside Storage
Towing
Administrative Fee

Miscellaneous:

Reports (pick up in person)
Faxes
Criminal History Fee
CD containing audio/video/photo reproduction
Research (Nebraska residen0

$1 0 per day
$20 per day
Per agreement w/towing companies
$so

$5 First Page - $1 Add'l Page
$5 First Page - $1 Add'l Page
$10
$20
$30 per hour (following 40 cumulative hours
and any other fee(s) that are allowed under

Research (non-Nebraska resident)
State Statute
$30 per hour and any other fees that are
allowed under State Statute

Fingerprints
Bike License
ATV/UTV/Go|f Car Permit

FiscalYear 2022-2023
FiscalYear 2023-2024
FiscalYear 2024-2025
Fiscal Year 2025-2026

Gun Permit
Vendor/Solicitor Permit
Parking

False Alarm:

One - Four
Five - Seven
Eight - Ten
Eleven - Subsequent

Fire False Alarm:

First False Alarm
Any subsequent within 6 months

Registration:

card

$30
$40
$50

$s
$15 per day or $30 per month
$1 5 - $500

No Charge
$25 each
$50 each
$1 00 each

No Charge
$1 00

$5 per
$s

$zo

Vacant Building
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Parking Violations:
The fines for parking violations, if paid within five (5) days are as follows:
Handicapped (Disabled) Parking, 1st Offense: $1SO
Handicapped (Disabled) Parking,2nd Offense: $300 within one-year

period
Handicapped (Disabled) Parking, 3rd Offense: $500 within one-year

period
Restricted Parking Lot, 1st Offense: $15
Restricted Parking Lot,2nd Offense: $ZS
Restricted Parking Lot,3rd Offense: $100
Parking Near Fire Hydrant $2S
Parking in Fire Lane $2S
Parking Near Street lntersection $1S
Parking Within Sidewalk Space $1S
Parking Near Traffic Control Device $15
Semi-Truck/Trailerand CommercialVehicleViolation $tS
Angle Parking $15
Parking of Oversize Vehicles, Trailer, I\Iobile Home,

Camping Trailer, or Bus in Residential Districts $1S
School Buses Stopped $1S
Parking Prohibited on Certain Streets $t S
Parking Upon Roadways or City Parking Lots for certain

purposes prohibited $tS
Abandoned Vehicle $15
Obstructing Driveways or Roads $tS
Painting Curbs, Prohibited $1S
Parking ln Alleys $1S
lmpeding or Obstructing Traffic $15
Standing in Loading Zone $15
Large Vehicles Parked $1S
Parking for the purpose of selling merchandise $t S
Parallel Parking $15
Streets Without Curb $15
Parking Time Limits $15
Stopping, Standing, or Parking in places which would

cause hazardous conditions or traffic congestion $15
Parking with left side to curb prohibited $1S
Unattended tVotor Vehicles $1S

The fines for all parking violations will double if not paid within five (5) days from the date
the citation was issued.

The storage fee for vehicle impound lot will begin the day vehicle is placed into impound
and end the day vehicle is removed from impound.
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Lifetime Dog and Cat License Nan-transferable and Non-refundable
6 months to 5 years old $100
over 5 years old $50

lmpound Fees:

First Offense
Second Offense
Third Offense and each thereafter

$to

POLICE . ANIMAL GONTROL

Licensing:

Exotic Animal

Dog and Cat (January-December lntact)
Dog and Cat (January-December Altered)
Replacement Tag

City Live Animal Trap Program:

Refundable Deposit

Commercial Animal Establishment:

Hobby Beekeeper Application (non-refundable)

$20 plus administrative and
actual publication costs

$zs
$ts
$s

$15
$2s
$40

Daily Charge for Animal in Custody

Unclaimed livestock found stray that are not able to be housed at the shelter will be
charged same rates assessed by outside agency (i.e., sale barn, vet clinic or other
organization contracted for this service.)

Animal under investigation at shelter
for either a bite, vicious, or dangerous

investigation case $25 per day

Upon the owner of any animal claiming their pet, the owner shall be responsible for all

medical costs incurred by the City of Columbus while in the custody of the City of
Columbus.

$50

$100 annually

$zo

Dangerous Dog Appeal (non-refundable) $100
The Erna Badstieber Paws and Claws Adoption Center may request an appeal hearing
without the appealfee.
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POLIGE - GODE ENFORGEMENT

Nuisances:

Abatement of Nuisance/Rubbish $100 oer hour (minimum $100) plus
oostaoe- dumoino fees- eouioment
fees. fees and $5O aclministrative
fee

Weed Abatement $85 per hour (minimum of $85) plus
nostaoe drrmnino fees eouioment fees-
leoalfees- and $50 administrative fee

& lce
nostaoe eou ioment fees- leoal fees.
and $50 administrative fee

nhrs nostaoe leoalfees- storaoe fees.
and $50 administrative fee

Storaoe fees:
Outside storaoe $'lO oer dav
lnside storaoe $20 oer dav

Eouioment Fee $15
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PUBLIG WORKS. STREET

Equipment Charges (for equipment only)

Equipment Per Hour Cost + labor Minimum

Backhoe
Boom Truck/Sign Truck
Chipper
Compressor
Concrete Saw
Dump Truck
Dump Truck
Grader
Loader
Pickup
Sweeper
Tractor
VAC Trailer
[/ower

Removal of Right of Way Tree:
With Tree Replacement
Without Tree Replacement

$1 00
$1 00
$50
$50
$8 per foot
$50 five yards
$100 ten yards
$1 50
$1 00
$30
$75
$50
$125
$125

$200
$200
$100
$100
$100
$100
$200
$300
$200
$60
$1 50
$100
$1 75
$150

Other equipment charges will be actual costs plus a 10% administrative charge (with a
2hour minimum charge).

Labor charge (per employee) is $55 per hour up to the first 8 hours and $80 for each
hour thereafter for an B hour work day (minimum charge of $70).

Sidewalk Replacement $300 for 25 sq. ft.(min.) $10/sq. ft. for each add'l sq. ft.

Street Replacement $400 for 25 sq. ft (min.) $13/sq. ft. for each add'l sq. ft.
Only concrete (6" typical)

Street Replacement w/
Asphalt Overlay $350 for 25 sq. ft. (min.) $12lsq. ft. for each add'l sq. ft.

Street Replacement w/
Only Asphalt (6" typical) $300 for 12 sq. ft. (min.) $11lsq. ft. for each add'l sq. ft

$15
$zs

Tree Service Registration $1 5 annually plus $500,000/$1,000,000
liability insurance coverage

Pruning of Branches on Right of Way or Park Trees for Purpose of Moving a Building
must be done by contractor.

Utility Cuts $15 per lineal foot $200 minimum
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Excavation Permit:

Concrete less than 4" depth
Concrete 4" - 6" depth
Concrete over 6" depth
Asphalt less than 4" depth
Asphalt 4" - 6" depth
Asphalt over 6" depth
Gravel
Fill tMaterial

FEE (per sq. ft.)
$10
$10
$to
$10
$10
$10
$10
$10

Should area not be restored by applicant, City will restore and charge the cost of
restoration.
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PUBLIG WORKS . TRANSFER STATION

Garbage Hauler Licensing Fees & Requirements: $150 annualfee + bond in an amount
equal lo 114 of the total transfer station charges incurred by the licensed hauler during the
preceding calendar year. Those haulers not in business for one full year will post a bond of
$5,000.

Overweight Permit: $100 per vehicle

City Fees: The following quantities and fees shall apply to the weight of all municipal
solid waste, refuse, and materials deposited or unloaded at the Solid Waste Transfer
Station:

Category
Solid Waste Availability Fee
(billed on water/sewer utility
bills and collected as such):

Residential
Commercial
lndustrial

Fee

$z
$o
$t

Minimum

per month
per month

0 per month

l\Iunicipal Solid Waste Tipping Fee
deposited or unloaded other than by
a licensed garbage hauler: $Og per ton $15 per vehicle (up to 320 lbs)

- 
(An additional trailer shall be considered an additional vehicle.)

Community Cleanup Rate: $10 minimum (up to 2 days, twice a year)

IVunicipal Solid Waste Tipping Fee
deposited or unloaded by a licensed
garbage hauler: $42 per ton

+ Occupation Tax $27 per ton
* Occupation Tax is covered in Columbus City Code - Section 1 11 .03

Wood pallets, construction and
demolition debris or masonry rubble
deposited or unloaded other than by
a licensed garbage hauler: $69 per ton $3.S0 per vehicle (up to 100 lbs)

(An additional trailer shall be considered an additional vehicle.)

Wood pallets, construction and
demolition debris or masonry rubble
deposited or unloaded by a licensed
gaibage hauler: $42 per ton

+ Occupation Tax $27 per ton
* Occupation Tax is covered in Columbus City Code - Section 111 .03
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Category

Trees and limbs (virgin wood)
deposited or unloaded at the
Solid Waste Transfer Station or other
designated dumping grounds
(other than by a licensed garbage
hauler):

Trees and limbs (virgin wood)
deposited or unloaded at the Solid
Waste Transfer Station or other
designated dumping grounds (by a
licensed garbage hauler):
+ Occupation Tax.

Any material deposited or unloaded
which causes any damages or
plugging up of the Transfer Station
push pits:

Fee Minimum

$42 per ton
$27 per ton

Actual cost of
incurred expense $75 per occurrence

Minimum
$1 00
$200
$60

$69 per ton $2.50 per vehicle (up to B0 lbs)
(An additional trailer shall be considered an additional vehicle.)

* Occupation Tax is covered in Columbus City Code - Section 111.03

Trees and limbs (virgin wood)
deposited or unloaded at the
Solid Waste Transfer Station or
other designated dumping grounds
weighing less than 20 lbs: No Charge

Equipment:
Dump Truck
Loader
Pickup

Per hour cost
$so
$100
$30

Other equipment charges will be actual costs plus a 10% administrative charge
(with a 2 hour minimum charge)

Labor charge (per employee) is $55 per hour up to the first B hours and $80 for each
hour thereafter for an 8 hour work day (minimum charge of $70).

tnoperative Scales: lf the scale is inoperative for any reason, the charge to licensed
collectors and others with charge accounts shall be the average charge per load for the
previous full month or the operator may require customers to acquire a weight slip from a
commercial scale.

Right of Refusal: Should any illegal or questionable material be brought to the transfer
station to be deposited or unloaded, the transfer station reseryes the right of refusal of the
material.
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PUBLIC WORKS . WATERYSEWER UTILITIES

Water Rate Table:

Rates per 1,000 gallons or portions thereof:

Use
Residential
Residential
Commercial
Commercial
lndustrial
lndustrial

Use
Residential
Residential
Commercial
Commercial
lndustrial
lndustrial

6101124
$1.47
$2.e3
$1.32
$2.88
$1.30
$2.70

6t01124
$5.28
$7.59
$5.28
$7.59

6t01t25
$1.61
$3.21
$1.45
$3.15
$1.+z
$2.e0

6101126

$1.tt
$3.52
$1.59
$3.45
$1.56
$3.24

Location
lnside City Limits
Outside City Limits
lnside City Limits
Outside City Limits
lnside City Limits
Outside City Limits

Location
lnside City Limits
Outside City Limits
lnside City Limits
Outside City Limits
lnside City Limits
Outside City Limits

6t01127 6101128

$1.93 $2.12
$s.as $4.22
$1.74 $1.e0
$3.78 $4.14
$1.71 $1.87
$3.Ss $3.89

Monthly Service Gharges: 9.5% per year

Meter Size
Y4"

1"
1-Y2"

2"
3"
4"
o
8"

10'
12"

$22.29
$37.15
$74.29

$111.44
$222.88
$371.46
$557.20

$1,040.10

$a.t+
$8.14

$24.41
$40.68
$81.35

$122.03
$244.05
$406.75
$610.13

$1,138.91

$8.91
$8.e1

$26.72
$44.54
$89.08

$133.62
$267.24
$445.40
$668.0e

$1,247.11

$7.43
$7.43

$2,508.00
$110.00 additional

$38.00 per front footage
$110.00 additional

$9.75 $ 10.68
$ 9.75 $ 10.68
$29.26 $32.04
$48.77 $53.40
$97.54 $106.81

$146.31 $160.21
$292.62 $320.42
$487.71 $534.04
$731.56 $801.06

$1,365.58 $1,495.3'l

6t01t27
$5.77
$8.2e
$5.77
$8.2e
$5.77
$8.2e

Special Water: For water connections that have never been assessed or charged for
water service.

Special Connection Charge for Lots 66'or less
- Outside City Limits

Special Connection Charge for Lots in excess of 66'
- Outside City Limits

Sewer Rate Table:

Rates per 1,000 gallons or portions thereof:

6t01t25
$5.44
$7.82
$5.44

6101126

$5.60
$8.05
$5.60
$8.05

6101128

$5.e4
$8.54
$5.94

$5.60
$8.05

$7.82
$5.44
$7.82

$s.28
$7.59

$8.54
$5.e4
$8.54
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Monthly Service Charges: 3% per year

Meter Size
Y4"

1"
1-Y2"

2"
3"
4"
6"
8"
10"
12"

$9.6e
$9.6e

$29.08
$48.46
$96.92

$145.38
$290.75
$484.5e
$726.88

$1,356.85

$9.98
$e.e8

$29.e5
$49.e1
$99.83

$14e.74
$299.48
$499.13
$748.6e

$1,397.55

$10.28
$10.28
$30.85
$51.41

$102.82
$154.23
$308.46
$514.10
$771.15

$1,439.48

$10.59 $10.91
$10.59 $10.e1
$31.77 $32.72
$52.95 $54.54

$105.90 $109.08
$158.86 $163.62
$317.7'.1 $327.24
$529.52 $545.41
$7e4.28 $818.11

$1,482.66 $1,527.14

Special Sewer: For sewer connections that have never been assessed or charged for
sanitary sewer service.

Special Connection Charge for Lots 66'or less
- Outside City Limits

Special Connection Charge for Lots in excess of 66'
- Outside City Limits

$1,650.00
$110.00 additional

$25.00 per front footage
$110.00 additional

Sewer Surcharge Rate: BOD
TSS
Grease

$0.234 per pound
$0.194 per pound
$0.388 per pound

Disposal of Septic Waste of Portable Waste at the WWTF $0.0S per gallon

Stormwater Management Program :

Residential zoning (AG, RR, R-1, R-2, R-3, and RMH)

Tier No. Parcel Max lmpervious Surface Area (sq. ft.) Rate

Commercial zoning (O, LC, UC, B-1, and B-2) and lndustrial zoning (ML/C-1 and ttIH)

1

2
3
4

1

2
3
4

between 0.0 and 4,000
between 4,001 and 6,000
between 6,001 and 50,000
greater than 50,000

between 0 and 36,000
between 36,001 and 195,000
between 195,001 and 1,450,000
greater than 1,450,000

$3.00
$3.25
$3.50
$6.00

$3.00
$4.75
$e.00
$11.50
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Grease Management Program :

Grease Trap interceptor and/or automatic grease removal device
Annual permit $50 per unit
Annual inspection $35 per site
Late fee and/or non-permitted activity $100 per uniUper occurrence
Grease disposal $0.15 per gallon

Nonresidential Strength Wastewater shall be charged actual costs based on
composition of the waste for treatment, handling, and disposal plus a 10%
administrative charge.

Water/Sewer M iscel laneous :

Water Permit $50 each
Sewer Permit $50 each
Water - Turned On $25 per occurrence Non-Payment & Convenience Call

$SO Non-Payment - After 5 pm of the day of
request

$100 Convenience call - After 5 pm of the day
of the request

Water - Shut Off $25 per occurrence Non-Payment & Convenience Call
$100 Convenience call - After 5 pm of the

day of the request
lnsufficient Funds $25 per occurrence
Filling Consumer Tanks $5 for first 1,000 gallons & $3.75 for each add'l 1,000 gallons or

portions thereof over 1,000 gallons.
Rates for Building Under Construction Regular charge-as though water was taken by

regular customer service.

Equipment:
Backhoe
Compressor
Dump Truck
Dump Truck
Loader
Service Truck
Service Van
Pumps
Tapping Machine
Fire Hydrant:

Meter
Flush Valve

Water Line Freeze Pack
Bulk Water Fill Station

Per Hour Cost
$100
$50
$50 five yards
$100 ten yards
$100
$45
$50
$50
$150 per tap

$100 deposit
$100 deposit
$100 per line

Minimum
$200
$100
$100
$200
$200
$e0
$100
$100

$30 monthly

$5.50 er load or oer each 1.000 oallons

Other equipment charges will be actual costs plus a 10% administrative charge (with a
2-hour minimum charge).
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Labor charge (per employee) is $55 per hour up to the first 8 hours and $80 for each
hour thereafter for an 8-hour work day (minimum charge of $70).

Service:

Sewer Cleaning
Wash Down
HaulWater

Line Size
6" Sewer Lines
8" Sewer Lines

10" Sewer Lines
12" Sewer Lines

Line Size
6" Sewer Lines
B" Sewer Lines

10" Sewer Lines
12" Sewer Lines

Cost
$ .ZS per ft.
$1.00 per ft
$1.50 per ft
$2.00 per ft

Cost
$ .75 per ft.
$1 .00 per ft.
$1.50 perft.
$2.00 per ft.

Minimum
$too
$125
$1 50
$200

Commercial Residential
$75 per hr. - $150 minimum $50 per hr. - $100 minimum
$75 per hr. plus current water rates $75 per hr. plus current water

rates

Video lnspection: Rates are charged as per foot for contract Video lnspections or Service
Locates. This rate is for video inspection only. lf lines need to be cleaned, contractor will be
charged as per fee schedule. lf any other labor is involved, the contractor will be charged for
additional labor.

Labor charge (per employee) is $55 per hour up to the first 8 hours and $80 for each
hour thereafter for an B-hour work day (minimum charge of $70).

Gombination Pressure/Vacuum Gleaning Sewer Line: Rates are charged as per foot for
contract Vacuum/Cleaning Sewer Line Services. This rate is for pressure/vacuum cleaning
only. lf any other labor is involved, the contractor will be charged for additional labor.

Minimum
$100
$125
$1 50
$200

Labor charge (per employee) is $55 per hour up to the first 8 hours and $80 for each hour
thereafter for an 8-hour work day (minimum charge of $70).
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3. Update of Employee Personnel Manual. 



 
 
 
 
 
 

 

City of Columbus 

Human Resources / Risk Management 

2500 14th St.  Suite 3 

Columbus, NE  68601 

402-562-4243 

www.columbusne.us 

 

 

 

 

 

DATE:  July 30, 2024 

TO:  Tara Vasicek, City Administrator 

FROM:  Tammy Orender, Human Resource Director 

RE:  Employee Personnel Manual Changes 

 

RECOMMENDATION:  

Updating all of the tracked changes to our current personnel manual. 

 

DISCUSSION:  

As part of our ongoing efforts to ensure that our personnel policies remain fair, relevant, and 

aligned with current practices, we have undertaken a comprehensive review of the existing 

Personnel Manual. The Fire and Police Unions have both approved the proposed updates, and 

these changes have been circulated to all city employees for review and feedback. 

We believe these updates will enhance our working environment, promote fairness, and 

support the professional growth and well-being of all city employees and maintain a positive 

workplace culture. 



ACKNOWLEDGMENT FORM 

I acknowledge receiving a copy of the 20240 City of Columbus Personnel Manual.  I understand that 
I must read it or have it read to me carefully.  I understand this Manual supersedes all prior versions.  
I recognize that I must understand all of its rules, policies, terms, and conditions, and agree to abide 
by them, realizing that failure to do so may result in disciplinary action and/or termination.  I 
understand that upon termination of my employment for any reason, I must return all City materials, 
property and equipment issued to me and pay the City any money that I may owe, and agree that upon 
my failure to promptly do either of these the City can withhold corresponding amounts from my final 
paycheck and take whatever legal action is necessary to recover such.  I understand and agree that 
unless I am covered by the Civil Service System (which has its own set of statutes and 
regulations), my employment is terminable-at-will, so that both the City and I remain free to 
choose to end our work relationship at any time.  Similarly, no City official has the authority to 
enter into an oral employment contract, and only the Governing Body can enter into a written 
employment contract on behalf of the City. 

I understand nothing in this Manual in any way creates an express or implied contract of employment 
between the City and me, but rather is intended to foster a better working atmosphere while the 
employee/employer's relationship exists. 

 
_________________________________ 
Employee's Signature 
 
 
_________________________________ 
Date 
 
 
_________________________________ 
Employee's Name (Printed) 

Style Definition: TOC 3: Tab stops:  1.07", Left +  6.69",
Right
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THIS IS NOT A CONTRACT FOR EMPLOYMENT.  NOTHING CONTAINED HEREIN SHALL BE 
CONSTRUED AS A PROMISE OF ANY TERM OR CONDITION OF EMPLOYMENT, 
INCLUDING, BUT NOT LIMITED TO, CONTINUING EMPLOYMENT.  THE CITY OF 
COLUMBUS RESERVES THE RIGHT TO MODIFY OR REPEAL ANY PROVISION OF THIS 
HANDBOOK AT ANY TIME, FOR ANY REASON, WITH OR WITHOUT PRIOR NOTICE. 

CHAPTER ONE 

 PERSONNEL MANAGEMENT SYSTEM 

Sec. 1.10 Purpose. 

The personnel management system of the City of Columbus, of which this manual is a part, is 
designed to instill a high degree of understanding, cooperation, efficiency, and unity through 
systematic, uniform application of modern personnel practices.  The purpose of this manual is: 

1. To inform employees of their rights and obligations in relation to their employer; but not 
to provide any legal or contractual rights not otherwise provided for, and shall not be 
construed as a contract of employment. 

2. To inform department heads and other supervisors of their obligations toward and their 
rights to assign and instruct subordinate employees. 

3. To ensure compliance with all applicable laws. 

4. To promote and increase efficiency and responsiveness to the public, and to promote 
economy in the City service.  

5. To provide fair and equal opportunity for a qualified person to enter and progress in the 
City service based on merit and fitness as ascertained through fair and practical personnel 
management methods. 

6. To enhance the attractiveness of City careers and encourage employees to give their best 
efforts to the City and the public. 

7. In the event of conflict between this manual and state or federal laws, such state and federal 
laws shall prevail. 

Sec. 1.20 Coverage of the Rules. 

These rules shall apply to all departments, divisions and employees of the City except in cases of 
conflict with applicable state or federal laws or regulations or with the rules of the City of Columbus 
Civil Service Commission as statutorily applicable.  An employee is defined as any person who has 
been appointed/hired to a position of employment on the City payroll, excepting any person serving 
on a retainer contract basis.  Benefits conferred to employees in this manual may be different if the 
employee is covered by a City-recognized Collective Bargaining Agreement.  These changes will be 
described in the approved Collective Bargaining Agreement. 
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Sec. 1.30 Adoption of the Manual. 

This manual shall become effective when adopted by the Mayor and City Council, whereupon all 
conflicting rules, regulations, policies, or procedures previously adopted by the Mayor and City 
Council or by administrative directive shall be superseded, to the extent of the conflict. 

Sec. 1.35 Amendment of the Manual. 

Written suggestions for amending this manual are welcome at any time from City employees and 
should be submitted, through supervisory channels, to the City Administrator or the Human 
Resources Director.  Amendments shall become effective upon approval by the Mayor and City 
Council. 

Sec. 1.40 Availability of the Manual. 

Each regular employee shall receive and maintain a copy of this manual. 

Sec. 1.50 Supplemental Personnel Regulations. 

Department heads may establish such supplemental personnel regulations as are necessary for 
efficient and orderly administration and for ensuring the proper conduct and discipline of their 
employees. 

Supplemental personnel regulations shall be subject to approval by the City Administrator and shall 
be consistent with these rules, other requirements of the Mayor and City Council, and administrative 
directives.  Copies of supplemental personnel regulation shall be made available to employees in their 
departments. 

Sec. 1.55 Employment at Will. 

An employee has freely chosen the opportunity of employment with the City.  It is understood the 
employee has a continuing right to leave or stay as they choose.  The City reserves those same rights 
to maintain or terminate the employment and compensation of employees as needs require.  The City 
also reserves the right, except as to those employees who are protected under the Civil Service 
System, to terminate the employment and compensation of employees as needs require, and to do so 
with or without cause. 

The City of Columbus, by decision of the Mayor and City Council, agrees to follow the process for 
dismissals and disciplinary actions as outlined in the Personnel Rules and Civil Service Rules that are 
applicable to those regular employees who have successfully completed their introductory period.  
However, these policies in no way shall be construed to create a contractual employment relationship 
between the City of Columbus and its employees.  Furthermore, the City of Columbus shall have no 
tenured employment agreements with any employee or organized employee group. 

This manual is not a contract of employment, nor shall it be construed as creating any contractual 
rights or property interest in favor of City employees.  Nothing contained in this manual or in any 
other statement of City philosophy, including oral statements, should be considered a promise of 
continuing employment. 
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Sec. 1.60 Definitions. 

The following definitions shall apply in these regulations, unless the context clearly indicates 
otherwise: 

Absence Without Leave.  An absence from duty which was not authorized or approved. 

Appeals.  Procedures as described by these regulations for appealing disciplinary actions, 
employee-evaluations and other individual grievances. 

Applicant.  An individual who has applied in writing on a City application form for 
employment with the City of Columbus. 

Appointment.  The offer to and acceptance by a person of a position either on a regular or 
temporary basis. 

Appointing Authority.  The person or persons who are authorized to offer employment in 
the City's classified service.  For the City Administrator, City Clerk, City Engineer, Finance 
Director, full-time paid firefighters, Fire LieutenantCaptains, Fire Chief, Assistant Fire Chief, 
Fire Training and Safety Officer and sworn members of the police force, it shall be the Mayor 
and City Council.  For all department heads, other than the City Clerk, City Engineer, and 
Finance and Library Director, it shall be the City Administrator, Mayor, and City Council.  
For the Library Director, it shall be the Library Board.  For all other employees it shall be the 
City Administrator. 

Chain of Command.  The chain of command is the formal line of authority, communication, 
and responsibility within an organization.  The chain of command is usually depicted on an 
organizational chart, which identifies the superior and subordinate relationships in the 
organizational structure.  According to classical organization theory the organizational chart 
allows one to visualize the lines of authority and communication within an organizational 
structure and ensures clear assignment of duties and responsibilities.  By utilizing the chain of 
command, and its visible authority relationships, the principle of unity of command is 
maintained.  Unity of command means that each subordinate should report to one and only 
one superior.  Unity of command is crucial to productive work schedules, the maintenance of 
a prioritized work schedule, and productive communications.  It would therefore be expected 
that communications and requests for service flow both ways through chain of command. 

Civil Service Employee.  Civil Service employees employed by the City of Columbus shall 
be designated by the definition in Revised Statutes of Nebraska, Sec. 19-1829. 

Compensatory Leave.  Time off from work in-lieu of monetary payment of overtime worked. 

Demotion.  Assignment of an employee from one title to another which is a lower rate of pay 
and/or rank. 

Department Head.  A person trained to manage a specific area of City government such as 
Police, Library, etc.  Department heads are responsible for the general operation of the 
department and ensuring adequate performance levels from employees.  Department heads 
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shall have full responsibility to recommend any personnel actions in accordance with the 
authority delegated to them by the Appointing Authority.  All actions by department heads 
within their department are accountable to the City Administrator. 

Disciplinary Action.  Action taken by a supervisor, department head, or the City 
Administrator whenever an employee's performance, attitude, work habits or personal conduct 
fall below a desirable level. 

Dismissal.  A type of disciplinary action which separates an employee from the City payroll. 

Employee.  An individual who is legally employed by the City in one of the categories listed 
below and is compensated through the City payroll.  An employee may be defined as follows: 

a) Regular, full-time.  This person is expected to work an average of 30 hours per 
week for the 6 months during their introductory period before obtaining the regular 
status in their assigned classification, except in the case of firefighters and fire 
lieutenantCaptains whose work period shall be an average of 106 hours in a 14 
consecutive day period. 

b) Regular, part-time.  This person may be employed on a regular schedule of less 
than 30 hours per week and will normally work at least 1,000 hours throughout a 
year. 

c) Temporary and Seasonal.  This person may be employed for any number of hours 
per week in positions declared to be seasonal or temporary in nature and will not 
normally work more than 1,500 hours per year.  This person may be assigned to a 
classification temporarily vacated by a regular employee while on military duty or 
other authorized absence. 

d) The Temporary employee shall not include: 

Elected officials and persons appointed to fill vacancies in elective offices, 
members of appointive boards, commissions or committees, the City attorney, 
consultants, advisors, and counsel rendering temporary professional service, 
independent contractors, emergency employees who are hired to meet the 
immediate requirements of an emergency condition and volunteer personnel, and 
also all other personnel appointed to serve without compensation. 

Employee Counseling.  The act of assisting employees to become more effective on the job.  
Relates to employee evaluation and employee improvement. 

Employee Development.  The interaction of employee counseling, employee evaluation and 
employee improvement. 

Employee Evaluation.  The system of evaluating employees' performance.  Relates to 
employee improvement and employee counseling. 

Employee Improvement.  All types of training and educational programs that improve the 
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quality of service of the employee and improve his/her chances for advancement.  Relates to 
employee evaluation and employee counseling. 

Examination.  The process of testing, evaluating or investigating the fitness and qualifications 
of applicants and employees. 

Grievance.  An employee's feeling of differences, disagreements or disputes arising between 
an employee and their supervisor relative to some aspect of their employment, application, or 
interpretation of regulations and policies or some management decision affecting the 
employee. 

Hire Date.  The date upon which employment started with the City of Columbus for a specific 
employee.  This date will be adjusted to exclude leave of absence without pay.  This is the 
date upon which vacation accruals are based. 

Immediate Family.  Spouse, children, brothers and their spouse, sisters and their spouse, 
parents, grandparents or grandchildren.  Spouse's children and parents. 

Introductory Period.  See policy 2.95 for definition. 

Job Description.  A written description of a job consisting of a title, a general statement of 
the level of work and of the distinguishing features of work, examples of duties and 
qualifications for the Job Title. 

Job Title.  A group of positions which are sufficiently alike in general duties and 
responsibilities to warrant the use of the same title, class specifications and pay range. 

Lay-off.  The involuntary non-disciplinary separation of an employee from a position because 
of shortage of work, materials, or funds. 

Leave.  An approved type of absence from work as provided for in this manual. 

Merit/Periodic Pay Increases.  A merit increase is compensation within the confines of the 
pay scale established in the Pay Plan.  It may be granted to an employee for meritorious service 
and completion of minimum prescribed periods of employment in the class. 

Merit Proficiency Date.  This date is generally when the employee completes their first 12 
months of employment.  It is the date used to mark annual performance evaluations.  Each 
year the employee should have their evaluation during the two-week pay period which 
contains this date, when possible.  The merit proficiency date will change with any change in 
pay grade or unpaid leave of absence. 

Military Leave, Reserve.  A leave of absence for military service performed during their 
employment as required by applicable state or federal law.  An eligible employee’s rights to 
reemployment after military leave will also be governed by applicable law. 

Overtime.  Authorized time worked by an employee for overtime work performed in 
accordance with Federal and State Regulations and this manual. 
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Promotion.  Assignment of an employee from one Job Title to another which has a higher 
rate of pay and rank. 

Reclassification.  The action of changing a position by classifying it upward, downward or to 
a different classification on the basis of sufficient changes in the kind, development or 
responsibilities of work assigned to the position. 

Reprimand.  A form of guidance which may be oral or written, and which should be used not 
only to warn an employee, but also to guide, direct and instruct the employee in how to correct 
and avoid repeating a mistake, infraction, deficiency or problem. 

Seniority.  Length of continuous service with the City as a regular employee. 

Sick Leave.  An absence approved by the department head or supervisor due to illness or 
injury. 

Supervisor.  An individual who has the authority to undertake or recommend tangible 
employment decisions affecting a particular employee; or an individual who has the authority 
to direct a particular employee’s daily work activities. 

Suspension.  An enforced leave of absence for disciplinary purposes or pending investigation 
of charges made against an employee; may be with or without pay. 

Transfer.  Assignment of an employee from one position to another position of a different 
Job Title or Work Location. 

Work Day or Work Period.  Scheduled number of hours an employee is required to work 
per day or per scheduled number of days as department policy. 

Sec. 1.70 Role of Mayor and City Council. 

The Mayor and City Council shall be the ultimate policy-making authority for all matters pertaining 
to personnel management in the City government and shall determine the numbers and kinds of 
positions of employment. 

Sec. 1.80 Role of the City Administrator. 

The City Administrator shall be responsible for the proper administration of the personnel 
management system by: 

1. Ensuring appointments are based on merit and fitness. 

2. Recommending a sound Pay Plan and position plan. 

3. Equitably administering the Pay Plan. 

4. Ensuring the City is an Equal Opportunity Employer. 

5. Maintaining employee discipline. 
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6. Ensuring high employee productivity. 

7. Maximizing employee development opportunities. 

8. Ensuring fair and effective appeal and grievance procedures. 

9. Fostering good employee relations. 

10. Issuing such administrative directives as are necessary to implement these rules. 

Sec. 1.90 Functions of the Human Resources Department. 

The Human Resources Department performs the following functions: 

1. Recruits candidates for employment. 

2. Receives and initially processes employment applications. 

3. Refers applicants to department in accordance with established procedures. 

4. Processes appointments, separations, and other actions. 

5. Develops general personnel forms. 

6. Advises and assists the City Administrator and the department heads as to general 
personnel policies, and in individual cases ensures all laws and administrative regulations 
are complied with and that good personnel practices are observed. 

7. Represents the City Administrator, as directed, in relationships involving personnel 
matters with private and governmental agencies. 

8. Revises and keeps this manual up-to-date. 

9. Maintains the Pay Plan and Job Descriptions. 

10. Keeps the central personnel records, including records of accidents and injuries. 

11. Performs other related functions as directed by the City Administrator. 

Sec. 1.92 Human Resources Director. 

The normal procedures for discussing concerns, or problems, will be resolved using the chain of 
command as provided in the Personnel Rules. 

However, in instances where the concern is confidential in nature or the employees' interest might be 
compromised if a rigid chain of command is followed, the employee shall have the right to bring the 
concern directly to the Human Resources Director. 

When questions or problems arise regarding issues in the workplace, employees are encouraged to 
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first discuss the matter with their supervisor.  If they are not satisfied at this point or are uncomfortable 
visiting with their supervisor regarding the matter, the employee should contact their department 
head.  If this does not resolve the matter or would prove uncomfortable, employees may always 
contact the Human Resources Director directly. 

Sec. 1.93 Responsibility for Job References. 

The Human Resources Director shall be responsible for providing job references for all past and 
present employees.  All employees shall refer all job-related inquiries regarding references for former 
and current employees to the Human Resources Director. 

Sec. 1.94 Role of Department Heads. 

Department heads shall have full responsibility for managing their assigned personnel and for taking 
or recommending any personnel actions in accordance with the authority delegated to them by the 
City Administrator and the applicable provisions of these rules. 

Sec. 1.95  Personnel Records. 

The Human Resources Director shall maintain a file for each person currently employed by the City.  
An employee may contact the Human Resources Director to review their own personnel file.  The 
documents in the file shall be reviewed in the Human Resources Director’s office.  The file or 
documents in the file shall not be permitted to leave that designated office.  Employees do not have 
the right to add or delete material from their personnel files.  Copies of particular documents shall be 
made at the request of the employee. 

Sec. 1.96 Code of Employer-Employee Relations. 

It is the policy of the City of Columbus to implement fair and effective personnel policies and to 
require all employees to serve the organization's best interests as listed below: 

1. The City retains the sole right to exercise all managerial functions including, but not 
limited to, the right of the City to manage and supervise all operations and establish work 
rules, regulations, and other terms and conditions of employment; direction, assignment 
of work to, and arrangement of working forces, including the right to hire, promote or not 
promote, suspend, terminate for cause, make interdepartmental transfers, relieve 
employees from duty because of lack of work or other legitimate reasons; the 
determination of services to be provided; the determination of employee's work abilities; 
the location of the work sites including the establishment of new work sites and the 
relocation and closing of old work sites; the determination of financial policies including 
accounting procedures and budget control; the determination of the management 
organization of the department and the selection of employees for promotion, transfer, or 
reorganization; maintenance of discipline and control and use of City property; the 
subcontracting of unit work; the establishment of quality standards and judgment of 
workmanship required; the scheduling of operations and the time to be worked; and the 
right to enforce rules and regulations now in effect and which it may issue from time to 
time.  The above detailed listing of management rights shall in no way be deemed to 
exclude other management prerogatives which may not have been specifically listed. 
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2. The City's objectives for employees include the following: 

a) To provide equal employment opportunity and treatment regardless of race, color, 
religion, sex, age, national origin, disability, marital status, AIDS/HIV status, 
genetic information or any other class protected by applicable law. 

b) To provide compensation and benefits commensurate with the work performed. 

c) To establish reasonable hours of work based on the City's service obligations. 

d) To monitor and comply with applicable federal, state, and local laws and 
regulations concerning employee safety. 

e) To offer employees training opportunities whereby the employee and City would 
mutually benefit. 

f) To be receptive to constructive suggestions which relate to the job, working 
conditions, or personnel policies. 

g) To establish appropriate means for employees to discuss matters of interest or 
concern with their immediate supervisor, department head, Human Resource 
Director or City Administrator. 

3. The City expects all employees: 

a) To deal with citizens, suppliers, and contracting organizations in a professional 
manner. 

b) To perform assigned tasks in an efficient manner. 

c) To be punctual. 

d) To demonstrate a considerate, friendly, and constructive attitude toward the public 
and fellow employees. 

e) To adhere to the policies adopted by the City. 

4. Nothing in this manual should be considered as altering the employment-at-will 
relationship or as creating an express or implied contract or promise concerning the 
policies or practices that the City has implemented or will implement in the future.  (See 
Employment-At-Will, Sec. 1.55.) Accordingly, the City retains the rights to establish, 
change, and abolish its policies, practices, rules, and regulations at will, and as it sees fit 
at any time, with or without notice. 

Sec. 1.97 Employee Educational Refund Plan. 

The City of Columbus recognizes the mutual advantages to be gained when employees enroll in 
continuing education courses.  In order to encourage this program, the City has implemented an 
Employee Education Refund Plan whereby the City will reimburse the employee 80% of the tuition, 
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books and fees, subject to the following conditions: 

1. Availability of budgeted department funds. 

2. Only regular fulltime employees are eligible and must have completed one continuous 
calendar year of employment. 

3. The courses or degree work selected by the employee must be technical or professional, 
and related to work available in City service.  Enrollment must be made with a recognized 
and established college, university, technical school, correspondence school, or 
equivalent. 

4. Prior to enrolling in a class, the request must be approved by the immediate supervisor, 
department head, and the City Administrator. 

5. Continuing education courses are voluntary and must occur while off-duty and without 
compensation since such training does not constitute “hours worked”. 

6. The course must be satisfactorily completed and receipts for tuition, books, and entrance 
fees and transcript must be submitted as a basis on which to compute the refund. 

7. Where the employee is already receiving tuition or scholarship assistance such as VA 
benefits, etc., the City will make the reimbursement for education costs to the extent that 
the total payments received by the employee from all sources does not exceed 100% of 
the total course cost. 

8. An employee benefit of $500 as incurred each calendar year and a $2,000 maximum 
benefit is allowed under this policy. 

In order for training and education to be eligible for this Employee Education Refund Plan, it must 
meet all 4 of these factors: 

1. Attendance is outside of the employee’s regular work hours; 

2. Attendance is voluntary; 

3. The course, lecture or meeting is not directly related to the employee’s job; and 

4. The employee does not perform any productive work for the employer during such 
attendance. 
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CHAPTER TWO 

METHOD OF FILLING VACANCIES 

Sec. 2.05 Vacancy Identification. 

Department heads shall notify the Human Resources Director as soon as they become aware of actual 
or impending vacancies in their organizations.  No vacancy may be filled without the authorization 
of the City Administrator, who may specify the selection process or processes to be used. 

Sec. 2.10 Promotion Policy. 

A promotion is the assignment of an employee from a position in one Job Title to a position in another 
Job Title having a higher maximum salary.  The City shall provide promotional opportunities 
whenever feasible.  City employees may also apply and be considered for any position in the same 
manner as members of the general public. 

Sec. 2.12 Competitive Selection. 

When a competitive selection process is to be used, the City Administrator, according to the best 
interest of the City, may designate the selection process for applicants from any of three processes.  
First, the selection process may be limited to persons in the City service or a segment thereof.  
Secondly, the selection process may be opened to the general public without special preferences or 
consideration for any City employees who apply.  And finally, the selection process may include both 
City employees and members of the general public, with City employees given preference in 
application and/or consideration. 

Sec. 2.15 Noncompetitive Selection. 

When in the best interest of the City, a noncompetitive selection process may be specified by the City 
Administrator.  Vacancies may be noncompetitively filled with qualified persons by the following 
means: 

1. Reinstatement of a former City employee, as described elsewhere in these rules. 

2. Demotion for cause, as described elsewhere in these rules. 

3. Voluntary demotion. 

4. Repromotion of an employee previously demoted in lieu of layoff. 

5. Lateral transfer. 

6. Special employment program. 

Sec. 2.17 Voluntary Demotion. 

Demotion is the assignment of an employee from a position in one class to a position in another class 
having a lower maximum salary.  Employees may be demoted at their own request if in the best 
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interest of the City. 

Sec. 2.20 Demotion in Lieu of Layoff. 

An employee may be demoted as an alternative to layoff.  Such demotion may be fully or partially 
rescinded at any time through noncompetitive re-promotion. 

Sec. 2.25 Lateral Transfer. 

Lateral transfer is any assignment from one position to another not involving a promotion or 
demotion.  A lateral transfer may be effected at an employee's request or for reasons of administrative 
necessity.  It is highly desirable when a vacancy occurs in a department for which an employee of 
another department is qualified, that the employee be given an opportunity to apply for the vacancy.  
In appropriate circumstances, the Human Resources Director shall ensure that notices are posted in 
City departments and divisions soliciting applications for lateral transfer. 

Sec. 2.27 Special Employment Programs. 

From time to time, the City Administrator, in furtherance of legitimate public policy objectives may 
specify vacancies be filled with persons eligible for inclusion in particular special employment 
programs without regard to the provisions of this chapter concerning selection processes.  Special 
employment programs include, but are not limited to internships, youth employment programs, work-
study programs, intergovernmental mobility assignments, vocational rehabilitation programs and 
seasonal employees. 

Sec. 2.30 Temporary Positions. 

The City Administrator may authorize any fair and practical means of filling temporary or seasonal 
positions without regard to other provisions of this chapter concerning selection processes. 

Sec. 2.35 Vacancy Announcements. 

The Human Resources Director shall announce all vacancies for which a competitive selection 
process has been specified. 

Sec. 2.37 Purpose and Design of Application Forms. 

The Human Resources Director shall develop one or more general application forms for use in 
applying for City employment.  The Human Resources Director or department heads may also 
develop specialized or supplemental application forms for use in appropriate circumstances.  Any 
forms developed by department heads shall be reviewed by the Human Resource Director for 
technical adequacy, utility, and equal employment opportunity compliance.  Application forms shall 
be used in making fair determinations of qualifications for employment.  Information concerning non-
merit factors shall only be requested as necessary to satisfy equal employment opportunity and other 
legal requirements.  Information required only at the time of selection or appointment shall not be 
solicited at the time of initial application. 
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Sec. 2.40 Filing of Application. 

Applications shall be filed with the Human Resources Director as specified in the applicable vacancy 
announcements.  The City Administrator may authorize the acceptance of late applications, if in the 
best interest of the City.  The Human Resources Director shall provide all reasonable assistance to 
persons requesting help in completing their applications.  All information submitted shall be subject 
to verification.  The City may cease accepting or processing applications at any time in accordance 
with operational requirements. 

Sec. 2.45 Initial Processing of Application. 

The Human Resources Director shall be responsible for the initial processing of employment 
applications as directed by the City Administrator.  Should information be collected solely for equal 
employment opportunity purposes it shall be detached from the main body of each application upon 
receipt.  The information shall be separately and securely filed by the Human Resources Director and 
shall not be used in the selection process. 

Sec. 2.47 Evaluation of Qualifications. 

It is the policy of the City to select, develop and promote employees based upon their individual 
qualifications, abilities and performance.  Applicants for employment with the City will be requested 
to supply personal and employment references.  In addition, the City reserves the right to obtain 
background information on applicants either before or after actual employment.  Such information 
may include, but is not limited to, an individual’s character, general reputation, mode of living, and 
criminal and other public record.  To protect against the use of inaccurate information, the City will 
comply with applicable federal law in obtaining such information. 

Sec. 2.50 Disqualification. 

An applicant may be disqualified from further consideration at any stage of the selection process for, 
among other things: 

1. Applicant cannot provide adequate documentation demonstrating their eligibility to work 
in the United States as required by federal law. 

2. Applicant will not have attained their 16th birthday at the time of employment, except that 
a lower or higher minimum age may be established for certain temporary positions as 
required or permitted by state and federal law. 

3. Applicant is not qualified to perform the essential functions of the position, with or without 
reasonable accommodation, or if such accommodation would impose an undue hardship 
on the City. 

4. Applicant is currently engaging in the use of illegal drugs. 

5. Applicant is not of good moral character to the extent that his or her job performance 
would be impaired or that discredit or risk would be brought upon the City by offering 
employment. 
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6. Applicant has made a false statement of material fact or has committed or attempted to 
commit a fraudulent, illegal, or unethical act. 

Sec. 2.55 Interviews. 

Selection officials shall interview applicants in competitive selection processes who on the record 
appear to be the best qualified for the position involved.  For designated positions, a written summary 
of interview questions and answers shall be prepared and forwarded to the Human Resources Director 
for retention.  Interviews shall be conducted in a consistent job-related and nondiscriminatory manner.  

Sec. 2.57 Documentation and Notification. 

The Human Resources Director shall devise necessary forms and procedures pertaining to the 
selection process.  Disqualification and selection decisions shall be thoroughly documented by the 
responsible officials.  The Human Resources Director shall be responsible for conducting reference 
checks of successful applicants.  The Human Resources Director shall also respond to any written 
requests from applicants concerning the reasons for their disqualification or non-selection. 

Sec. 2.60 Employment of Relatives. 

Two or more members of the same immediate family shall not be allowed to supervise each other or 
to do work under the same immediate supervisor except in emergencies.  They may be employed in 
different units of the same department or in different departments.  Should two present employees 
become immediate family through marriage, both employees may retain employment, however, City 
Administration retains the right and responsibility to transfer either one of the related employees for 
the purpose of maintaining the best interest of the City of Columbus.  Summer only employees may 
be exempt from this policy if the department head specifically approves the hiring.  The hiring of an 
immediate family member of a supervisor or department head must be approved by the City 
Administrator. 

Sec. 2.65 Types of Appointment. 

Appointments of employees to positions under these rules shall be of the following types: 

1. Training appointments. 

2. Regular appointments.  Upon the satisfactory completion of the introductory period, 
employees are granted regular appointments. 

3. Temporary appointments to replace regular employees.  Employees may be given 
temporary appointments, which are limited to no more than one (1) year.  Employees who 
are hired to temporarily fill a position vacated by a regular employee who is on authorized 
leave, shall, after 90 calendar days of employment, be entitled to sick and holiday leave 
on the same basis as a regular employee.  In addition, should such employee receive an 
offer of employment to a regular position with the City, while still serving as a temporary 
employee, they will receive vacation and sick leave credit from the date of their 
appointment as a temporary employee. 



16 

Positions may be full or part-time, and may be occupied by employees under any of the three types 
of appointments. 

Sec. 2.66  Nondiscrimination Against and Accommodation of Individuals with Disabilities. 

The City complies with applicable federal, state and local laws providing for nondiscrimination in 
employment against qualified individuals with disabilities.  The City also provides reasonable 
accommodation for such individuals in accordance with these laws. 

It is the City's policy to: 

1. Ensure that qualified individuals with disabilities are treated in a nondiscriminatory 
manner in the pre-employment process and that employees with disabilities are treated in 
a nondiscriminatory manner in all terms, conditions, and privileges of employment. 

2. Administer medical examinations: (a) to applicants only after conditional offers of 
employment have been extended; and (b) to employees for business necessity. 

3. Keep all medical-related information as confidential as possible and retain such 
information in separate confidential files. 

4. Provide applicants and employees with disabilities with reasonable accommodation, 
except where such an accommodation would impose an undue hardship on the City. 

Qualified individuals with disabilities should make requests for reasonable accommodation to the 
City's Human Resources Director.  On receipt of an accommodation request, the Human Resources 
Director will meet with the requesting individual to discuss and identify the precise limitations 
resulting from the disability and the potential accommodation that the City might make to help 
overcome those limitations.  The Human Resources Director and City Administrator, in conjunction 
with those City officials and employees having a need to know, will determine the feasibility of the 
requested accommodation. 

Sec. 2.67 Equal Employment Opportunity. 

It is the policy of the City to provide equal employment opportunity to all employees and applicants 
for employment.  No person is to be discriminated against in employment because of race, color, 
religion, sex, age, national origin, disability, marital status, AIDS/HIV status, genetic information or 
any other class protected by applicable law. 

1. This policy is applicable to all terms, conditions, and privileges of employment including, 
but not limited to hiring, introductory period, training, placement and employee 
development, promotion, transfer, compensation, benefits, educational assistance, layoff 
and recall, social and recreational programs, employee facilities, termination, and 
retirement. 

2. The Human Resources Director, who reports directly to the City Administrator on matters 
relating to this policy, is responsible for formulating, implementing, coordinating, and 
monitoring all efforts in the area of equal employment opportunity.  The Human Resources 
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Director duties may include, but are not necessarily limited to: 

a) Assisting management in collecting and analyzing employment data. 

b) Developing policy statements, and recruitment techniques designed to comply 
with the equal employment policies of the City. 

c) Complying with various statutory record keeping and notice requirements in order 
to ensure full compliance with all employment-related statutes and regulations. 

d) Assisting supervisory personnel in arriving at solutions to specific personnel 
problems. 

e) Serving as liaison between the City and government agencies, minority 
organizations, and other community groups. 

f) Keeping City management informed of the latest developments in the entire equal 
employment opportunity area. 

3. Any communication from an applicant for employment, an employee, a government 
agency, or an attorney concerning any equal employment opportunity matter is to be 
immediately referred to the Human Resources Director. 

4. Employees who feel they are being discriminated against should bring the matter to the 
attention of their supervisor.  If this proves unsatisfactory or the employee is 
uncomfortable visiting with their supervisor regarding the matter, the employee should 
contact their department head.  If this does not resolve the matter or this would prove 
uncomfortable, the employee may always contact the Human Resources Director directly 
or City Administrator. 

Sec. 2.80 Minimum Age. 

No applicant for employment shall be considered who is less than 16 15 years of age, and 15,16 and 
17 year-olds shall not be considered eligible for any Job Title that requires the operation of a motor 
vehicle on public roadways. 

Sec. 2.90 Processing and Orientation. 

New and reinstated employees shall report to the Human Resources Director as directed for 
completion of personnel and payroll forms and for a general orientation to the City government, the 
Personnel Management System, and the City policy of Equal Employment Opportunity.  Department 
heads or their designee shall provide further orientation on such matters as the introductory period, 
employee rights and responsibilities, assigned duties, level of performance expected, organizational 
structure and interrelationships, hours of work, safety, and availability of these rules and any 
applicable supplemental personnel regulations.  Each regular employee will be issued a City 
personnel manual.  Those departments who hire temporary and seasonal employees shall have a spare 
personnel manual available to these workers and shall make time for a review of the manual as a part 
of department orientation for their temporary and seasonal employees.  After this review the employee 
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shall sign an acknowledgement form to be filed in their employee file.  Employees should be made 
to feel welcome and should be especially encouraged to ask questions during their first days of 
employment. 

Sec. 2.95 Introductory Period. 

Every employee, except Police Officers & Fire Fighters, including part-time, seasonal, and temporary 
employees, shall have an introductory period of the first 6 months of work.  Police Officers’ and Fire 
Fighters shall have an introductory period of one year.  Police Officers one year introductory period 
begins after the employee has received certification by the Nebraska Law Enforcement Training 
Center. 

The purpose of the introductory period is to permit the supervisors and department heads to closely 
observe and evaluate the capabilities and willingness of the new employee.  During this time, 
supervisors shall encourage and assist the new employee in making a successful adjustment to the 
job.  Only those employees who meet an acceptable standard of work during the introductory period 
will be retained.  An employee may be dismissed at any time during the introductory period if, in the 
judgment of the immediate supervisor and department head, the quality of work or the employee's 
manner or approach to the work do not warrant continuation of employment.  The successful 
completion of the introductory period should not be considered a guarantee of employment of any 
specific duration. 

The department head may extend the introductory period for a period of three months except in the 
case of Police Officers and Fire Fighters. 

Employees promoted within the City service shall be in introductory training for their first six months.  
During that time the department head may cancel the promotion and assign the employee to the former 
or a similar position.  As with all regular employees who successfully complete their introductory 
period, promoted employees shall not automatically receive a pay increase because of the satisfactory 
completion of their introductory period. 
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CHAPTER THREE 

SALARY ADMINISTRATION 

Sec. 3.10 Pay Plan. 

It is the policy of the City to have a formal Pay Plan that is reviewed at least annually.  Each job in 
the City, whether occupied, vacant, temporary, full-time or part-time shall have a job description 
outlining duties, responsibilities, and minimum job qualifications. 

Sec. 3.20 Pay Grades. 

Each position or job is evaluated and assigned a pay grade based on internal equity and competitive 
pay rates, keeping in mind the City's overall financial position. 

Sec. 3.30 Salary Survey. 

It shall be the policy of the City insofar as economically possible to remain continually competitive 
in compensation compared to similar sized cities in the state. 

To that end, it shall be the responsibility of the City Administrator to annually review the Pay Plan, 
taking into account changes in economic conditions, as well as salary trends in similar sized 
communities and in the local wage market.  On the basis of such review, the Administrator shall make 
recommendations as appropriate to the City Council for changes in the Pay Plan.  The City 
Administrator is authorized to grant pay changes to avoid inequities. 

Sec. 3.40 Starting Pay. 

New employees shall normally start work at the minimum of the pay grades to which their positions 
are allocated if they possess the minimum qualifications for that position. 

A candidate for employment having exceptionally good qualifications for the position may be 
employed initially at a rate higher than the minimum rate; provided the department head and City 
Administrator approve. 

Sec. 3.50 Promotion. 

When an employee is promoted from a position in a lower pay grade to a position in a higher pay 
grade, the pay of the employee shall be increased as follows: 

1. To the first step of the higher grade. 

2. If their present pay exceeds the first step of the new grade, to a step of the new grade which 
is higher than their present salary. 

The applicable alternative shall be that which gives the employee an increase in pay. 
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If the employee is promoted to a higher grade, the employee shall be eligible for a periodic merit pay 
increase annually on the anniversary date of the promotion. 

Sec. 3.60 Reclassification to Lower Pay Grade. 

If an employee is demoted, either voluntarily or involuntarily, the employee's rate of pay shall be 
determined as follows: 

1. If the rate of pay in the higher grade position is more than the maximum rate of pay for 
the position to which demoted, the rate of pay shall be reduced to the maximum rate of 
pay of the lower position. 

2. If the rate of pay in the higher grade position falls within the range of the pay grade for 
the position to which demoted, the rate of pay shall be placed on the next closest step down 
in the lower pay grade. 

3. The City Administrator may vary the strict application of (1.) and (2.) in any case when 
such strict application would result in practical difficulties or unnecessary hardship. 

Sec. 3.70 Periodic Pay Increases. 

Employees shall become eligible for pay increases in the Pay Plan on the annual anniversary dates of 
their employment or annually on the date of most recent promotion.  The supervisor is to evaluate the 
employee's performance and rate the employee and make a recommendation.  No pay increases 
(including pay step increases and adjustments to the pay steps themselves) will be implemented unless 
there is a current satisfactory appraisal on file. 

If the employee is not at the top of their pay grade, the supervisor may initiate a periodic pay increase 
at the anniversary date on which the employee becomes eligible or it may be recommended later.  The 
recommendation shall be transmitted through the department head to the Human Resources Director.  
The department head and/or City Administrator may reject or modify the supervisor’s 
recommendation. 

It is the duty of the department heads and supervisors to identify outstanding workers and to 
recommend to the City Administrator that they be granted special pay increases.  Such increases may 
be used to reward an employee for acquiring a special job certification. 

Department heads shall avoid circumstances whereby a special pay increase is recommended to 
prevent a valuable employee from seeking employment elsewhere.  Merit and ability should be 
recognized voluntarily by the supervisor, not under threat of resignation. 

Sec. 3.80 Benefits. 

The cash pay of employees by no means constitutes their total pay since employees receive a number 
of benefits in-kind which have substantial value.  Depending on an employee’s status, these benefits 
could include the following items described here in summary: 
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Benefit Title Description Who Qualifies Who Pays for 
It 

Call-Back Pay A minimum payment of 2 hours of 
overtime pay when called back to work 
during an emergency. 

All regular 
employees 

City 

Coffee Breaks Employee working an eight-hour shift 
normally receives two 15 minute coffee 
breaks.  As a full-time employee, break 
periods in a week add up to the equivalent 
of 2 ½ hours of paid break time. 

All employees City 

Compassionate Leave Up to 24 working hours of paid leave for 
a death or serious injury of an immediate 
family member or similar personal 
problem upon approval of department 
head. 

All regular 
employees 

City 

Compensatory Leave Employee may bank time off at a rate of 1 
½ times the number of hours worked in 
lieu of overtime pay. 

All regular 
employees 

City 

Deferred 
Compensation 

Employees can deduct pretax dollars from 
their gross pay into an approved deferred 
compensation program. 

All regular 
employees 

Employee  

Dental Coverage Pays usual & customary charges. All regular 
employees working 
30 hours or more a 
week 

City and/or 
Employee 

Vision Coverage Employee Pays flat rates for different 
coverages (exam, glasses, contacts, etc.) 

All regular 
employees working 
30 hours or more a 
week 

Employee 

Flexible Spending  Employees may use pretax dollars to fund 
expenses such as childcare, and 
unreimbursed medical expenses. 

All regular 
employees working 
30 hours or more a 
week 

 

Health Coverage A comprehensive major medical program. All regular 
employees working 
30 hours or more a 
week 

City and 
Employee 

Holiday Pay The City recognizes 10 holidays.  Most 
eligible employees receive holidays off 
with pay.  Regular employees working on 
a holiday receive regular pay plus 
overtime pay for all hours worked during 
the holiday. 

All regular 
employees 

City 

Job Posting Opportunity to be considered for posted 
positions. 

All employees City 

Life Insurance City pays for group term life insurance for 
regular 30 hour employees.  Optional 
supplemental life is also available through 
payroll deduction. 

All regular 
employees working 
30 hours or more a 
week 

City 

Long Term Disability 
Coverage 

An income protections plan that pays 
covered employees 60% of their gross pay 

All regular 
employees working 

City 
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after having been disabled 180 days for a 
qualifying condition. 

30 hours or more a 
week 

Military Leave Pay for approved time away up to the 
allowed hours per USERRA 
(Uniformed Services Employment and 
Reemployment Rights Act) 

All employees City 

Pension Matching contribution program to provide 
an employee with pension benefits at 
retirement Current match City 6% and 
employee 6%.  Police officers and 
firefighters contribute to their pension 
plans as mandated by Nebraska law. 

Regular employees 
meeting hours and 
age requirements 

City and 
Employee 

Sick Leave Employees accumulate one sick day per 
month that can be used when ill, up to a 
maximum of six month’s worth of work 
hours. 

All regular 
employees working 
20 hours or more a 
week 

City 

Vacation Full-time regular employee receives 10 
days after 1 year; 15 days after 56 years; 
and 20 days after 15 years.  Part-time 
regular employees’ vacation time is 
prorated based on hours worked. 

All regular 
employees working 
20 hours or more a 
week 

City 

YMCA Discounted membership rate available 
with payroll deduction. 

All regular 
employees working 
20 hours or more a 
week 

Employee 

 

Sec. 3.85 Pay Periods. 

The pay period shall be a period of two weeks, beginning with the 12:01 a.m. Sunday shift and ending 
with the last p.m. shift on Saturday. 

Pay will be issued biweekly on Friday following the end of a pay period.  If a bank holiday falls on a 
Friday payday, an attempt will be made to issue pay one day early.  If a City holiday and not a bank 
holiday, falls on a Friday payday, pay will be issued Friday. 

Terminating employees will receive their final pay on the next regular payday when the pay would 
normally be due.  Terminating employees should make arrangements with their supervisor concerning 
their final pay. 

Sec. 3.90 Bi-Weekly Payroll Processing. 

Employee status changes and salary adjustments are to be forwarded to the Human Resources 
Director for review and City Administrator’s approval on the Wednesday before pay week. 

Employees should have their signed timesheets completed and forwarded to their supervisor on or 
before their last day of work in each time period.  Timesheets should be delivered to the Finance 
Department by 9 a.m. each Monday of each pay week. 
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The City may make payments for wages and reimbursable expenses by electronic funds transfer or 
similar means of direct deposit. 

The City Clerk’s Office will distribute pay stubs to department heads or their designees after 8 a.m. 
on each payday. 

Sec. 3.96 Employee Recognition.  

Department heads and supervisors have a duty to identify and recognize outstanding performance by 
employees.  The Municipal Recognition Program is the procedure for the granting of awards.  A copy 
of the Municipal Recognition Program is available from the Human Resources Department. 

Sec. 3.97 Payroll Deductions and Reductions. 

Generally, a difference exists between “gross earnings” and your “take-home pay” otherwise known 
as your “net earnings”.  Two reasons account for that difference: deductions required by federal and 
state government, and voluntary deductions authorized by the employee.  All such deductions are 
shown on your pay stub. 

1. Automatic Deductions 

a) Federal and State withholding tax: 
Amounts withheld for taxes are based on your earnings, marital status and the 
number of exemptions claimed.  Nebraska employees will complete a W-4 form 
known as the Employee’s Withholding Exemption Certificate for both federal 
and state taxes.  Federal and State tax deductions are done in accordance with 
law and the money deducted from your pay is remitted to the government as 
required. 

b) Social Security & Medicare (FICA – Federal Insurance Contribution Act): 
Each employee of the City, as required by law is to participate in this program.  It 
is designed to provide retirement, disability, medical, and death benefits.  
Deductions are made at a rate established by law. 

2. Other Required Deductions 

a) In some cases, additional required deductions may include court ordered wage 
garnishments, wage assignments, third party levies, and income-withholding 
orders (child or spousal support) levied against an employee’s pay.  Under the 
federal Child Support Enforcement Act of 1984, income-withholding orders for 
child support take priority over all other wage withholding orders. 

b) While it is not the intent of the City to become involved in the personal affairs of 
its employees, we are required to follow court ordered deductions from pay.  The 
employee will be notified by the Finance Department upon receipt of the court 
order.  The Finance Department is responsible for computing the dollar amount 
legally allowed to be withheld from the employee’s check.  Employees may need 
to complete a form indicating dependents. 
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3. “Dock in Pay” Deductions 

a) A dock in pay will occur when a request for leave time exceeds the leave balances 
available.  Currently, when sick pay is requested, and no sick leave balance exists, 
the City will reduce vacation or compensatory time, if available.  If vacation or 
compensatory pay is requested, and no leave is available, then a dock in pay may 
occur.  As well, if sick pay is requested, and no other leave is available, a dock in 
pay may also occur. 

b) Non-Exempt Employees:  Non-exempt employees are defined by the hours they 
work.  Therefore, when all leave balances are exhausted the system will 
automatically create a dock in pay for the pay period in which the request exceeds 
the leave balance. 

c) Exempt Employees:  Since exempt employees are not paid based on hours worked, 
there are certain rules pertaining to an institution’s ability to dock pay for use of 
leave above and beyond the balance available.  For example, the City may make 
deductions when an exempt employee is absent from work for one or more full 
days for personal reasons other than sickness or disability.  Also, the City may 
make deductions from pay for absences of one or more full days occasioned by 
sickness or disability if the exempt employee has exhausted his or her leave 
allowance under other City leave plans, such as vacation and sick leave. 

d) The City prohibits improper pay deductions for exempt status employees leaves.  
To insure that exempt employees are not put in exempt status jeopardy because of 
an improper deduction for leave, an employee should notify the Human Resources 
Department if they believe an improper deduction for absence has been made.  If 
the deduction is found to be improper, the City will reimburse the employee’s 
paycheck for the amount deducted. 

4. Voluntary Deductions or Reductions 

These deductions must be authorized by the employee, by completing and signing the 
appropriate form and bringing it into the Finance Department.  These deductions remain 
in effect until the employee notifies the Human Resources Department or the Finance 
Department in writing of the change, or the Human Resources Department notifies the 
employee that a new enrollment is necessary. 

Deductions may include a variety of approved contributions or payments. 

Reductions include pension and deferred compensation contributions, flexible spending 
contributions, and health and dental premiums. 

5. Deductions from Final Paycheck 

Upon termination of employment for any reason all employees are required to return City 
materials, property and equipment issued to the employee and to pay the City any money 
the employee may owe the City.  Otherwise, the City may withhold corresponding 
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amounts from the employee’s final paycheck as authorized in the Acknowledgement Form 
to this handbook. 
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CHAPTER FOUR 

HOURS OF WORK AND OVERTIME 

Sec. 4.10 Hours of Work. 

Department heads shall establish working schedules to meet their special need, provided that no 
schedule with eight houreight-hour shifts shall under normal circumstances call for more than 40 
hours a week. 

Sec. 4.15 Travel Time. 

The following guidelines shall be used in determining if travel time is to be considered as work time: 

1. Home-to-work travel is not counted as hours worked. 

2. Travel to and from work in emergency situations is counted as hours worked. 

3. Time spent traveling to and from other cities on required assignment is counted as hours 
worked.  Travel and work that extends over a 24 hour period, such as a multi-day 
educational seminar held outside of Columbus, requires a Travel Request form to be given 
to the department head for written approval. 

4. Travel that is all-in-a-day's work is counted as work time. 

Sec. 4.20 Overtime. 

If requested to work overtime, an employee will be expected to do so unless the employee is excused 
for good cause. 

Except for “exempt” employees, who do not qualify for overtime, overtime hours are based on hours 
worked in excess of 40 hours in a normal work week.  For the purpose of determining overtime, only 
the following hours are counted towards hours worked: vacation, holiday, procedural and 
administrative leave except for Firefighters and Fire LieutenantCaptains.  All other hours are not 
considered hours works for the purpose of calculating overtime.  For Firefighters and 
LieutenantCaptains the overtime rate is applied to all hours worked over 106 hours in a 14 day14-day 
work cycle.  For Police Officers and Sergeants working 12 hour12-hour shifts, overtime is computed 
on a 14 day work cycle. 

Overtime pay at the rate of one and one-half times the regular hourly rate of pay shall be paid as 
follows regardless of whether 40 worked hours accrued in the pay period: 

1. For all time worked as a result of being called back to work on a regular work day or a 
scheduled day off, during an emergency such as snow removal, fire or official court 
appearance.  In such cases the employee will receive a minimum of two hours overtime 
pay or one and one-half times the regular rate of pay for the actual hours worked, 
whichever is greater.  However, an employee asked to return for an emergency callback 
cannot claim a second period of two (2) hours of emergency callback pay while they are 



27 

still being paid for the first two (2) hour period. 

2. To an employee who is required to work during the time period a holiday is observed for 
the time worked during the 24 hour24-hour holiday period (not applicable to Firefighters 
and LieutenantCaptains). 

When budgetary restraints are compelling, department heads may order employees off the job before 
the end of the work week to avoid payment of overtime compensation. 

Overtime hours must have the approval of the department head and should be approved in advance 
whenever possible.  This applies only to overtime of non-exempt employees.  Approval shall be 
indicated by the department head initialing the employee's time sheet.  In-lieu of pay for overtime 
under (1) and (2), an employee may be granted compensatory time upon approval of the department 
head (see 4.30). 

Sec. 4.25 Carrying a Pager or Other Electronic Device. 

Carrying an electronic device while off duty does not constitute hours worked.  These devices allow 
employees to effectively use the time for their own purposes and, consequently, such time is not 
compensable.  However, the City expects that employees will refrain from consuming alcoholic 
beverages and a response time of 30 minutes while being required to carry these devices.  When 
carrying an electronic device results in frequent "call ins", a pager benefit payment in addition to 
hours worked compensation will be studied.  In unusual or emergency circumstances the City 
Administrator may authorize a temporary benefit in lieu of normal study.  In the Streets Department 
during the winter season and in the Sanitary Sewer, Wastewater Treatment, and Water Departments, 
a 'Call Pay Fee' of one and one half (1½) hours has been implemented for each 24 hour period of 
being on call.  Salaried employees can become eligible for pager compensation.  For example, Police 
Captains receive $200 a month.  When a substantial amount of the minutes of an employee’s personal 
cell phone is being spent answering City related calls, a $10 monthly cell phone stipend may be 
implemented.  As telecommuting situations occur, employees may be reimbursed for documented 
hours worked. 

Sec. 4.30 Compensatory Time. 

At the option of the department head, employees may be granted compensatory time off with pay in-
lieu of pay for hours worked.  If hours worked are eligible for overtime pay, 1.5 hours will accrue for 
each overtime hour worked.  If the hours over 40 hours in a week are not eligible for overtime, one 
hour will be banked for each hour worked.  Should the employees accrue over 240 hours of 
compensatory time, the overage will be automatically paid out with the next pay check.  Any 
employee having accrued compensatory time may, upon termination of employment, be paid for such 
hours of unused compensatory time, not to exceed 240 hours, at a rate of compensation not less than 
the average regular rate received by the employee during the last three years of employment or the 
final regular rate whichever is greater.  Compensatory pay will be paid out in a lump sum at separation. 

Sec. 4.31 Shift Differential. 

A 50 cent an hour differential credit will be paid to covered employees who are required to work 
between 6 p.m. and 6 a.m.  The Fire Department is exempted from this benefit due to their unique 
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work schedule. 

Sec. 4.40 Exempt Employees. 

Department heads, certain supervisors, and other employees designated by the City Administrator 
shall not be paid overtime for hours worked in excess of 40 hours per week.  Exempt employees are 
expected to work whatever hours are necessary to complete their work and average at least 40 hours 
per week.  Requests for extended time off will be reviewed by the City Administrator.  The exempt 
positions are as follows: 

 City Administrator    Golf Course Superintendent 
 City Clerk     Human Resource Director 
 City Engineer     Library Director 
 Communications Director   Police Captain 
 Community DevelopmentChief Building and Code Official Director  Police 
Chief 
 Finance Director/City Treasurer  Public Property Director 
 Fire Chief     Public Works Director 
 Park & Recreation Director 
 
Deductions from pay of exempt employees may be made for disciplinary suspensions of one or more 
full days imposed for violation of major safety rules or workplace conduct rules. 

Sec. 4.45 Volunteer Time. 

Volunteer time is any time spent working on a project or task which may be City-related but is entirely 
voluntary and not required by the department head nor directly related to their position with the City.  
Such time is not compensable, and any injuries or illnesses occurring during such volunteer time shall 
not be considered work-related for workers’ compensation purposes.  Work performed by an 
employee on a volunteer basis is not compensable. 

Sec. 4.50 Break Periods 

While there are no federal or state laws requiring a paid break period in addition to a lunch break, it 
is the policy of the City to provide employees with a paid rest period from their normal duties. 

1. One 15 minute15-minute break period may be permitted during each four hours of work 
or as approved by the department head to accommodate department work schedules. 

2. Break periods should be scheduled by department heads or supervisors so services 
rendered by the department are not interrupted. 

3. Break periods should not be scheduled shortly after an employee reports for work or 
shortly before an employee's shift ends.  However, a break period twice a day is not an 
employee right.  Work flow problems may make it impossible on occasions to provide a 
break in a given four hourfour-hour period of work. 
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Sec. 4.70 Disaster Policy. 

If Columbus should be struck by a tornado, flood, earthquake, severe wind storm, a major hazardous 
material incident, or other disaster, all regularly scheduled off duty employees are required to report 
to their work place, for regularly scheduled work shifts, in person if possible, otherwise by telephone, 
unless otherwise notified by a supervisor.  If the employee is not needed, s/he will be released to go 
home.  Persons suffering personal injury to themselves or members of their household or loss of 
property during the disaster are not normally expected to report to their work but should report to 
their supervisor or department head daily or as directed by management. 
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CHAPTER FIVE 

LEAVE BENEFITS 

Sec. 5.00 Vacation. 

The vacation benefit is to provide all regular employees with a paid leave for personal use as 
recognition for past services. 

Regular full-time and regular part-time employees who are scheduled at least 20 hours a week are 
eligible to start using vacation hours after completion of 12 months of employmentafter the first 
payroll has been processed and leave hours have been accrued. 

Regular full-time employees shall be granted vacations based at the following accrual rate: 

1. 80 hours paid vacation after one (1) full year of continuous employment. 

2. 120 hours paid vacation afterat six five (56) full years of continuous employment. 

3. 160 hours paid vacation afterat fifteen (15) full years of continuous employment. 

The vacation accrual rate for regular part-time employees who are designated as being on a 20 -hour 
or more classification will have the same vacation accrual rate per hour worked as a regular full-time 
40 hour employee with the same years of experience.  For example: 

A full-time 40 hour40-hour employee accrues 80 vacation hours at the end of the first year of 
employment based on working 2080 hours in a year.  This is an accrual rate of .0385 of an 
hour of vacation accrual for every hour worked.  If a regular part-time 20 hour a week 
employee works a total of 1040 hours the first year, the employee will accrue 40 hours of 
vacation.  If the employee works 1200 hours, the employee will accrue 46.2 hours of vacation 
in a year. 

Arrangements for vacation time and approval by the department head or their designee should be 
made at least four weeks in advance whenever possible.  A department head may ask that a written 
vacation request be turned in so they can be pre-approved.  Whenever a conflict arises in scheduling 
employees for vacation, seniority will be an important consideration in resolving the issue. 

Employees may carry up to two years of accrual based on their current employment status.  However, 
any accrual of more than two years will be removed from the records.  Vacation accrual shall continue 
until separation of employment; however, no accrual shall occur on the last paycheck.  Having several 
weeks of vacation accrual does not guarantee an employee the right to use it in a single period of time.  
Vacation time is to be worked into the department schedule and the maintenance of City service is 
the first priority.  Fire LieutenantCaptains shall accrue vacation leave at the rate stated in the 
Firefighter contract.  Since Firefighters and LieutenantCaptains receive a designated holiday benefit 
regardless of hours scheduled on a holiday, paid vacation may be used to replace scheduled work 
hours on an observed holiday. 

Pay in lieu of vacation for full-time 40-hour employees is not permissible.  The only exception to this 
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policy would be at the City's request and only upon the approval of the City Administrator.  Vacation 
leave will not accrue while an employee is on a leave of absence without pay.  If a holiday occurs 
during the time an employee is on vacation leave, the employee will not be charged a vacation day 
for the holiday. 

At the time of separation, the employee will be paid for all unused accrued vacation leave up to the 
maximum amount which can be accrued.  This accrued vacation pay can will be paid out in a lump 
sum at separation, or can be paid out biweekly until the end of the month of separation in order to 
maintain health and dental coverage.  All insurance coverages end at the last day of the month in 
which the employee’s last day of work occurs. 

Vacation pay will not be paid in advance but will be included in the payroll period which includes 
the vacation period. 

Because we recognize the importance of providing our employees with time off for rest, recreation, 
to recuperate from an illness, to attend family and other personal activities or for whatever purpose 
our employees deem appropriate, the City grants annual vacation to eligible exempt and non-exempt 
regular, full-time employees.  Regular full-time employees become eligible for vacation upon the 
successful completion of their Introductory Periodas soon as the hours are accrued.  The amount of 
vacation to which you are entitled depends upon your length of service with the City.  Once a regular 
full-time employee becomes eligible, vacation becomes available based on your length of service 
with the City according to the schedule below and subject to certain employment conditions. 

Employees shall accrue vacation each year as follows: 

Years of Service 
With City 

Annual vacation 
Accrual 

Vacation 
Accrual Per 
Pay Period 

Maximum Vacation 
Allowed In 
Employee’s 

Vacation Bank 
After completion of 
Introductory 
PeriodDay 1-5 years 

80 hrs. 3.08 hours per 
pay period 

160 hrs. 

After 56 years-154 
years 

120 hrs. 4.61 hours per 
pay period 
 

240 hrs. 

After 15 years+ 160 hrs. 6.15 hours per 
pay period 
 

320 hrs. 

 

Once an employee has reached the maximum vacation accrual, the employee will not accrue 
additional vacation until the employee uses some vacation time so as to fall below the maximum 
accrual limit. 

Whenever possible, we ask that all requests to use vacation and changes to those requests be made as 
far in advance as is possible.  Shorter notice may be allowed in cases of emergency, with notification 
to your supervisor as soon as practicable.  The earliest requests and/or changes in advance of the 
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specific day requested will be given priority in determining which requests can be granted based on 
work requirements and citizen demands.  In the event that multiple requests are turned in at the same 
time and production needs can’t accommodate them all, the City Administrator reserves the right to 
determine which requests will be granted so as to accommodate the needs of the City. 

Time taken as vacation does count towards hours worked for overtime purposes. 

The purpose of vacation is to give you a chance to rest, relax and spend time on activities other than 
work.  Therefore, you may not take your paid time off benefit as extra pay in lieu of time off.  Upon 
separation, you will be paid accrued but unused vacation.  Accrued vacation may not be used after a 
notice of termination has been given. 

Sec. 5.20 Sick Leave. 

The sick leave benefit was instituted to provide continued earnings to eligible employees during short 
spells of illness or injury.  Regular employees who are scheduled for 20 hours a week or more are 
eligible for sick leave benefits based on hours worked.  The maximum accrual is prorated based on 
the employee status. 

Full-time 40-hour employees accumulate sick leave benefits at the rate of eight hours per month up 
to a maximum 1,040 hours which is approximately six months of paid work time.  Once an employee 
has accumulated 1,040 hours of sick leave it will not accumulate further.  So, for example, if an 
employee has accumulated 1,040 hours of sick leave and is sick or injured for five 8 hour8-hour days, 
the accumulated sick leave would be lowered 40 hours until such a time as the employee builds up 
their accumulation again.  Fire LieutenantCaptains shall accrue sick leave at the rate and maintain the 
same accrual as stated in the Firefighter contract. 

Sick leave is basically an "insuring" benefit.  However, employees will be paid 25% of the 
accumulated sick leave benefit at retirement if they have at least 15 years of service and are age 55 or 
older.  Employees will be paid 50% of the accumulated sick leave benefit at retirement if they have 
at least 20 years of service and are age 55 or older.  If an employee dies with hours remaining in the 
sick leave account, 100% of this accumulation will be paid to the same beneficiary as is named in the 
City life insurance policy records for that employee. 

Regular full-time and regular part-time employees who are scheduled at least 20 hours a week are 
eligible to start using sick hours after the first payroll has been processed and the leave hours have 
been accrued.  

Employees will not be paid for sick leave during the first six consecutive months of qualified 
employment.  However, benefits will be accumulating at the prorated rate from the date of 
employment if the months of employment are consecutive qualified employment. 

Absence due to illness or injury must be reported to the department head or immediate supervisor as 
soon as possible.  Failure to report the absence before the hour of duty may result in loss of sick leave 
pay.  Absence due to illness or injury must be reported each day, unless the employee and department 
head have personally agreed to more extended periods of time.  If an employee is absent without 
permission and is not in fact ill, the supervisor may cause a deduction in pay to be made from the 
employee's next paycheck for the number of hours absent from work. 
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Administration or department heads may request a physician's certification of illness from an 
employee for any sick leave, regardless of duration. 

Abuse of sick leave benefits will result in disciplinary action and may be grounds for termination. 

An employee may take sick leave: for illness of a member of the employee's immediate family, 
including dependents, that require the employee's personal care and attention in the judgment of the 
department head; enforced quarantine of the employee in accordance with community health 
regulations; a visit to a medical professional such as a doctor, dentist, or optometrist.  Such 
appointments shall be scheduled in cooperation with the supervisor. 

Sick leave benefits will not generally be paid for illnesses which occur during a scheduled vacation 
or scheduled days off.  If an employee has an emergency inpatient hospitalization during a scheduled 
vacation the department head may grant the use of sick leave.  If a holiday occurs during a period of 
illness the employee will receive holiday pay for that day in lieu of sick leave.  Because of the unique 
holiday payment for Fire LieutenantCaptains and Firefighters, it may be possible to receive payment 
of sick leave during scheduled holiday work hours with the approval of the Fire Chief. 

Sick Leave Bank 

The purpose of the City of Columbus Sick Leave Bank is to provide additional paid leave for regular 
employees or the employee’s spouse or resident minor children who have exhausted their accrued 
sick, vacation and compensatory leave benefits as the result of a catastrophic illness or injury.  The 
Bank serves as a depository into which participating employees may voluntarily contribute leave for 
allocation to other participating employees.  The purpose of the bank is not to provide unlimited paid 
sick leave for any medical reason but to alleviate the hardship caused when employees lose 
compensation as the result of a catastrophic illness or injury. 

In the event a regular employee is diagnosed, or the employee’s spouse or resident minor children are 
diagnosed with a severe illness that results in prolonged absences, use of the Sick Leave Bank may 
be requested.  A request to utilize the Bank will be made to the department head and with the approval 
of the City Administrator. 

Establishment of the Sick Leave Bank 

The bank will be established through the voluntary contribution of one leave day by active full-time 
employees during an initial enrollment period.  Contributing a leave day establishes membership in 
the Bank and eligibility to apply for withdrawal from the Bank. 

Once the Bank has been established, an open enrollment period will be held annually during the 
month of September.  During the enrollment period, any eligible employee may join the Bank for the 
following fiscal year by contributing one leave day.  In order to remain a member in good standing, 
current Bank members must voluntarily make an annual contribution of one leave day each September 
at the time of initial enrollment.  Should the Bank reach a balance of forty-five (45) or fewer available 
days, a special contribution period may be opened.  If any days remain in the Bank at the end of the 
fiscal year, they will be carried over to the next fiscal year. 

The program will be operated under the following additional guidelines: 
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1. Eligibility is discontinued upon termination of employment, retirement, death, or failure 
to donate a leave day the following fiscal year(s).  No payment of benefits will be made 
to survivors. 

2. Membership continues from year-to-year with annual reduction in one leave day 
until/unless the member submits a revocation form to discontinue membership to Human 
Resources. The Human Resources Director will notify all employees at least one month 
prior to the new term. 

3. Employees must waive all claims to leave voluntarily donated sick leave in the Bank, 
including any monetary or retirement-related value the days may hold. 

4. The Bank is available to those employees who have completely exhausted all sick, 
vacation and compensatory leave and who are not receiving disability or Worker’s 
Compensation. 

5. Employees joining the Bank must have eighty (80) leave hours remaining after making a 
donation. 

6. Employees who wish to voluntarily participate in the Sick Leave Bank must sign a 
statement accepting these terms of the Bank. 

7. Employees may not designate a particular individual to receive or to not receive their 
donated leave. 

8. A request to utilize the Bank may be denied if the member fails to provide any requested 
documentation. 

9. The Bank will be administered in accordance with the Americans with Disabilities Act 
and Family and Medical Leave Act requirements. 

10. The maximum amount of donated sick leave any employee can receive shall be 960 hours. 

Sec. 5.21 Accrual of Vacation and Sick Time While Not Working 

Employees that are eligible to accrue vacation and sick hours; in order to accrue vacation and sick 
time, you must have working hours, sick, vacation or comp time hours equal to normal weekly hours 
for each week during the pay period.  If hours work, vacation, sick and comp time hours do not equal 
the same number of regular hours worked, no paid time off (sick and vacation) will be accrued 
(excludes Fire and Police). 

Sec. 5.30 Administrative Leave. 

Department heads may make requests for employees paid administrative leave to the City 
Administrator, if approved, such leave will not be chargeable to vacation leave under the following 
circumstances: 

1. With department head approval, employees who are members of Civil Defense, Volunteer 
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Fire Department or are assisting with preparation, response, cleanup from a disaster, or 
are put on procedural administrative leave may qualify for administrative leave during 
scheduled work hours without loss of pay. 

2. In the event of the death of a current or former City official or employee, employees may 
receive approved administrative leave time to attend the funeral provided adequate 
staffing can be maintained for the functioning of all City departments. 

Sec. 5.31 Jury Duty/Witness Leave. 

In the event an employee is summoned to jury duty, the employee must notify his or her supervisor 
immediately after receiving such notification.  If the employee is required to serve jury duty and this 
interferes with their regularly scheduled work day, the employee will not suffer loss of earnings.  
However, the employee must promptly turn over all jury pay to the City.  Mileage payment for travel 
during jury duty is not considered a part of jury duty pay. 

An employee must report for work on any day they are not assigned to jury duty and must report for 
work immediately upon the conclusion of their jury service.  If approved by the supervisor, an 
employee may start their shift earlier than normal or finish their shift later in order to facilitate 
workflow. 

An employee called to be a witness in a court or administrative proceeding is entitled to receive their 
regular rate of pay for time spent as a witness for those matters arising out of and related to the 
performance of their official duties for the City.  However, the employee must promptly turn over all 
witness fees to the City.  Paid witness leave is not available for time spent as an expert witness, for 
matters relating to any disciplinary or other action against the employee, or for matters that did not 
arise out of or are not related to the performance of the employee's official duties for the City.  All 
decisions regarding witness leave shall be resolved at the sole discretion of the City Administrator. 

Sec. 5.32 Voting Time. 

Any employee whose work schedule conflicts with the opening and closing hours of the polls will be 
given time off to vote.  The employee must request the leave of absence for voting prior to or on 
election day and the supervisor may specify the period of absence. 

Sec. 5.35 Election Work. 

If service as an election official is required by state statute as it is for jury duty, working as an election 
official is considered to be a public duty.  The check you receive for serving as an election official 
must be signed and provided to City’s Finance Department. 

Sec. 5.40 Workers’ Compensation. 

As required by law, the City shall carry Workers’ Compensation Insurance.  This insurance shall 
cover work related accidental injuries, illnesses, or death while at work with the City. 

All accidents must be reported immediately to an employee's immediate supervisor.  The employee 
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should complete an incident report, and give it to his/her supervisor who will promptly forward it to 
the department head for their analysis and signature.  The department will promptly forward the 
incident report to the Human Resources Director office or will require the employee to personally 
bring the report to the Human Resources Director office for processing. 

Repeated laxity in reporting injuries can result in disciplinary action. 

If medical treatment costs are incurred, bills should be promptly sent to the Human Resources 
Director.  This information will be submitted to the insurance company to determine if the injury is 
compensable. 

Compensation payments are determined by state and federal regulations.  A seven day waiting period 
is normally involved before compensation begins. 

However, if an employee is injured in the line of duty and is unable to work, the employee shall 
receive full pay from the City less the amount of any Workers’ Compensation payments for up to six 
months after the date of such covered injury.  When an employee receives Workers’ Compensation 
checks from the insurance company for temporary total and partial disability benefit, the checks are 
to be immediately turned over to the City since the employee is already being paid for the lost wages. 

The City will not retaliate against an employee for seeking or receiving Workers’ Compensation 
benefits to which they are entitled.  Employees believing that they have been retaliated against must 
bring the matter to the attention of their supervisor.  If this proves unsatisfactory or the employee is 
uncomfortable visiting with their supervisor regarding the matter, the employee should contact their 
department head.  If this does not resolve the matter or this would prove uncomfortable, the employee 
may always contact the Human Resources Director directly. 

Sec. 5.50 Holiday Leave. 

The City shall observe the following holidays during the year: 

  New Year’s Day   January 1 
  Presidents Day   Third Monday in February 
  Memorial Day    Last Monday in May 
  Independence Day   July 4 
  Labor Day    First Monday in September 
  Veterans Day    November 11 
  Thanksgiving Day   Fourth Thursday in November 
  Day after Thanksgiving  Fourth Friday in November 
  Christmas    December 25 
  Personal Holiday   One personal day off chosen by employee 
 
Regular full-time employees are entitled to paid leave in observance of these holidays.  These holidays 
are to be taken in whole day increments.  The pay record and/or time sheet will be recorded as "holiday 
pay" and will be equal to the number of normally scheduled work hours for the employee's shift at 
the regular rate of pay. Regular part-time employees are entitled to paid leave in observance of these 
holidays based on their proration of hours worked.  Example: employee hired to work 20 hours/week, 
will receive 4 hours of holiday benefit if they were normally scheduled to work the day of the week 
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the holiday falls on. 

 Personal Holiday shall be recorded on time sheet as personal holiday.  In addition, a regular employee 
may take two hours of holiday timereligious leave one day a year to attend a religious observance of 
their faith. Regular part-time employees are entitled to paid leave in observance of these holidays 
based on their proration of hours worked.  Example: employee hired to work 20 hours/week, will 
receive 4 hours of holiday benefit if they were normally scheduled to work the day of the week the 
holiday falls on. 

If a holiday falls on a Saturday, it shall be observed on the preceding Friday.  If a holiday falls on a 
Sunday, it shall be observed on the following Monday.  For City departments or work groups who 
are normally scheduled to work on holidays, the department head may elect to have the work group 
observe the holiday on its actual day even when the holiday is on a weekend. 

In order to be paid holiday pay, you will be required to work the day before and day after the scheduled 
paid holiday, unless the employee provides a note from a doctor or employee has a pre-scheduled 
medical absence with a note from a doctor.  If you take vacation or comp time the day before or after 
the holiday, your qualifying day will be the day before or after your vacation or comp time day.  If 
you are absent from work on your qualifying days, you will not be paid holiday pay.  (This paragraph 
excludes Police and Fire Union) 

An employee terminating before the actual holiday is not eligible for holiday pay.  Regular employees, 
except for Firefighters and LieutenantCaptains, scheduled to work during an observed holiday will 
be paid their regular rate of pay for the scheduled holiday hours as a part of the employee's holiday 
compensation.  These hours are to be recorded as holiday hours on the time sheet.  The employee will 
also receive one- and one-half times their regular rate of pay for all hours worked on the holiday 
except for Firefighters and LieutenantCaptains who receive regular rate of pay. 

Except for Firefighters and LieutenantCaptains, all regular employees called in to work on an 
observed holiday will receive their normal holiday leave hours written into the holiday section of the 
time sheet.  They will also receive one- and one-half times their regular rate of pay for the hours 
worked on the holiday.  For example, a Water Department employee called in to work for two hours 
on Veterans Day will receive eight hours of holiday pay plus two hours of overtime for working on 
the holiday. 

A regular part-time employee who would have normally been scheduled to work but was granted the 
time off on an observed holiday will receive the time off and their regular pay for that observed 
holiday. 

Temporary and seasonal workers will receive one- and one-half times their regular rate of pay for all 
hours worked on an observed holiday. 

Sec. 5.60 Leave of Absence Without Pay. 

A leave of absence may be granted to an employee for a compelling reason. 

For purposes of accruing benefits the following criteria will apply: 
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1. All benefits that operate on an accrual basis will cease to accrue during any period of 
unpaid leave. 

2. Benefits which are accrued up to the time of the leave of absence will be retained.  
Employees taking a leave of absence must first use up accrued compensatory time, 
vacation, and if appropriate, sick leave.  The employee will also become responsible for 
paying their insurance premiums if they will be off work for at least one month after 
accrued compensatory time, vacation and if appropriate, sick leave are exhausted. 

All requests for a leave of absence must be in writing and approved by the department head and the 
City Administrator. 

A request for a leave of absence should be submitted at least two weeks in advance.  An exception to 
this policy may be granted in emergency or special cases as approved by the department head and 
City Administrator. 

An employee will be reinstated to his original position whenever possible after a leave of absence.  
However, the City does not guarantee the availability of the same position, in which case an attempt 
will be made to place the employee in a similar position, if available.  Failure of the employee to 
return to work at the expiration of the leave of absence will result in disciplinary action and may result 
in termination retroactive to the starting date of the leave. 

An employee must make arrangements with the Finance Department before going on a leave of 
absence for payment of voluntary payroll deductions such as health insurance, or long-term disability 
insurance, if the employee will not receive enough pay to cover the deductions for one or more payroll 
periods.  If, during an approved leave, an employee desires to have the City continue its contributions 
toward insurance coverages such as life insurance and health insurance (assuming family medical 
leave does not apply 5.70), the employee must use at least 30 hours of paid leave per week to maintain 
the City contribution.  When the employee no longer has any paid leave, then the employee must pay 
the entire cost of the premium for the remainder of the approved leave to keep coverages in force.  
Ordinarily, a leave of absence will not be granted for more than three months.  However, leaves for a 
specific purpose, such as military service or educational programs may be granted for longer than 
three months.  No leave without pay shall be granted if, when combined with all other types of leave 
which the employee has taken or is available to the employee, will exceed a period of one (1) year's 
total leave except for employees covered by required military duty and as pursuant to military orders. 

A holiday which occurs during an unpaid leave of absence of 14 days or more will be forfeited, no 
matter when the holiday falls in the leave period. 

If an absence due to illness or injury extends beyond the accrued paid sick leave days, questions 
concerning benefits, etc. should be referred to the Human Resources Department for interpretation.  
The City may require certification, on a periodic basis, of an employee's continuing illness or 
disability by the employee's physician and/or a physician selected by the City.  Applicable benefits 
may also be available under the Family Leave Policy. 

Sec. 5.70 Leave of Absence (Family Medical Leave & Military Family Leave). 

The City will comply with the Family Medical Leave Act of 1993. 



39 

I. Eligibility for Leave 

A. Any employee who has been employed by the City at least twelve (12) months and 
has worked at least 1,250 hours during the twelve (12) months preceding the 
commencement of the leave of absence is eligible for an unpaid family or medical 
leave of absence if certain conditions are met (“eligible employee”).  In appropriate 
circumstances, the eligible employee will be returned to the same or an equivalent 
position following the leave. 

B. An eligible employee is entitled to family and medical leave for one or more of the 
following reasons: 

(1) birth of a son or daughter, and care for the newborn son or daughter, if 
concluded within twelve (12) months of the birth of the child; 

(2) placement with the employee of a son or daughter for adoption or foster 
care, if concluded within twelve (12) months after placement; 

(3) care for the employee's spouse, child, or parent who has a serious health 
condition;   

(4) inability of the employee to perform the functions of his or her position 
due to a serious health condition; 

(5) any qualifying exigency arising out of the fact that the employee’s 
spouse, son, daughter, or parent is a covered military member on active 
duty (or has been notified of an impending call or order to active duty) 
in support of a contingency operation; or 

(6) care for a covered servicemember with a serious injury or illness if the 
employee is the spouse, son, daughter, parent, or next-of-kin of the 
servicemember. 

II. Required Notice 

A. If the necessity for the leave is foreseeable, an employee must provide the City 
with thirty (30) days advance written notice of a request for leave.  Leave is 
deemed to be foreseeable if it is for an expected birth, placement for adoption or 
foster care, planned medical treatment for a serious health condition of the 
employee or of an immediate family member, or the planned medical treatment for 
a serious injury or illness of a covered servicemember.  If 30 days notice is not 
practicable, such as because of a lack of knowledge of approximately when leave 
will be required to begin, a change in circumstances, or a medical emergency, 
notice must be given as soon as practicable.  It should be practicable for the 
employee to provide notice of the need for leave either the same day or the next 
business day. 

III. Medical Certification 
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A. An employee requesting leave based on a serious health condition, whether it 
involves the employee or an immediate family member, must obtain a medical 
certification form.  The medical certification form must be completed and signed 
by the employee’s health care provider.  All FMLA forms may be printed from the 
U.S. Department of Labor website:  http://www.dol.gov/esa/whd/fmla, or you can 
obtain the forms from the Human Resource Director. 

The completed certification form (FMLA) must be submitted within fifteen (15) 
calendar days of the requested leave, unless it is not practicable under the particular 
circumstances.  Failure to provide the required medical certification may result in 
denial of all privileges and benefits under this policy and result in denial of re-
employment upon completion of the leave. 

B. In all cases of leave for medical reasons, the City reserves the right to request a 
second medical opinion, at the City’s expense, if the validity of the first medical 
certification is in doubt.  The City shall designate the health care provider to furnish 
the second opinion.  If the opinions of the employee and the City’s designated 
health care providers differ, the City may require the employee to obtain a third 
medical opinion at the City’s expense.  The third health care provider will be 
chosen jointly by the City and the employee.  The third opinion is final and binding. 

The City may request recertification no more often than every thirty (30) days, 
except where the employee requests an extension of leave or circumstances 
described by a previous certification have changed significantly.  However, if the 
medical certification indicates that the minimum duration of the condition is more 
than 30 days, the City must wait until that minimum duration expires before 
requesting a recertification.  In all cases, the City may request a recertification of 
a medical condition every six months in connection with an absence by the 
employee.  the City may request recertification in less than 30 days if: 1) the 
employee requests an extension of leave; or 2) circumstances described by the 
previous certification have changed significantly; or 3) the City receives 
information that causes doubt upon the employee’s stated reason for the absence 
of the continuing validity of the certification. 

IV. Service members Certification 

A. An employee requesting leave based on a qualifying exigency arising out of the 
active duty or call to active duty status of a covered military member, must provide 
the employee’s supervisor with a copy of the covered military member’s active 
duty orders or other documentation issued by the military which indicates that the 
covered military member is on active duty or call to active duty status in support 
of a contingency operation, and the dates of the covered military member’s active 
duty service. 

An employee requesting leave based on a qualifying exigency arising out of the 
active duty or call to active-duty status of a covered military member, must also 
obtain a certification form from the Human Resource Director or U.S. Department 
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of Labor website that must be signed and completed by the employee.  The 
completed FMLA form must be submitted within fifteen (15) days of the requested 
leave, except in unusual circumstances.  Failure to provide the required 
certification may result in denial of all privileges and benefits under this policy and 
result in denial of re-employment upon completion of the leave. 

B. An employee requesting leave to care for a covered servicemember with a serious 
injury or illness, must obtain a certification form from the Human Resource 
Director or U.S. Department of Labor website that must be signed and completed 
by the employee.  The completed certification form must be submitted within 
fifteen (15) days of the requested leave, except in unusual circumstances.  Failure 
to provide the required medical certification may result in denial of all privileges 
and benefits under this policy and result in denial of re-employment upon 
completion of the leave. 

In lieu of a certification, the employee may submit as certification “invitational 
travel orders” or “invitational travel authorization” issued to any employee’s 
immediate family member to join a qualified injured or ill servicemember at his or 
her bedside. 

V. Length of Leave 

A. Each eligible employee may be granted an unpaid family and medical leave, 
including maternity leave, for a period up to twelve (12) weeks (during any twelve 
(12)-month period).  In determining eligibility for leave, a "rolling" twelve (12) 
month period is used, measuring backward from the date the employee first uses 
the leave. 

B. An eligible employee may be granted an unpaid family and medical leave to care 
for an immediate covered family member who has incurred an injury or illness in 
the line of duty while on active duty in the Armed Forces, for a period of up to 
twenty-six (26) workweeks of leave during a single twelve (12) month period to 
care for the servicemember.  Leave to care for an injured or ill servicemember, 
when combined with other FMLA-qualifying leave, may not exceed twenty-six 
(26) weeks in a single twelve (12) month period. 

C. An employee requesting leave will be required to use any unused accrued vacation, 
compensatory leave and sick leave as part of the FMLA leave.  Once such accrued 
vacation, compensatory leave and sick leave is exhausted, the balance of the 
employee’s FMLA leave will be without pay. 

VI. Benefits during Leave 

A. An employee on a family or medical leave will be retained on the City’s health 
plan under the same conditions as active employees, except that the employee must 
make arrangements with the payroll administrator for timely payment of the 
employee's portion of the premium in order to continue such coverage, and if any 
premium payment is more than thirty (30) days late, coverage will be lost during 
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the period of the leave.  In circumstances where an employee is on paid leave (i.e., 
the use of sick leave or vacation while on FMLA leave), the appropriate deductions 
will be made in the same manner as the employee's regular paycheck.  All benefits 
that operate on an accrual basis will cease to accrue during any period of unpaid 
leave. 

B. In the event that an employee fails to return from leave, consistent with the terms 
of this policy, the employee will be liable for the premiums paid by the employer 
to maintain insurance coverage unless: 

(1) the employee's failure to return to work stems from the continuation, 
recurrence, or onset of a serious health condition of the employee or an 
immediate family member; or 

(2) the failure to return stems from circumstances beyond the control of the 
employee. 

VII. Return from Leave 

A. An employee returning from leave will be reinstated to the same or an equivalent 
position upon his or her proposed return to work date, except that the employee 
will not be entitled to any employment rights or benefits greater than those he or 
she would have had in the absence of taking such a leave. 

B. In dealing with leaves involving a serious health condition of an employee, as a 
condition of restoring an employee whose FMLA leave was occasioned by the 
employee’s own serious health condition that made the employee unable to 
perform the employee’s job, the City must receive a fitness-for-duty certificate 
from the employee’s health care provider stating that the employee is able to 
resume work. 

VIII. Reduced Work Schedule 

In limited circumstances, an employee who is eligible for family or medical leave may be 
permitted to work a reduced schedule or receive periodic time off from work. 

In cases of a serious health condition of the employee or an immediate family member, 
such leave may be permitted in circumstances when it is medically necessary, but 
appropriate medical certification will be required.  In dealing with planned medical 
treatment, an employee is required to make reasonable effort to schedule the treatment so 
as not to unduly disrupt the City’s operations, and the City reserves the right to request 
rescheduling of such treatment in appropriate circumstances.  Further, where a reduced 
work schedule is based on planned medical treatment, the City reserves the right to 
temporarily transfer the Employee to a comparable position that better accommodates the 
employee's recurring periods of leave. 

Any time permitted based on a reduced work schedule will be treated in the same manner 
as absence under the family and/or medical leave policy, and such absence will be counted 
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against the leave permitted under the policy. 

Sec. 5.80 Absence Without Leave. 

Employees failing to report for or remain at work as scheduled or directed without proper notification, 
authorization, or excuse shall be considered absent without leave, shall not be in pay status for the 
time involved, and shall be subject to appropriate disciplinary action.  Absence without leave for more 
than three work shifts or in the case of a firefighter, two work shifts, shall be considered an 
abandonment of their duties, which shall ordinarily result in dismissal. 

Sec. 5.85 Continued Employment While on Leave of Absence 

Employees who are on an approved leave of absence, whether paid or unpaid are normally prohibited 
from outside employment with another employer or being self-employed while on such leave unless 
the employee’s written disclosure of the employment relationship is approved by the City 
Administrator.  Military orders would be considered an exception to this rule.  Employees who are 
found to be engaged in outside employment while on a leave of absence may be disciplined up to and 
including termination. 

Sec. 5.90 Compassionate Leave. 

In the event of a death, serious illness, injury or similar major personal problem of a regular 20 hour 
or more a week employee's immediate family, a department head may request compassionate leave 
for the employee, not to exceed three work shifts with pay, per occurrence, to a regular employee.  
Firefighters may use up to 24 working hours over two work shifts with approval of Fire Chief.  
Compassionate Leave request shall be made to and approved by the City Administrator. 

When an event would also qualify under the sick leave benefit, sick leave will be the leave of first 
resort. 

In the event of a death of the listed below, a department head may grant an employee up to one work 
shift, with pay, to attend the funeral, wake or event related to the funeral. 

Employee's   Spouse's 
 Aunts and Uncles  Brother and their spouse 
 Nieces and Nephews  Sister and their spouse 
     Grandparents and Grandchildren 

Aunts and Uncles 
Nieces and Nephews 
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CHAPTER SIX 

PROBLEM SOLVING AND DISCIPLINE 
 
Sec. 6.10 Statement of Policy  
 
This policy is intended to keep employees and management equally aware of each employee's 
responsibility of maintaining a positive and productive work environment. This policy applies to all 
city employees. The intention of this policy is to clarify the city’s position concerning standards of 
conduct and performance, appropriate corrective action and discipline.  
 
Sec. 6.15 All Employees Standards of Conduct 
 
Timely and Regular Attendance: Planned use of leave time should be arranged with your supervisor 
in advance. Unexpected use of time should be reported as promptly as possible to your supervisor 
prior to the beginning of the employee's work schedule. Employees are expected to work any assigned 
overtime, unless excused by the appropriate manager. 
 
Dependable Application of Time: Employees are expected to apply themselves to their assigned duties 
during the full schedule for which they are being compensated, except for reasonable time provided 
for meals and personal needs. 
 
Satisfactory Work Performance: Employees are expected to meet established performance standards. 
Conditions or circumstances, as they become known, which will prevent employees from performing 
normally or completing their assigned task, should be reported to the appropriate manager. Likewise, 
unclear instructions or procedures should be brought to the attention of your supervisor. 

Use of City Equipment, Facilities, and Information:  City equipment (all property owned, leased, or 
controlled by the city, including but not limited to vehicles, computers, tools, devices, and 
materials), facilities, and information, are to be used only for work-related purposes, unless 
otherwise authorized. Theft of city property of any kind may result in criminal prosecution in 
addition to disciplinary action. 

 
Conflict of Interest:  Employees shall conduct city business with the highest standards of integrity 
and shall not officially act in regards to any contract, transaction, or other matter in which the 
employee may have a personal interest, individually or through a family member.  Refer to section 
7.70 for the entire policy on Conflict of Interest.    
 
Safety: The city and certain departments have established safety rules, regulations, and procedures. 
Employees are required to know and observe all such rules, regulations, and procedures. Employees 
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are required to observe all traffic laws. Employees are required to adhere to chapter 10 of this manual 
and any other Department specific policies and procedures.  
 
Off-duty Conduct: The city does not prescribe employee conduct off the job. However, any conduct 
on or off-the-job which affects the employee's credibility, effectiveness, performance, or ability to 
fully carry out the responsibilities of city employment and any conduct which is prejudicial to the 
interests, reputation, or operations of the City of Columbus are subject to disciplinary action.  
 
Sec. 6.20 Supervisory Employees Standards of Conduct 
 
This policy is intended to keep employees who supervise and management aware of their 
responsibility of setting clear expectations through open communication to enable a positive and 
productive work environment. This policy applies to all city employees who supervise others.  
 
Professionalism and Integrity: Supervisors are expected to uphold the highest standards of 
professionalism, honesty, and integrity. They should act as role models and promote ethical behavior 
within the organization. 
 
Fairness and Equality: Supervisors should treat all employees with fairness, respect, and equality, 
regardless of their race, gender, age, religion, sexual orientation, or any other protected characteristic. 
Discrimination, harassment, and favoritism will not be tolerated. 
 
Communication and Transparency: Supervisors should maintain open and transparent 
communication with their team members. They should listen attentively, provide clear instructions, 
and encourage open dialogue. Information should be shared promptly and accurately, ensuring 
employees are informed about matters affecting their work. 
 
Accountability and Responsibility: Supervisors should take responsibility for their actions and 
decisions. They should be accountable for meeting their commitments, honoring deadlines, and 
delivering results. Managers should also hold their team members accountable for their performance 
and conduct. 
 
Confidentiality and Privacy: Supervisors must respect the confidentiality and privacy of employee 
information, including personal and sensitive data. Confidential information should be handled with 
utmost care and disclosed only on a need-to-know basis and within the bounds of legal requirements. 
Conflict Resolution: Supervisors should proactively address conflicts and disagreements in a fair and 
constructive manner. They should encourage open dialogue, actively listen to all perspectives, and 
strive to find mutually beneficial solutions. Escalation procedures should be followed when 
necessary. 
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Employee Development and Support: Supervisors should foster the professional growth and 
development of their team members. They should provide regular feedback, guidance, and support to 
help employees enhance their skills, knowledge, and performance. Supervisors should also promote 
a positive work environment that values well-being and work-life balance. 
 
Compliance with Policies and Laws: Supervisors must comply with all applicable laws, regulations, 
and internal policies. They should be familiar with and ensure their team's adherence to these policies, 
including those related to safety, diversity and inclusion, data protection, and other relevant areas. 
 
Conflict of Interest: Supervisors shall conduct city business with the highest standards of integrity 
and shall not officially act in regards to any contract, transaction, or other matter in which the 
employee may have a personal interest, individually or through a family member.  Refer to section 
7.70 for the entire policy on Conflict of Interest.    
 
Continuous Improvement: Supervisors should strive for personal and professional growth. They 
should actively seek opportunities to enhance their leadership skills, stay updated on industry trends, 
and contribute to the overall improvement of the organization.  
 
By adhering to this Code of Conduct, supervisors will contribute to a positive work environment, 
foster employee engagement, and uphold the organization's values and reputation. Failure to comply 
with this policy may result in disciplinary action, up to and including termination of employment. 
 
Sec. 6.25 Coaching 
 
Coaching is an essential part of employee development and performance improvement. The purpose 
of these guidelines is to provide all supervisors with a framework and best practices for effectively 
coaching employees to achieve their full potential and enhance their performance. 
 
Establishing a Coaching Culture:   

• Create an environment that promotes coaching as a positive and ongoing process for 
employee growth and development.   

• Encourage managers to view coaching as a collaborative and supportive approach to help 
employees succeed. 

 
Coach's Mindset:  

• Approach coaching with a positive and constructive mindset, focusing on employee 
strengths and growth opportunities. 

• Be empathetic, supportive, and non-judgmental during coaching conversations. 
• Foster a safe and trusting environment that encourages open dialogue and feedback. 
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Goal Setting and Performance Expectations: 
 

• Set clear performance expectations and goals with employees, aligned with the Department 
or Divisions objectives. 

• Help employees understand how their individual goals contribute to team and organizational 
success. 

• Ensure goals are specific, measurable, attainable, relevant, and time-bound (SMART). 
 
Active Listening and Effective Communication: 
 

• Practice active listening during coaching sessions, allowing employees to express their 
thoughts, concerns, and ideas. 

• Use open-ended questions to encourage employees to reflect, problem-solve, and generate 
solutions. 

• Provide feedback effectively, focusing on specific behaviors and outcomes, and offering 
constructive suggestions for improvement. 
 

Continuous Feedback: 
 

• Provide regular and timely feedback to employees, both positive reinforcement and areas for 
improvement. 

• Offer praise and recognition for achievements and efforts to motivate and encourage 
employees. 

• Address performance issues promptly and constructively, offering guidance and support for 
improvement.  

 
Development Planning: 
 

• Collaborate with employees to create individual development plans that align with their 
career aspirations and organizational needs. 

• Identify learning opportunities, training programs, and resources that can support employee 
growth and skill enhancement. 

• Regularly review and revise development plans to ensure they remain relevant and 
achievable. 

 
Monitoring and Progress Reviews: 
 

• Schedule regular coaching sessions to review employee progress, discuss challenges, and 
provide ongoing support. 
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• Track employee performance against goals and provide feedback based on observed 
behaviors and outcomes. 

• Offer guidance and resources to help employees overcome obstacles and develop strategies 
for improvement. 

 
Recognition and Rewards: 
 

• Recognize and celebrate employee achievements, milestones, and contributions to boost 
morale and motivation. 

• Recommend employees for formal recognition and rewards programs based on their 
performance and growth. 

 
Documentation: 
 

• Maintain accurate and confidential documentation of coaching sessions, performance 
discussions and employee development plans. 

• Document goals, action plans, milestones, and outcomes to track progress and support 
performance evaluations. 

 
Manager Support and Training: 
 

• Provide employees with training and resources on coaching techniques, active listening, 
effective feedback, and performance management. 

• Offer ongoing support and guidance to employees in their coaching roles, including access 
to mentors or coaching circles. 

 
Confidentiality and Trust: 
 

• Respect employee privacy and maintain confidentiality of coaching conversations, unless 
disclosure is required by law or company policy. 

• Build trust with employees by demonstrating integrity, transparency, and maintaining 
professional boundaries. 

• Remember, coaching is an ongoing process, and managers should strive to create a culture 
of continuous learning and improvement. Regularly assess the effectiveness of coaching 
efforts and make necessary adjustments to ensure employee development and organizational 
success. 
 
 
 
 Formatted: Indent: Left:  0.5",  No bullets or numbering
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Sec. 6.30 Discipline 
 
The Human Resources Director or designee shall be consulted prior to taking any formal disciplinary 
action. The City may administer any of the disciplinary measures listed below, or a combination of 
disciplinary measures, depending on the severity of the situation in the City’s sole discretion. 
Although the City will attempt to administer progressive discipline, this policy does not create any 
guarantee that specific steps will be followed. In some cases, the City may terminate employees 
effective immediately. Nothing in this policy should be interpreted to alter the at-will nature of 
employment.  
 
The implementation of this disciplinary policy occurred at the time the City Council adopted the 2024 
Personnel Manual.  Any written-verbal disciplinary action which occurred more than six months prior 
to the adoption of this policy shall be removed from the employee’s personnel record(s) 
 
Verbal or Written Counseling 
The employee is advised and cautioned by a supervisor or department head about unsatisfactory work 
performance or misconduct. Verbal discussion may be reduced to writing in a counseling 
memorandum and will not be considered formal discipline. Counseling is generally the initial attempt 
to correct less severe performance or conduct violations; however, it is not a prerequisite to 
disciplinary action for subsequent offenses. All verbal and written letters of counseling are not 
grievable. 
 
Suspensions 
A suspension is temporarily prohibiting an employee from performing their duties as a result of the 
employee's unsatisfactory job performance or misconduct. A suspension seriously impacts 
departmental productivity and the employee's pay. 
 
Duration 
Disciplinary suspensions shall be without pay and shall not exceed ten (10) work days for a Group II 
violation or twenty (20) work days for suspensions in lieu of termination. 
 
Overtime Exempt Employees 
Overtime exempt employees may be suspended for any duration within the above limits for violations 
of written rules and policies governing workplace conduct applicable to all employees; otherwise, the 
suspension must be for a full work week. Also, overtime exempt employees cannot be suspended for 
less than a full work week for job performance issues. 
 
Demotions 
A disciplinary demotion can occur as an intermediate form of discipline or as an alternative to 
termination and in situations where other disciplinary measures haves been unsuccessful to correct 
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unsatisfactory job performance or misconduct. The employee's salary will be reduced to a level within 
the salary range of the city's Classification & Pay Plan. 
 
 
Terminations 
An involuntary separation for acts and/or behavior of such a serious nature that the first occurrence 
should justify termination or for unsatisfactory job performance or misconduct of a less serious nature 
which continues after other disciplinary measures measures have been imposed for prior poor work 
performance or misconduct. 
 
Sec. 6.35 Types of Offenses & Specific Actions 
 
The following procedures will set forth guidelines for determining the severity of the offenses of 
misconduct. The offenses listed in this policy are not intended to be all inclusive but instead serve as 
guidelines. It is expected that many, if not most, infractions will not be specifically listed in this 
policy. Failure to correct behavior, performance, or conduct after commission of a Group I or II 
offense will result in further disciplinary action. 
 
Sec. 6.40 Group I Offenses 
 
These offenses include misconduct that is less severe in nature, but which requires corrective action 
in the interest of maintaining a well-managed, respectful, and productive work environment. 
Examples of Group I offenses include:  
 

• Unsatisfactory attendance or excessive tardiness as defined by the individual departments; 
• Abuse of City time such as use of City time for non-work-related activity, personal business, 

or abuse of sick leave; 
• Inappropriate or unauthorized use of City equipment, facilities, or information; 
• Unsatisfactory job performance 
• Disruptive behavior; including rudeness, inappropriate language or gestures, or 

uncooperativeness toward others; 
• Refusal to work reasonable overtime; 
• Failure to comply with the Fair Labor Standards Act (FLSA); and 
• Improper use or operation of a city vehicle, equipment or facility 

 
Corrective Action: The prescribed disciplinary action for each violation is five {5) disciplinary points 
and a written reprimand in the employee's personnel file.  Supervisors must discuss a Group I offense 
with the employee and advise the employee of the need for correction.  Depending upon the severity 
and nature of the offense, the employee may, in lieu of being cited for a Group I offense, be subject 
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to verbal or written counseling.  If the condition is not resolved by verbal discussions, the employee 
must be given a written counseling to document the failure to correct the stated offense.  
 
 
 
Sec. 6.45 Group II Offenses 
 
Group II offenses constitute misconduct which is more severe in nature. Disciplinary actions for 
Exempt employees shall be in compliance with the Fair Labor Standards Act (FLSA). Examples of 
Group II offenses include:  
 

• Continued unsatisfactory job performance; 
• Failure to follow a supervisor's verbal or written instructions, perform assigned work, or 

otherwise comply with applicable city or departmental policy, rules, regulations, or 
directives, except for refusal to cooperate with respect to alcohol and drug testing which is a 
Group III Offense; 

• Violating safety procedures (not a threat to life); 
• Leaving the worksite without permission during work hours; 
• Workplace harassment or other prohibited discriminatory conduct; 
• Failure to report to work as scheduled without proper notification; 
• Violating confidentiality when city and department policies, regulations, or rules have been 

published or which the employee is expected to know; 
• Use of obscene or offensive language or gestures when dealing with other employees, 

supervisors, or the public; 
• Negligence in the performance of job responsibilities including the negligent operation of a 

city vehicle or equipment; and 
• Unauthorized use or misuse of city property or information; 

 
Corrective Action: The prescribed disciplinary action for each violation is ten (10) disciplinary points 
and a written reprimand in the employee's personnel file, and may also include a suspension without 
pay for 1-10 days with the concurrence of the department head, Human Resources Director and City 
Administrator.  
 
Sec. 6.50 Group III Offenses 
 
The offenses included in this group are more serious in nature. Examples of Group III offenses 
include: 
 

• Accumulation of three (3) Group 1 offenses within a rolling twelve-month period; 



52 

• Unauthorized possession or use of firearms, dangerous weapons, or explosives while 
working or on any city property except in accordance with State or Federal laws; 

• Absence or leave in excess of five (5) working days without prior authorization; 
• Withholding information, or making false or misleading statements; 
• Failing to fully cooperate during an administrative investigation, or interfering with an 

administrative investigation; 
• Falsification, misuse, concealment, or alteration of records, including but not limited to 

vouchers, reports, time and leave records, or other city documents; 
• Gross negligence in the performance of job responsibilities; 
• Behavior which is considered unethical, or unprofessional conduct with clients, citizens, 

program participants, or other employees; 
• Overt or implied threats or coercion of employees, supervisors, subordinates or the public, 

including but not limited to incidents of bodily contact; 
• Unauthorized possession or use of alcohol or a controlled substance on the job; operating 

city equipment, including vehicles, while under the influence of alcohol or a controlled 
substance; 

• Positive controlled substance or alcohol test; refusal to cooperate fully with respect to 
alcohol/substance abuse testing policy as defined by the city's Alcohol, Illegal 

• Drugs and Controlled Substances policy will result in termination; 
• Violating safety procedures where there is a threat to life; 

 
Corrective Action: The prescribed corrective action for Group III offenses is termination.  If the 
department head determines that extenuating circumstances exist and the employee otherwise has a 
satisfactory record of job performance and conduct, the department head with the concurrence of the 
Human Resources Director and the City Administrator, has the option to impose twenty (20) 
disciplinary points and a (20) day suspension without pay, and/or demotion, in lieu of termination. 
 
Sec. 6.60 Corrective Action Guidelines 
 
Disciplinary action will be taken to correct or discourage unsatisfactory behavior or performance. The 
following principles will be observed when considering disciplinary action:  
 

• Management shall consider prior disciplinary actions taken against the employee, including 
the date, severity, and circumstances of the prior actions. 

• The disciplinary action shall be situationally appropriate and shall be consistent with the 
expectations of the position. 

• Management shall consider the special needs of the department, and the seriousness of the 
employee's behavior or performance. 

• Employees are responsible and accountable for knowing the performance or behavioral 
expectations of the city and their department. 



53 

• In determining the severity of the disciplinary action, the supervisor should establish 
whether there has been repetition of the same or similar performance or behavior. 

 
 
 
 
Sec. 6.65 Disciplinary Procedures 
 
Any alleged violation of the city's or a department's Standards of Conduct, rules, policies, directives, 
or for continued failure to meet job performance standards or expectations shall be investigated. The 
employee shall be provided the opportunity to respond before disciplinary action is taken. 
Departments have flexibility in the investigation of disciplinary matters in a manner appropriate to 
the alleged misconduct.  
 
Immediate Administrative Suspension with Pay Pending Departmental Investigation:  
 
An employee may be immediately suspended from work with pay pending completion of a 
disciplinary investigation into misconduct (committed on or off duty) with the prior approval of the 
affected department head, and the Human Resources Director or designeeand City Administrator, if 
it is determined that the employee's continued presence on the job is deemed to be a substantial and 
immediate threat to the efficient operation of the city government or the employee's department, or to 
the welfare of the public, or to other city employees or to the administrative investigation.  
 
When an employee is placed on administrative leave with pay and the department head, Human 
Resources Director or City Administrator has established one or more meeting dates related to the 
administrative investigation during the employee's regular work hours which the employee may 
reasonably be expected to attend, and the meeting date is postponed at the employee's request, the 
employee will not be paid past the original established date. Likewise, paid administrative leave will 
cease if an employee does not attend the meeting. If a meeting date is postponed by the department 
head, Human Resources Director or City Administrator, then the employee will remain on 
administrative leave with pay until the date of the meeting. If the meeting is commenced but is 
adjourned, the employee will remain on administrative leave with pay until the meeting is concluded. 
If subsequent termination action is taken, the effective date of the termination will be the determined 
by the investigating party with the concurrence of the Human Resources Director and City 
Administrator.  
 
Immediate Suspension Without Pay Pending Departmental Investigation: 
 
An employee may be immediately suspended from work without pay only when a finding of probable 
cause that a crime has been committed by the employee has been made by a judge, magistrate, or 
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grand jury, AND the employee's continued presence on the job is deemed to be a substantial and 
immediate threat to the efficient operation of the city government or employee's department, or to the 
welfare of the public, or to other city employees. Such a suspension without pay may be imposed if 
the above conditions are met, and with the prior approval of the affected department head and the 
Human Resources Director or designee, after consultation with the City Administrator.  
 
Duration:  The administrative suspension without pay shall end if the above conditions cease to exist 
(e.g., the employee is no longer deemed to be a substantial and immediate danger to the 
aforementioned persons or entities) or until completion of the city's administrative investigation 
provided the employee is returned to work.  
 
Grievability:  The administrative suspension of an employee without pay under this subsection is 
immediately grievable. Steps I and II of the grievance procedures shall be waived. A meeting at step 
III within the required time period shall be limited to the issue of the continued suspension without 
back pay. At the employee's option, the issue of the suspension without pay may be combined in a 
timely grievance filed later by the employee concerning the underlying disciplinary action, if any. 
 
Back Pay:  If the employee is not subsequently terminated following the completion of the 
administrative investigation, the City Administrator or designee may order full, partial, or no back 
pay. The City Administrator or designee shall not be bound by the outcome of any criminal court case 
but may refer to such outcome and findings in making a final decision. 
 
Sec. 6.70 Procedures for Taking Disciplinary Actions 
 
Disciplinary action may be taken only by the department head or the department head's designated 
representative. This policy is intended to promote consistency in the application of discipline and to 
grant employees the opportunity to respond to allegations at a high level of management before action 
is taken. However, supervisors below the level of the department head or the designated representative 
have a major responsibility for administering the Standards of Conduct (and also performance issues) 
and disciplinary procedures. Supervisors monitor and enforce the Standards of Conduct and, in most 
instances, will determine if an action will be processed through the disciplinary process. Supervisors 
are often assigned responsibility for investigating alleged misconduct and performance issues. 
Supervisors are responsible for providing input and making recommendations to department heads 
and designated representatives and such recommendations are to be considered in the determination 
of what disciplinary action to take, if any. 
 
In large departments, or those with several levels of management, the department head may designate 
lower levels of management to handle less severe misconduct and performance issues and to take 
appropriate disciplinary or corrective action, if any. In cases involving alleged misconduct and 
unsatisfactory performance, which may result in suspension, demotion, or termination, the 
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department head shall be personally involved in investigating or overseeing the investigation of the 
allegations of misconduct and unsatisfactory performance, and determining disciplinary action, if any. 
 
When there is reason to believe misconduct may have occurred, the department head or the 
department head's designee shall initiate an appropriate investigation to determine the facts 
surrounding the alleged misconduct or unsatisfactory performance. The department head or designee 
may personally conduct the investigation or may assign the investigation to another person. 
 
If after review of information developed in the investigation, the department head or designee 
determines that misconduct or unsatisfactory performance may have occurred and that disciplinary 
action may be pursued, he/she will inform the employee in writing in a formal written notice of 
allegations. The employee will be informed in the notice that the employee will be afforded an 
opportunity to meet with the department head or designated representative in order to respond to the 
allegations after five (5) work days after receipt of the notice, unless an earlier date has been agreed 
to by both parties. The allegations should cite the specific instance(s) of misconduct or unsatisfactory 
performance including the facts underlying the allegations but need not specify specific level(s) of 
misconduct. The employee shall also be informed in the notice that the employee has a right to present 
documents and give verbal or written statements at the meeting, and bring witnesses, if desired. 
 
The meeting between the department head or designee and the employee shall be held as soon as 
practicable, preferably within ten (10) work days of the time the employee is given the notice of the 
allegations. 
 
The meeting, at which the employee is provided the opportunity to respond to the allegations, is an 
informal administrative process. It is not a grievance proceeding. The meeting is not a trial and it is 
not intended that the department's evidence and witnesses be presented. The meeting is not bound by 
or conducted by court procedures or rules of evidence. The meeting is conducted by the department 
head or designee who shall determine the procedures by which the meeting will proceed to ensure 
that the employee has the opportunity to respond to all allegations. The following policies apply to 
the conduct of the meeting: 
 

• The meeting shall be recorded. 
• The meeting shall be between the department head or designee and the employee. A 

representative from Human Resources may also be present.  Attorneys for the city and the 
employee shall not be present. Supervisors of the employee and other departmental 
management shall not be present except as necessary to provide information. The employee 
has the right to present documents, make statements, and present witnesses. If the employee 
brings witnesses, the witnesses shall be present only while presenting information. 

• The department head or designee may continue the meeting if necessary and shall determine 
when the matter is concluded. 
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If the employee has waived the right to appear at the meeting, or does not appear, the department head 
or designee shall base the decision on the information available. 
 
Upon conclusion of the meeting, the department head or if appropriate, designee, shall consider all 
available evidence, including the employee's work record, if appropriate and shall determine 
appropriate action. 
 
If the department head or the designee determines that misconduct or unsatisfactory performance did 
not occur, or could not be substantiated, the reasons for the decision shall be documented and the 
matter shall be closed. 
 
If the department head or designee determines that misconduct or unsatisfactory performance did 
occur, the department head or designee shall determine the specific instance(s) of misconduct or 
unsatisfactory performance, level of misconduct, and the disciplinary action to be taken. In cases in 
which several violations of the city's or a department's Standards of Conduct, rules, policies or 
directives arise from the same incident, the department head may assess the appropriate disciplinary 
action for each separate violation. The department head or designee shall not be bound by the outcome 
of any court action, but may refer to such outcome and findings in making a final decision. 
 
If the employee was administratively suspended without back pay the City Administrator or designee 
may order full, partial, or no back pay as deemed appropriate under the circumstances. 
 
If the meeting was held by a person other than the department head, the department head may review 
the case with the designee and may elect to meet with the employee before making the final 
determination of disciplinary action. 
 
In cases involving termination, demotion, or suspension and in cases in which misconduct specifically 
assigned to a level by this policy is processed at a different level, and in cases in which a lesser action 
than termination is taken due to extenuating circumstances, the department head shall review the case 
with the Director of Human Resource Management or designee prior to determining disciplinary 
action. 
 
The employee shall be notified in writing of the determination within ten (10) work days after the 
conclusion of the meeting. However, this time frame may be extended by the department head or 
designee when necessary to appropriately consider the information, review the case, and prepare a 
written response. 
 
If the meeting was held by anyone other than the department head, the employee may request a 
meeting with the department head before disciplinary action is administered. The request must be in 
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writing to the department head within seven (7) calendar days of notification of the disciplinary 
action. This meeting will be conducted as stated above. with the department head notifying the 
employee of his/her determination within ten (10) work days after the conclusion of the meeting. 
 
Upon the final determination of disciplinary action, the employee shall be advised of his/her rights to 
appeal through the employee Grievance Procedure, if applicable. 

CHAPTER SIX 

PROBLEM SOLVING AND DISCIPLINE 

Sec. 6.10 Statement of Policy. 

The City of Columbus is interested in the establishment of good employee relation practices 
and the promotion of sound personnel management.  Circumstances may arise, apart from 

disciplinary actions, which cause employee concern or dissatisfaction.  Therefore, the 
following procedures are established whereby employees are entitled to present their concerns 

without reprisal. 

Sec. 6.15 Informal Procedure. 

In keeping with the philosophy that employee problems should be resolved at the lowest 
possible level with a minimum of paperwork, it shall be the City policy to encourage 

employees to informally take any job-related concern to their immediate supervisors.  
Supervisors shall listen with care to employees, shall attempt to understand their points of 

view and shall provide clear and timely responses to their concern.  An employee remaining 
dissatisfied with a working condition, reprimand, or other aspect of employment not subject 

to the disciplinary appeal procedure, may then use the formal grievance procedure. 

Sec. 6.20 Chain of Command. 

All requests from elected City officials requiring action by City personnel are to be channeled 
through the City Administrator. 

Sec. 6.25 Formal Grievance Procedure. 

An employee may submit a written grievance to his or her immediate supervisor within seven 
calendar days after the cause of the grievance arises or becomes known to the employee.  The 

grievance shall clearly state the basis for the complaint and the relief requested.  The 
supervisor shall discuss the grievance with the employee as necessary and shall provide a 

written response within seven calendar days after receipt.  An employee remaining dissatisfied 
may then submit the grievance to the next higher supervisor within seven calendar days 

following receipt of the initial response, and so on up to the City Administrator if necessary.  
Time limits shall be strictly enforced.  Late submission of a grievance at any stage of the 

procedure shall bar its consideration.  Similarly, if a supervisor below the level of the City 
Administrator should fail to provide a written response within seven calendar days after 

receipt of the grievance, the employee shall be allowed to take the grievance to the next higher 
supervisor. 
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As the final authority for grievances the City Administrator shall conduct any necessary 
investigation and/or hearing.  If the City Administrator determines that a hearing is 

necessary, the employee shall be afforded an opportunity to attend, to be represented by 
anyone of his or her choosing, and to present evidence and/or witnesses in his or her behalf.  

The City Administrator shall provide the final written response to a grievance within ten 
calendar days after receipt or, if a hearing is held, within ten calendar days following 

conclusion of the hearing. 

In the event the grievance is made against the City Administrator, the Mayor or his/her 
designee shall perform the duties and act as final authority. 

Sec. 6.30 Reprimands. 

A form of guidance which may be oral or written, and which should be used not only to warn 
an employee, but also to guide, direct, and instruct the employee how to correct and avoid 

repeating a mistake, infraction, deficiency, or problem. 

1. Verbal Reprimand: Verbal reprimands shall be considered the normal means of 
correcting the actions of a subordinate and shall be used in cases of mistakes, inefficiency, or 

other factors which adversely affect an employee's ability to efficiently carry out his/her duties 
and responsibilities.  Any supervisor may reprimand their subordinate at any time for cause 

and shall inform the employee specifically of the problem and shall give them counsel and 
assistance.  A reasonable period of time for improvement may be allowed before initiating 

further action.  Verbal reprimands will normally be given in a private session. 

A written record of the date and reason(s) why a verbal reprimand was issued shall be given 
to the Human Resource Director. 

2. Written Reprimand: In situations where a verbal reprimand has not resulted in the 
expected improvement or when more severe initial action is warranted, a supervisor may 

issue a written reprimand to the employee clearly stating the reasons for the reprimand and 
indicating what further action may be taken if the problem is not corrected.  The employee 

will acknowledge receipts of the reprimand with their signature and may respond in writing 
stating the reasons why they feel the reprimand is unjust. 

A copy of the reprimand, along with the employee's acknowledgment of receipt and any 
written response, will be placed in the employee's personnel file. 

3. Appeals of Reprimands: Verbal or written reprimands may be appealed through the 
grievance procedure provided for in Section 6.25 of these rules. 

Sec. 6.35 Disciplinary Actions. 

Whenever an employee's performance, attitude, work habits, or personal conduct fall below a 
desirable level, supervisors shall take prompt action, appropriate to the seriousness of the 

situation.  Disciplinary action shall be divided into two classes as follows: 

Class I Loss of vacation, benefits, compensation or other privileges, except pension benefits. 
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Class II Suspension, demotions, and termination. 

Sec. 6.40 Causes for Class I and Class II Disciplinary Action - Civil Service Employees. 

Civil Service employees employed by the City of Columbus shall be designated by the 
definition in Revised Statutes of Nebraska, Sec. 19-1829; "The Civil Service Act shall only 

apply to full-time firefighters or full-time police officers of each municipality, including any 
paid full-time police or fire chief of such department." 

Class I and Class II disciplinary actions may be applied to civil service employees for the 
following reasons: 

1. Incompetency, inefficiency, or inattention to or dereliction of duty. 

2. Dishonesty, prejudicial conduct, immoral conduct, insubordination of a lawful order, 
discourteous treatment of the public or a fellow employee, any act of omission or commission 
tending to injure the public service, and willful failure on the part of the employee to properly 

conduct themselves, or any willful violation of the Civil Service Act or the rules and 
regulations adopted pursuant to such act. 

3. Mental or physical unfitness for the position which the employee holds. 

4. Drunkenness or the use of intoxicating liquors, narcotics, or any other habit-forming 
drug, liquid or preparation to such an extent that the use interferes with the efficiency or 

mental or physical fitness of the employee or precludes the employee from properly 
performing the functions and duties of their position. 

5. Conviction of a felony or misdemeanor tending to injure the employee's ability to 
effectively perform the duties of their position. 

6. Any other act or failure to act which, in the judgment of the Civil Service 
Commissioners, is sufficient to justify the offender to be an unsuitable and unfit person to be 

employed in the public service. 

Sec. 6.45 Causes for Class I and Class II Disciplinary Action - Non-Civil Service 
Employees. 

Class I and Class II disciplinary action (6.35) may be applied to non-civil service employees 
for any of the following reasons: 

1. The employee has been incompetent, negligent, or inefficient to such an extent that 
their job performance falls below a reasonable minimum standard. 

2. The employee has willfully violated any of the provisions of the City Code or of these 
rules; or has attempted to, or does commit any act or acts intended to nullify or mitigate any 

of the provisions thereof. 

3. The employee has been convicted and sentenced in any court of competent jurisdiction 
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for a felony or a crime involving moral turpitude under the laws of this state, or any other 
state, or of the United States, provided such conviction is deemed to be detrimental to the 

effective performance of the duties and responsibilities of the position. 

4. The employee has been offensive or brutal in their treatment of public charges, fellow 
employees, or other persons. 

5. The employee has some permanent or chronic physical or mental ailment or defect 
which incapacitates the employee from the proper performance of the employee's essential 

duties or which creates an undue risk to the employee or others. 

6. The employee has violated any lawful official regulation or order or failed to obey any 
lawful and reasonable directions given by their superior when such violation or failure to obey 
amounts to insubordination or serious breach of discipline which may reasonably be expected 
to result in lower morale in the organization or to result in loss or injury to the City or to the 

public. 

7. The employee has been on duty or reported to duty while under the influence of 
intoxicating liquors or beverages, narcotic drugs not prescribed for their use by a licensed 

physician, or who had indulged in the use of the same while on duty. 

8. The employee has taken for personal use a fee, gift, or other valuable thing in the 
course of the employee's work or in connection with it when such a fee, gift, or other valuable 
thing is given the employee by any person in the hope or expectation of receiving a favor or 

better treatment than accorded other persons. 

9. The employee is careless or negligent of the property of the City, or steals, misplaces, 
or misuses equipment, materials, property, or any other thing of value belonging to the City. 

10. The employee is engaged in outside employment or private business or in a trade or 
occupation in violation of Rule 7.40. 

11. The employee has been guilty of using, threatening to use, or attempting to use political 
influence or to exert unethical pressure on any City employee or officer in securing 

promotion, transfer, leave of absence, increased pay, or other favors. 

12. The employee has intentionally falsified time records or given false information on his 
application for employment.  This falsification includes swapping of time and time not 

recorded properly.  

13. The employee has been absent from duty without leave or contrary to department 
policies; or has failed to report after such a leave of absence has expired or within a 

reasonable time after such leave of absence has been revoked. 

14. The employee has failed to call their superior according to department policy to let the 
superior know when the employee will be tardy or absent because of sickness or other causes 

so that it affects the efficient performance of the employee's duties or the morale of fellow 
employees. 
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15. The employee has been habitually tardy or absent from duty without sufficient cause. 

16. The employee has claimed to be sick when physically fit for duty. 

17. The employee has participated in any political campaign or activity prohibited under 
Rule 7.60 of these rules and regulations. 

18. The employee has been antagonistic in their attitude toward their superiors or fellow 
employees, criticizing orders or rules issued and policies adopted by their superiors; or so 

conduct themselves to interfere with the proper coordination of the employees of the City to 
the detriment of efficient public service. 

19. The employee used a City vehicle or equipment for personal use, or allowed 
unauthorized persons to ride in City vehicles, or used emergency or standby vehicles for 

transportation to and from residence other than when serving standby duty. 

20. The employee has engaged in the harassment or unfair treatment of any person 
because of political or religious opinions, or affiliations, or because of race, color, national 

origin, marital status, veteran status, age, sex, or physical disability. 

21. The employee has engaged in the unauthorized disclosure of official information. 

22. The employee has failed to observe rules relating to the health and safety of employees 
or of the rules relating to the direction of personnel in the department. 

23. The employee has committed acts detrimental to the good order, discipline, and repute 
of the City service. 

24. The employee has acted in a manner not aforementioned specified which tends to lower 
discipline or morale within the City service or adversely affects the rendering of prompt, 

courteous, and efficient service by the City and its employees to the public. 

Sec. 6.50 Procedure for Class I Disciplinary Action (Section 6.35). 

When a department head deems such action is necessary, appropriate, and in the best interest 
of City service, a department head may recommend to the City Administrator that an 

employee be subject to a Class I Disciplinary Action.  The recommendation shall be in writing 
and shall contain the reasons why it is necessary for the department head to recommend 

disciplinary action, the type of, and recommended duration of the disciplinary action.  The 
City Administrator, after reviewing all the facts, shall either approve, reject, or modify the 

recommendations of the department head.  In the case of those employees over which the City 
Administrator is not the appointing authority, the City Administrator shall forward both 

recommendations to the appropriate appointing authority.  The appointing authority, after 
reviewing all the facts shall either approve, reject, or modify the recommendations of the City 
Administrator.  After the appointing authority has taken the appropriate action, the employee 

shall be notified in writing of the disciplinary actions and the reasons therefore.  The 
employee shall have the right to appeal any Class I disciplinary action to the appropriate 

appointing authority within ten (10) calendar days after such notification. 
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Sec. 6.55 Procedure for Class II Disciplinary Action – Civil Service Employees (Section 
6.35). 

1. No employee in the civil service who shall have been permanently appointed or 
inducted into the civil service shall be removed, suspended, demoted, or terminated except for 

cause, and then only upon the written accusation of the Police or Fire Chief, City 
Administrator, Mayor, or any citizen or taxpayer.  The written accusation shall set forth the 

alleged misconduct, charges, or grounds for investigation against the employee. 

2. If the written accusation is made by a citizen or taxpayer, it shall be filed with the 
Mayor, or the City Administrator, or the Secretary of the Civil Service Commission who shall 
cause a copy of such written accusation to be delivered within 24 hours (excluding weekends 

and holidays) after the filing to the Police Chief or Fire Chief, and to the City Administrator if 
filed with the Mayor or the Commission Secretary. 

3. A temporary and immediate suspension may be affected when there is need to remove 
the employee from the work place promptly because of a possibility of violence, disruption of 
work, insubordination of a lawful order under the apparent influence of intoxicants or drugs, 

or for any other reason which requires prompt removal.  A temporary and immediate 
suspension may be imposed by the City Administrator, department head, or immediate 

supervisor.  A temporary and immediate suspension shall be with pay until such time as there 
is compliance with procedures established herein. 

4. The Police or Fire Chief shall, within 10 business days, investigate the alleged 
misconduct, charges, or grounds against the employee and explain the basis of the employer's 
evidence to the employee and provide the employee an opportunity to present their version of 

the circumstances which resulted in the filing of the written accusation.  If the Chief's 
investigation reveals other misconduct or charges, the Chief shall file an additional written 

accusation to include the other misconduct, charges, or grounds in accordance with the above 
procedure.  Upon completion of this procedure, the Police or Fire Chief shall recommend in 

writing to the City Administrator that the alleged misconduct, charges, or grounds set forth in 
the written accusation or accusations be deemed: 

a) To be without merit. 

b) To not warrant disciplinary action. 

c) To warrant disciplinary action less severe than removal, demotion, termination, or 
suspension, with or without pay such as an oral or written reprimand. 

d) To warrant removal, demotion, termination, or suspension with or without pay. 

5. Within five working days after receiving the written recommendation of the Police or 
Fire Chief, the City Administrator shall decide to accept the recommendation of the Police or 

Fire Chief, or shall decide that alleged misconduct, charges, or grounds for investigation 
against the employee set forth in the written accusation be deemed: 

a) To be without merit. 
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b) To not warrant disciplinary action. 

c) To warrant disciplinary action less severe than removal, demotion, termination, or 
suspension, with or without pay, such as an oral or written reprimand. 

d) To warrant removal, demotion, termination, or suspension with or without pay. 

e) To recommend stronger discipline. 

The City Administrator shall forward a copy of the City Administrator's recommendation 
with the Chief's recommendation to the Mayor. 

6. Within five working days after receiving the written recommendation of the City 
Administrator and the Chief, the Mayor shall decide to accept the recommendation of the 

City Administrator and/or Police or Fire Chief, or shall decide that the alleged misconduct, 
charges, or grounds for investigation against the employee set forth in the written accusation 

be deemed: 

a) To be without merit. 

b) To not warrant disciplinary action. 

c) To warrant disciplinary action less severe than removal, demotion, termination, or 
suspension, with or without pay such as an oral or written reprimand. 

d) To warrant removal, demotion, termination, or suspension with or without pay. 

e) To recommend stronger discipline. 

The Mayor shall, within 21 working days of having received the City Administrator's 
statement, submit his decision to the City Council for its approval.  After approval of the City 

Council, the Mayor shall cause a copy of such decision to be filed, within 24 hours after the 
action of the City Council, with the Secretary of the Civil Service Commission, the Police or 
Fire Chief, and employee, personally or by certified mail, addressed to the employee at the 

residence address of the employee shown in the personnel records.  The Secretary of the 
Commission shall cause a return showing such delivery or mailing to be executed and filed in 

the Secretary's office. 

7. In the event the Police or Fire Chief is being disciplined, the City Administrator or 
Mayor shall follow the same procedures as are followed by the Police or Fire Chief in 

disciplining employees under this procedure. 

8. Any employee so removed, suspended, demoted, or terminated may, within ten 
calendar days after receiving written notice of the Mayor's decision, file a written demand for 
an investigation and a hearing by the Civil Service Commission.  The employee shall file the 

request for the hearing with the secretary of the Commission and simultaneously send a copy 
of the request to the City Administrator and Mayor.  The failure to file such a request with 

the secretary of the Commission within ten calendar days of receipt of notice of the action by 
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the Mayor, shall constitute a waiver of the employee's right to review by the Civil Service 
Commission, and the Mayor's decision shall become final. 

9. Within five calendar days of receipt of the employee's notice of appeal, the City 
Administrator shall cause to be mailed or delivered the following notice to the employee and 

secretary of the Civil Service Commission: 

a) A statement of the charge(s). 

b) The names of the witnesses who will be called on behalf of the Mayor and general 
statement of the nature of their testimony. 

c) Copies of the documents to be introduced. 

10. Within five calendar days of the filing of the written demand for an investigation and a 
hearing by the Commission, the employee shall mail or deliver the following to the City 

Administrator and Commission: 

a) A response to the statement of the charge(s). 

b) The names of the witnesses who will be called on behalf of the employee and a general 
statement of the nature of their testimony. 

c) Copies of the documents to be introduced. 

11. Upon receipt of a written demand, the Commission shall conduct an investigation.  The 
Commission may be represented in such investigation and a hearing by the City Attorney if 

authorized by the Mayor.  If the City Attorney does not represent the Commission, the 
Commission may be represented by special counsel appointed by the Commission for any 

such investigation and hearing. 

The investigation shall consist solely of a review of the written submissions of the Mayor and 
employee to determine whether any individuals or documents should be subpoenaed by the 

Commission for the subsequent public hearing before the Commission ultimately to determine 
whether the Mayor acted in good faith for cause.  Good faith for cause shall mean that the 
action was not arbitrary or capricious and was not made for political or religious reasons.   

12. The Commission shall schedule a hearing no less than ten, nor more than twenty, 
calendar days from the date of filing of the employee's written demand for an investigation.  

The Commission shall notify the City Administrator, the Mayor, and the employee, in writing, 
at least ten calendar days prior to the date of the hearing, of the date, time, and place of the 

hearing. 

13. The Commission may affirm the action taken by the Mayor if such action is supported 
by a preponderance of the evidence.  If the Commission finds that the removal, suspension, 
demotion, or termination was made for political or religious reasons, or for unjust cause, it 

shall order the immediate reinstatement or reemployment of such employee in the position or 
employment from which such employee was removed, suspended, demoted, or terminated, 
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which reinstatement shall, if the Commission in its discretion so provides, be retroactive and 
entitle such person to compensation and restoration of benefits and privileges from the time of 

such removal, suspension, demotion or termination. 

14. After the hearing, in lieu of affirming the removal, suspension, demotion, or 
termination, the Commission may modify the order of removal, suspension, demotion, or 

termination by directing a suspension, with or without pay, for a given period and the 
subsequent restoration to duty or demotion in position or pay.  No later than ten calendar 
days after the hearing the Commission shall certify its findings in writing to the employee, 

City Administrator, and Mayor who shall enforce them. 

Sec. 6.60 Procedure for Class II Disciplinary Action – Non-Civil Service Employees 
(Section 6.35). 

No employee in the City service who shall have been permanently appointed or inducted into 
City service shall be removed, suspended, demoted, or terminated, except upon the written 

accusation of their department head, City Administrator, any citizen, or taxpayer. 

1. Suspensions of Two Days or Less. 

A department head, or the City Administrator, may suspend, without pay, any employee 
(other than one covered by Civil Service) for two days or less for cause, refer to 6.45.  Prior to 

imposing the suspension, the department head shall meet with the employee to discuss the 
proposed action. 

2. Temporary and Immediate Suspension. 

A temporary and immediate suspension may be affected when there is need to remove the 
employee from the work place promptly because of a possibility of violence, disruption of 

work, insubordination, damage to property or persons, or if any employee is under the 
apparent influence of intoxicants or drugs, or for any other reason which requires prompt 

removal.  A temporary and immediate suspension may be imposed by the City Administrator, 
department head, or immediate supervisor.  A temporary and immediate suspension shall be 

with pay until such time as there is compliance with procedures established herein. 

3. Suspension of More than Two Days and Demotions. 

When a department head deems such action is necessary, appropriate, and in the best interest 
of the City service, a department head may recommend to the City Administrator an 

employee be suspended or demoted.  The recommendation shall be in writing and shall 
contain the reasons why it is necessary for the department head to recommend suspension or 
demotion, and the type, plus the recommended duration of the suspension or demotion.  The 
City Administrator, after reviewing all the facts, shall either approve, reject, or modify the 

recommendations of the department head.  In the case of those employees over which the City 
Administrator is not the appointing authority, the City Administrator will forward both the 

City Administrator's and the department head's recommendations to the appropriate 
appointing authority.  The appointing authority, after reviewing all the facts, shall either 

approve, reject, or modify the recommendations of the City Administrator.  After the 

Formatted: Subtitle

Formatted: Subtitle,  No bullets or numbering

Formatted: Subtitle

Formatted: Subtitle,  No bullets or numbering

Formatted: Subtitle

Formatted: Subtitle,  No bullets or numbering

Formatted: Subtitle



66 

appointing authority has taken the appropriate action, the employee shall be notified in 
writing of the disciplinary actions and the reasons therefore.  An employee may be suspended 

or demoted with or without pay for: 

a) A reasonable period of time, not to exceed 30 days when alternative personnel actions 
(demotions, dismissal, etc.) may not be warranted, appropriate, or deemed in the best interest 

of the City service. 

b) An indefinite period pending the investigation of charges leading to possible 
termination or where the employee is charged with and awaiting trial for a criminal offense.  
An employee may use a combination of up to 80 hours of accrued vacation or compensatory 

time per the approval of the City  Administrator. 

4. Dismissal. 

Dismissal is the removal from the City service of a City employee.  Either department heads 
or the appointing authority may initiate dismissals. 

A City employee may be dismissed when alternative personnel actions, (i.e. verbal warning, 
written reprimand, demotion, or suspension) would not be considered sufficient or in the best 

interest of the City.  All recommendations by department heads for dismissals shall be 
submitted to the City Administrator, who in turn will forward them, with the City 

Administrator's recommendation, to the appropriate appointing authority.  All dismissals 
shall be made by the appointing authority who may modify a dismissal recommendation and 
impose an alternative disciplinary action other than a dismissal.  The employee shall be given 
a written notice, at least one calendar week in advance, of the proposed effective date of the 
dismissal.  The notice of dismissal shall contain the reasons, statement on employee's rights, 

including the right to answer all charges in writing, and the right to a hearing. 

5. Appeals. 

Any employee suspended, demoted, or terminated may, within ten calendar days after such 
action or after receiving written notice of such proposed action, request in writing, a hearing 

by the appointing authority. 

If the employee fails to respond within ten calendar days, the proposed action shall be 
effective on the date specified with no need for further action.  If the employee requests a 

hearing, the appointing authority shall promptly set a date and time for the hearing and give 
the employee reasonable written notice.  The employee shall be informed in the written notice 

of the employee's rights at such hearing, including the right to be represented.  The 
appointing authority may conduct the hearing personally or may appoint a hearing officer for 

this purpose. 

The hearing afforded by this section shall be informal in nature.  The rules of evidence shall 
not apply.  At the hearing, the appointing authority may consider and give such weight as he 

or she deems appropriate to written statements and reports which are offered in evidence, 
whether such statements are sworn or unsworn.  The persons giving the statements need not 
be called as witnesses at the hearing unless otherwise ordered by appointing authority or the 
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designated hearing officer.  The appointing authority may permit, prohibit, or limit cross-
examination of witnesses as he or she determines appropriate in his or her sole discretion, or 
may require that questions be put to witnesses through the hearing officer.  There shall be no 
prehearing discovery unless the appointing authority or designated hearing officer determines 

in his or her sole discretion that good cause exists for permitting limited discovery.  The 
employee shall be permitted to appear at the hearing and give testimony concerning the 

reasons given for the possible termination of his or her employment.  The employee shall also 
have the right to be represented at the hearing. 

After such hearing, the appointing authority shall carefully consider all evidence presented at 
the hearing before making a final decision and may reverse, modify, or confirm any 

disciplinary action taken or proposed.  The employee will be informed in writing of such 
decision. 

Sec. 6.87 Performance Appraisals. 

It is the policy of the City that the job performance of each employee should be evaluated 
periodically by the employee's supervisor.  However, it is the responsibility of the employee to 

speak up and request such appraisal from the supervisor if it is delayed at all.  If prompt 
action is not taken by the supervisor, the employee is responsible to promptly request from 

their department head that the appraisal be completed. 

1. Supervisors should complete performance appraisals upon the following types of 
occasions: 

a) Prior to the annual salary review or on the anniversary date of employment. 

b) Requiring terminating supervisor to do evaluations of all employees whose evaluations 
are due within 90 days. 

If a performance appraisal has been completed within one month prior to one of the above 
occasions, a new appraisal need not be completed, except in cases involving discipline or 

termination.  Between scheduled appraisals, supervisors should discuss with employees, on an 
informal basis, any performance issues (negative or exemplary) which warrant attention and 

should keep records of any significant incidents.  Employees should retain a copy of all 
appraisals for appropriate later review. 

2. Supervisors, in evaluating employees, should consider such factors as the experience 
and training of the employee, the job description, and the employee’s attainment of previously 

set objectives and goals.  Other factors that normally should be considered include, but are 
not limited to, knowledge of the job, quantity and quality of work, promptness in completing 

assignments, cooperation, initiative, reliability, attendance, judgment, conduct, and 
acceptance of responsibility. 

3. Supervisors, in completing evaluations, should prepare a written appraisal of each 
employee's job performance, using a City Administrator approved form.  Such an appraisal 
should include the supervisor's comments, recommendations, and performance goals for the 
next evaluation period.  In an atypical evaluation, an alternate type of appraisal form may be 
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more appropriate. 

4. Department heads should review each supervisor's written evaluation to help assure 
the evaluation function has been properly completed in as fair and objective a manner as 

possible. 

5. After the written evaluation has been reviewed by the department head, the supervisor 
and employee should meet and discuss the evaluation, assess the employee's strengths and 

weaknesses in a constructive manner, and set objectives and goals for the period ahead.  The 
employee should be given the opportunity to examine the evaluation and make written 

comments about any aspect of it.  The employee and supervisor should then sign and date the 
evaluation and forward it to the department head for review and approval.  The form will 

then be forwarded to the Human Resources Director who reviews the appraisal form with the 
City Administrator before placing it in the employee's personnel file. 

6. Employees, who have added written comments to their performance appraisal, but feel 
an additional communication is necessary, may request an interview with their department 

head or the Human Resources Director or implement the grievance procedure. 

7. Information derived from the performance appraisal may be considered when making 
decisions affecting an employee including, but not limited to, decisions concerning training 

needs and opportunities, pay, promotion, transfer, or continued employment. 

8. The procedures discussed in this policy are only guidelines.  The City may unilaterally 
modify or revoke them in whole or in part from time to time.  Accordingly, these procedures 

are not a promise or contract, express or implied, that they will be used in every instance. 

The Human Resources Director shall then review the performance appraisal form and 
transmit it, with the appropriate comments, to the City Administrator for whatever action 

may be deemed necessary. 

Should the employee receive an unsatisfactory performance rating, any pay increases the 
employee may be eligible to receive will be withheld until the employee receives a satisfactory 

performance rating, the employee will be reviewed again within three months.  Any pay 
increase will only become effective after a satisfactory performance appraisal. 
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CHAPTER SEVEN 

EMPLOYEE RESPONSIBILITIES AND CONDUCT 

Sec. 7.10 Behavior of Employees. 

It is the policy of the City that certain rules and regulations regarding employee behavior are necessary 
for the efficient operation of the City and for the benefit and safety of all employees.  Conduct which 
interferes with operations, discredits the City, or is offensive to customers or fellow employees will 
not be tolerated. 

1. Employees are expected at all times to conduct themselves in a positive manner so as to 
promote the best interests of the City.  Such conduct includes: 

a) Reporting to work punctually as scheduled and being at the proper work station, 
ready for work, at the assigned starting time. 

b) Giving proper advance notice whenever unable to work or report on time. 

c) Complying with all City safety and security regulations. 

d) Wearing clothing appropriate for the work being performed. 

e) Maintaining work place and work area cleanliness and orderliness. 

f) Treating all citizens and fellow employees in a courteous manner. 

g) Refraining from behavior or conduct deemed offensive or undesirable, or which is 
contrary to the City's best interests. 

h) Performing assigned tasks efficiently and in accord with established quality 
standards. 

i) Reporting to department heads, or in those cases where a department head is 
involved, to the Human Resources Director or City Administrator any suspicious, 
unethical, or illegal conduct by fellow employees, suppliers, or contracting 
organizations. 

j) Treating their supervisors with respect and carrying out instructions to the best of 
their ability without delay or quarrel. 

2. The following conduct is prohibited and will normally subject the individual involved to 
disciplinary action, up to and including termination. 

a) Reporting to work with alcohol on their breath or under the influence of alcoholic 
beverages and/or illegal drugs and narcotics, or the use, sale, dispensing, or 
possession of alcoholic beverages and/or illegal drugs and narcotics on City 
premises unless such possession is a necessary part of the job assignment. 
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b) Use of profanity or abusive language. 

c) Possession of firearms or other weapons on City property unless authorized by the 
City Administrator or department head. 

d) Insubordination of a lawful order or the refusal by an employee to follow 
management's instructions concerning a job-related matter. 

e) Physical assault on a fellow employee or citizen. 

f) Theft, intentional destruction, defacement, or misuse of City property or resources 
or of another employee's property. 

g) Gambling on City property. 

h) Falsifying or altering any City record or report, such as an application for 
employment, a medical report, a production record, a time record, an expense 
account, an absentee report, or shipping and receiving records. 

i) Threatening or intimidating management, supervisors, security personnel, or 
fellow workers. 

j) Use of tobacco products, if prohibited by local ordinance or City rules. 

k) Horseplay, pranks, or practical jokes of a malicious nature. 

l) Unauthorized sleeping on the job. 

m) Failure to wear assigned safety equipment or failure to abide by safety rules and 
policies. 

n) Improper attire or inappropriate personal appearance. 

o) Engaging in any form of harassment. 

p) Violation of City policies on solicitation or distribution. 

q) Improper disclosure of confidential information. 

3. The examples in part (2) of 7.10 are illustrative of the type of behavior that will not be 
permitted, but are not intended to be an all-inclusive listing.  Any questions in connection 
with this policy should be directed to your supervisor or the Human Resources Director. 

Sec. 7.20 City Property. 

Employees shall be responsible for the proper care and use of all City property entrusted or available 
to them.  Employees damaging or losing City property through negligence or abuse shall be subject 
to disciplinary action and may be required to reimburse the City for such damage or loss.  City 
equipment, keys, materials, and supplies shall not be used for private purposes and shall not be 
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removed from authorized locations without proper supervisory approval.  Employees leaving the City 
service shall return any tools, uniforms, or other City property issued to them before receiving their 
final pay. 

Sec. 7.25 Absenteeism. 

1. Unnecessary absences should be absolutely avoided.  Employees are hired because they 
are needed to carry out the department workload, so unexpected and unnecessary absences 
disrupt the normal work routine.  Often, other department employees will have to carry 
your workload in your absence. 

2. Any absence, for any reason, should be reported immediately to the supervisor or the 
department head and the following information reported: 

a) Specific reason for absence. 

b) Expected time or date of return. 

c) Always report any change in the time of return to the department head or 
supervisor. 

3. Absence due to illness or injury must be reported each day, unless the employee and 
department head or immediate supervisor have personally agreed to a more extended 
period of time. 

4. Chronic absenteeism will result in disciplinary action, including possible termination. 

Sec. 7.30 Assigned Vehicles. 

The City Administrator may assign City vehicles to department heads, and certain other employees 
for use during normal duty hours and for transportation between home and work.  Such vehicles shall 
otherwise be used only for official purposes as determined by the City Administrator. 

Sec. 7.40 Secondary Employment. 

Employees may engage in outside employment which does not involve the use of City time, 
equipment, supplies, uniforms (in whole or part) and which does not create a conflict of interest with 
their City position, or which does not so fatigue the employee that it adversely affects their job 
performance.  Before engaging in such employment, the employee shall notify their department head 
and annually thereafter on their anniversary date.  The first such notification, which shall be in writing, 
shall include the place of employment, phone number of employer, a brief job description, hours of 
employment, and such additional information the department head may require.  Annually thereafter, 
the disclosure is to be written into the annual employee appraisal form. 

If the department head believes any present or proposed outside employment violates Section 7.70, 
the department head may, after consultation with the City Administrator, require the employee to 
modify, not accept, or terminate such employment. 
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Sec. 7.45 Private Business Activities. 

Employees shall not engage in private business activities during their scheduled working hours and 
shall not use City property or facilities for such activities. 

Sec. 7.50 Workplace Violence. 

The City is concerned about the increased levels of violence prevalent in our society and has taken 
affirmative steps to prevent incidents of violence from occurring in the workplace.  All acts or threats 
of violence by any City employee against any other employee, client, contractor, vendor or visitor, 
on or off City property, is strictly prohibited.  Violation of this policy can lead to disciplinary action, 
up to and including immediate termination. 

If you observe or are aware of any workplace violence, threats of violence, aggressive behavior, 
offensive acts, threatening or offensive comments or remarks, or other suspicious activity or incidents 
that have or could lead to violence in the workplace, you shall immediately bring the incident to the 
attention of your supervisor.  If that is not feasible, would prove to be uncomfortable, or you are not 
satisfied with your supervisor’s handling of the complaint, bring the matter to the attention of the 
department head.  If none of these alternatives are feasible or do not address the problem, contact the 
Human Resources Director or City Administrator. 

The City will promptly investigate all reports of actual or threatened workplace violence in as 
confidential of a manner as possible and take appropriate corrective action if warranted. 

Under no circumstances will a department head or supervisor be allowed to intimidate or retaliate 
against an employee for making a report under this policy. 

Sec. 7.55 Weapon-Free Workplace Policy. 

To ensure that the City maintains a workplace safe and free of violence for all employees and visitors, 
the City prohibits the possession or use of Dangerous Weapons on City Property or while performing 
City business except for sworn officers.  A license or permit to carry or possess any weapon does not 
supersede City policy. 

"City Property" is defined to include all City-owned or leased buildings and surrounding areas such 
as sidewalks, walkways, driveways, green spaces and parking lots under the City's ownership or 
control.  It also includes all City-owned or leased vehicles and all vehicles that come onto City 
Property. 

"Dangerous Weapons" includes, but is not limited to, firearms, explosives, knives (other than those 
used to perform your duties at the City), swords and other weapons or objects that might be considered 
dangerous by the City or that are capable of being used to inflict severe bodily injury upon another.  
Employees are responsible for making sure that any item possessed by the employee is not a 
Dangerous Weapon. 

Because employees do not have a reasonable expectation of privacy with respect to their work 
at the City, the City reserves the right to monitor City Property and those present on City 
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Property at any time.  This includes the right to conduct reasonable searches of all City Property, 
and all vehicles including such things as packages, containers, briefcases, purses, coats, bags, lockers, 
desks, computers, cell phones and enclosures present on City Property as well as persons entering 
upon City Property.  As a condition of employment and as a condition for entering upon City Property, 
all employees and visitors are required to promptly submit to a reasonable search upon request as 
provided in this policy. 

Any employee who violates this policy is subject to disciplinary action, up to and including 
termination.  Any visitor who violates this policy will be denied access to the City Property. 

Sec. 7.60 Political Activity. 

Employees are free to vote and support candidates for public office as they may desire; provided they 
do not engage in political activities during their working hours or use City property to do so, City 
uniforms or facilities for such activities.  All non-City political campaign buttons shall not be worn 
while an employee is on duty.  No supervisor or other person in authority shall require an employee 
to support a candidate or political activity. 

Sec. 7.70 Conflicts of Interest. 

No employee shall engage in any activity or enterprise which conflicts or creates the appearance of 
conflicting with the employee's City duties or with the duties, function, or responsibilities of the City.  
The City Administrator or the Human Resources Director may prohibit particular activities which 
would create conflicts of interest in their specific organizational environments.  Employees shall be 
encouraged to seek advance determinations regarding possible conflict of interest situations.  The 
following employee activities shall generally constitute conflicts of interest and may in some cases 
also be criminal acts: 

1. Engaging in any activity or enterprise involving the use of City time, facilities, equipment, 
materials, supplies, badge or other identification other than for City purposes. 

2. Receiving or accepting money or other consideration from any person or entity other than 
the City for the performance of any service which the employee of the City would 
normally be required or expected to render or for preferential or favorable treatment in 
relation to others. 

3. Having a direct financial interest in any contract with the City or a direct financial interest 
in the provision of equipment, materials, supplies, or services to the City, except as may 
be disclosed to and approved by the Mayor and City Council. 

1. Public employees may not have an interest in a contract with the governmental entity 
which they serve, without proper disclosure. 

2. Employees must properly disclose prior to taking any official action or making an 
official decision which may result in a financial benefit or detriment to the public official 
or public employee, a member of his or her immediate family, or business with which he 
or she is associated. 



74 

3. Employees may not use, or authorize the use of public resources, personnel, property or 
funds under their official care and control for personal financial gain. 

 

Sec. 7.75 Family and Friends in the Workplace. 

Employee’s family and friends are welcome to visit the workplace, provided the visits are infrequent, 
brief and take place in a fashion that limits disruption to the workplace. 

Sec. 7.80 Solicitation. 

It is the policy of the City to prohibit solicitation and distribution on its premises by non-employees 
and to permit solicitation and distribution by employees only as outlined below. 

1. The City limits solicitation and distribution on its premises because, when left unrestricted, 
such activities can interfere with the provision of City services, can be detrimental to 
employee efficiency, can be annoying to citizens (who are the customers of City services), 
and can pose a threat to security. 

2. Department heads are responsible for administering this policy and for enforcing its 
provisions.  Employees will be subject to disciplinary action for violations of this policy 
(See Chapter 6). 

3. Persons who are not employed by the City are prohibited from soliciting funds or 
signatures, conducting membership drives, distributing literature or gifts, offering to sell 
merchandise or services (except by representatives of suppliers approved by the Human 
Resources Director), or engaging in any other solicitation or similar activity on City 
premises. 

4. The City Administrator may authorize a few fund drives by employees on behalf of 
charitable organizations or for employee gifts.  Employees are encouraged to volunteer to 
assist in these drives.  However, employees are not to be discriminated against because of 
their willingness or unwillingness to participate. 

5. Employees are permitted to engage in solicitation or distribution of literature for any group 
or organization, including charitable organizations, only in accordance with the following 
restrictions: 

a) The sale of merchandise is prohibited on City premises unless approved by the 
affected department head. 

b) Solicitation and distribution of literature are prohibited during the working time of 
either the employee making the solicitation or distribution, or the targeted 
employee.  The term "working time" does not include an employee's authorized 
lunch or rest periods or other time when the employee is not required to be 
working.  All solicitation materials shall be provided in the breakroom for 
employees to review, during breaks or outside of working hours. 
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c) Distribution of literature is prohibited in work areas at all times. 

d) The distribution of literature in such a manner as to cause litter on City property is 
prohibited. 

e) Off-duty employees are requested not to return for the purposes of solicitation. 

6. The City maintains bulletin boards to communicate City information to employees and to 
post notices required by law.  These bulletin boards are for the posting of City information 
and notices only, and only persons designated by the department heads may place notices 
on or take down material from the bulletin boards. 

Sec. 7.81 Email 

The City provides employees with electronic business communication tools, including an email 
system.  This policy will govern acceptable use of this system, regardless of where such use occurs. 

The policy applies to employees’ use of desktop computers, laptops, smartphones, and other hand-
held devices, whether provided by the City, owned by the employee or a third party.  It applies to 
employees, independent contractors, interns, volunteers, consultants, agents and third parties 
including but not limited to suppliers and vendors. 

Any employee who violates the email policy is subject to disciplinary action up to and including 
termination. 

The email system is provided primarily for business purposes.  Employees may use the City email 
system for limited personal use strictly in accordance with this policy. 

Employees may use the email system to communicate with family, school, and other minimal 
personal dealings outside of City business.  The time involvement should be short and require little 
more time needed than is available on breaks.  Spending more than minimal time or sending a 
substantial volume of personal or private business email would be considered a violation of this 
policy.  Other types of activities which would violate this policy would include soliciting money for 
causes or personal gain and campaigning for political causes or candidates. 

The email system is the property of the City.  All passwords, user IDs and messages created and 
transmitted are the property of the City.  The City reserves the right to monitor all email transmissions 
conducted via the City computer system. 

Employees have no reasonable expectation of privacy when it comes to the business and personal use 
of the City email system.  All employee email messages (incoming, outgoing, and internal) can be 
monitored.  The City reserves the right to monitor, inspect, copy, review, and store at any time and 
without notice any and all usage of the City’s email system, and any and all files, information, 
software, and other content created, sent, received, downloaded, uploaded, accessed, or stored in 
connection with employee usage.  The City reserves the right to disclose email text and images to 
regulators, the courts, law enforcement, and other third parties without the employee’s consent. 

Employees are prohibited from using the email system to engage in activities or transmit content that 
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is harassing, discriminatory, menacing, threatening, obscene, defamatory or offensive.  Therefore, it 
will be considered a policy violation to send, solicit, print, copy or reply to text or images that contain 
these types of offensive, harassing or discriminatory material. 

Confidential, proprietary, and personal information must be protected.  Unless so authorized, 
employees are prohibited from using the email system to transmit confidential information to outside 
parties.  Confidential information includes but is not limited to, credit card numbers, social security 
numbers, employee performance reviews, employee medical information, passwords, and 
information expressly exempted from the Nebraska public records law. 

If an employee receives email containing inappropriate or offensive material the following procedure 
should be used: 

a. If you know the sender, contact them immediately and instruct the sender to stop sending 
this type of material. 

b. If you do not know the sender, block the sender.  If the blocking is not effective, contact 
the Computer Network Technician. 

Passwords are the property of the City.  Employees are expected to share current passwords and user 
IDs when requested.  Unauthorized sharing of passwords and user IDs will be a violation of policy. 

Email messages should be treated as business documents and created with care.  Since these 
documents are not in your control, once they are sent, they can reflect positively or negatively upon 
the employee and the City. 

Organization wide email messages must be approved by the appropriate department head before being 
sent.  Employees are prohibited from sending email blasts (mass mailings) to external parties without 
appropriate department head approval.  Employees are prohibited from requesting email replies to 
organization-wide email or external email blasts without permission from the appropriate department 
head and the Computer Network Technician. 

Sec. 7.82 Internet Usage 

The City provides specified employees with a network connection and internet access.  This internet 
usage policy governs all use of the City’s network, regardless of where such use occurs. 

The City network and internet access are intended for business use.  Employees may access the 
internet for personal use only during breaks and non-working hours, and strictly in compliance with 
this policy. 

All information created, transmitted, acquired, downloaded, or uploaded via the City network and 
internet system is the property of the City.  Employees should have no expectation of privacy 
regarding this information.  The City reserves the right to access, read, review, monitor, and copy all 
messages and files on its computer system at any time and without notice.  When deemed necessary, 
the City  

may disclose text or images to law enforcement agencies, regulatory bodies, courts and other third 
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parties without the employees’ consent. 

Upon legal order, an employee shall share passwords used on City computer systems. 

Alternate internet service provider connections to the City internal network are not permitted unless 
expressly authorized by the City and properly protected by a firewall or other appropriate security 
device(s). 

Files downloaded from the web may not be viewed or opened until scanned with virus detection 
technology.  Employees are reminded that information obtained from the web is not always reliable 
and should be verified for accuracy before it is used. 

Employees are prohibited from misusing the City network or internet access for activities such as: 

a. Downloading software without the express authority of the appropriate department head.  

b. Operating a business, usurping business opportunities, soliciting money for personal gain, 
or searching for jobs outside the City organization structure. 

c. Making offensive or harassing statements and/or disparaging others based on race, color, 
religion, national origin, veteran status, ancestry, disability, age, or sex. 

d. Visiting websites featuring pornography, terrorism, espionage, theft, racially offensive 
material or drugs unless authorized by the respective department head as a part of 
specifically ordered duties. 

e. Gambling or engaging in unethical activities or content. 

f. Participating in activities, viewing, or writing content with the intent to purposely harm 
the City organizational structure or malign an individual employee. 

Department heads and supervisors are responsible for ensuring employee compliance with this policy.  
Employees who learn of policy violations should notify the appropriate Department Head or the 
Human Resources Director.  Employees who violate this policy or use the City network or internet 
system for improper purposes will be subject to discipline, up to and including termination. 

Sec. 7.83 Social Networking 

1. Generally 

The City of Columbus takes no position on an employee’s decision to start or maintain a blog or to 
participate in other social networking activities.  However, it is the right and duty of the City to protect 
itself from unauthorized disclosure of confidential information and information expressly exempted 
from Nebraska’s public records laws.  The City’s social networking policy includes rules and 
guidelines for City-authorized social networking and personal social networking and applies to 
employees, committee members and elected officials. 

Blogging or other forms of social media or technology includes but is not limited to video or wiki 
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postings, sites such as Facebook and Twitter, chat rooms, personal blogs or other similar forms of 
online journals, diaries or personal newsletters not affiliated with the City. 

Unless specifically instructed, employees are not authorized and therefore are restricted from 
speaking on behalf of the City.  Employees may not publicly discuss confidential information or 
information expressly exempted from Nebraska’s public records laws outside of City-authorized 
communications.  Employees are expected to protect privileged data.  For example, employees, 
vendors or clients are prohibited from disclosing personal employee and nonemployee information 
and any other proprietary and nonpublic information to which employees have access.  Such 
information includes but is not limited to citizen financial information, legal process information, and 
personnel issues. 

Employees are cautioned that they should have no expectation of privacy while using the internet.  
Postings can be reviewed by anyone, including City staff.  The City reserves the right to monitor 
comments or discussions about the City, its employees, vendors and contractors posted on the internet 
by anyone, including employees and non-employees.  The City may use blog-search tools and 
software to monitor forums such as blogs and other types of personal journals, diaries, personal and 
business discussion forum, and social networking sites. 

Employees are cautioned that they should have no expectation of privacy while using City equipment 
or facilities for any purpose, including authorized blogging.  The City reserves the right to use content 
management tools to monitor, review or block content on City blogs that violate City blogging rules 
and guidelines. 

2. Authorized Social Media on behalf of the City. 

The following rules and guidelines apply to social networking and blogging when authorized by the 
City and completed on paid work time.  The rules and guidelines apply to all employer-related blogs 
and social networking entries. 

Only authorized employees can prepare and modify content for the City of Columbus website and/or 
the social networking entries located on the web.  Content must be relevant, add value and meet at 
least one of the specific goals or purposes developed by the City.  If uncertain about any information, 
material or conversation, discuss the content with the respective department head. 

Any copyrighted information where written reprint information has not been obtained in advance 
cannot be posted by an authorized employee. 

City departments are responsible for ensuring all blogging and social networking information 
complies with City policies and regulations.  Department heads are authorized to remove any content 
that does not meet the rules and guidelines of this policy or that may be illegal or offensive.  Removal 
of such content may be done without permission of the blogger or advance warning.  

The City expects all guest bloggers to abide by all rules and guidelines of this policy.  The City 
reserves the right to remove, without advance notice or permission, all guest bloggers’ content 
considered inaccurate or offensive.  The City also reserves the right to take legal action against guests 
or employees who engage in prohibited or unlawful conduct. 
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3. Social Media—Personal/Non-City 

The City respects the right of employees to write blogs and use social networking sites and does not 
want to discourage employees from self-publishing and self-expression.  Employees are expected to 
follow the guidelines and policies set forth to provide a clear guideline to you as an individual and to 
you as the employee. 

The City respects the right of employees to use blogs and social networking sites as a medium of self-
expression and public conversation and does not discriminate against employees who use these media 
for personal interests, affiliations or other lawful purposes. 

Bloggers and commenters are personally responsible for their commentary on blogs and social 
networking sites. 

Employees are not to use City-owned equipment, including computers, company licensed software, 
or other electronic equipment, or productive work time to conduct personal blogging or social 
networking activities. 

If an employee chooses to identify themselves as or is known to be a City of Columbus employee, 
then readers may view this employee as one who speaks for the City of Columbus.  Therefore, it must 
then be stated that the views being expressed are personal and not those of the City of Columbus or 
of any person or organization affiliated or doing business with the City of Columbus. 

Employees cannot post on personal blogs or other sites the name or logo of the City of Columbus or 
any organization with a connection to the City of Columbus.  Nor may they post City documents or 
pictures which would lend the impression of official approval of these personal postings. 

If contacted by the media about anything that relates to their employment or duties with the City, 
employees shall direct all such media inquiries to the respective department head. 

Sec. 7.84 Cell Phone/Electronic Devices. 

While at work, employees are expected to exercise the same discretion in using personal cell phones 
and electronic devices as is expected for the use of City phones.  Excessive texting and personal calls 
during the work day, regardless of the phone or device used, can interfere with employee and 
department productivity and can be distracting to others.  Employees are encouraged to text and make 
any other personal calls on non-work time where possible and to ensure that friends and family 
members are aware of this policy. 

Where workload needs demand immediate access to an employee, the City may issue a cell phone or 
other electronic device for work related communications or a fee arrangement may be made to have 
the employee carry their own cell phone on an agreed upon schedule.  As requested, the employee 
may be asked to produce this cell phone or electronic device for immediate return or inspection. 

All employees are expected to follow applicable state or federal laws or regulations regarding the use 
of cell phones or other electronic devices.  Employees whose jobs responsibilities include regular or 
occasional driving as a part of the work day shall refrain from texting or using the keypad while 
driving.  Safety must come before all other concerns.  Bring the vehicle to a safe stop before texting 



80 

or using the keypad of the cell phone or electronic device. 

Where possible, hands-free equipment will be provided with City issued phones and other electronic 
devices to facilitate the provisions of this policy. 

Sec. 7.85 Offices and Locker Facilities. 

Offices and locker facilities are provided for designated employees as a place to keep personal items 
while on duty and to have supplies readily available to perform necessary tasks. 

Employees should check with their supervisor for the availability of lockers.  Where lockers are not 
available, your supervisor will point out areas approved for keeping personal items while on duty. 

To guard against insects and rodents, please do not store food or other material which may mildew or 
spoil in lockers, desks, or file cabinets. 

Since the above described facilities are public and not private property, they can be subject to a search 
at any time.  Employee should therefore have no expectation of privacy concerning the material stored 
in/on this City property. 

Sec. 7.90 Change of Status. 

All employees shall report changes of address, telephone number, name and similar information to 
their respective department head and on to the Human Resources Department, as these changes occur.  
Municipal emergencies can occur at any time and this data can be crucial to efficient operations.  At 
the time of the annual appraisal, employees are to correct their changes of status mentioned above as 
a part of the appraisal process.  

Sec. 7.95 Tobacco Use. 

The City desires to encourage all employees to abandon the use of tobacco products while serving the 
public.  Therefore, tobacco use and vaping devices are restricted from all City owned buildings and 
vehicles.  Employees may use tobacco products outside of City owned buildings and vehicles while 
they are on approved breaks, meal times and before and after the work shift.  Tobacco use areas 
outside of each City building will be designated by the appropriate department head.  Violation of 
this policy can lead to disciplinary action. 

Sec. 7.96 Drug and Alcohol Policy. 

The City has committed to the maintenance of a safe and productive work environment for its 
employees and to provide a drug free workplace.  The City, therefore, has enacted the following Drug 
and Alcohol Policy. 

1. Drug and Alcohol Policy Definitions: 

a) "Alcohol" - Any beverage that has an alcoholic content in excess of .5% by 
volume. 
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b) "Drug" - Any substance, other than alcohol, capable of altering the user's 
judgment, perception, or mood, or of impairing the user's physical reactions. 

c) "Legal Drug" - Includes prescribed drugs and over-the-counter drugs which have 
been legally obtained, and are being used for the purpose for which they were 
prescribed or manufactured. 

d) "Illegal Drugs" means any drug which (a) is not legally obtainable; or (b) is legally 
obtainable but has not been legally obtained.  The term includes controlled 
substances including, but not limited to, marijuana, cocaine, PCP, LSD, heroin and 
other narcotics.  The term also includes prescribed drugs, legally obtained, but not 
being used for prescribed purposes or prescribed drugs which were illegally 
obtained. 

e) "Reasonable Suspicion" means reasonable grounds to suspect that the employee is 
in possession of illegal drugs or alcohol, or that the employee is under the influence 
of or impaired by illegal drugs or alcohol.  Reasonable suspicion is to be based 
upon specific observations concerning such things as appearance, behavior, or 
speech of the employee in question. 

f) "Under the Influence" means that the employee is affected by an illegal drug or 
alcohol or a combination of drugs and/or alcohol at any detectable level.  The 
symptoms of influence may include, but are not limited to, impairment of physical 
or mental ability such as slurred speech, problems in maintaining balance, poor 
work performance, sudden mood swing, or radical change in behavior.  A 
determination of influence may be established by a professional opinion or a 
scientifically accepted testing procedure. 

2. Drug and Alcohol Policy Application 

a) The sale, purchase, transfer, distribution, manufacture, dispensation or 
unauthorized possession or consumption of alcohol on City property, or while 
performing City business is prohibited.  This policy is not intended to preclude the 
consumption of alcohol at City-sponsored or authorized social functions, such as 
holiday parties, picnics, and the like.  

b) The manufacture, distribution, dispensation, sale, purchase, transfer, use, or 
possession of an illegal drug while performing City business, while on City 
premises or at a City job site is prohibited.  Reporting to work or working under 
the influence of illegal drugs or alcohol is prohibited. 

c) It is the responsibility of the employee to notify their supervisor if they are under 
the influence of a drug.  Except as provided below, the use or being under the 
influence of any legally obtained drug by any employee while performing City 
business or while on City property is prohibited to the extent such use or influence 
may affect the safety of co-workers or members of the public, the employee's job 
performance, or the safe or efficient operation of the City.  An employee may 
continue to work even though under the influence of a legal drug, if City 
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management has determined, after consulting with a physician or pharmacist, that 
the employee does not pose a threat to his or her own safety or the safety of co-
workers and that the employee's job performance is not significantly affected by 
the legal drug.  Otherwise, the employee may be required to take a leave of absence 
or comply with other appropriate action, including assignment to another job 
position, as determined by City management. 

d) Any violation of these rules may result in discipline up to and including 
termination. 

e) This Drug and Alcohol Policy is applicable to employees of vendors and 
subcontractors as well.  Violation of these rules or refusal to cooperate with 
implementation of this Policy by such persons may result in being barred from 
City property. 

f) Compliance with the City’s Drug and Alcohol Policy is a condition of 
employment.  All new regular employees will be required to submit to the 
scheduled “post offer” drug and alcohol test. 

3. Searches 

a) The City reserves the right to conduct reasonable searches of employees and 
employees of vendors and subcontractors for illegal drugs or alcohol on City 
premises and job sites, including, but not limited to, vehicles, desks, bags and work 
areas. 

b) Illegal drugs or alcohol discovered in the course of a search will be confiscated 
until ownership is determined.  Where warranted, confiscated items will be turned 
over to appropriate law enforcement authorities. 

c) Refusal to cooperate in a search may result in immediate suspension, pending 
investigation, and may result in further disciplinary action, up to and including 
termination.  Refusal to surrender contraband may also result in discipline, up to 
and including termination. 

4. Testing of Current Employees 

a) Where the City has documented reasonable suspicion that an employee possesses 
or is under the influence of illegal drugs or alcohol, the employee may be required 
to take a urinalysis test.  The employee may also be suspended without pay pending 
the receipt of test results and the completion of any investigation conducted by the 
City. 

b) The City may request or require current employees to undergo testing for drugs 
and/or alcohol without reasonable suspicion if the employee: 

(1) has sustained a personal injury, even a minor injury where medical 
treatment was sought, or has been involved in an accident where another 
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individual has sustained such a personal injury and accident; or 

(2) has been involved in a work-related accident or exposure to bloodborne 
pathogens or was operating or helping to operate machinery, equipment, 
or vehicles involved in a work-related accident where the accident results 
in property damage. 

The Supervisor on duty at the time is responsible for contacting the Occupational 
Health Department to set up the testing and for transporting the employee to the 
Occupational Health Department for testing. 

c) Refusal of a request to take a urinalysis test may result in immediate suspension 
without pay pending investigation, and may also result in further disciplinary 
action, up to and including termination. 

d) If the initial test is positive, the laboratory will be instructed to retest the specimen 
for the substance indicated using a testing method approved by the Nebraska 
Department of Health before reporting a positive result to the City. 

e) A confirmed positive test will subject the employee to disciplinary action up to 
and including termination. 

f) In all cases of confirmed positive test results, employees will have the opportunity 
to explain the result, and to substantiate the explanation with medical evidence, 
which could include an additional confirmatory test of the same specimen. 

5. Additional Testing Procedures 

a) All employees who agree to take a urinalysis test will be required to sign a form 
consenting to the test and authorizing disclosure of the results to the City.  

b) Specimen collection and urinalysis will be performed only by a qualified 
independent testing laboratory or health care provider designated by the City. 

c) The City will pay the full cost of any testing that is requested of any employee, as 
well as any confirmatory test requested by the employee, including the reasonable 
cost of any transportation to and from the designated testing facility. 

6. Confidentiality 

a) Information obtained on an individual as part of a drug and/or alcohol test is strictly 
confidential and will be disclosed to only those persons within the City having a 
legitimate need-to-know.  Such information will not be released to any individual 
or organization outside the City, without written permission of the employee, 
except as required or allowed by law. 

b) Other information developed in investigating possible violations of this policy will 
be communicated to City personnel only on a need-to-know basis.  
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7. Rehabilitation 

a) Current employees testing positive will be suspended from work and, if 
termination is not undertaken, may be referred to a care unit/treatment facility.  
Refusal of treatment or failure to complete treatment will result in termination. 

b) Employees who undergo treatment will be retested within 45 to 60 days of the 
initial test.  A positive test and confirmation at that time will result in termination 
of employment. 

c) Should the retest be negative, the employee will be allowed to return to work 
subject to periodic retesting during the duration of employment with the City.  Any 
additional positive test and confirmation at any time will result in termination. 

d) This policy of encouraging rehabilitation is not to be interpreted as conflicting with 
the rule above prohibiting manufacture, distribution, dispensation, use, or 
possession of illegal drugs or alcohol on City premises or while performing City 
business.  In addition, if the City deems the circumstances warrant termination, 
without first offering rehabilitation, it reserves the right to take such action. 

Employees are prohibited from the use, sale, dispensing, distribution, possession, or manufacture of 
illegal drugs and narcotics or alcoholic beverages on City premises, work sites, in City vehicles, or in 
personal vehicles parked on City property.  However, there may be an occasional event that allows 
the dispensing of alcohol at specific City buildings with City Council approval.  In addition, 
employees are prohibited from the off-premises use of alcohol and possession, use, or sale of illegal 
drugs when such activities adversely affect job performance, job safety, or the City's reputation in the 
community.  Employees shall not use alcohol while on duty or within 8 hours of a regularly scheduled 
shift.  Undercover officers are exempt when performing their assigned duties. 

Sec. 7.97 Personal Finances of Employees. 

It is the policy of the City to require employees to meet and discharge their financial obligations in a 
timely manner. 

1. Employees should manage their personal finances so they do not adversely impact job 
performance or the City's image in the community.  The failure of employees to meet 
financial obligations may impose an administrative and financial burden on the City in 
terms of extra bookkeeping and the need to respond to and comply with court processes. 

2. The City must disclose employee financial data as obligated under statutory requirements.  
Employees who become financially obligated to the City will be expected to enter into a 
written acknowledgment of the obligation at the time it is incurred.  Such obligations could 
arise from pay or expense advances, breakage or shortages. 

3. The Finance Department is authorized to receive a writ of garnishment or attachment, a 
notice of levy by any taxing authority, or any other similar order requiring payment of a 
portion of an employee's compensation to someone other than the employee.  The Finance 
Department is to notify the affected employee immediately, and then deduct the required 
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amount from the employee's earning.  The amount deducted, however, should not exceed 
that permitted by law. 

4. No employee will be terminated because of the fact that their earnings have been subjected 
to garnishment for one indebtedness. 

5. The City will not deny employment to, or terminate the employment of, any person solely 
because that person has filed a petition for bankruptcy. 

Sec. 7.98  Zero Tolerance for Unlawful Harassment. 

The City is committed to offering employment opportunity based on ability and performance, in a 
productive climate, free of discrimination.  Accordingly, harassment of any kind by supervisors or 
co-workers will not be tolerated.  In addition, the City will protect employees, to the extent possible, 
from reported harassment by non-employees in the work place. 

In general, ethnic or racial slurs, jokes and other verbal or physical conduct relating to a person's race, 
color, age, sex, national origin, religion, disability, marital status, marital status, AIDS/HIV status, 
genetic information, or other class protected by applicable law constitute harassment when they 
unreasonably interfere with the person's work performance or create an intimidating work 
environment. 

Sexual harassment has been defined by federal and state regulations as a form of sex discrimination.  
It can consist of unwelcome sexual advances, requests for sexual favors, or other physical and verbal 
conduct of a sexual nature by supervisors or others of the same or opposite sex in the work place.  
Sexual harassment exists when: 

1. Supervisors or managers make submission to such conduct either an explicit or implicit 
term or condition of employment (including hiring, compensation, promotion, or 
retention); or 

2. Submission to or rejection of such conduct is used by supervisors or managers as a basis 
for employment-related decisions such as promotion, performance evaluation, pay 
adjustment, discipline, or work assignments. 

Sexual harassment may also exist when co-workers (or non-employees, such as vendors, citizens) 
engage in such conduct, when the conduct unreasonably interferes with an employee's work 
performance or creates an intimidating, hostile, or offensive work environment. 

If you believe that you are being harassed by another employee, supervisor or any other person in 
connection with your employment with the City, you should bring the incident to the attention of your 
supervisor.  If that would prove to be uncomfortable or you are not satisfied with your supervisor's 
handling of the complaint, bring the matter to the attention of your department head, the Human 
Resources Director and/or the City Administrator. 

If you still are not satisfied with the handling or outcome of your complaint, or if you feel more 
comfortable bypassing the other steps, take the matter to the Human Resources Director.  The City 
will promptly investigate all allegations of discrimination and/or harassment in as confidential a 
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manner as possible and take appropriate corrective action if warranted. 

Under no circumstances will a manager or supervisor be allowed to threaten or retaliate against an 
employee who alleges harassment. 
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CHAPTER EIGHT 

SEPARATION AND REINSTATEMENT 

Sec. 8.10 Separation. 

All separations of employees from positions in the Classified Service shall be one of the following: 

1. Reduction in force. 

2. Death. 

3. Dismissal. 

4. Disability. 

5. Retirement. 

6. Resignation. 

Any employee who is separated for any of the above reasons will receive their final paycheck on the 
next regular payday following the effective date of their separation or by the end of the month of 
separation.  In the event of the death of an employee, the final payment will be issued as soon as the 
legal beneficiary or beneficiaries are determined.  Prior to final payment of any money due, all 
records, assets, and other items of City property in the employee's custody shall be transferred to the 
department head and certification to this effect shall be executed. 

Department heads shall secure from each employee who is issued City equipment, or who has 
possession of City records or keys to City equipment or buildings, the following release: 

"In the event of my separation from City employment, I hereby authorize the City of 
Columbus to withhold my final paycheck until such time as I have returned to the City all 
equipment, keys, and records issued to me and owned by the City.  In the event any such 
equipment is damaged, I also authorize the City to deduct from my final paycheck the cost of 
repairs of such equipment." 

In the event an employee has signed such a release and fails to return all City equipment, keys, and 
records, their paycheck may be withheld as allowed by Nebraska law and the employee's signed 
acknowledgment. 

Sec. 8.20 Resignation. 

An employee may leave the City service in good standing by submitting their resignation at least two 
weeks in advance of the effective date.  Department heads must give four weeks’ notice to leave in 
good standing.  The City Administrator, for good cause, may waive any portion of the notice period. 

An employee resigning without the required notice may have the act recorded as a part of their 
personnel records.  The Human Resources Director or the City Administrator shall endeavor to 
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conduct an exit interview with each resigning regular full time or part time employee to determine 
the reasons for the resignation, to solicit suggestions for improving operations and personnel 
management, and to determine whether prohibited discrimination was a factor in the decision to 
resign. 

Sec. 8.30 Reduction in Force Policy. 

It is the policy of the City of Columbus to avoid, insofar as possible, reductions in force which might 
unduly impact any of its employees.  However, it is recognized that financial constraints or changes 
in service requirements may require such reductions in force. 

Therefore, in order to ensure optimum notice to the City's employees in the event of a reduction in 
force, the following policy is hereby established for all regular employees in positions in the classified 
service: 

1. An employee will be considered to be in the position to which he was most recently 
appointed, promoted or demoted. 

2. Those employees in training in positions in which reductions are mandated will be the first 
to be removed.  An employee in training due to promotion has the right to request to be 
reassigned to their previous position, if such position is available and currently a part of 
the classified service.  An employee must notify the City Administrator of their desire to 
be considered for reassignment to their previous position as provided in paragraph 6. 

3. An employee who has successfully fulfilled the training period for their position will only 
be removed from the classified service after any employees in training in the same position 
have been removed and after being considered for reassignment, if promptly requested in 
writing, to a previous position.  Such employee may also make a prompt request, in 
writing, to be considered for reassignment to a position for which they are qualified and 
which position is being held by an employee in training or is vacant. 

4. The decision as to who will be removed from the classified service shall be based on 
factors, including, but not limited to, the following: 

a) The employment policies and staffing needs of the City, together with contracts, 
ordinances, and statutes related thereto. 

b) The multiple job skills possessed and recently or currently being performed by the 
employee. 

c) The knowledge, skills, and abilities of the employee. 

d) Efficiency of the employee as demonstrated on the job. 

e) The performance appraisals of the employee, including any recent, pending, or 
recurring disciplinary actions involving the employee. 

f) Required federal, state, or local certifications or licenses. 
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g) Seniority. 

These factors may be documented by employee evaluations, disciplinary actions, commendations, 
documented training, citizen reports, and other verifiable comments or data or a recommendation 
from the employee's department head. 

5. An employee whose services are terminated under this Reduction in Force Policy will be 
entitled to two weeks written notice from the City.  Such notice shall be delivered by the 
United States Postal Service, registered return receipt requested, to the employee's address 
on file with the Human Resources Department of the City, or personally served on such 
employee.  If the employee is in a position subject to the Civil Service provisions of the 
State Statutes and City Ordinances, the City Administrator shall also give written notice 
to the Civil Service Commission by contacting the Secretary of the Commission. 

6. An employee whose position has been eliminated or who is being replaced as the result of 
the reassignment of a regular employee whose position has been eliminated by such 
reduction in force in a classified position, may request to be considered for reassignment 
to a lesser classification.  Such request shall be submitted in writing to the City 
Administrator within five working days of the notice of the elimination of the employee's 
position or the reassignment of such other employee.  If such a request is made, the 
employee will be considered for such classification using the criteria provided in 
paragraph 4. 

Sec. 8.40 Ability to Perform Essential Duties. 

Employees who cannot perform the essential duties of their job, with or without reasonable 
accommodation, may be separated from employment.  The City reserves the right to require medical 
examinations that are job-related and consistent with a business necessity. 

Sec. 8.50 Retirement. 

Whenever an employee meets the conditions set forth in the City's Pension Retirement Plan, the 
employee may elect to retire and receive all benefits of the plan. 

Sec. 8.60 Reinstatement. 

Eligibility for benefits such as vacation and service awards is figured from the hire date of continuous 
employment.  It is recognized that due to personal or business reasons an employee may terminate 
their employment with the City.  As an incentive to encourage these employees to consider 
reemployment with the City rather than another organization, procedures have been created for 
recognizing the past service accumulated before separation. 

Those employees with less than a two-year break in service, who resigned in good standing, may be 
reinstated, provided the person is qualified to perform the duties of the position and such reinstatement 
would be in the best interest of the City. 

The pay rate will be at the same step in the pay range at which the employee left unless they are 
returning to a different job, in which case the Demotion or Promotion Policy would then apply.  
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Benefit accumulation would resume according to the restored years of service; i.e., vacation rate.  
Those employees who were under the provisions of the 2006 reinstatement personnel policy, will 
retain their ability to the “five year” reinstatement provisions. 
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CHAPTER NINE 

EXPENSE REIMBURSEMENT POLICIES AND REPORTING PROCEDURES 

Sec. 9.00 Expense Reimbursement Policies and Reporting Procedures. 

1. The City of Columbus shall reimburse actual and necessary expenses incurred by elected 
and appointed officials, employees, or volunteers of the City at educational workshops, 
conferences, training programs, official functions, hearings, or meetings, whether incurred 
within or outside the City limits, after attendance has been approved by the department 
head or City Administrator and is in the parameters of the Personnel Policy and the annual 
City budget.  The reimbursement of expenditures shall be limited to: 

a) Registration or tuition costs, fees, or charges. 

b) Transportation as specified below. 

c) Meals as specified in 9.30. 

d) Lodging. 

These expenses will be reimbursable up to the federal per diem rates for the locality of 
travel.  The per diem rates for the national and the state are available in both the Human 
Resources and Finance Departments. 

Expense vouchers must be completed in order to be reimbursed. 

2. Authorized expenditures shall not include any expenses incurred by spouse of an elected 
or appointed official, employee, or volunteer unless the spouse is also an elected or 
appointed official, employee, or volunteer of the City of Columbus and the expenses for 
the spouse are also preapproved. 

Sec. 9.10 Lodging. 

Except as otherwise provided herein, all hotel and motel reservations shall be made on a single-room 
basis only.  Suites or similar accommodations shall not be used.  When making reservations and at 
the time of registering, commercial or government rates, if available, shall be requested. 

Sec. 9.20 Transportation. 

For air travel, reservations shall be for coach class.  If possible, an attempt should be made to arrange 
a commercial flight on a discounted basis.  The employee will not be reimbursed for more than the 
actual cost of the flight ticket.  Any special discount coupon or voucher received in connection with 
municipal trips for which the fare was paid or reimbursed by the City of Columbus, shall be returned 
to the City of Columbus for use, as applicable, in reducing cost of future trips paid or reimbursed by 
the City of Columbus.  

Automobile transportation shall be arranged, whenever possible, to use City-owned vehicles.  
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Personal vehicles may be used on City business only when there is no City vehicle available for the 
trip or when the use of a personal vehicle is approved by the department head. 

If an employee elects to drive their personal vehicle when a City vehicle is available, the City will 
not reimburse mileage. 

Mileage for the required use of personal vehicles will be reimbursed at the specified Federal rate, as 
it may be amended from time to time, computed by the most direct highway route or an amount equal 
to the cost of regular, not discounted, coach air fare, whichever is less. 

Rental cars shall be utilized on business trips only when transportation fares (taxi, bus, etc.) in that 
locale are less economical or pose a serious inconvenience.  There shall not be more than one rental 
car for each four individuals on the same business trip.  At all times an attempt shall be made to lease 
compact cars rather than larger sedans. 

Sec. 9.30 Meal Expense. 

Daily meal expenses incurred by an employee, Mayor, or City Council member in the process of 
performing duties for the City of Columbus are reimbursable with the following documentations: 

1. Dates. 

2. Amounts spent. 

3. Business reason. 

4. Names of persons or firms represented. 

5. Name of City where meals occurred. 

Reimbursement for alcoholic beverages is not allowed. 

Employees may be reimbursed for meals incurred for only that employee's single meals.  The 
employee shall be provided payment for individual meals based on Federal per diem rates. 

The City Finance Director will announce future meal price adjustments as Federal Travel Regulations 
change. 

When traveling out of state overnight, reimbursement will be made for all reasonable meal expenses 
provided receipts are presented for all meals. 

For payment of the meal on overnight trips, the following guidelines apply: 

1. In order to be reimbursed for breakfast, the claimant must leave Columbus before 7 a.m. 

2. In order to be reimbursed for dinner, the claimant must return to Columbus after 6 p.m. 

The above policy does not include meals which are served as part of the seminar, conference, or 
meetings. 
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Reimbursement will be made for meals which are a part of a seminar, conference, approved meeting; 
however, reimbursement will not be made in the event an employee elects to obtain a meal elsewhere 
when the meal is included in the registration fee for a meeting or seminar. 

Sec. 9.40 Expense Reports. 

Expense reports should be submitted at least monthly and be in compliance with the policies of the 
City of Columbus.  Expenses shall be shown on the dates incurred.  Each expense report shall be 
approved by a designated supervisor.  Such approval shall be given by the supervisor after being 
satisfied the expense is City related, they are reasonable expenses, and the necessary documentation 
and supporting data are included.  The Finance Department will audit to determine if the necessary 
documentation and supporting data are a part of the expense report and all information is correctly 
reported. 

Expense reports without adequate documentation will not be paid in full.  Only the expense report 
items with proper documentation will be paid.  Items with insufficient support shall be deleted for 
payment later, after the needed documentation or written explanation is obtained.  Correspondence 
regarding requests for additional documentation and all responses will be attached to the original 
expense report or resubmitted expense report. 

Sec. 9.50 Receipts. 

Receipts for expenses should be obtained to support a reimbursement request.  Loss of a meal receipt 
or two will not endanger reimbursement.  Receipts are required for the following items before expense 
reimbursement will be allowed: 

1. All lodging expenses. 

2. Rental cars (actual copy of rental agreement). 

3. Registration fees at meetings or seminars. 

4. Meals. 

A receipt shall be the actual paid receipt received when paying for an expense incurred, a copy of a 
credit card charge, a copy of a customer receipt given to the employee by a firm providing services 
or goods to such employee, or a copy of a canceled check drawn payable to a specific payee.  If a 
receipt covers a combination of personal and business expenses, the business items must be clearly 
identified. 

There are a few items that do not require receipts, such as tips associated with meals (no more than 
18% of meal cost), taxi, limousine, local bus fares, parking expense in the course of a business trip, 
and telephone calls of a business nature when not placed via a City of Columbus telephone. 
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CHAPTER TEN 

RISK MANAGEMENT 

The City has appointed a Risk Manager and Risk Management Committee.  They are responsible for 
the Risk Management Program as described in Resolution No. R90-20.  It is the intent of the City that 
this group of employees help the City make a good faith effort to maintain a safe working environment 
by establishing programs and policies which encourage safety in the work environment and to abide 
by applicable laws and regulations. 

Sec. 10.00 Risk Management Responsibilities. 

Risk Manager 

The Risk Manager is responsible for the development, organization, coordination and implementation 
of safety programs and safety education.  Responsibilities also include work-site inspections, hazard 
reduction and/or elimination and accident/injury investigation, reporting and management.  Other 
assignments and responsibilities related to disaster response and risk management complete the role 
of the Risk Manager. 

The Risk Manager will advise the City Administrator as well as department heads, supervisors and 
employees of unsafe conditions, problems related to accident prevention and recommendations for 
loss control.  The Risk Manager will not fulfill obligations of department heads or supervisors relative 
to providing safe work environments, necessary equipment, training, or inspections in the interest of 
accident prevention. 

Department Head 

The department head is responsible for fulfillment of departmental goals and objectives as well as 
health and welfare of each employee in the department.  In the adopted safety policy, the highest 
priority has been placed on employee safety which becomes the responsibility of the respective 
department head.  It is normal practice for department heads to delegate the authority to carry out 
safety policy in their department, but the responsibility for meeting objectives and the protection of 
employees in performance of their assignments cannot be transferred. 

Supervisors 

Supervisors will assume the responsibility of thoroughly instructing their personnel in the safe 
practices to be observed in their work situations.  They will consistently enforce safety standards and 
requirements to the utmost of their ability and authority.  Supervisors will act positively to eliminate 
any potential hazards within the activities under their jurisdiction and they will set the example of 
good safety practice in all phases of their endeavors.  The principal duties of supervisors in 
discharging responsibilities for safety are as follows: 

1. Enforce all safety regulations in effect and make employees aware that violations of safety 
rules will not be tolerated. 

2. Make sure all injuries are reported promptly and treated properly and all accidents or 
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unusual incidents are reported (preferably on the same work day) even if injury is not 
apparent. 

3. Conduct thorough investigations of all accidents or incidents and take necessary steps to 
prevent recurrence, if possible, through employee safety education, operating procedures, 
or modification of equipment, facilities, or environment. 

4. Provide employees with adequate safety instructions regarding their duties prior to the 
employees actually starting to work. 

5. Make sure regular safety checks, including a careful examination of all new and relocated 
equipment are accomplished before it is placed in operation. 

6. Assure equipment is properly maintained and issue instruction for the elimination of fire 
and safety hazards. 

7. Continuously inspect for unsafe practices and conditions and promptly undertake any 
necessary corrective actions. 

8. Develop and administer an effective program of good housekeeping and maintain high 
standards of personal and operational cleanliness throughout all operations. 

9. Provide safety equipment and protective devices for each job based on knowledge of 
applicable standards. 

10. Conduct safety briefings at organizational meetings and encourage the use of employee 
safety suggestions. 

11. Give full support to all safety procedures, activities, and programs. 

Employee 

Each employee, as a part of the comprehensive City of Columbus Risk Management Program, is 
expected to place safe work practices and identification of unsafe conditions as the highest priority 
while performing daily tasks.  Each employee's safety commitment must include, but is not limited 
to, the following: 

1. Using the safety equipment which has been provided for use in performing daily work 
assignments. 

2. Wearing the prescribed uniform and safety shoes as required. 

3. Only operating equipment for which training or orientation has been received. 

4. Warning co-workers of unsafe conditions or practices they are engaged in which could 
lead to or cause an accident. 

5. Reporting defective equipment immediately to their supervisor. 



96 

6. Reporting dangerous or unsafe conditions that exist in the work place as well as throughout 
the municipality.  This would include defective sidewalks, broken curbs, hanging tree 
limbs, loose handrails, open manholes, sunken basins and sewers, missing or damaged 
traffic signs or signals.  

7. The employee or if appropriate, the supervisor records all injuries, accidents or incidents 
immediately, completing the incident report, on the same work day, regardless of severity.  
If due to severity of injury or illness the employee is unable to complete the form, it is the 
supervisor’s responsibility to complete the form. 

8. Record on an incident report form any unusual occurrences or incidents observed on the 
day they occur, as it may later pose a liability risk to the City, its workers, or the public. 

9. Protection of unsafe conditions resulting from municipal work which could present a 
hazard to the public. 

10. Taking care not to abuse tools and equipment so these items will be in usable condition 
for as long as possible, as well as to ensure that the tools and equipment are in the best 
possible operating condition while being used. 

11. When required, the employee will maintain a commercial driver's license.  The City will 
pay the amount of the license fee in excess of the cost of a normal driver's license fee. 

Sec. 10.04 Incident Reports. 

Incident Reports shall be filled out whenever a near injury, an accidental injury or exposure occurs 
including possible bloodborne pathogens.  This report shall be sent to the Human Resource office as 
with all other incidents reports, normally within the same work day.  These reports will be kept as a 
permanent part of the safety record. 

Sec. 10.05 The Cost of Accidents.  

Another area of major concern to supervisors is the cost of accidents.  Many people fail to realize 
how much accidents really cost.  Accidents are expensive in ways that are not obvious; therefore, 
attention to loss control can improve your department performance. 

Accidents can cause obvious and direct costs, such as medical, hospital, rehabilitation expenses, 
worker's compensation payments, and higher insurance premiums or even loss of insurability.  But 
there are other indirect costs that are less obvious, and usually uninsured.  These include the various 
disruptions of normal work procedures, such as employees being witnesses or helping the injured, or 
even the reduction in production. 

If the return on the investment is not sufficient, it may be necessary to defer the procurement of new 
equipment and facilities.  Insurance covers only a portion of the total accident cost and as accident 
loss experience increases, so will a company's insurance premiums.  It is clear that directly and 
indirectly, accidents reduce the funds available for salaries, employee benefits, new equipment, etc.  
Actually, the total cost of accidents is greater than many of us realize. 
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Items in Indirect Cost:  

1. Time lost by others. 

2. Cost of hiring and training a replacement. 

3. Lost efficiency. 

4. Overtime premium. 

5. Cost to investigate the accident. 

6. Report time. 

7. Tools/equipment damage. 

8. Lost equipment utilization. 

9. Lost production time. 

All of these reduce efficiency and represent another cost.  There are many hidden costs due to 
accidents.  Conversely there are hidden savings in accident prevention, which is the reason the phrase 
"Loss Control" is often used.  Every accident you prevent saves direct-indirect accident costs and this 
money will remain in money available for wages and City services. 

Other benefits of accident prevention efforts include: 

1. People will not be injured or killed. 

2. Property and materials will not be destroyed. 

3. Production will flow more smoothly. 

4. You will have more time for the other major parts of your job. 

All employees will include "Loss Control" as a regular part of their job and expect to have this part 
of performance measured.  Employees are expected to perform periodic safety inspections of the work 
areas for which they are responsible. 

Safety and housekeeping inspections, and the problems you discover, are important but what you do 
about them is more important.  If a problem can be rectified by your department, work to complete 
the appropriate task as soon as possible so the problem can be solved.  Be sure to follow up, as needed, 
to see that the job is done.  You may even find it necessary to have your supervisor help expedite the 
work by getting help from other departments.  Completing an Incident Report provides a written 
record as a basis for determining the best way to solve hazards that are observed in your City 
department or another department. 
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Sec. 10.10 Driving Rules and Regulations. 

All drivers of municipal vehicles, and those using their personal vehicles in pursuit of municipal 
business, will comply with all applicable laws of the state as well as any additional regulations of the 
municipality.  Emergency vehicles under pressing emergency situations are exempted from the usual 
motor vehicle laws and rules but are required to exercise due caution and care in travel. 

Parking 

1. Municipal vehicles are not to park in "NO PARKING" zones except in emergency 
situations or in required performance of official duties.  At those times a vehicle is parked 
in a "NO PARKING" zone, emergency blinkers will be turned on. 

2. All municipal vehicles should be locked when not in use at a remote location. 

3. Before initial use of any vehicle each day, the driver will walk around and inspect the 
vehicle for damage, inoperable lights, loose hardware, underinflated tires, or any other 
condition which may create an unsafe situation. 

4. Any deficiency encountered will be reported to their supervisor immediately.  It will be 
the supervisor's responsibility to ensure that appropriate action is taken to correct the 
problem. 

Equipment 

1. All employees will wear seat belts as required by state law. 

2. Portable or detachable doors may not be removed from vehicles unless: 

a) It is a necessity in order to perform the job. 

b) Mirrors remain usable when the doors are off.  Similarly, vehicle doors are not to 
be tied open. 

3. Turn signals will be utilized by all drivers at all times in ample time to warn oncoming or 
following vehicles of their intent. 

4. Drivers will ensure windows, headlights, taillights, and windshield wipers are clean and 
operational at all times. 

5. Tailgates will be up and locked when vehicles so equipped are in motion.  If a vehicle's 
function requires that the tailgate remain in the open position, red flags will be attached to 
the materials being carried if they meet or exceed the length specified by State Law.  (State 
Law requires flags on anything that extends over 4 feet from the taillight). 

6. In any case, the driver of the vehicle is responsible to see that all necessary conditions are 
met on the vehicle before the driver operates it. 

7. If the vehicle does not have a tailgate, but is loaded, the driver of the vehicle will ensure 
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the load is secure on the truck and that overhangs are properly marked in accordance with 
applicable state and local laws. 

Special Equipment 

1. Special equipment such as tractors, hi-lifts, high rangers, graders, plows, cranes, or any 
unit which has special devices added for specific types of work will require formal 
instruction prior to use by a driver.  This special training will include the following: 

a) Explanation and demonstration of all control devices. 

b) Explanation and demonstration of all safety equipment. 

c) Knowledge of maintenance items such as fuel, water, oil and other minimum 
operating needs of the unit. 

d) Demonstration of operation. 

e) New driver operation under supervision with testing. 

f) Instruction in driving to and from, or on and off a trailer, parking procedures and 
method for securing. 

2. Passengers will ride only in seats so designed for passengers on special equipment. 

3. Triangular, orange-colored slow moving vehicle signs will be required to be displayed as 
per state law and, if sign is deployed, said vehicle will not exceed 25 mph. 

General. 

1. Backing up vehicles without a clear view of the area back of the rear end will be done only 
with the assistance of a guide.  If a second person is in the vehicle, that person will get out 
and guide the vehicle back using the appropriate hand signal and voice signal.  If the driver 
is alone, the driver will get out of the vehicle and inspect the area behind the vehicle before 
backing.  Again, strict caution is to be observed. 

2. Riding on the sides, toolboxes, tailgates, or roof of any truck is prohibited.  Further, 
standing in the back of any truck is not permitted. 

3. Drivers will carry their state driver's license at all times.  Loss of driving privileges may 
result in full-time drivers being temporarily reclassified if a position is available until such 
time as their driving privileges are reinstated or a temporary restricted permit is issued. 

4. Employees who operate a City vehicle as a part of their job are required to report any 
suspension or revocation of their license to their supervisor who will in turn determine the 
future responsibilities of the employee.  Failure of an employee to report a change in 
license status will result in disciplinary action. 

5. Riding on running boards of trucks is strictly prohibited. 
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6. Except in authorized emergencies, posted speed limits will be strictly adhered. 

7. Drivers should direct their full attention to driving.  Inspections of streets, trees, signs, etc. 
may be made by a second person, other than the driver, wherever possible. 

8. During periods of limited visibility, vehicle headlights will be turned on. 

9. Trailers are to be fastened securely to hitches.  Safety pins in pintle locks will be used.  
Safety chains will be crossed under the hitch and securely fastened before moving the 
vehicle. 

10. All items to be transported either in a truck or trailer, which may move around during 
transport, will be secured. 

11. No more than three (3) persons will ride in the front seat of any vehicle.  Where only two 
single seats exist, there is to be only one rider per seat. 

These rules may be updated periodically and may be amended as necessary. 

Sec. 10.15 Procedures for Reporting Accidents and/or Breakdowns of Municipal Vehicles. 

In the event an operator of a municipal vehicle is involved in an accident, the municipal Police 
Department should be called to the scene and required to prepare a report.  If the accident should take 
place in another jurisdiction, the law enforcement agency of that jurisdiction should be called to the 
scene to make a report.  The operator of the municipal vehicle involved in the accident should provide 
all the necessary identification and insurance information to the other party involved. 

If a municipal vehicle is disabled as the result of an accident, or if a municipal vehicle breaks down 
and becomes inoperable, it shall be reported in accordance with department policy.  When employees 
are covered by D.O.T. regulations, these federal policies should be obeyed, including steps for 
mandated drug testing. 

Operators of municipal vehicles should be sure whenever a serious incident occurs, whether a 
breakdown, traffic accident, or vandalism, the responsible municipal department head should be 
immediately notified and an Accident Report be completed by the operator.  Copies of all Accident 
Reports will be sent to the City Clerk’s office, preferably during the same work shift. 

Sec. 10.20 Safety Equipment. 

It is the municipality's intent to provide all necessary personal protective equipment required in 
performing routine operations.  Protective equipment is provided to employees on an "as needed" 
basis.  Each division sets protective equipment requirements depending on the activities of the jobs 
performed. 

Requests for equipment not immediately available should be directed to the responsible supervisor.  
Failure to use available and required personal protective equipment is the employee's responsibility 
and ignoring this requirement can lead to the employee being subject to disciplinary action. 
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Additional Safety Equipment 

Other protective equipment is provided in order to protect employees from unnecessary exposures.  
This includes barricades, cones, warning signs, warning lights, and many other specialty items.  
Consult with a supervisor or the Risk Manager for more information. 

When working with power take-off shafts or chipping machines, no loose clothing should be worn.  
Reflective vests or cross straps are not required. 

Sec. 10.25 Training. 

Each department has the responsibility of providing on-the-job training to each employee on the 
topics which will enable the employee to do their job safely and efficiently.  This training shall 
include: 

1. Orientation of departmental and overall municipal safety and health rules.  

2. Procedure for reporting on-the-job injuries or unusual incidents. 

3. Procedures for processing hospital/medical bills related to job-related injuries. 

4. Worker's Compensation claims process. 

5. Requirements for use of vehicles. 

6. Reporting of unsafe conditions. 

In addition, specialized training must be offered in the use of tools and equipment in order to 
maximize the capabilities of the equipment as well as to prolong its usable life and to prevent 
accidents. 

All employees are expected to request instructions in those tasks or for any equipment with which 
they are not familiar. 

Sec. 10.30 Hard Hats. 

Hard hats will be worn by municipal personnel when involved in the following situations: 

1. Present, for any reason, on construction sites where hard hat signs are posted. 

2. In locations damaged by disaster, fire, flood or other cause which could result in structural 
damage or falling material. 

3. Persons working near high-voltage electrical hazards. 

4. All supervisors involved in the above-types of work. 
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Sec. 10.35 Operations in the Public Way. 

Whenever operations are taking place in streets, parkways, sidewalks, or other places where citizens, 
as well as employees, may be endangered, the supervisor or crew leader on the work site is as 
responsible for the safety of the public in this type of operation as for getting the job done.  The 
supervisor must spend ample time before, during, and after the work to protect employees and the 
public from the hazards created by this work.  The following procedures are to be followed: 

1. If street construction or repair work is to be done, preparations will be made to assure 
vehicle and pedestrian safety before such work is allowed to begin. 

2. If traffic is affected by the operation, proper signing must be used to warn in advance of 
the work area.  Traffic control signs, in and around the affected area, are to be correctly 
placed and maintained through the period when work is being performed and traffic 
obstructions exist. 

3. Where barricades and signs are used overnight, supervisors will examine the work area 
for proper placement at the end of the workday. 

4. Lighted barricades will be used whenever possible for overnight protection. 

5. Where traffic must be periodically stopped or obstructed by workers or equipment in the 
traveled portion of a roadway, protective cones will be stationed. 

6. All City employees in or near the roadway will wear regulation safety green clothing, 
vests, or cross straps on their clothing while at the work site. 

7. If a construction site is barricaded where no traffic can pass into the work area, vests need 
not be worn. 

8. Flagmen will be used to slow or direct traffic where the approach to the work area does 
not provide adequate visibility to drivers. 

9. In any case where streets are significantly obstructed or closed for any period of time, the 
Police Department and Fire Department will be notified of the situation and told 
approximately how long the closure will be in effect.  Police and Fire operations may vary 
significantly due to the nature of the services they provide. 

Pedestrian Safety 

1. If pedestrian traffic is impeded by official municipal barricades, then restrictive tape, rope, 
or other restraint will be used to keep the public from the work site. 

2. If pedestrian traffic must be routed off sidewalks and into the street, then protection will 
be provided by cones, barricades, and signs to guard from vehicular traffic. 

3. Holes in the sidewalk or parkway which must be left open will be covered whenever 
possible along with perimeter protection.  Every possible means of preventing accidental 
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entry into the hole should be used.  Keep in mind that darkness and snow can complicate 
this situation. 

4. Where an unusual situation exists which cannot be easily resolved, or when personal injury 
or damage to equipment or property occurs as a result of operations, contact the 
responsible supervisor and the Risk Manager immediately. 

Sec. 10.40 Office Safety. 

Office work is more dangerous than is commonly supposed and many accidents occur during ordinary 
office routine. 

1. Every employee shall be responsible to see that their own desk and work area is clean and 
orderly.  Pick up items such as pencils or paper clips that are strewn around.  Good 
housekeeping is the key to a safe office environment. 

2. Keep an eye open for loose or threadbare floor coverings. 

3. Be extra cautious when you come up to a door that can be opened in your direction.  Take 
it easy when pushing open such a door and slow down when coming to a "blind" corner. 

4. Haste when walking between desks can result in bruises and falls.  Keep electrical cords 
out of aisles. 

5. All file, desk, and table drawers shall be kept closed when not in use.  As soon as you 
leave them, close them.  Never open more than one file drawer at a time. 

6. Overloading the top drawer of unsecured file cabinets has caused many an injury.  If 
unfamiliar with file cabinets, test the drawers and be careful not to pull them out to full 
extension.  There may be no locking device on inexpensive or older models. 

7. Office tables, desks, and chairs must be maintained in good condition and free from sharp 
corners, projecting edges, wobbly legs, etc. 

8. Tilting chairs can be hazardous when improperly used.  Care should be taken to assure 
that they are in good working condition. 

9. Never use chairs, desks, or other office furniture as a makeshift ladder.  Always use a 
stepladder.  Don't overreach and lose your balance. 

10. Message spindles can all too frequently cause puncture wounds to hands and arms.  When 
used, the point shall be protected by a suitable blunt cover or, preferably, the point should 
be bent to a horizontal angle.  

11. Keep the blades of paper cutters closed when not in use. 

12. Scissors, paper cutters, and similar office devices can easily cause minor, but painful 
injuries.  Report such injuries at once and take precautions to avoid infection. 
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13. Keep your hands clear of electric typewriter carriages. 

14. Paper cuts hurt.  Use a sponge or wetting devices for envelopes.  Use rubber finger guards 
when working with stacks of paper. 

15. Keep paper clips, thumb tacks, and pins in a place where they can't injure you.  Keep razor 
blades and "exacto" blades covered; even a little scratch can get infected. 

16. Be sure all electrical equipment is grounded and the cord is in good condition.  If a 
machine gives you a shock or starts smoking, unplug it and report the defective device 
immediately to the supervisor. 

Sec. 10.45 Ladders and Scaffolding. 

Mishaps involving electricity and falls from high places result in the two most critical types of injuries 
involving ladders and scaffolding.  Other hazards include: splinters, slivers, and slips which can cause 
sprains, strains, bruises, and abrasions. 

The following safety procedures will prevent accidents and possible injury: 

Ladders 

1. Metal ladders shall not be used in the vicinity of electrical circuits. 

2. Periodically inspect wooden ladders.  They shrink over a period of time.  In a stepladder, 
this may cause steps or back bar members to become loose.  Hold the rods beneath the 
steps with pliers and tighten the nut at the end with a wrench to maintain strength and keep 
the ladder steady. 

3. Wooden ladders or scaffold planks should not be painted because defects may be covered 
up.  Use a good grade of spar varnish or a mixture of linseed oil and turpentine to preserve 
the wood. 

4. Nonskid feet should be used on all straight and extension ladders. 

5. When properly placed, the feet of the ladder should be about one-fourth as long as the 
vertical (i.e., if the ladder is leaned against a wall eight feet high, the feet should be set 
two feet from the wall.) 

6. When using a straight ladder, it should be long enough to extend at least three rungs above 
the level to which the user is climbing.  Step ladders must not be used in lieu of straight 
ladders.  They are not designed for this purpose. 

7. If the feet of a straight ladder are to rest on an unsecured surface, secure the ladder in 
position by the use of hooks, ropes, spikes, cleats or other anti-slip devices or by stationing 
an employee at the base of the ladder to hold it in position during use. 

8. Never stand on the top step of a step ladder. 
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9. Only one person shall be on a ladder at a time. 

10. Never carry articles in hand while climbing.  Use a hand line to raise and lower tools and 
materials or suspend them suitably in a tool belt. 

11. Always face a ladder when ascending or descending and always use both hands. 

12. Clean muddy or slippery shoes before beginning to climb the ladder. 

13. Keep the rungs clean and free of grease, oil, and caked-on dirt. 

14. If it is necessary to place a ladder near a door or where there is potential foot traffic, set 
up warning signals or take other precautions to prevent accidental contact which might 
upset the ladder. 

Scaffolding 

1. Proper supervision is required to erect scaffolding. 

2. Planks and other material used in building scaffolding must be sound and free from knots.  
Keep planks in good condition.  Never paint the planks. 

3. Planking should be adequately cleated; scaffolding used for work over 10 feet off the 
ground should have toe boards, mid-rails and handrails. 

4. Tools left on top of the scaffolding can easily fall to the ground and injure a passerby.  
Keep tools in a bucket or box lashed to the scaffolding. 

Sec. 10.50 Use of Head Sets or Earbuds. 

As a general policy, the employee use of personal headsets or earbuds while operating machinery will 
not be permitted.  Hearing protection devices will be provided as needed. 

Sec. 10.55 Working in Cold and Hot Weather. 

This should serve as a guideline for assessing whether or not non-vital services should continue to be 
performed during periods of extremely cold or hot weather.  While this information may not be 
relevant to all municipal departments, the data provides good personal information and should be 
shared with employees for their use. 

Wind chill factors were developed by the military to determine the effects of combining wind and 
temperature as they affect exposed skin surfaces.  Wind chill effect does not cause liquids to freeze 
when the air temperature is above the freezing point.  However, when the air temperature is below 
freezing, wind effect will speed up the freezing process. 

The National Weather Service has devised the "Heat Index", which is an accurate measure of how 
hot it really feels when relative humidity is added to the actual air temperature. 

There are going to be situations where no condition of weather will force work to be stopped.  These 
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situations include police and fire service, sanitation services, and emergency responses by any 
personnel to situations which arise as a result of this severe weather.  Bear in mind, however, that 
nonessential services within emergency response departments should be considered for curtailment 
during extreme temperature or wind chill periods.  The procedure for evaluation of particular jobs 
will be as follows: 

1. Assess the necessity of performing the particular task at the time. 

2. Assuming the task must be done, determine if the employees are properly dressed and 
protected from the elements. 

3. Determine what method the employee will have available to get warm or cool periodically 
while the task is being performed. 

4. Consult a Wind Chill Chart and determine the wind chill equivalent.  If the chill factor is 
in the "Danger" zone, special clothing is required and protection from the effects of the 
chill must be considered and used.  Likewise, check with the National Weather Service to 
determine the heat index. 

5. If the chill factor is in the "Great Danger" zone, or the heat index is at an extremely “High" 
level, only life and health safety tasks will be considered. 

6. In the "Danger" zone, certain tasks may be impossible due to wind or temperature alone.  
However, the general policy for non-life safety tasks will be that cold weather 
considerations will be implemented anytime the reported wind chill falls below -25 
degrees or the heat index is above 130 degrees. 

7. Individual municipal departments may establish separate conditions, based on wind chill 
or heat index factors as they affect specific tasks. 

8. Any questions or circumstances that arise regarding this policy should be directed to the 
Risk Manager. 

Sec. 10.60 Hazardous Communications Policy. 

The City of Columbus wants employees to be able to work safely and effectively on their jobs. 

As a part of this goal, the City wants employees in each department to know the chemical products 
in their department and how to best work with these chemicals.  Each department should assemble an 
information file on those chemicals used, and especially those chemicals that might be designated as 
hazardous.  Each department should also make sure the chemicals in their department remain properly 
labeled. 

These records will be reviewed at least annually by our insurance company Loss Control Specialist 
and/or a Risk Management team member and then reported annually at the first Risk Management 
meeting of the year. 

Whenever employees are using a chemical agent for the first time, they should review their proposed 
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handling of the product with their supervisor to assure proper procedures will be followed. 

As new chemicals are added to a department's inventory, the department should obtain information 
(Safety Data Sheets) from its supplier and make sure the new product has complete labeling on each 
storage container.  If the SDS sheet requires protective equipment for safe handling, each department 
is to have the necessary equipment available. 

Should an accident or unusual reaction occur with a department chemical, report it to your supervisor 
and complete an Accident/Incident Report. 

A supplementary publication, "Hazards in the Workplace: YOUR RIGHT TO KNOW" booklet, 
is available in each department to help employees learn how labels and SDS information can help 
them to work with knowledge and sensitivity. 

Sec. 10.65 Bloodborne Pathogen Policy. 

The purpose of the Bloodborne Pathogen Policy is to limit occupational exposure to blood and other 
potentially infectious materials.  This policy will provide a review on infection control.  It is the City's 
intent, as far as is possible, and within the scope of current knowledge, to protect all concerned parties 
from accidental exposure to the viruses that cause Hepatitis B, Acquired Immune Deficiency 
Syndrome (AIDS) and other blood communicable diseases. 

Infectious Materials 

1. Blood products (plasma). 

2. Vaginal secretions. 

3. Fluids surrounding the spine, brain, heart, lungs, abdomen and joints. 

4. Amniotic fluid. 

5. Semen. 

6. Any other body fluid containing visible blood. 

7. Body tissue. 

Hepatitis B virus attacks the liver and is the major infectious bloodborne hazard faced on the job. 

HIV attacks the immune system, making the body less able to fight off infections, causing the disease 
known as AIDS. 

Universal Barrier Precautions 

These devices and procedures should be used by anyone coming in contact with blood or bodily 
fluids, whether it be direct contact, splashing, clothing exposure, or working with medical 
instruments. 
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1. Waterproof gloves should be worn when handling items soiled with blood, body fluids, 
tissues or equipment contaminated with blood or other body fluids. 

2. Waterproof gowns or plastic aprons shall be worn when performing procedures that may 
bring contact with body fluids. 

3. Hands shall be washed thoroughly and immediately if they accidentally become 
contaminated with blood or potentially infective body fluids.  Hands should be washed 
even when gloves have been used. 

4. Masks and/or protective eyewear should be worn if aerosolization or splattering is likely. 

5. Contaminated materials should be double bagged and marked as containing biohazardous 
material and then transported to the Fire Department for disposal. 

Clean Up 

When an area is possibly contaminated by blood or body fluid containing blood such as emesis, care 
should be taken to sop up the liquid with paper toweling (using universal precautions).  The area 
should then be cleaned with a disinfectant such as Clorox (one part Clorox to ten parts water).  
Secondary cleaning may then be conducted as needed.  Double bag and tag all such sopped materials. 

Hepatitis Vaccination 

For employees who are expected to come in contact with blood and body fluids containing blood, as 
a part of their job duties, vaccinations for Hepatitis B may be required at City expense.  The 
determination of which employees fit this category is decided on a department-by-department basis. 

Workplace Infections 

People infected with a bloodborne pathogen like AIDS or Hepatitis can sometimes appear to be in 
good health.  Therefore, it is better to assume blood or blood-contained body fluids are infected than 
to act carelessly. 

Fortunately, AIDS and Hepatitis B aren't spread through the air like cold or flu germs.  You won't get 
either disease from working alongside someone who is infected or from casual contact. 

You can become infected at work by: 

1. Accidentally cutting yourself with a sharp object that is contaminated with infected blood 
or body fluids. 

2. Getting infected blood or body fluids on your skin, especially if your skin has open sores, 
nicks or cuts. 

3. Getting contaminated blood or body fluids in the mucous membranes of your eyes, nose 
or mouth. 

Normally, your skin acts as a protective barrier to keep viruses out.  But even tiny breaks or cracks in 
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the skin from common conditions like dermatitis, acne, chapping and broken cuticles can be doorways 
for these bloodborne viruses to enter your body.  More restrictive or less restrictive guidelines may 
be adopted within specific departments to accommodate unique work situations. 
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ACKNOWLEDGMENT FORM 

I acknowledge receiving a copy of the 2024 City of Columbus Personnel Manual.  I understand that 
I must read it or have it read to me carefully.  I understand this Manual supersedes all prior versions.  
I recognize that I must understand all of its rules, policies, terms, and conditions, and agree to abide 
by them, realizing that failure to do so may result in disciplinary action and/or termination.  I 
understand that upon termination of my employment for any reason, I must return all City materials, 
property and equipment issued to me and pay the City any money that I may owe, and agree that upon 
my failure to promptly do either of these the City can withhold corresponding amounts from my final 
paycheck and take whatever legal action is necessary to recover such.  I understand and agree that 
unless I am covered by the Civil Service System (which has its own set of statutes and 
regulations), my employment is terminable-at-will, so that both the City and I remain free to 
choose to end our work relationship at any time. Similarly, no City official has the authority to 
enter into an oral employment contract, and only the Governing Body can enter into a written 
employment contract on behalf of the City. 

I understand nothing in this Manual in any way creates an express or implied contract of employment 
between the City and me, but rather is intended to foster a better working atmosphere while the 
employee/employer's relationship exists. 

 
_________________________________ 
Employee's Signature 
 
 
_________________________________ 
Date 
 
 
_________________________________ 
Employee's Name (Printed) 
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THIS IS NOT A CONTRACT FOR EMPLOYMENT.  NOTHING CONTAINED HEREIN SHALL BE 
CONSTRUED AS A PROMISE OF ANY TERM OR CONDITION OF EMPLOYMENT, 
INCLUDING, BUT NOT LIMITED TO, CONTINUING EMPLOYMENT.  THE CITY OF 
COLUMBUS RESERVES THE RIGHT TO MODIFY OR REPEAL ANY PROVISION OF THIS 
HANDBOOK AT ANY TIME, FOR ANY REASON, WITH OR WITHOUT PRIOR NOTICE. 

CHAPTER ONE 

 PERSONNEL MANAGEMENT SYSTEM 

Sec. 1.10 Purpose. 

The personnel management system of the City of Columbus, of which this manual is a part, is 
designed to instill a high degree of understanding, cooperation, efficiency, and unity through 
systematic, uniform application of modern personnel practices.  The purpose of this manual is: 

1. To inform employees of their rights and obligations in relation to their employer; but not 
to provide any legal or contractual rights not otherwise provided for, and shall not be 
construed as a contract of employment. 

2. To inform department heads and other supervisors of their obligations toward and their 
rights to assign and instruct subordinate employees. 

3. To ensure compliance with all applicable laws. 

4. To promote and increase efficiency and responsiveness to the public, and to promote 
economy in the City service.  

5. To provide fair and equal opportunity for a qualified person to enter and progress in the 
City service based on merit and fitness as ascertained through fair and practical personnel 
management methods. 

6. To enhance the attractiveness of City careers and encourage employees to give their best 
efforts to the City and the public. 

7. In the event of conflict between this manual and state or federal laws, such state and federal 
laws shall prevail. 

Sec. 1.20 Coverage of the Rules. 

These rules shall apply to all departments, divisions and employees of the City except in cases of 
conflict with applicable state or federal laws or regulations or with the rules of the City of Columbus 
Civil Service Commission as statutorily applicable.  An employee is defined as any person who has 
been appointed/hired to a position of employment on the City payroll, excepting any person serving 
on a retainer contract basis.  Benefits conferred to employees in this manual may be different if the 
employee is covered by a City-recognized Collective Bargaining Agreement.  These changes will be 
described in the approved Collective Bargaining Agreement. 
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Sec. 1.30 Adoption of the Manual. 

This manual shall become effective when adopted by the Mayor and City Council, whereupon all 
conflicting rules, regulations, policies, or procedures previously adopted by the Mayor and City 
Council or by administrative directive shall be superseded, to the extent of the conflict. 

Sec. 1.35 Amendment of the Manual. 

Written suggestions for amending this manual are welcome at any time from City employees and 
should be submitted, through supervisory channels, to the City Administrator or the Human 
Resources Director.  Amendments shall become effective upon approval by the Mayor and City 
Council. 

Sec. 1.40 Availability of the Manual. 

Each regular employee shall receive and maintain a copy of this manual. 

Sec. 1.50 Supplemental Personnel Regulations. 

Department heads may establish such supplemental personnel regulations as are necessary for 
efficient and orderly administration and for ensuring the proper conduct and discipline of their 
employees. 

Supplemental personnel regulations shall be subject to approval by the City Administrator and shall 
be consistent with these rules, other requirements of the Mayor and City Council, and administrative 
directives.  Copies of supplemental personnel regulation shall be made available to employees in their 
departments. 

Sec. 1.55 Employment at Will. 

An employee has freely chosen the opportunity of employment with the City.  It is understood the 
employee has a continuing right to leave or stay as they choose.  The City reserves those same rights 
to maintain or terminate the employment and compensation of employees as needs require.  The City 
also reserves the right, except as to those employees who are protected under the Civil Service 
System, to terminate the employment and compensation of employees as needs require, and to do so 
with or without cause. 

The City of Columbus, by decision of the Mayor and City Council, agrees to follow the process for 
dismissals and disciplinary actions as outlined in the Personnel Rules and Civil Service Rules that are 
applicable to those regular employees who have successfully completed their introductory period.  
However, these policies in no way shall be construed to create a contractual employment relationship 
between the City of Columbus and its employees.  Furthermore, the City of Columbus shall have no 
tenured employment agreements with any employee or organized employee group. 

This manual is not a contract of employment, nor shall it be construed as creating any contractual 
rights or property interest in favor of City employees.  Nothing contained in this manual or in any 
other statement of City philosophy, including oral statements, should be considered a promise of 
continuing employment. 
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Sec. 1.60 Definitions. 

The following definitions shall apply in these regulations, unless the context clearly indicates 
otherwise: 

Absence Without Leave.  An absence from duty which was not authorized or approved. 

Appeals.  Procedures as described by these regulations for appealing disciplinary actions, 
employee-evaluations and other individual grievances. 

Applicant.  An individual who has applied in writing on a City application form for 
employment with the City of Columbus. 

Appointment.  The offer to and acceptance by a person of a position either on a regular or 
temporary basis. 

Appointing Authority.  The person or persons who are authorized to offer employment in 
the City's classified service.  For the City Administrator, City Clerk, City Engineer, Finance 
Director, full-time paid firefighters, Fire Captains, Fire Chief, Assistant Fire Chief, Fire 
Training and Safety Officer and sworn members of the police force, it shall be the Mayor and 
City Council.  For all department heads, other than the City Clerk, City Engineer, and Finance 
and Library Director, it shall be the City Administrator, Mayor, and City Council.  For the 
Library Director, it shall be the Library Board.  For all other employees it shall be the City 
Administrator. 

Chain of Command.  The chain of command is the formal line of authority, communication, 
and responsibility within an organization.  The chain of command is usually depicted on an 
organizational chart, which identifies the superior and subordinate relationships in the 
organizational structure.  According to classical organization theory the organizational chart 
allows one to visualize the lines of authority and communication within an organizational 
structure and ensures clear assignment of duties and responsibilities.  By utilizing the chain of 
command, and its visible authority relationships, the principle of unity of command is 
maintained.  Unity of command means that each subordinate should report to one and only 
one superior.  Unity of command is crucial to productive work schedules, the maintenance of 
a prioritized work schedule, and productive communications.  It would therefore be expected 
that communications and requests for service flow both ways through chain of command. 

Civil Service Employee.  Civil Service employees employed by the City of Columbus shall 
be designated by the definition in Revised Statutes of Nebraska, Sec. 19-1829. 

Compensatory Leave.  Time off from work in-lieu of monetary payment of overtime worked. 

Demotion.  Assignment of an employee from one title to another which is a lower rate of pay 
and/or rank. 

Department Head.  A person trained to manage a specific area of City government such as 
Police, Library, etc.  Department heads are responsible for the general operation of the 
department and ensuring adequate performance levels from employees.  Department heads 
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shall have full responsibility to recommend any personnel actions in accordance with the 
authority delegated to them by the Appointing Authority.  All actions by department heads 
within their department are accountable to the City Administrator. 

Disciplinary Action.  Action taken by a supervisor, department head, or the City 
Administrator whenever an employee's performance, attitude, work habits or personal conduct 
fall below a desirable level. 

Dismissal.  A type of disciplinary action which separates an employee from the City payroll. 

Employee.  An individual who is legally employed by the City in one of the categories listed 
below and is compensated through the City payroll.  An employee may be defined as follows: 

a) Regular, full-time.  This person is expected to work an average of 30 hours per 
week for the 6 months during their introductory period before obtaining the regular 
status in their assigned classification, except in the case of firefighters and fire 
Captains whose work period shall be an average of 106 hours in a 14 consecutive 
day period. 

b) Regular, part-time.  This person may be employed on a regular schedule of less 
than 30 hours per week and will normally work at least 1,000 hours throughout a 
year. 

c) Temporary and Seasonal.  This person may be employed for any number of hours 
per week in positions declared to be seasonal or temporary in nature and will not 
normally work more than 1,500 hours per year.  This person may be assigned to a 
classification temporarily vacated by a regular employee while on military duty or 
other authorized absence. 

d) The Temporary employee shall not include: 

Elected officials and persons appointed to fill vacancies in elective offices, 
members of appointive boards, commissions or committees, the City attorney, 
consultants, advisors, and counsel rendering temporary professional service, 
independent contractors, emergency employees who are hired to meet the 
immediate requirements of an emergency condition and volunteer personnel, and 
also all other personnel appointed to serve without compensation. 

Employee Counseling.  The act of assisting employees to become more effective on the job.  
Relates to employee evaluation and employee improvement. 

Employee Development.  The interaction of employee counseling, employee evaluation and 
employee improvement. 

Employee Evaluation.  The system of evaluating employees' performance.  Relates to 
employee improvement and employee counseling. 

Employee Improvement.  All types of training and educational programs that improve the 
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quality of service of the employee and improve his/her chances for advancement.  Relates to 
employee evaluation and employee counseling. 

Examination.  The process of testing, evaluating or investigating the fitness and qualifications 
of applicants and employees. 

Grievance.  An employee's feeling of differences, disagreements or disputes arising between 
an employee and their supervisor relative to some aspect of their employment, application, or 
interpretation of regulations and policies or some management decision affecting the 
employee. 

Hire Date.  The date upon which employment started with the City of Columbus for a specific 
employee.  This date will be adjusted to exclude leave of absence without pay.  This is the 
date upon which vacation accruals are based. 

Immediate Family.  Spouse, children, brothers and their spouse, sisters and their spouse, 
parents, grandparents or grandchildren.  Spouse's children and parents. 

Introductory Period.  See policy 2.95 for definition. 

Job Description.  A written description of a job consisting of a title, a general statement of 
the level of work and of the distinguishing features of work, examples of duties and 
qualifications for the Job Title. 

Job Title.  A group of positions which are sufficiently alike in general duties and 
responsibilities to warrant the use of the same title, class specifications and pay range. 

Lay-off.  The involuntary non-disciplinary separation of an employee from a position because 
of shortage of work, materials, or funds. 

Leave.  An approved type of absence from work as provided for in this manual. 

Merit/Periodic Pay Increases.  A merit increase is compensation within the confines of the 
pay scale established in the Pay Plan.  It may be granted to an employee for meritorious service 
and completion of minimum prescribed periods of employment in the class. 

Merit Proficiency Date.  This date is generally when the employee completes their first 12 
months of employment.  It is the date used to mark annual performance evaluations.  Each 
year the employee should have their evaluation during the two-week pay period which 
contains this date, when possible.  The merit proficiency date will change with any change in 
pay grade or unpaid leave of absence. 

Military Leave, Reserve.  A leave of absence for military service performed during their 
employment as required by applicable state or federal law.  An eligible employee’s rights to 
reemployment after military leave will also be governed by applicable law. 

Overtime.  Authorized time worked by an employee for overtime work performed in 
accordance with Federal and State Regulations and this manual. 



7 

Promotion.  Assignment of an employee from one Job Title to another which has a higher 
rate of pay and rank. 

Reclassification.  The action of changing a position by classifying it upward, downward or to 
a different classification on the basis of sufficient changes in the kind, development or 
responsibilities of work assigned to the position. 

Reprimand.  A form of guidance which may be oral or written, and which should be used not 
only to warn an employee, but also to guide, direct and instruct the employee in how to correct 
and avoid repeating a mistake, infraction, deficiency or problem. 

Seniority.  Length of continuous service with the City as a regular employee. 

Sick Leave.  An absence approved by the department head or supervisor due to illness or 
injury. 

Supervisor.  An individual who has the authority to undertake or recommend tangible 
employment decisions affecting a particular employee; or an individual who has the authority 
to direct a particular employee’s daily work activities. 

Suspension.  An enforced leave of absence for disciplinary purposes or pending investigation 
of charges made against an employee; may be with or without pay. 

Transfer.  Assignment of an employee from one position to another position of a different 
Job Title or Work Location. 

Work Day or Work Period.  Scheduled number of hours an employee is required to work 
per day or per scheduled number of days as department policy. 

Sec. 1.70 Role of Mayor and City Council. 

The Mayor and City Council shall be the ultimate policy-making authority for all matters pertaining 
to personnel management in the City government and shall determine the numbers and kinds of 
positions of employment. 

Sec. 1.80 Role of the City Administrator. 

The City Administrator shall be responsible for the proper administration of the personnel 
management system by: 

1. Ensuring appointments are based on merit and fitness. 

2. Recommending a sound Pay Plan and position plan. 

3. Equitably administering the Pay Plan. 

4. Ensuring the City is an Equal Opportunity Employer. 

5. Maintaining employee discipline. 
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6. Ensuring high employee productivity. 

7. Maximizing employee development opportunities. 

8. Ensuring fair and effective appeal and grievance procedures. 

9. Fostering good employee relations. 

10. Issuing such administrative directives as are necessary to implement these rules. 

Sec. 1.90 Functions of the Human Resources Department. 

The Human Resources Department performs the following functions: 

1. Recruits candidates for employment. 

2. Receives and initially processes employment applications. 

3. Refers applicants to department in accordance with established procedures. 

4. Processes appointments, separations, and other actions. 

5. Develops general personnel forms. 

6. Advises and assists the City Administrator and the department heads as to general 
personnel policies, and in individual cases ensures all laws and administrative regulations 
are complied with and that good personnel practices are observed. 

7. Represents the City Administrator, as directed, in relationships involving personnel 
matters with private and governmental agencies. 

8. Revises and keeps this manual up-to-date. 

9. Maintains the Pay Plan and Job Descriptions. 

10. Keeps the central personnel records, including records of accidents and injuries. 

11. Performs other related functions as directed by the City Administrator. 

Sec. 1.92 Human Resources Director. 

The normal procedures for discussing concerns, or problems, will be resolved using the chain of 
command as provided in the Personnel Rules. 

However, in instances where the concern is confidential in nature or the employees' interest might be 
compromised if a rigid chain of command is followed, the employee shall have the right to bring the 
concern directly to the Human Resources Director. 

When questions or problems arise regarding issues in the workplace, employees are encouraged to 
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first discuss the matter with their supervisor.  If they are not satisfied at this point or are uncomfortable 
visiting with their supervisor regarding the matter, the employee should contact their department 
head.  If this does not resolve the matter or would prove uncomfortable, employees may always 
contact the Human Resources Director directly. 

Sec. 1.93 Responsibility for Job References. 

The Human Resources Director shall be responsible for providing job references for all past and 
present employees.  All employees shall refer all job-related inquiries regarding references for former 
and current employees to the Human Resources Director. 

Sec. 1.94 Role of Department Heads. 

Department heads shall have full responsibility for managing their assigned personnel and for taking 
or recommending any personnel actions in accordance with the authority delegated to them by the 
City Administrator and the applicable provisions of these rules. 

Sec. 1.95  Personnel Records. 

The Human Resources Director shall maintain a file for each person currently employed by the City.  
An employee may contact the Human Resources Director to review their own personnel file.  The 
documents in the file shall be reviewed in the Human Resources Director’s office.  The file or 
documents in the file shall not be permitted to leave that designated office.  Employees do not have 
the right to add or delete material from their personnel files.  Copies of particular documents shall be 
made at the request of the employee. 

Sec. 1.96 Code of Employer-Employee Relations. 

It is the policy of the City of Columbus to implement fair and effective personnel policies and to 
require all employees to serve the organization's best interests as listed below: 

1. The City retains the sole right to exercise all managerial functions including, but not 
limited to, the right of the City to manage and supervise all operations and establish work 
rules, regulations, and other terms and conditions of employment; direction, assignment 
of work to, and arrangement of working forces, including the right to hire, promote or not 
promote, suspend, terminate for cause, make interdepartmental transfers, relieve 
employees from duty because of lack of work or other legitimate reasons; the 
determination of services to be provided; the determination of employee's work abilities; 
the location of the work sites including the establishment of new work sites and the 
relocation and closing of old work sites; the determination of financial policies including 
accounting procedures and budget control; the determination of the management 
organization of the department and the selection of employees for promotion, transfer, or 
reorganization; maintenance of discipline and control and use of City property; the 
subcontracting of unit work; the establishment of quality standards and judgment of 
workmanship required; the scheduling of operations and the time to be worked; and the 
right to enforce rules and regulations now in effect and which it may issue from time to 
time.  The above detailed listing of management rights shall in no way be deemed to 
exclude other management prerogatives which may not have been specifically listed. 
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2. The City's objectives for employees include the following: 

a) To provide equal employment opportunity and treatment regardless of race, color, 
religion, sex, age, national origin, disability, marital status, AIDS/HIV status, 
genetic information or any other class protected by applicable law. 

b) To provide compensation and benefits commensurate with the work performed. 

c) To establish reasonable hours of work based on the City's service obligations. 

d) To monitor and comply with applicable federal, state, and local laws and 
regulations concerning employee safety. 

e) To offer employees training opportunities whereby the employee and City would 
mutually benefit. 

f) To be receptive to constructive suggestions which relate to the job, working 
conditions, or personnel policies. 

g) To establish appropriate means for employees to discuss matters of interest or 
concern with their immediate supervisor, department head, Human Resource 
Director or City Administrator. 

3. The City expects all employees: 

a) To deal with citizens, suppliers, and contracting organizations in a professional 
manner. 

b) To perform assigned tasks in an efficient manner. 

c) To be punctual. 

d) To demonstrate a considerate, friendly, and constructive attitude toward the public 
and fellow employees. 

e) To adhere to the policies adopted by the City. 

4. Nothing in this manual should be considered as altering the employment-at-will 
relationship or as creating an express or implied contract or promise concerning the 
policies or practices that the City has implemented or will implement in the future.  (See 
Employment-At-Will, Sec. 1.55.) Accordingly, the City retains the rights to establish, 
change, and abolish its policies, practices, rules, and regulations at will, and as it sees fit 
at any time, with or without notice. 

Sec. 1.97 Employee Educational Refund Plan. 

The City of Columbus recognizes the mutual advantages to be gained when employees enroll in 
continuing education courses.  In order to encourage this program, the City has implemented an 
Employee Education Refund Plan whereby the City will reimburse the employee 80% of the tuition, 
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books and fees, subject to the following conditions: 

1. Availability of budgeted department funds. 

2. Only regular fulltime employees are eligible and must have completed one continuous 
calendar year of employment. 

3. The courses or degree work selected by the employee must be technical or professional, 
and related to work available in City service.  Enrollment must be made with a recognized 
and established college, university, technical school, correspondence school, or 
equivalent. 

4. Prior to enrolling in a class, the request must be approved by the immediate supervisor, 
department head, and the City Administrator. 

5. Continuing education courses are voluntary and must occur while off-duty and without 
compensation since such training does not constitute “hours worked”. 

6. The course must be satisfactorily completed and receipts for tuition, books, and entrance 
fees and transcript must be submitted as a basis on which to compute the refund. 

7. Where the employee is already receiving tuition or scholarship assistance such as VA 
benefits, etc., the City will make the reimbursement for education costs to the extent that 
the total payments received by the employee from all sources does not exceed 100% of 
the total course cost. 

8. An employee benefit of $500 as incurred each calendar year and a $2,000 maximum 
benefit is allowed under this policy. 

In order for training and education to be eligible for this Employee Education Refund Plan, it must 
meet all 4 of these factors: 

1. Attendance is outside of the employee’s regular work hours; 

2. Attendance is voluntary; 

3. The course, lecture or meeting is directly related to the employee’s job; and 

4. The employee does not perform any productive work for the employer during such 
attendance. 
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CHAPTER TWO 

METHOD OF FILLING VACANCIES 

Sec. 2.05 Vacancy Identification. 

Department heads shall notify the Human Resources Director as soon as they become aware of actual 
or impending vacancies in their organizations.  No vacancy may be filled without the authorization 
of the City Administrator, who may specify the selection process or processes to be used. 

Sec. 2.10 Promotion Policy. 

A promotion is the assignment of an employee from a position in one Job Title to a position in another 
Job Title having a higher maximum salary.  The City shall provide promotional opportunities 
whenever feasible.  City employees may also apply and be considered for any position in the same 
manner as members of the general public. 

Sec. 2.12 Competitive Selection. 

When a competitive selection process is to be used, the City Administrator, according to the best 
interest of the City, may designate the selection process for applicants from any of three processes.  
First, the selection process may be limited to persons in the City service or a segment thereof.  
Secondly, the selection process may be opened to the general public without special preferences or 
consideration for any City employees who apply.  And finally, the selection process may include both 
City employees and members of the general public, with City employees given preference in 
application and/or consideration. 

Sec. 2.15 Noncompetitive Selection. 

When in the best interest of the City, a noncompetitive selection process may be specified by the City 
Administrator.  Vacancies may be noncompetitively filled with qualified persons by the following 
means: 

1. Reinstatement of a former City employee, as described elsewhere in these rules. 

2. Demotion for cause, as described elsewhere in these rules. 

3. Voluntary demotion. 

4. Repromotion of an employee previously demoted in lieu of layoff. 

5. Lateral transfer. 

6. Special employment program. 

Sec. 2.17 Voluntary Demotion. 

Demotion is the assignment of an employee from a position in one class to a position in another class 
having a lower maximum salary.  Employees may be demoted at their own request if in the best 
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interest of the City. 

Sec. 2.20 Demotion in Lieu of Layoff. 

An employee may be demoted as an alternative to layoff.  Such demotion may be fully or partially 
rescinded at any time through noncompetitive re-promotion. 

Sec. 2.25 Lateral Transfer. 

Lateral transfer is any assignment from one position to another not involving a promotion or 
demotion.  A lateral transfer may be effected at an employee's request or for reasons of administrative 
necessity.  It is highly desirable when a vacancy occurs in a department for which an employee of 
another department is qualified, that the employee be given an opportunity to apply for the vacancy.  
In appropriate circumstances, the Human Resources Director shall ensure that notices are posted in 
City departments and divisions soliciting applications for lateral transfer. 

Sec. 2.27 Special Employment Programs. 

From time to time, the City Administrator, in furtherance of legitimate public policy objectives may 
specify vacancies be filled with persons eligible for inclusion in particular special employment 
programs without regard to the provisions of this chapter concerning selection processes.  Special 
employment programs include, but are not limited to internships, youth employment programs, work-
study programs, intergovernmental mobility assignments, vocational rehabilitation programs and 
seasonal employees. 

Sec. 2.30 Temporary Positions. 

The City Administrator may authorize any fair and practical means of filling temporary or seasonal 
positions without regard to other provisions of this chapter concerning selection processes. 

Sec. 2.35 Vacancy Announcements. 

The Human Resources Director shall announce all vacancies for which a competitive selection 
process has been specified. 

Sec. 2.37 Purpose and Design of Application Forms. 

The Human Resources Director shall develop one or more general application forms for use in 
applying for City employment.  The Human Resources Director or department heads may also 
develop specialized or supplemental application forms for use in appropriate circumstances.  Any 
forms developed by department heads shall be reviewed by the Human Resource Director for 
technical adequacy, utility, and equal employment opportunity compliance.  Application forms shall 
be used in making fair determinations of qualifications for employment.  Information concerning non-
merit factors shall only be requested as necessary to satisfy equal employment opportunity and other 
legal requirements.  Information required only at the time of selection or appointment shall not be 
solicited at the time of initial application. 
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Sec. 2.40 Filing of Application. 

Applications shall be filed with the Human Resources Director as specified in the applicable vacancy 
announcements.  The City Administrator may authorize the acceptance of late applications, if in the 
best interest of the City.  The Human Resources Director shall provide all reasonable assistance to 
persons requesting help in completing their applications.  All information submitted shall be subject 
to verification.  The City may cease accepting or processing applications at any time in accordance 
with operational requirements. 

Sec. 2.45 Initial Processing of Application. 

The Human Resources Director shall be responsible for the initial processing of employment 
applications as directed by the City Administrator.  Should information be collected solely for equal 
employment opportunity purposes it shall be detached from the main body of each application upon 
receipt.  The information shall be separately and securely filed by the Human Resources Director and 
shall not be used in the selection process. 

Sec. 2.47 Evaluation of Qualifications. 

It is the policy of the City to select, develop and promote employees based upon their individual 
qualifications, abilities and performance.  Applicants for employment with the City will be requested 
to supply personal and employment references.  In addition, the City reserves the right to obtain 
background information on applicants either before or after actual employment.  Such information 
may include, but is not limited to, an individual’s character, general reputation, mode of living, and 
criminal and other public record.  To protect against the use of inaccurate information, the City will 
comply with applicable federal law in obtaining such information. 

Sec. 2.50 Disqualification. 

An applicant may be disqualified from further consideration at any stage of the selection process for, 
among other things: 

1. Applicant cannot provide adequate documentation demonstrating their eligibility to work 
in the United States as required by federal law. 

2. Applicant will not have attained their 16th birthday at the time of employment, except that 
a lower or higher minimum age may be established for certain temporary positions as 
required or permitted by state and federal law. 

3. Applicant is not qualified to perform the essential functions of the position, with or without 
reasonable accommodation, or if such accommodation would impose an undue hardship 
on the City. 

4. Applicant is currently engaging in the use of illegal drugs. 

5. Applicant is not of good moral character to the extent that his or her job performance 
would be impaired or that discredit or risk would be brought upon the City by offering 
employment. 
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6. Applicant has made a false statement of material fact or has committed or attempted to 
commit a fraudulent, illegal, or unethical act. 

Sec. 2.55 Interviews. 

Selection officials shall interview applicants in competitive selection processes who on the record 
appear to be the best qualified for the position involved.  For designated positions, a written summary 
of interview questions and answers shall be prepared and forwarded to the Human Resources Director 
for retention.  Interviews shall be conducted in a consistent job-related and nondiscriminatory manner.  

Sec. 2.57 Documentation and Notification. 

The Human Resources Director shall devise necessary forms and procedures pertaining to the 
selection process.  Disqualification and selection decisions shall be thoroughly documented by the 
responsible officials.  The Human Resources Director shall be responsible for conducting reference 
checks of successful applicants.  The Human Resources Director shall also respond to any written 
requests from applicants concerning the reasons for their disqualification or non-selection. 

Sec. 2.60 Employment of Relatives. 

Two or more members of the same immediate family shall not be allowed to supervise each other or 
to do work under the same immediate supervisor except in emergencies.  They may be employed in 
different units of the same department or in different departments.  Should two present employees 
become immediate family through marriage, both employees may retain employment, however, City 
Administration retains the right and responsibility to transfer either one of the related employees for 
the purpose of maintaining the best interest of the City of Columbus.  Summer only employees may 
be exempt from this policy if the department head specifically approves the hiring.  The hiring of an 
immediate family member of a supervisor or department head must be approved by the City 
Administrator. 

Sec. 2.65 Types of Appointment. 

Appointments of employees to positions under these rules shall be of the following types: 

1. Training appointments. 

2. Regular appointments.  Upon the satisfactory completion of the introductory period, 
employees are granted regular appointments. 

3. Temporary appointments to replace regular employees.  Employees may be given 
temporary appointments, which are limited to no more than one (1) year.  Employees who 
are hired to temporarily fill a position vacated by a regular employee who is on authorized 
leave, shall, after 90 calendar days of employment, be entitled to sick and holiday leave 
on the same basis as a regular employee.  In addition, should such employee receive an 
offer of employment to a regular position with the City, while still serving as a temporary 
employee, they will receive vacation and sick leave credit from the date of their 
appointment as a temporary employee. 



16 

Positions may be full or part-time, and may be occupied by employees under any of the three types 
of appointments. 

Sec. 2.66  Nondiscrimination Against and Accommodation of Individuals with Disabilities. 

The City complies with applicable federal, state and local laws providing for nondiscrimination in 
employment against qualified individuals with disabilities.  The City also provides reasonable 
accommodation for such individuals in accordance with these laws. 

It is the City's policy to: 

1. Ensure that qualified individuals with disabilities are treated in a nondiscriminatory 
manner in the pre-employment process and that employees with disabilities are treated in 
a nondiscriminatory manner in all terms, conditions, and privileges of employment. 

2. Administer medical examinations: (a) to applicants only after conditional offers of 
employment have been extended; and (b) to employees for business necessity. 

3. Keep all medical-related information as confidential as possible and retain such 
information in separate confidential files. 

4. Provide applicants and employees with disabilities with reasonable accommodation, 
except where such an accommodation would impose an undue hardship on the City. 

Qualified individuals with disabilities should make requests for reasonable accommodation to the 
City's Human Resources Director.  On receipt of an accommodation request, the Human Resources 
Director will meet with the requesting individual to discuss and identify the precise limitations 
resulting from the disability and the potential accommodation that the City might make to help 
overcome those limitations.  The Human Resources Director and City Administrator, in conjunction 
with those City officials and employees having a need to know, will determine the feasibility of the 
requested accommodation. 

Sec. 2.67 Equal Employment Opportunity. 

It is the policy of the City to provide equal employment opportunity to all employees and applicants 
for employment.  No person is to be discriminated against in employment because of race, color, 
religion, sex, age, national origin, disability, marital status, AIDS/HIV status, genetic information or 
any other class protected by applicable law. 

1. This policy is applicable to all terms, conditions, and privileges of employment including, 
but not limited to hiring, introductory period, training, placement and employee 
development, promotion, transfer, compensation, benefits, educational assistance, layoff 
and recall, social and recreational programs, employee facilities, termination, and 
retirement. 

2. The Human Resources Director, who reports directly to the City Administrator on matters 
relating to this policy, is responsible for formulating, implementing, coordinating, and 
monitoring all efforts in the area of equal employment opportunity.  The Human Resources 
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Director duties may include, but are not necessarily limited to: 

a) Assisting management in collecting and analyzing employment data. 

b) Developing policy statements, and recruitment techniques designed to comply 
with the equal employment policies of the City. 

c) Complying with various statutory record keeping and notice requirements in order 
to ensure full compliance with all employment-related statutes and regulations. 

d) Assisting supervisory personnel in arriving at solutions to specific personnel 
problems. 

e) Serving as liaison between the City and government agencies, minority 
organizations, and other community groups. 

f) Keeping City management informed of the latest developments in the entire equal 
employment opportunity area. 

3. Any communication from an applicant for employment, an employee, a government 
agency, or an attorney concerning any equal employment opportunity matter is to be 
immediately referred to the Human Resources Director. 

4. Employees who feel they are being discriminated against should bring the matter to the 
attention of their supervisor.  If this proves unsatisfactory or the employee is 
uncomfortable visiting with their supervisor regarding the matter, the employee should 
contact their department head.  If this does not resolve the matter or this would prove 
uncomfortable, the employee may always contact the Human Resources Director directly 
or City Administrator. 

Sec. 2.80 Minimum Age. 

No applicant for employment shall be considered who is less than 15 years of age, and 15,16 and 17 
year-olds shall not be considered eligible for any Job Title that requires the operation of a motor 
vehicle on public roadways. 

Sec. 2.90 Processing and Orientation. 

New and reinstated employees shall report to the Human Resources Director as directed for 
completion of personnel and payroll forms and for a general orientation to the City government, the 
Personnel Management System, and the City policy of Equal Employment Opportunity.  Department 
heads or their designee shall provide further orientation on such matters as the introductory period, 
employee rights and responsibilities, assigned duties, level of performance expected, organizational 
structure and interrelationships, hours of work, safety, and availability of these rules and any 
applicable supplemental personnel regulations.  Each regular employee will be issued a City 
personnel manual.  Those departments who hire temporary and seasonal employees shall have a spare 
personnel manual available to these workers and shall make time for a review of the manual as a part 
of department orientation for their temporary and seasonal employees.  After this review the employee 
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shall sign an acknowledgement form to be filed in their employee file.  Employees should be made 
to feel welcome and should be especially encouraged to ask questions during their first days of 
employment. 

Sec. 2.95 Introductory Period. 

Every employee, except Police Officers & Fire Fighters, including part-time, seasonal, and temporary 
employees, shall have an introductory period of the first 6 months of work.  Police Officers’ and Fire 
Fighters shall have an introductory period of one year.  Police Officers one year introductory period 
begins after the employee has received certification by the Nebraska Law Enforcement Training 
Center. 

The purpose of the introductory period is to permit the supervisors and department heads to closely 
observe and evaluate the capabilities and willingness of the new employee.  During this time, 
supervisors shall encourage and assist the new employee in making a successful adjustment to the 
job.  Only those employees who meet an acceptable standard of work during the introductory period 
will be retained.  An employee may be dismissed at any time during the introductory period if, in the 
judgment of the immediate supervisor and department head, the quality of work or the employee's 
manner or approach to the work do not warrant continuation of employment.  The successful 
completion of the introductory period should not be considered a guarantee of employment of any 
specific duration. 

The department head may extend the introductory period for a period of three months except in the 
case of Police Officers and Fire Fighters. 

Employees promoted within the City service shall be in introductory training for their first six months.  
During that time the department head may cancel the promotion and assign the employee to the former 
or a similar position.  As with all regular employees who successfully complete their introductory 
period, promoted employees shall not automatically receive a pay increase because of the satisfactory 
completion of their introductory period. 
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CHAPTER THREE 

SALARY ADMINISTRATION 

Sec. 3.10 Pay Plan. 

It is the policy of the City to have a formal Pay Plan that is reviewed at least annually.  Each job in 
the City, whether occupied, vacant, temporary, full-time or part-time shall have a job description 
outlining duties, responsibilities, and minimum job qualifications. 

Sec. 3.20 Pay Grades. 

Each position or job is evaluated and assigned a pay grade based on internal equity and competitive 
pay rates, keeping in mind the City's overall financial position. 

Sec. 3.30 Salary Survey. 

It shall be the policy of the City insofar as economically possible to remain continually competitive 
in compensation compared to similar sized cities in the state. 

To that end, it shall be the responsibility of the City Administrator to annually review the Pay Plan, 
taking into account changes in economic conditions, as well as salary trends in similar sized 
communities and in the local wage market.  On the basis of such review, the Administrator shall make 
recommendations as appropriate to the City Council for changes in the Pay Plan.  The City 
Administrator is authorized to grant pay changes to avoid inequities. 

Sec. 3.40 Starting Pay. 

New employees shall normally start work at the minimum of the pay grades to which their positions 
are allocated if they possess the minimum qualifications for that position. 

A candidate for employment having exceptionally good qualifications for the position may be 
employed initially at a rate higher than the minimum rate; provided the department head and City 
Administrator approve. 

Sec. 3.50 Promotion. 

When an employee is promoted from a position in a lower pay grade to a position in a higher pay 
grade, the pay of the employee shall be increased as follows: 

1. To the first step of the higher grade. 

2. If their present pay exceeds the first step of the new grade, to a step of the new grade which 
is higher than their present salary. 

The applicable alternative shall be that which gives the employee an increase in pay. 

 



20 

If the employee is promoted to a higher grade, the employee shall be eligible for a periodic merit pay 
increase annually on the anniversary date of the promotion. 

Sec. 3.60 Reclassification to Lower Pay Grade. 

If an employee is demoted, either voluntarily or involuntarily, the employee's rate of pay shall be 
determined as follows: 

1. If the rate of pay in the higher grade position is more than the maximum rate of pay for 
the position to which demoted, the rate of pay shall be reduced to the maximum rate of 
pay of the lower position. 

2. If the rate of pay in the higher grade position falls within the range of the pay grade for 
the position to which demoted, the rate of pay shall be placed on the next closest step down 
in the lower pay grade. 

3. The City Administrator may vary the strict application of (1.) and (2.) in any case when 
such strict application would result in practical difficulties or unnecessary hardship. 

Sec. 3.70 Periodic Pay Increases. 

Employees shall become eligible for pay increases in the Pay Plan on the annual anniversary dates of 
their employment or annually on the date of most recent promotion.  The supervisor is to evaluate the 
employee's performance and rate the employee and make a recommendation.  No pay increases 
(including pay step increases and adjustments to the pay steps themselves) will be implemented unless 
there is a current satisfactory appraisal on file. 

If the employee is not at the top of their pay grade, the supervisor may initiate a periodic pay increase 
at the anniversary date on which the employee becomes eligible or it may be recommended later.  The 
recommendation shall be transmitted through the department head to the Human Resources Director.  
The department head and/or City Administrator may reject or modify the supervisor’s 
recommendation. 

It is the duty of the department heads and supervisors to identify outstanding workers and to 
recommend to the City Administrator that they be granted special pay increases.  Such increases may 
be used to reward an employee for acquiring a special job certification. 

Department heads shall avoid circumstances whereby a special pay increase is recommended to 
prevent a valuable employee from seeking employment elsewhere.  Merit and ability should be 
recognized voluntarily by the supervisor, not under threat of resignation. 

Sec. 3.80 Benefits. 

The cash pay of employees by no means constitutes their total pay since employees receive a number 
of benefits in-kind which have substantial value.  Depending on an employee’s status, these benefits 
could include the following items described here in summary: 
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Benefit Title Description Who Qualifies Who Pays for 
It 

Call-Back Pay A minimum payment of 2 hours of 
overtime pay when called back to work 
during an emergency. 

All regular 
employees 

City 

Coffee Breaks Employee working an eight-hour shift 
normally receives two 15 minute coffee 
breaks.  As a full-time employee, break 
periods in a week add up to the equivalent 
of 2 ½ hours of paid break time. 

All employees City 

Compassionate Leave Up to 24 working hours of paid leave for 
a death or serious injury of an immediate 
family member or similar personal 
problem upon approval of department 
head. 

All regular 
employees 

City 

Compensatory Leave Employee may bank time off at a rate of 1 
½ times the number of hours worked in 
lieu of overtime pay. 

All regular 
employees 

City 

Deferred 
Compensation 

Employees can deduct pretax dollars from 
their gross pay into an approved deferred 
compensation program. 

All regular 
employees 

Employee  

Dental Coverage Pays usual & customary charges. All regular 
employees working 
30 hours or more a 
week 

City and/or 
Employee 

Vision Coverage Employee Pays flat rates for different 
coverages (exam, glasses, contacts, etc.) 

All regular 
employees working 
30 hours or more a 
week 

Employee 

Flexible Spending  Employees may use pretax dollars to fund 
expenses such as childcare, and 
unreimbursed medical expenses. 

All regular 
employees working 
30 hours or more a 
week 

 

Health Coverage A comprehensive major medical program. All regular 
employees working 
30 hours or more a 
week 

City and 
Employee 

Holiday Pay The City recognizes 10 holidays.  Most 
eligible employees receive holidays off 
with pay.  Regular employees working on 
a holiday receive regular pay plus 
overtime pay for all hours worked during 
the holiday. 

All regular 
employees 

City 

Job Posting Opportunity to be considered for posted 
positions. 

All employees City 

Life Insurance City pays for group term life insurance for 
regular 30 hour employees.  Optional 
supplemental life is also available through 
payroll deduction. 

All regular 
employees working 
30 hours or more a 
week 

City 

Long Term Disability 
Coverage 

An income protections plan that pays 
covered employees 60% of their gross pay 

All regular 
employees working 

City 
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after having been disabled 180 days for a 
qualifying condition. 

30 hours or more a 
week 

Military Leave Pay for approved time away up to the 
allowed hours per USERRA 
(Uniformed Services Employment and 
Reemployment Rights Act) 

All employees City 

Pension Matching contribution program to provide 
an employee with pension benefits at 
retirement Current match City 6% and 
employee 6%.  Police officers and 
firefighters contribute to their pension 
plans as mandated by Nebraska law. 

Regular employees 
meeting hours and 
age requirements 

City and 
Employee 

Sick Leave Employees accumulate one sick day per 
month that can be used when ill, up to a 
maximum of six month’s worth of work 
hours. 

All regular 
employees working 
20 hours or more a 
week 

City 

Vacation Full-time regular employee receives 10 
days after 1 year; 15 days after 5 years; 
and 20 days after 15 years.  Part-time 
regular employees’ vacation time is 
prorated based on hours worked. 

All regular 
employees working 
20 hours or more a 
week 

City 

YMCA Discounted membership rate available 
with payroll deduction. 

All regular 
employees working 
20 hours or more a 
week 

Employee 

 

Sec. 3.85 Pay Periods. 

The pay period shall be a period of two weeks, beginning with the 12:01 a.m. Sunday shift and ending 
with the last p.m. shift on Saturday. 

Pay will be issued biweekly on Friday following the end of a pay period.  If a bank holiday falls on a 
Friday payday, an attempt will be made to issue pay one day early.  If a City holiday and not a bank 
holiday, falls on a Friday payday, pay will be issued Friday. 

Terminating employees will receive their final pay on the next regular payday when the pay would 
normally be due.  Terminating employees should make arrangements with their supervisor concerning 
their final pay. 

Sec. 3.90 Bi-Weekly Payroll Processing. 

Employee status changes and salary adjustments are to be forwarded to the Human Resources 
Director for review and City Administrator’s approval on the Wednesday before pay week. 

Employees should have their signed timesheets completed and forwarded to their supervisor on or 
before their last day of work in each time period.  Timesheets should be delivered to the Finance 
Department by 9 a.m. each Monday of each pay week. 
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The City may make payments for wages and reimbursable expenses by electronic funds transfer or 
similar means of direct deposit. 

Sec. 3.96 Employee Recognition.  

Department heads and supervisors have a duty to identify and recognize outstanding performance by 
employees.  The Municipal Recognition Program is the procedure for the granting of awards.  A copy 
of the Municipal Recognition Program is available from the Human Resources Department. 

Sec. 3.97 Payroll Deductions and Reductions. 

Generally, a difference exists between “gross earnings” and your “take-home pay” otherwise known 
as your “net earnings”.  Two reasons account for that difference: deductions required by federal and 
state government, and voluntary deductions authorized by the employee.  All such deductions are 
shown on your pay stub. 

1. Automatic Deductions 

a) Federal and State withholding tax: 
Amounts withheld for taxes are based on your earnings, marital status and the 
number of exemptions claimed.  Nebraska employees will complete a W-4 form 
known as the Employee’s Withholding Exemption Certificate for both federal 
and state taxes.  Federal and State tax deductions are done in accordance with 
law and the money deducted from your pay is remitted to the government as 
required. 

b) Social Security & Medicare (FICA – Federal Insurance Contribution Act): 
Each employee of the City, as required by law is to participate in this program.  It 
is designed to provide retirement, disability, medical, and death benefits.  
Deductions are made at a rate established by law. 

2. Other Required Deductions 

a) In some cases, additional required deductions may include court ordered wage 
garnishments, wage assignments, third party levies, and income-withholding 
orders (child or spousal support) levied against an employee’s pay.  Under the 
federal Child Support Enforcement Act of 1984, income-withholding orders for 
child support take priority over all other wage withholding orders. 

b) While it is not the intent of the City to become involved in the personal affairs of 
its employees, we are required to follow court ordered deductions from pay.  The 
employee will be notified by the Finance Department upon receipt of the court 
order.  The Finance Department is responsible for computing the dollar amount 
legally allowed to be withheld from the employee’s check.  Employees may need 
to complete a form indicating dependents. 

3. “Dock in Pay” Deductions 



24 

a) A dock in pay will occur when a request for leave time exceeds the leave balances 
available.  Currently, when sick pay is requested, and no sick leave balance exists, 
the City will reduce vacation or compensatory time, if available.  If vacation or 
compensatory pay is requested, and no leave is available, then a dock in pay may 
occur.  As well, if sick pay is requested, and no other leave is available, a dock in 
pay may also occur. 

b) Non-Exempt Employees:  Non-exempt employees are defined by the hours they 
work.  Therefore, when all leave balances are exhausted the system will 
automatically create a dock in pay for the pay period in which the request exceeds 
the leave balance. 

c) Exempt Employees:  Since exempt employees are not paid based on hours worked, 
there are certain rules pertaining to an institution’s ability to dock pay for use of 
leave above and beyond the balance available.  For example, the City may make 
deductions when an exempt employee is absent from work for one or more full 
days for personal reasons other than sickness or disability.  Also, the City may 
make deductions from pay for absences of one or more full days occasioned by 
sickness or disability if the exempt employee has exhausted his or her leave 
allowance under other City leave plans, such as vacation and sick leave. 

d) The City prohibits improper pay deductions for exempt status employees leaves.  
To insure that exempt employees are not put in exempt status jeopardy because of 
an improper deduction for leave, an employee should notify the Human Resources 
Department if they believe an improper deduction for absence has been made.  If 
the deduction is found to be improper, the City will reimburse the employee’s 
paycheck for the amount deducted. 

4. Voluntary Deductions or Reductions 

These deductions must be authorized by the employee, by completing and signing the 
appropriate form and bringing it into the Finance Department.  These deductions remain 
in effect until the employee notifies the Human Resources Department or the Finance 
Department in writing of the change, or the Human Resources Department notifies the 
employee that a new enrollment is necessary. 

Deductions may include a variety of approved contributions or payments. 

Reductions include pension and deferred compensation contributions, flexible spending 
contributions, and health and dental premiums. 

5. Deductions from Final Paycheck 

Upon termination of employment for any reason all employees are required to return City 
materials, property and equipment issued to the employee and to pay the City any money 
the employee may owe the City.  Otherwise, the City may withhold corresponding 
amounts from the employee’s final paycheck as authorized in the Acknowledgement Form 
to this handbook. 
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CHAPTER FOUR 

HOURS OF WORK AND OVERTIME 

Sec. 4.10 Hours of Work. 

Department heads shall establish working schedules to meet their special need, provided that no 
schedule with eight-hour shifts shall under normal circumstances call for more than 40 hours a week. 

Sec. 4.15 Travel Time. 

The following guidelines shall be used in determining if travel time is to be considered as work time: 

1. Home-to-work travel is not counted as hours worked. 

2. Travel to and from work in emergency situations is counted as hours worked. 

3. Time spent traveling to and from other cities on required assignment is counted as hours 
worked.  Travel and work that extends over a 24 hour period, such as a multi-day 
educational seminar held outside of Columbus, requires a Travel Request form to be given 
to the department head for written approval. 

4. Travel that is all-in-a-day's work is counted as work time. 

Sec. 4.20 Overtime. 

If requested to work overtime, an employee will be expected to do so unless the employee is excused 
for good cause. 

Except for “exempt” employees, who do not qualify for overtime, overtime hours are based on hours 
worked in excess of 40 hours in a normal work week.  For the purpose of determining overtime, only 
the following hours are counted towards hours worked: vacation, holiday, procedural and 
administrative leave except for Firefighters and Fire Captains.  All other hours are not considered 
hours works for the purpose of calculating overtime.  For Firefighters and Captains the overtime rate 
is applied to all hours worked over 106 hours in a 14-day work cycle.  For Police Officers and 
Sergeants working 12-hour shifts, overtime is computed on a 14 day work cycle. 

Overtime pay at the rate of one and one-half times the regular hourly rate of pay shall be paid as 
follows regardless of whether 40 worked hours accrued in the pay period: 

1. For all time worked as a result of being called back to work on a regular work day or a 
scheduled day off, during an emergency such as snow removal, fire or official court 
appearance.  In such cases the employee will receive a minimum of two hours overtime 
pay or one and one-half times the regular rate of pay for the actual hours worked, 
whichever is greater.  However, an employee asked to return for an emergency callback 
cannot claim a second period of two (2) hours of emergency callback pay while they are 
still being paid for the first two (2) hour period. 
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2. To an employee who is required to work during the time period a holiday is observed for 
the time worked during the 24-hour holiday period (not applicable to Firefighters and 
Captains). 

When budgetary restraints are compelling, department heads may order employees off the job before 
the end of the work week to avoid payment of overtime compensation. 

Overtime hours must have the approval of the department head and should be approved in advance 
whenever possible.  This applies only to overtime of non-exempt employees.  Approval shall be 
indicated by the department head initialing the employee's time sheet.  In-lieu of pay for overtime 
under (1) and (2), an employee may be granted compensatory time upon approval of the department 
head (see 4.30). 

Sec. 4.25 Carrying a Pager or Other Electronic Device. 

Carrying an electronic device while off duty does not constitute hours worked.  These devices allow 
employees to effectively use the time for their own purposes and, consequently, such time is not 
compensable.  However, the City expects that employees will refrain from consuming alcoholic 
beverages and a response time of 30 minutes while being required to carry these devices.  When 
carrying an electronic device results in frequent "call ins", a pager benefit payment in addition to 
hours worked compensation will be studied.  In unusual or emergency circumstances the City 
Administrator may authorize a temporary benefit in lieu of normal study.  In the Streets Department 
during the winter season and in the Sanitary Sewer, Wastewater Treatment, and Water Departments, 
a 'Call Pay Fee' of one and one half (1½) hours has been implemented for each 24 hour period of 
being on call.  Salaried employees can become eligible for pager compensation.  For example, Police 
Captains receive $200 a month.  When a substantial amount of the minutes of an employee’s personal 
cell phone is being spent answering City related calls, a $10 monthly cell phone stipend may be 
implemented.  As telecommuting situations occur, employees may be reimbursed for documented 
hours worked. 

Sec. 4.30 Compensatory Time. 

At the option of the department head, employees may be granted compensatory time off with pay in-
lieu of pay for hours worked.  If hours worked are eligible for overtime pay, 1.5 hours will accrue for 
each overtime hour worked.  If the hours over 40 hours in a week are not eligible for overtime, one 
hour will be banked for each hour worked.  Should the employees accrue over 240 hours of 
compensatory time, the overage will be automatically paid out with the next pay check.  Any 
employee having accrued compensatory time may, upon termination of employment, be paid for such 
hours of unused compensatory time, not to exceed 240 hours, at a rate of compensation not less than 
the average regular rate received by the employee during the last three years of employment or the 
final regular rate whichever is greater.  Compensatory pay will be paid out in a lump sum at separation. 

Sec. 4.31 Shift Differential. 

A 50 cent an hour differential credit will be paid to covered employees who are required to work 
between 6 p.m. and 6 a.m.  The Fire Department is exempted from this benefit due to their unique 
work schedule. 
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Sec. 4.40 Exempt Employees. 

Department heads, certain supervisors, and other employees designated by the City Administrator 
shall not be paid overtime for hours worked in excess of 40 hours per week.  Exempt employees are 
expected to work whatever hours are necessary to complete their work and average at least 40 hours 
per week.  Requests for extended time off will be reviewed by the City Administrator.  The exempt 
positions are as follows: 

 City Administrator    Golf Course Superintendent 
 City Clerk     Human Resource Director 
 City Engineer     Library Director 
 Communications Director   Police Captain 
 Chief Building and Code Official  Police Chief 
 Finance Director/City Treasurer  Public Property Director 
 Fire Chief     Public Works Director 
 Park & Recreation Director 
 
Deductions from pay of exempt employees may be made for disciplinary suspensions of one or more 
full days imposed for violation of major safety rules or workplace conduct rules. 

Sec. 4.45 Volunteer Time. 

Volunteer time is any time spent working on a project or task which may be City-related but is entirely 
voluntary and not required by the department head nor directly related to their position with the City.  
Such time is not compensable, and any injuries or illnesses occurring during such volunteer time shall 
not be considered work-related for workers’ compensation purposes.  Work performed by an 
employee on a volunteer basis is not compensable. 

Sec. 4.50 Break Periods 

While there are no federal or state laws requiring a paid break period in addition to a lunch break, it 
is the policy of the City to provide employees with a paid rest period from their normal duties. 

1. One 15-minute break period may be permitted during each four hours of work or as 
approved by the department head to accommodate department work schedules. 

2. Break periods should be scheduled by department heads or supervisors so services 
rendered by the department are not interrupted. 

3. Break periods should not be scheduled shortly after an employee reports for work or 
shortly before an employee's shift ends.  However, a break period twice a day is not an 
employee right.  Work flow problems may make it impossible on occasions to provide a 
break in a given four-hour period of work. 

Sec. 4.70 Disaster Policy. 

If Columbus should be struck by a tornado, flood, earthquake, severe wind storm, a major hazardous 
material incident, or other disaster, all regularly scheduled off duty employees are required to report 
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to their work place, for regularly scheduled work shifts, in person if possible, otherwise by telephone, 
unless otherwise notified by a supervisor.  If the employee is not needed, s/he will be released to go 
home.  Persons suffering personal injury to themselves or members of their household or loss of 
property during the disaster are not normally expected to report to their work but should report to 
their supervisor or department head daily or as directed by management. 
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CHAPTER FIVE 

LEAVE BENEFITS 

Sec. 5.00 Vacation. 

The vacation benefit is to provide all regular employees with a paid leave for personal use as 
recognition for past services. 

Regular full-time and regular part-time employees who are scheduled at least 20 hours a week are 
eligible to start using vacation hours after the first payroll has been processed and leave hours have 
been accrued. 

Regular full-time employees shall be granted vacations based at the following accrual rate: 

1. 80 hours paid vacation after one (1) full year of continuous employment. 

2. 120 hours paid vacation after five (5) full years of continuous employment. 

3. 160 hours paid vacation after fifteen (15) full years of continuous employment. 

The vacation accrual rate for regular part-time employees who are designated as being on a 20-hour 
or more classification will have the same vacation accrual rate per hour worked as a regular full-time 
40hour employee with the same years of experience.  For example: 

A full-time 40-hour employee accrues 80 vacation hours at the end of the first year of 
employment based on working 2080 hours in a year.  This is an accrual rate of .0385 of an 
hour of vacation accrual for every hour worked.  If a regular part-time 20 hour a week 
employee works a total of 1040 hours the first year, the employee will accrue 40 hours of 
vacation.  If the employee works 1200 hours, the employee will accrue 46.2 hours of vacation 
in a year. 

Arrangements for vacation time and approval by the department head or their designee should be 
made at least four weeks in advance whenever possible.  A department head may ask that a written 
vacation request be turned in so they can be pre-approved.  Whenever a conflict arises in scheduling 
employees for vacation, seniority will be an important consideration in resolving the issue. 

Employees may carry up to two years of accrual based on their current employment status.  However, 
any accrual of more than two years will be removed from the records.  Vacation accrual shall continue 
until separation of employment; however, no accrual shall occur on the last paycheck.  Having several 
weeks of vacation accrual does not guarantee an employee the right to use it in a single period of time.  
Vacation time is to be worked into the department schedule and the maintenance of City service is 
the first priority.  Fire Captains shall accrue vacation leave at the rate stated in the Firefighter contract.  
Since Firefighters and Captains receive a designated holiday benefit regardless of hours scheduled on 
a holiday, paid vacation may be used to replace scheduled work hours on an observed holiday. 

Pay in lieu of vacation for full-time 40-hour employees is not permissible.  The only exception to this 
policy would be at the City's request and only upon the approval of the City Administrator.  Vacation 
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leave will not accrue while an employee is on a leave of absence without pay.  If a holiday occurs 
during the time an employee is on vacation leave, the employee will not be charged a vacation day 
for the holiday. 

At the time of separation, the employee will be paid for all unused accrued vacation leave up to the 
maximum amount which can be accrued.  This accrued vacation pay will be paid out in a lump sum 
at separation, or can be paid out biweekly until the end of the month of separation in order to maintain 
health and dental coverage.  All insurance coverages end at the last day of the month in which the 
employee’s last day of work occurs. 

Vacation pay will not be paid in advance but will be included in the payroll period which includes 
the vacation period. 

Because we recognize the importance of providing our employees with time off for rest, recreation, 
to recuperate from an illness, to attend family and other personal activities or for whatever purpose 
our employees deem appropriate, the City grants annual vacation to eligible exempt and non-exempt 
regular, full-time employees.  Regular full-time employees become eligible for vacation as soon as 
the hours are accrued.  The amount of vacation to which you are entitled depends upon your length 
of service with the City.  Once a regular full-time employee becomes eligible, vacation becomes 
available based on your length of service with the City according to the schedule below and subject 
to certain employment conditions. 

Employees shall accrue vacation each year as follows: 

Years of Service 
With City 

Annual vacation 
Accrual 

Vacation 
Accrual Per 
Pay Period 

Maximum Vacation 
Allowed In 
Employee’s 

Vacation Bank 
Day 1-5 years 80 hrs. 3.08 hours per 

pay period 
160 hrs. 

After 5 years-15 
years 

120 hrs. 4.61 hours per 
pay period 
 

240 hrs. 

After 15 years+ 160 hrs. 6.15 hours per 
pay period 
 

320 hrs. 

 

Once an employee has reached the maximum vacation accrual, the employee will not accrue 
additional vacation until the employee uses some vacation time so as to fall below the maximum 
accrual limit. 

Whenever possible, we ask that all requests to use vacation and changes to those requests be made as 
far in advance as is possible.  Shorter notice may be allowed in cases of emergency, with notification 
to your supervisor as soon as practicable.  The earliest requests and/or changes in advance of the 
specific day requested will be given priority in determining which requests can be granted based on 
work requirements and citizen demands.  In the event that multiple requests are turned in at the same 
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time and production needs can’t accommodate them all, the City Administrator reserves the right to 
determine which requests will be granted so as to accommodate the needs of the City. 

Time taken as vacation does count towards hours worked for overtime purposes. 

The purpose of vacation is to give you a chance to rest, relax and spend time on activities other than 
work.  Therefore, you may not take your paid time off benefit as extra pay in lieu of time off.  Upon 
separation, you will be paid accrued but unused vacation.  Accrued vacation may not be used after a 
notice of termination has been given. 

Sec. 5.20 Sick Leave. 

The sick leave benefit was instituted to provide continued earnings to eligible employees during short 
spells of illness or injury.  Regular employees who are scheduled for 20 hours a week or more are 
eligible for sick leave benefits based on hours worked.  The maximum accrual is prorated based on 
the employee status. 

Full-time 40-hour employees accumulate sick leave benefits at the rate of eight hours per month up 
to a maximum 1,040 hours which is approximately six months of paid work time.  Once an employee 
has accumulated 1,040 hours of sick leave it will not accumulate further.  So, for example, if an 
employee has accumulated 1,040 hours of sick leave and is sick or injured for five 8-hour days, the 
accumulated sick leave would be lowered 40 hours until such a time as the employee builds up their 
accumulation again.  Fire Captains shall accrue sick leave at the rate and maintain the same accrual 
as stated in the Firefighter contract. 

Sick leave is basically an "insuring" benefit.  However, employees will be paid 25% of the 
accumulated sick leave benefit at retirement if they have at least 15 years of service and are age 55 or 
older.  Employees will be paid 50% of the accumulated sick leave benefit at retirement if they have 
at least 20 years of service and are age 55 or older.  If an employee dies with hours remaining in the 
sick leave account, 100% of this accumulation will be paid to the same beneficiary as is named in the 
City life insurance policy records for that employee. 

Regular full-time and regular part-time employees who are scheduled at least 20 hours a week are 
eligible to start using sick hours after the first payroll has been processed and the leave hours have 
been accrued.  

Absence due to illness or injury must be reported to the department head or immediate supervisor as 
soon as possible.  Failure to report the absence before the hour of duty may result in loss of sick leave 
pay.  Absence due to illness or injury must be reported each day, unless the employee and department 
head have personally agreed to more extended periods of time.  If an employee is absent without 
permission and is not in fact ill, the supervisor may cause a deduction in pay to be made from the 
employee's next paycheck for the number of hours absent from work. 

Administration or department heads may request a physician's certification of illness from an 
employee for any sick leave, regardless of duration. 

Abuse of sick leave benefits will result in disciplinary action and may be grounds for termination. 
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An employee may take sick leave: for illness of a member of the employee's immediate family, 
including dependents, that require the employee's personal care and attention in the judgment of the 
department head; enforced quarantine of the employee in accordance with community health 
regulations; a visit to a medical professional such as a doctor, dentist, or optometrist.  Such 
appointments shall be scheduled in cooperation with the supervisor. 

Sick leave benefits will not generally be paid for illnesses which occur during a scheduled vacation 
or scheduled days off.  If an employee has an emergency inpatient hospitalization during a scheduled 
vacation the department head may grant the use of sick leave.  If a holiday occurs during a period of 
illness the employee will receive holiday pay for that day in lieu of sick leave.  Because of the unique 
holiday payment for Fire Captains and Firefighters, it may be possible to receive payment of sick 
leave during scheduled holiday work hours with the approval of the Fire Chief. 

Sick Leave Bank 

The purpose of the City of Columbus Sick Leave Bank is to provide additional paid leave for regular 
employees or the employee’s spouse or resident minor children who have exhausted their accrued 
sick, vacation and compensatory leave benefits as the result of a catastrophic illness or injury.  The 
Bank serves as a depository into which participating employees may voluntarily contribute leave for 
allocation to other participating employees.  The purpose of the bank is not to provide unlimited paid 
sick leave for any medical reason but to alleviate the hardship caused when employees lose 
compensation as the result of a catastrophic illness or injury. 

In the event a regular employee is diagnosed, or the employee’s spouse or resident minor children are 
diagnosed with a severe illness that results in prolonged absences, use of the Sick Leave Bank may 
be requested.  A request to utilize the Bank will be made to the department head and with the approval 
of the City Administrator. 

Establishment of the Sick Leave Bank 

The bank will be established through the voluntary contribution of one leave day by active full-time 
employees during an initial enrollment period.  Contributing a leave day establishes membership in 
the Bank and eligibility to apply for withdrawal from the Bank. 

Once the Bank has been established, an open enrollment period will be held annually during the 
month of September.  During the enrollment period, any eligible employee may join the Bank for the 
following fiscal year by contributing one leave day.  In order to remain a member in good standing, 
current Bank members must voluntarily make an annual contribution of one leave day each September 
at the time of initial enrollment.  Should the Bank reach a balance of forty-five (45) or fewer available 
days, a special contribution period may be opened.  If any days remain in the Bank at the end of the 
fiscal year, they will be carried over to the next fiscal year. 

The program will be operated under the following additional guidelines: 

1. Eligibility is discontinued upon termination of employment, retirement, death, or failure 
to donate a leave day the following fiscal year(s).  No payment of benefits will be made 
to survivors. 
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2. Membership continues from year-to-year with annual reduction in one leave day 
until/unless the member submits a revocation form to discontinue membership to Human 
Resources. The Human Resources Director will notify all employees at least one month 
prior to the new term. 

3. Employees must waive all claims to leave voluntarily donated sick leave in the Bank, 
including any monetary or retirement-related value the days may hold. 

4. The Bank is available to those employees who have completely exhausted all sick, 
vacation and compensatory leave and who are not receiving disability or Worker’s 
Compensation. 

5. Employees joining the Bank must have eighty (80) leave hours remaining after making a 
donation. 

6. Employees who wish to voluntarily participate in the Sick Leave Bank must sign a 
statement accepting these terms of the Bank. 

7. Employees may not designate a particular individual to receive or to not receive their 
donated leave. 

8. A request to utilize the Bank may be denied if the member fails to provide any requested 
documentation. 

9. The Bank will be administered in accordance with the Americans with Disabilities Act 
and Family and Medical Leave Act requirements. 

10. The maximum amount of donated sick leave any employee can receive shall be 960 hours. 

Sec. 5.21 Accrual of Vacation and Sick Time While Not Working 

Employees that are eligible to accrue vacation and sick hours; in order to accrue vacation and sick 
time, you must have working hours, sick, vacation or comp time hours equal to normal weekly hours 
for each week during the pay period.  If hours work, vacation, sick and comp time hours do not equal 
the same number of regular hours worked, no paid time off (sick and vacation) will be accrued 
(excludes Fire and Police). 

Sec. 5.30 Administrative Leave. 

Department heads may make requests for employees paid administrative leave to the City 
Administrator, if approved, such leave will not be chargeable to vacation leave under the following 
circumstances: 

1. With department head approval, employees who are members of Civil Defense, Volunteer 
Fire Department or are assisting with preparation, response, cleanup from a disaster, or 
are put on procedural administrative leave may qualify for administrative leave during 
scheduled work hours without loss of pay. 
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2. In the event of the death of a current or former City official or employee, employees may 
receive approved administrative leave time to attend the funeral provided adequate 
staffing can be maintained for the functioning of all City departments. 

Sec. 5.31 Jury Duty/Witness Leave. 

In the event an employee is summoned to jury duty, the employee must notify his or her supervisor 
immediately after receiving such notification.  If the employee is required to serve jury duty and this 
interferes with their regularly scheduled work day, the employee will not suffer loss of earnings.  
However, the employee must promptly turn over all jury pay to the City.  Mileage payment for travel 
during jury duty is not considered a part of jury duty pay. 

An employee must report for work on any day they are not assigned to jury duty and must report for 
work immediately upon the conclusion of their jury service.  If approved by the supervisor, an 
employee may start their shift earlier than normal or finish their shift later in order to facilitate 
workflow. 

An employee called to be a witness in a court or administrative proceeding is entitled to receive their 
regular rate of pay for time spent as a witness for those matters arising out of and related to the 
performance of their official duties for the City.  However, the employee must promptly turn over all 
witness fees to the City.  Paid witness leave is not available for time spent as an expert witness, for 
matters relating to any disciplinary or other action against the employee, or for matters that did not 
arise out of or are not related to the performance of the employee's official duties for the City.  All 
decisions regarding witness leave shall be resolved at the sole discretion of the City Administrator. 

Sec. 5.32 Voting Time. 

Any employee whose work schedule conflicts with the opening and closing hours of the polls will be 
given time off to vote.  The employee must request the leave of absence for voting prior to or on 
election day and the supervisor may specify the period of absence. 

Sec. 5.35 Election Work. 

If service as an election official is required by state statute as it is for jury duty, working as an election 
official is considered to be a public duty.  The check you receive for serving as an election official 
must be signed and provided to City’s Finance Department. 

Sec. 5.40 Workers’ Compensation. 

As required by law, the City shall carry Workers’ Compensation Insurance.  This insurance shall 
cover work related accidental injuries, illnesses, or death while at work with the City. 

All accidents must be reported immediately to an employee's immediate supervisor.  The employee 
should complete an incident report, and give it to his/her supervisor who will promptly forward it to 
the department head for their analysis and signature.  The department will promptly forward the 
incident report to the Human Resources Director office or will require the employee to personally 
bring the report to the Human Resources Director office for processing. 
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Repeated laxity in reporting injuries can result in disciplinary action. 

If medical treatment costs are incurred, bills should be promptly sent to the Human Resources 
Director.  This information will be submitted to the insurance company to determine if the injury is 
compensable. 

Compensation payments are determined by state and federal regulations.  A seven day waiting period 
is normally involved before compensation begins. 

However, if an employee is injured in the line of duty and is unable to work, the employee shall 
receive full pay from the City less the amount of any Workers’ Compensation payments for up to six 
months after the date of such covered injury.  When an employee receives Workers’ Compensation 
checks from the insurance company for temporary total and partial disability benefit, the checks are 
to be immediately turned over to the City since the employee is already being paid for the lost wages. 

The City will not retaliate against an employee for seeking or receiving Workers’ Compensation 
benefits to which they are entitled.  Employees believing that they have been retaliated against must 
bring the matter to the attention of their supervisor.  If this proves unsatisfactory or the employee is 
uncomfortable visiting with their supervisor regarding the matter, the employee should contact their 
department head.  If this does not resolve the matter or this would prove uncomfortable, the employee 
may always contact the Human Resources Director directly. 

Sec. 5.50 Holiday Leave. 

The City shall observe the following holidays during the year: 

  New Year’s Day   January 1 
  Presidents Day   Third Monday in February 
  Memorial Day    Last Monday in May 
  Independence Day   July 4 
  Labor Day    First Monday in September 
  Veterans Day    November 11 
  Thanksgiving Day   Fourth Thursday in November 
  Day after Thanksgiving  Fourth Friday in November 
  Christmas    December 25 
  Personal Holiday   One personal day off chosen by employee 
 
Regular full-time employees are entitled to paid leave in observance of these holidays.  These holidays 
are to be taken in whole day increments.  The pay record and/or time sheet will be recorded as "holiday 
pay" and will be equal to the number of normally scheduled work hours for the employee's shift at 
the regular rate of pay. Regular part-time employees are entitled to paid leave in observance of these 
holidays based on their proration of hours worked.  Example: employee hired to work 20 hours/week, 
will receive 4 hours of holiday benefit if they were normally scheduled to work the day of the week 
the holiday falls on. 

 Personal Holiday shall be recorded on time sheet as personal holiday.  In addition, a regular employee 
may take two hours of religious leave one day a year to attend a religious observance of their faith.  
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If a holiday falls on a Saturday, it shall be observed on the preceding Friday.  If a holiday falls on a 
Sunday, it shall be observed on the following Monday.  For City departments or work groups who 
are normally scheduled to work on holidays, the department head may elect to have the work group 
observe the holiday on its actual day even when the holiday is on a weekend. 

In order to be paid holiday pay, you will be required to work the day before and day after the scheduled 
paid holiday, unless the employee provides a note from a doctor or employee has a pre-scheduled 
medical absence with a note from a doctor.  If you take vacation or comp time the day before or after 
the holiday, your qualifying day will be the day before or after your vacation or comp time day.  If 
you are absent from work on your qualifying days, you will not be paid holiday pay.  (This paragraph 
excludes Police and Fire Union) 

An employee terminating before the actual holiday is not eligible for holiday pay.  Regular employees, 
except for Firefighters and Captains, scheduled to work during an observed holiday will be paid their 
regular rate of pay for the scheduled holiday hours as a part of the employee's holiday compensation.  
These hours are to be recorded as holiday hours on the time sheet.  The employee will also receive 
one- and one-half times their regular rate of pay for all hours worked on the holiday except for 
Firefighters and Captains who receive regular rate of pay. 

Except for Firefighters and Captains, all regular employees called in to work on an observed holiday 
will receive their normal holiday leave hours written into the holiday section of the time sheet.  They 
will also receive one- and one-half times their regular rate of pay for the hours worked on the holiday.  
For example, a Water Department employee called in to work for two hours on Veterans Day will 
receive eight hours of holiday pay plus two hours of overtime for working on the holiday. 

A regular part-time employee who would have normally been scheduled to work but was granted the 
time off on an observed holiday will receive the time off and their regular pay for that observed 
holiday. 

Temporary and seasonal workers will receive one- and one-half times their regular rate of pay for all 
hours worked on an observed holiday. 

Sec. 5.60 Leave of Absence Without Pay. 

A leave of absence may be granted to an employee for a compelling reason. 

For purposes of accruing benefits the following criteria will apply: 

1. All benefits that operate on an accrual basis will cease to accrue during any period of 
unpaid leave. 

2. Benefits which are accrued up to the time of the leave of absence will be retained.  
Employees taking a leave of absence must first use up accrued compensatory time, 
vacation, and if appropriate, sick leave.  The employee will also become responsible for 
paying their insurance premiums if they will be off work for at least one month after 
accrued compensatory time, vacation and if appropriate, sick leave are exhausted. 

All requests for a leave of absence must be in writing and approved by the department head and the 
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City Administrator. 

A request for a leave of absence should be submitted at least two weeks in advance.  An exception to 
this policy may be granted in emergency or special cases as approved by the department head and 
City Administrator. 

An employee will be reinstated to his original position whenever possible after a leave of absence.  
However, the City does not guarantee the availability of the same position, in which case an attempt 
will be made to place the employee in a similar position, if available.  Failure of the employee to 
return to work at the expiration of the leave of absence will result in disciplinary action and may result 
in termination retroactive to the starting date of the leave. 

An employee must make arrangements with the Finance Department before going on a leave of 
absence for payment of voluntary payroll deductions such as health insurance, or long-term disability 
insurance, if the employee will not receive enough pay to cover the deductions for one or more payroll 
periods.  If, during an approved leave, an employee desires to have the City continue its contributions 
toward insurance coverages such as life insurance and health insurance (assuming family medical 
leave does not apply 5.70), the employee must use at least 30 hours of paid leave per week to maintain 
the City contribution.  When the employee no longer has any paid leave, then the employee must pay 
the entire cost of the premium for the remainder of the approved leave to keep coverages in force.  
Ordinarily, a leave of absence will not be granted for more than three months.  However, leaves for a 
specific purpose, such as military service or educational programs may be granted for longer than 
three months.  No leave without pay shall be granted if, when combined with all other types of leave 
which the employee has taken or is available to the employee, will exceed a period of one (1) year's 
total leave except for employees covered by required military duty and as pursuant to military orders. 

A holiday which occurs during an unpaid leave of absence of 14 days or more will be forfeited, no 
matter when the holiday falls in the leave period. 

If an absence due to illness or injury extends beyond the accrued paid sick leave days, questions 
concerning benefits, etc. should be referred to the Human Resources Department for interpretation.  
The City may require certification, on a periodic basis, of an employee's continuing illness or 
disability by the employee's physician and/or a physician selected by the City.  Applicable benefits 
may also be available under the Family Leave Policy. 

Sec. 5.70 Leave of Absence (Family Medical Leave & Military Family Leave). 

The City will comply with the Family Medical Leave Act of 1993. 

I. Eligibility for Leave 

A. Any employee who has been employed by the City at least twelve (12) months and 
has worked at least 1,250 hours during the twelve (12) months preceding the 
commencement of the leave of absence is eligible for an unpaid family or medical 
leave of absence if certain conditions are met (“eligible employee”).  In appropriate 
circumstances, the eligible employee will be returned to the same or an equivalent 
position following the leave. 



38 

B. An eligible employee is entitled to family and medical leave for one or more of the 
following reasons: 

(1) birth of a son or daughter, and care for the newborn son or daughter, if 
concluded within twelve (12) months of the birth of the child; 

(2) placement with the employee of a son or daughter for adoption or foster 
care, if concluded within twelve (12) months after placement; 

(3) care for the employee's spouse, child, or parent who has a serious health 
condition;   

(4) inability of the employee to perform the functions of his or her position 
due to a serious health condition; 

(5) any qualifying exigency arising out of the fact that the employee’s 
spouse, son, daughter, or parent is a covered military member on active 
duty (or has been notified of an impending call or order to active duty) 
in support of a contingency operation; or 

(6) care for a covered servicemember with a serious injury or illness if the 
employee is the spouse, son, daughter, parent, or next-of-kin of the 
servicemember. 

II. Required Notice 

A. If the necessity for the leave is foreseeable, an employee must provide the City 
with thirty (30) days advance written notice of a request for leave.  Leave is 
deemed to be foreseeable if it is for an expected birth, placement for adoption or 
foster care, planned medical treatment for a serious health condition of the 
employee or of an immediate family member, or the planned medical treatment for 
a serious injury or illness of a covered servicemember.  If 30 days notice is not 
practicable, such as because of a lack of knowledge of approximately when leave 
will be required to begin, a change in circumstances, or a medical emergency, 
notice must be given as soon as practicable.  It should be practicable for the 
employee to provide notice of the need for leave either the same day or the next 
business day. 

III. Medical Certification 

A. An employee requesting leave based on a serious health condition, whether it 
involves the employee or an immediate family member, must obtain a medical 
certification form.  The medical certification form must be completed and signed 
by the employee’s health care provider.  All FMLA forms may be printed from the 
U.S. Department of Labor website:  http://www.dol.gov/esa/whd/fmla, or you can 
obtain the forms from the Human Resource Director. 

The completed certification form (FMLA) must be submitted within fifteen (15) 
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calendar days of the requested leave, unless it is not practicable under the particular 
circumstances.  Failure to provide the required medical certification may result in 
denial of all privileges and benefits under this policy and result in denial of re-
employment upon completion of the leave. 

B. In all cases of leave for medical reasons, the City reserves the right to request a 
second medical opinion, at the City’s expense, if the validity of the first medical 
certification is in doubt.  The City shall designate the health care provider to furnish 
the second opinion.  If the opinions of the employee and the City’s designated 
health care providers differ, the City may require the employee to obtain a third 
medical opinion at the City’s expense.  The third health care provider will be 
chosen jointly by the City and the employee.  The third opinion is final and binding. 

The City may request recertification no more often than every thirty (30) days, 
except where the employee requests an extension of leave or circumstances 
described by a previous certification have changed significantly.  However, if the 
medical certification indicates that the minimum duration of the condition is more 
than 30 days, the City must wait until that minimum duration expires before 
requesting a recertification.  In all cases, the City may request a recertification of 
a medical condition every six months in connection with an absence by the 
employee.  the City may request recertification in less than 30 days if: 1) the 
employee requests an extension of leave; or 2) circumstances described by the 
previous certification have changed significantly; or 3) the City receives 
information that causes doubt upon the employee’s stated reason for the absence 
of the continuing validity of the certification. 

IV. Service members Certification 

A. An employee requesting leave based on a qualifying exigency arising out of the 
active duty or call to active duty status of a covered military member, must provide 
the employee’s supervisor with a copy of the covered military member’s active 
duty orders or other documentation issued by the military which indicates that the 
covered military member is on active duty or call to active duty status in support 
of a contingency operation, and the dates of the covered military member’s active 
duty service. 

An employee requesting leave based on a qualifying exigency arising out of the 
active duty or call to active-duty status of a covered military member, must also 
obtain a certification form from the Human Resource Director or U.S. Department 
of Labor website that must be signed and completed by the employee.  The 
completed FMLA form must be submitted within fifteen (15) days of the requested 
leave, except in unusual circumstances.  Failure to provide the required 
certification may result in denial of all privileges and benefits under this policy and 
result in denial of re-employment upon completion of the leave. 

B. An employee requesting leave to care for a covered servicemember with a serious 
injury or illness, must obtain a certification form from the Human Resource 
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Director or U.S. Department of Labor website that must be signed and completed 
by the employee.  The completed certification form must be submitted within 
fifteen (15) days of the requested leave, except in unusual circumstances.  Failure 
to provide the required medical certification may result in denial of all privileges 
and benefits under this policy and result in denial of re-employment upon 
completion of the leave. 

In lieu of a certification, the employee may submit as certification “invitational 
travel orders” or “invitational travel authorization” issued to any employee’s 
immediate family member to join a qualified injured or ill servicemember at his or 
her bedside. 

V. Length of Leave 

A. Each eligible employee may be granted an unpaid family and medical leave, 
including maternity leave, for a period up to twelve (12) weeks (during any twelve 
(12)-month period).  In determining eligibility for leave, a "rolling" twelve (12) 
month period is used, measuring backward from the date the employee first uses 
the leave. 

B. An eligible employee may be granted an unpaid family and medical leave to care 
for an immediate covered family member who has incurred an injury or illness in 
the line of duty while on active duty in the Armed Forces, for a period of up to 
twenty-six (26) workweeks of leave during a single twelve (12) month period to 
care for the servicemember.  Leave to care for an injured or ill servicemember, 
when combined with other FMLA-qualifying leave, may not exceed twenty-six 
(26) weeks in a single twelve (12) month period. 

C. An employee requesting leave will be required to use any unused accrued vacation, 
compensatory leave and sick leave as part of the FMLA leave.  Once such accrued 
vacation, compensatory leave and sick leave is exhausted, the balance of the 
employee’s FMLA leave will be without pay. 

VI. Benefits during Leave 

A. An employee on a family or medical leave will be retained on the City’s health 
plan under the same conditions as active employees, except that the employee must 
make arrangements with the payroll administrator for timely payment of the 
employee's portion of the premium in order to continue such coverage, and if any 
premium payment is more than thirty (30) days late, coverage will be lost during 
the period of the leave.  In circumstances where an employee is on paid leave (i.e., 
the use of sick leave or vacation while on FMLA leave), the appropriate deductions 
will be made in the same manner as the employee's regular paycheck.  All benefits 
that operate on an accrual basis will cease to accrue during any period of unpaid 
leave. 

B. In the event that an employee fails to return from leave, consistent with the terms 
of this policy, the employee will be liable for the premiums paid by the employer 
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to maintain insurance coverage unless: 

(1) the employee's failure to return to work stems from the continuation, 
recurrence, or onset of a serious health condition of the employee or an 
immediate family member; or 

(2) the failure to return stems from circumstances beyond the control of the 
employee. 

VII. Return from Leave 

A. An employee returning from leave will be reinstated to the same or an equivalent 
position upon his or her proposed return to work date, except that the employee 
will not be entitled to any employment rights or benefits greater than those he or 
she would have had in the absence of taking such a leave. 

B. In dealing with leaves involving a serious health condition of an employee, as a 
condition of restoring an employee whose FMLA leave was occasioned by the 
employee’s own serious health condition that made the employee unable to 
perform the employee’s job, the City must receive a fitness-for-duty certificate 
from the employee’s health care provider stating that the employee is able to 
resume work. 

VIII. Reduced Work Schedule 

In limited circumstances, an employee who is eligible for family or medical leave may be 
permitted to work a reduced schedule or receive periodic time off from work. 

In cases of a serious health condition of the employee or an immediate family member, 
such leave may be permitted in circumstances when it is medically necessary, but 
appropriate medical certification will be required.  In dealing with planned medical 
treatment, an employee is required to make reasonable effort to schedule the treatment so 
as not to unduly disrupt the City’s operations, and the City reserves the right to request 
rescheduling of such treatment in appropriate circumstances.  Further, where a reduced 
work schedule is based on planned medical treatment, the City reserves the right to 
temporarily transfer the Employee to a comparable position that better accommodates the 
employee's recurring periods of leave. 

Any time permitted based on a reduced work schedule will be treated in the same manner 
as absence under the family and/or medical leave policy, and such absence will be counted 
against the leave permitted under the policy. 

Sec. 5.80 Absence Without Leave. 

Employees failing to report for or remain at work as scheduled or directed without proper notification, 
authorization, or excuse shall be considered absent without leave, shall not be in pay status for the 
time involved, and shall be subject to appropriate disciplinary action.  Absence without leave for more 
than three work shifts or in the case of a firefighter, two work shifts, shall be considered an 
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abandonment of their duties, which shall ordinarily result in dismissal. 

Sec. 5.85 Continued Employment While on Leave of Absence 

Employees who are on an approved leave of absence, whether paid or unpaid are normally prohibited 
from outside employment with another employer or being self-employed while on such leave unless 
the employee’s written disclosure of the employment relationship is approved by the City 
Administrator.  Military orders would be considered an exception to this rule.  Employees who are 
found to be engaged in outside employment while on a leave of absence may be disciplined up to and 
including termination. 

Sec. 5.90 Compassionate Leave. 

In the event of a death, serious illness, injury or similar major personal problem of a regular 20 hour 
or more a week employee's immediate family, a department head may request compassionate leave 
for the employee, not to exceed three work shifts with pay, per occurrence, to a regular employee.  
Firefighters may use up to 24 working hours over two work shifts with approval of Fire Chief.  
Compassionate Leave request shall be made to and approved by the City Administrator. 

When an event would also qualify under the sick leave benefit, sick leave will be the leave of first 
resort. 

In the event of a death of the listed below, a department head may grant an employee up to one work 
shift, with pay, to attend the funeral, wake or event related to the funeral. 

Employee's   Spouse's 
 Aunts and Uncles  Brother and their spouse 
 Nieces and Nephews  Sister and their spouse 
     Grandparents and Grandchildren 

Aunts and Uncles 
Nieces and Nephews 
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CHAPTER SIX 

PROBLEM SOLVING AND DISCIPLINE 
 
Sec. 6.10 Statement of Policy  
 
This policy is intended to keep employees and management equally aware of each employee's 
responsibility of maintaining a positive and productive work environment. This policy applies to all 
city employees. The intention of this policy is to clarify the city’s position concerning standards of 
conduct and performance, appropriate corrective action and discipline.  
 
Sec. 6.15 All Employees Standards of Conduct 
 
Timely and Regular Attendance: Planned use of leave time should be arranged with your supervisor 
in advance. Unexpected use of time should be reported as promptly as possible to your supervisor 
prior to the beginning of the employee's work schedule. Employees are expected to work any assigned 
overtime, unless excused by the appropriate manager. 
 
Dependable Application of Time: Employees are expected to apply themselves to their assigned duties 
during the full schedule for which they are being compensated, except for reasonable time provided 
for meals and personal needs. 
 
Satisfactory Work Performance: Employees are expected to meet established performance standards. 
Conditions or circumstances, as they become known, which will prevent employees from performing 
normally or completing their assigned task, should be reported to the appropriate manager. Likewise, 
unclear instructions or procedures should be brought to the attention of your supervisor. 

Use of City Equipment, Facilities, and Information:  City equipment (all property owned, leased, or 
controlled by the city, including but not limited to vehicles, computers, tools, devices, and 
materials), facilities, and information, are to be used only for work-related purposes, unless 
otherwise authorized. Theft of city property of any kind may result in criminal prosecution in 
addition to disciplinary action. 

 
Conflict of Interest:  Employees shall conduct city business with the highest standards of integrity 
and shall not officially act in regards to any contract, transaction, or other matter in which the 
employee may have a personal interest, individually or through a family member.  Refer to section 
7.70 for the entire policy on Conflict of Interest.    
 
Safety: The city and certain departments have established safety rules, regulations, and procedures. 
Employees are required to know and observe all such rules, regulations, and procedures. Employees 
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are required to observe all traffic laws. Employees are required to adhere to chapter 10 of this manual 
and any other Department specific policies and procedures.  
 
Off-duty Conduct: The city does not prescribe employee conduct off the job. However, any conduct 
on or off-the-job which affects the employee's credibility, effectiveness, performance, or ability to 
fully carry out the responsibilities of city employment and any conduct which is prejudicial to the 
interests, reputation, or operations of the City of Columbus are subject to disciplinary action.  
 
Sec. 6.20 Supervisory Employees Standards of Conduct 
 
This policy is intended to keep employees who supervise and management aware of their 
responsibility of setting clear expectations through open communication to enable a positive and 
productive work environment. This policy applies to all city employees who supervise others.  
 
Professionalism and Integrity: Supervisors are expected to uphold the highest standards of 
professionalism, honesty, and integrity. They should act as role models and promote ethical behavior 
within the organization. 
 
Fairness and Equality: Supervisors should treat all employees with fairness, respect, and equality, 
regardless of their race, gender, age, religion, sexual orientation, or any other protected characteristic. 
Discrimination, harassment, and favoritism will not be tolerated. 
 
Communication and Transparency: Supervisors should maintain open and transparent 
communication with their team members. They should listen attentively, provide clear instructions, 
and encourage open dialogue. Information should be shared promptly and accurately, ensuring 
employees are informed about matters affecting their work. 
 
Accountability and Responsibility: Supervisors should take responsibility for their actions and 
decisions. They should be accountable for meeting their commitments, honoring deadlines, and 
delivering results. Managers should also hold their team members accountable for their performance 
and conduct. 
 
Confidentiality and Privacy: Supervisors must respect the confidentiality and privacy of employee 
information, including personal and sensitive data. Confidential information should be handled with 
utmost care and disclosed only on a need-to-know basis and within the bounds of legal requirements. 
Conflict Resolution: Supervisors should proactively address conflicts and disagreements in a fair and 
constructive manner. They should encourage open dialogue, actively listen to all perspectives, and 
strive to find mutually beneficial solutions. Escalation procedures should be followed when 
necessary. 
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Employee Development and Support: Supervisors should foster the professional growth and 
development of their team members. They should provide regular feedback, guidance, and support to 
help employees enhance their skills, knowledge, and performance. Supervisors should also promote 
a positive work environment that values well-being and work-life balance. 
 
Compliance with Policies and Laws: Supervisors must comply with all applicable laws, regulations, 
and internal policies. They should be familiar with and ensure their team's adherence to these policies, 
including those related to safety, diversity and inclusion, data protection, and other relevant areas. 
 
Conflict of Interest: Supervisors shall conduct city business with the highest standards of integrity 
and shall not officially act in regards to any contract, transaction, or other matter in which the 
employee may have a personal interest, individually or through a family member.  Refer to section 
7.70 for the entire policy on Conflict of Interest.    
 
Continuous Improvement: Supervisors should strive for personal and professional growth. They 
should actively seek opportunities to enhance their leadership skills, stay updated on industry trends, 
and contribute to the overall improvement of the organization.  
 
By adhering to this Code of Conduct, supervisors will contribute to a positive work environment, 
foster employee engagement, and uphold the organization's values and reputation. Failure to comply 
with this policy may result in disciplinary action, up to and including termination of employment. 
 
Sec. 6.25 Coaching 
 
Coaching is an essential part of employee development and performance improvement. The purpose 
of these guidelines is to provide all supervisors with a framework and best practices for effectively 
coaching employees to achieve their full potential and enhance their performance. 
 
Establishing a Coaching Culture:   

• Create an environment that promotes coaching as a positive and ongoing process for 
employee growth and development.   

• Encourage managers to view coaching as a collaborative and supportive approach to help 
employees succeed. 

 
Coach's Mindset:  

• Approach coaching with a positive and constructive mindset, focusing on employee 
strengths and growth opportunities. 

• Be empathetic, supportive, and non-judgmental during coaching conversations. 
• Foster a safe and trusting environment that encourages open dialogue and feedback. 
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Goal Setting and Performance Expectations: 
 

• Set clear performance expectations and goals with employees, aligned with the Department 
or Divisions objectives. 

• Help employees understand how their individual goals contribute to team and organizational 
success. 

• Ensure goals are specific, measurable, attainable, relevant, and time-bound (SMART). 
 
Active Listening and Effective Communication: 
 

• Practice active listening during coaching sessions, allowing employees to express their 
thoughts, concerns, and ideas. 

• Use open-ended questions to encourage employees to reflect, problem-solve, and generate 
solutions. 

• Provide feedback effectively, focusing on specific behaviors and outcomes, and offering 
constructive suggestions for improvement. 
 

Continuous Feedback: 
 

• Provide regular and timely feedback to employees, both positive reinforcement and areas for 
improvement. 

• Offer praise and recognition for achievements and efforts to motivate and encourage 
employees. 

• Address performance issues promptly and constructively, offering guidance and support for 
improvement.  

 
Development Planning: 
 

• Collaborate with employees to create individual development plans that align with their 
career aspirations and organizational needs. 

• Identify learning opportunities, training programs, and resources that can support employee 
growth and skill enhancement. 

• Regularly review and revise development plans to ensure they remain relevant and 
achievable. 

 
Monitoring and Progress Reviews: 
 

• Schedule regular coaching sessions to review employee progress, discuss challenges, and 
provide ongoing support. 
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• Track employee performance against goals and provide feedback based on observed 
behaviors and outcomes. 

• Offer guidance and resources to help employees overcome obstacles and develop strategies 
for improvement. 

 
Recognition and Rewards: 
 

• Recognize and celebrate employee achievements, milestones, and contributions to boost 
morale and motivation. 

• Recommend employees for formal recognition and rewards programs based on their 
performance and growth. 

 
Documentation: 
 

• Maintain accurate and confidential documentation of coaching sessions, performance 
discussions and employee development plans. 

• Document goals, action plans, milestones, and outcomes to track progress and support 
performance evaluations. 

 
Manager Support and Training: 
 

• Provide employees with training and resources on coaching techniques, active listening, 
effective feedback, and performance management. 

• Offer ongoing support and guidance to employees in their coaching roles, including access 
to mentors or coaching circles. 

 
Confidentiality and Trust: 
 

• Respect employee privacy and maintain confidentiality of coaching conversations, unless 
disclosure is required by law or company policy. 

• Build trust with employees by demonstrating integrity, transparency, and maintaining 
professional boundaries. 

• Remember, coaching is an ongoing process, and managers should strive to create a culture 
of continuous learning and improvement. Regularly assess the effectiveness of coaching 
efforts and make necessary adjustments to ensure employee development and organizational 
success. 
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Sec. 6.30 Discipline 
 
The Human Resources Director or designee shall be consulted prior to taking any formal disciplinary 
action. The City may administer any of the disciplinary measures listed below, or a combination of 
disciplinary measures, depending on the severity of the situation in the City’s sole discretion. 
Although the City will attempt to administer progressive discipline, this policy does not create any 
guarantee that specific steps will be followed. In some cases, the City may terminate employees 
effective immediately. Nothing in this policy should be interpreted to alter the at-will nature of 
employment.  
 
The implementation of this disciplinary policy occurred at the time the City Council adopted the 2024 
Personnel Manual.  Any written-verbal disciplinary action which occurred more than six months prior 
to the adoption of this policy shall be removed from the employee’s personnel record(s) 
 
Verbal or Written Counseling 
The employee is advised and cautioned by a supervisor or department head about unsatisfactory work 
performance or misconduct. Verbal discussion may be reduced to writing in a counseling 
memorandum and will not be considered formal discipline. Counseling is generally the initial attempt 
to correct less severe performance or conduct violations; however, it is not a prerequisite to 
disciplinary action for subsequent offenses. All verbal and written letters of counseling are not 
grievable. 
 
Suspensions 
A suspension is temporarily prohibiting an employee from performing their duties as a result of the 
employee's unsatisfactory job performance or misconduct. A suspension seriously impacts 
departmental productivity and the employee's pay. 
 
Duration 
Disciplinary suspensions shall be without pay and shall not exceed ten (10) work days for a Group II 
violation or twenty (20) work days for suspensions in lieu of termination. 
 
Overtime Exempt Employees 
Overtime exempt employees may be suspended for any duration within the above limits for violations 
of written rules and policies governing workplace conduct applicable to all employees; otherwise, the 
suspension must be for a full work week. Also, overtime exempt employees cannot be suspended for 
less than a full work week for job performance issues. 
 
Demotions 
A disciplinary demotion can occur as an intermediate form of discipline or as an alternative to 
termination and in situations where other disciplinary measures have been unsuccessful to correct 



49 

unsatisfactory job performance or misconduct. The employee's salary will be reduced to a level within 
the salary range of the city's Classification & Pay Plan. 
 
 
Terminations 
An involuntary separation for acts and/or behavior of such a serious nature that the first occurrence 
should justify termination or for unsatisfactory job performance or misconduct of a less serious nature 
which continues after other disciplinary measures have been imposed for prior poor work 
performance or misconduct. 
 
Sec. 6.35 Types of Offenses & Specific Actions 
 
The following procedures will set forth guidelines for determining the severity of the offenses of 
misconduct. The offenses listed in this policy are not intended to be all inclusive but instead serve as 
guidelines. It is expected that many, if not most, infractions will not be specifically listed in this 
policy. Failure to correct behavior, performance, or conduct after commission of a Group I or II 
offense will result in further disciplinary action. 
 
Sec. 6.40 Group I Offenses 
 
These offenses include misconduct that is less severe in nature, but which requires corrective action 
in the interest of maintaining a well-managed, respectful, and productive work environment. 
Examples of Group I offenses include:  
 

• Unsatisfactory attendance or excessive tardiness as defined by the individual departments; 
• Abuse of City time such as use of City time for non-work-related activity, personal business, 

or abuse of sick leave; 
• Inappropriate or unauthorized use of City equipment, facilities, or information; 
• Unsatisfactory job performance 
• Disruptive behavior; including rudeness, inappropriate language or gestures, or 

uncooperativeness toward others; 
• Refusal to work reasonable overtime; 
• Failure to comply with the Fair Labor Standards Act (FLSA); and 
• Improper use or operation of a city vehicle, equipment or facility 

 
Corrective Action: The prescribed disciplinary action for each violation is five {5) disciplinary points 
and a written reprimand in the employee's personnel file.  Supervisors must discuss a Group I offense 
with the employee and advise the employee of the need for correction.  Depending upon the severity 
and nature of the offense, the employee may, in lieu of being cited for a Group I offense, be subject 
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to verbal or written counseling.  If the condition is not resolved by verbal discussions, the employee 
must be given a written counseling to document the failure to correct the stated offense.  
 
 
 
Sec. 6.45 Group II Offenses 
 
Group II offenses constitute misconduct which is more severe in nature. Disciplinary actions for 
Exempt employees shall be in compliance with the Fair Labor Standards Act (FLSA). Examples of 
Group II offenses include:  
 

• Continued unsatisfactory job performance; 
• Failure to follow a supervisor's verbal or written instructions, perform assigned work, or 

otherwise comply with applicable city or departmental policy, rules, regulations, or 
directives, except for refusal to cooperate with respect to alcohol and drug testing which is a 
Group III Offense; 

• Violating safety procedures (not a threat to life); 
• Leaving the worksite without permission during work hours; 
• Workplace harassment or other prohibited discriminatory conduct; 
• Failure to report to work as scheduled without proper notification; 
• Violating confidentiality when city and department policies, regulations, or rules have been 

published or which the employee is expected to know; 
• Use of obscene or offensive language or gestures when dealing with other employees, 

supervisors, or the public; 
• Negligence in the performance of job responsibilities including the negligent operation of a 

city vehicle or equipment; and 
• Unauthorized use or misuse of city property or information; 

 
Corrective Action: The prescribed disciplinary action for each violation is ten (10) disciplinary points 
and a written reprimand in the employee's personnel file, and may also include a suspension without 
pay for 1-10 days with the concurrence of the department head, Human Resources Director and City 
Administrator.  
 
Sec. 6.50 Group III Offenses 
 
The offenses included in this group are more serious in nature. Examples of Group III offenses 
include: 
 

• Accumulation of three (3) Group 1 offenses within a rolling twelve-month period; 



51 

• Unauthorized possession or use of firearms, dangerous weapons, or explosives while 
working or on any city property except in accordance with State or Federal laws; 

• Absence or leave in excess of five (5) working days without prior authorization; 
• Withholding information, or making false or misleading statements; 
• Failing to fully cooperate during an administrative investigation, or interfering with an 

administrative investigation; 
• Falsification, misuse, concealment, or alteration of records, including but not limited to 

vouchers, reports, time and leave records, or other city documents; 
• Gross negligence in the performance of job responsibilities; 
• Behavior which is considered unethical, or unprofessional conduct with clients, citizens, 

program participants, or other employees; 
• Overt or implied threats or coercion of employees, supervisors, subordinates or the public, 

including but not limited to incidents of bodily contact; 
• Unauthorized possession or use of alcohol or a controlled substance on the job; operating 

city equipment, including vehicles, while under the influence of alcohol or a controlled 
substance; 

• Positive controlled substance or alcohol test; refusal to cooperate fully with respect to 
alcohol/substance abuse testing policy as defined by the city's Alcohol, Illegal 

• Drugs and Controlled Substances policy will result in termination; 
• Violating safety procedures where there is a threat to life; 

 
Corrective Action: The prescribed corrective action for Group III offenses is termination.  If the 
department head determines that extenuating circumstances exist and the employee otherwise has a 
satisfactory record of job performance and conduct, the department head with the concurrence of the 
Human Resources Director and the City Administrator, has the option to impose twenty (20) 
disciplinary points and a (20) day suspension without pay, and/or demotion, in lieu of termination. 
 
Sec. 6.60 Corrective Action Guidelines 
 
Disciplinary action will be taken to correct or discourage unsatisfactory behavior or performance. The 
following principles will be observed when considering disciplinary action:  
 

• Management shall consider prior disciplinary actions taken against the employee, including 
the date, severity, and circumstances of the prior actions. 

• The disciplinary action shall be situationally appropriate and shall be consistent with the 
expectations of the position. 

• Management shall consider the special needs of the department, and the seriousness of the 
employee's behavior or performance. 

• Employees are responsible and accountable for knowing the performance or behavioral 
expectations of the city and their department. 
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• In determining the severity of the disciplinary action, the supervisor should establish 
whether there has been repetition of the same or similar performance or behavior. 

 
 
 
 
Sec. 6.65 Disciplinary Procedures 
 
Any alleged violation of the city's or a department's Standards of Conduct, rules, policies, directives, 
or for continued failure to meet job performance standards or expectations shall be investigated. The 
employee shall be provided the opportunity to respond before disciplinary action is taken. 
Departments have flexibility in the investigation of disciplinary matters in a manner appropriate to 
the alleged misconduct.  
 
Immediate Administrative Suspension with Pay Pending Departmental Investigation:  
 
An employee may be immediately suspended from work with pay pending completion of a 
disciplinary investigation into misconduct (committed on or off duty) with the prior approval of the 
affected department head,Human Resources Director and City Administrator, if it is determined that 
the employee's continued presence on the job is deemed to be a substantial and immediate threat to 
the efficient operation of the city government or the employee's department, or to the welfare of the 
public, or to other city employees or to the administrative investigation.  
 
When an employee is placed on administrative leave with pay and the department head, Human 
Resources Director or City Administrator has established one or more meeting dates related to the 
administrative investigation during the employee's regular work hours which the employee may 
reasonably be expected to attend, and the meeting date is postponed at the employee's request, the 
employee will not be paid past the original established date. Likewise, paid administrative leave will 
cease if an employee does not attend the meeting. If a meeting date is postponed by the department 
head, Human Resources Director or City Administrator, then the employee will remain on 
administrative leave with pay until the date of the meeting. If the meeting is commenced but is 
adjourned, the employee will remain on administrative leave with pay until the meeting is concluded. 
If subsequent termination action is taken, the effective date of the termination will be the determined 
by the investigating party with the concurrence of the Human Resources Director and City 
Administrator.  
 
Immediate Suspension Without Pay Pending Departmental Investigation: 
 
An employee may be immediately suspended from work without pay only when a finding of probable 
cause that a crime has been committed by the employee has been made by a judge, magistrate, or 
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grand jury, AND the employee's continued presence on the job is deemed to be a substantial and 
immediate threat to the efficient operation of the city government or employee's department, or to the 
welfare of the public, or to other city employees. Such a suspension without pay may be imposed if 
the above conditions are met, and with the prior approval of the affected department head and the 
Human Resources Director or designee, after consultation with the City Administrator.  
 
Duration:  The administrative suspension without pay shall end if the above conditions cease to exist 
(e.g., the employee is no longer deemed to be a substantial and immediate danger to the 
aforementioned persons or entities) or until completion of the city's administrative investigation 
provided the employee is returned to work.  
 
Grievability:  The administrative suspension of an employee without pay under this subsection is 
immediately grievable. Steps I and II of the grievance procedures shall be waived. A meeting at step 
III within the required time period shall be limited to the issue of the continued suspension without 
back pay. At the employee's option, the issue of the suspension without pay may be combined in a 
timely grievance filed later by the employee concerning the underlying disciplinary action, if any. 
 
Back Pay:  If the employee is not subsequently terminated following the completion of the 
administrative investigation, the City Administrator or designee may order full, partial, or no back 
pay. The City Administrator or designee shall not be bound by the outcome of any criminal court case 
but may refer to such outcome and findings in making a final decision. 
 
Sec. 6.70 Procedures for Taking Disciplinary Actions 
 
Disciplinary action may be taken only by the department head or the department head's designated 
representative. This policy is intended to promote consistency in the application of discipline and to 
grant employees the opportunity to respond to allegations at a high level of management before action 
is taken. However, supervisors below the level of the department head or the designated representative 
have a major responsibility for administering the Standards of Conduct (and also performance issues) 
and disciplinary procedures. Supervisors monitor and enforce the Standards of Conduct and, in most 
instances, will determine if an action will be processed through the disciplinary process. Supervisors 
are often assigned responsibility for investigating alleged misconduct and performance issues. 
Supervisors are responsible for providing input and making recommendations to department heads 
and designated representatives and such recommendations are to be considered in the determination 
of what disciplinary action to take, if any. 
 
In large departments, or those with several levels of management, the department head may designate 
lower levels of management to handle less severe misconduct and performance issues and to take 
appropriate disciplinary or corrective action, if any. In cases involving alleged misconduct and 
unsatisfactory performance, which may result in suspension, demotion, or termination, the 
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department head shall be personally involved in investigating or overseeing the investigation of the 
allegations of misconduct and unsatisfactory performance, and determining disciplinary action, if any. 
 
When there is reason to believe misconduct may have occurred, the department head or the 
department head's designee shall initiate an appropriate investigation to determine the facts 
surrounding the alleged misconduct or unsatisfactory performance. The department head or designee 
may personally conduct the investigation or may assign the investigation to another person. 
 
If after review of information developed in the investigation, the department head or designee 
determines that misconduct or unsatisfactory performance may have occurred and that disciplinary 
action may be pursued, he/she will inform the employee in writing in a formal written notice of 
allegations. The employee will be informed in the notice that the employee will be afforded an 
opportunity to meet with the department head or designated representative in order to respond to the 
allegations after five (5) work days after receipt of the notice, unless an earlier date has been agreed 
to by both parties. The allegations should cite the specific instance(s) of misconduct or unsatisfactory 
performance including the facts underlying the allegations but need not specify specific level(s) of 
misconduct. The employee shall also be informed in the notice that the employee has a right to present 
documents and give verbal or written statements at the meeting, and bring witnesses, if desired. 
 
The meeting between the department head or designee and the employee shall be held as soon as 
practicable, preferably within ten (10) work days of the time the employee is given the notice of the 
allegations. 
 
The meeting, at which the employee is provided the opportunity to respond to the allegations, is an 
informal administrative process. It is not a grievance proceeding. The meeting is not a trial and it is 
not intended that the department's evidence and witnesses be presented. The meeting is not bound by 
or conducted by court procedures or rules of evidence. The meeting is conducted by the department 
head or designee who shall determine the procedures by which the meeting will proceed to ensure 
that the employee has the opportunity to respond to all allegations. The following policies apply to 
the conduct of the meeting: 
 

• The meeting shall be recorded. 
• The meeting shall be between the department head or designee and the employee. A 

representative from Human Resources may also be present.  Attorneys for the city and the 
employee shall not be present. Supervisors of the employee and other departmental 
management shall not be present except as necessary to provide information. The employee 
has the right to present documents, make statements, and present witnesses. If the employee 
brings witnesses, the witnesses shall be present only while presenting information. 

• The department head or designee may continue the meeting if necessary and shall determine 
when the matter is concluded. 
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If the employee has waived the right to appear at the meeting, or does not appear, the department head 
or designee shall base the decision on the information available. 
 
Upon conclusion of the meeting, the department head or if appropriate, designee, shall consider all 
available evidence, including the employee's work record, if appropriate and shall determine 
appropriate action. 
 
If the department head or the designee determines that misconduct or unsatisfactory performance did 
not occur, or could not be substantiated, the reasons for the decision shall be documented and the 
matter shall be closed. 
 
If the department head or designee determines that misconduct or unsatisfactory performance did 
occur, the department head or designee shall determine the specific instance(s) of misconduct or 
unsatisfactory performance, level of misconduct, and the disciplinary action to be taken. In cases in 
which several violations of the city's or a department's Standards of Conduct, rules, policies or 
directives arise from the same incident, the department head may assess the appropriate disciplinary 
action for each separate violation. The department head or designee shall not be bound by the outcome 
of any court action, but may refer to such outcome and findings in making a final decision. 
 
If the employee was administratively suspended without back pay the City Administrator or designee 
may order full, partial, or no back pay as deemed appropriate under the circumstances. 
 
If the meeting was held by a person other than the department head, the department head may review 
the case with the designee and may elect to meet with the employee before making the final 
determination of disciplinary action. 
 
In cases involving termination, demotion, or suspension and in cases in which misconduct specifically 
assigned to a level by this policy is processed at a different level, and in cases in which a lesser action 
than termination is taken due to extenuating circumstances, the department head shall review the case 
with the Director of Human Resource Management or designee prior to determining disciplinary 
action. 
 
The employee shall be notified in writing of the determination within ten (10) work days after the 
conclusion of the meeting. However, this time frame may be extended by the department head or 
designee when necessary to appropriately consider the information, review the case, and prepare a 
written response. 
 
If the meeting was held by anyone other than the department head, the employee may request a 
meeting with the department head before disciplinary action is administered. The request must be in 
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writing to the department head within seven (7) calendar days of notification of the disciplinary 
action. This meeting will be conducted as stated above. with the department head notifying the 
employee of his/her determination within ten (10) work days after the conclusion of the meeting. 
 
Upon the final determination of disciplinary action, the employee shall be advised of his/her rights to 
appeal through the employee Grievance Procedure, if applicable. 
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CHAPTER SEVEN 

EMPLOYEE RESPONSIBILITIES AND CONDUCT 

Sec. 7.10 Behavior of Employees. 

It is the policy of the City that certain rules and regulations regarding employee behavior are necessary 
for the efficient operation of the City and for the benefit and safety of all employees.  Conduct which 
interferes with operations, discredits the City, or is offensive to customers or fellow employees will 
not be tolerated. 

1. Employees are expected at all times to conduct themselves in a positive manner so as to 
promote the best interests of the City.  Such conduct includes: 

a) Reporting to work punctually as scheduled and being at the proper work station, 
ready for work, at the assigned starting time. 

b) Giving proper advance notice whenever unable to work or report on time. 

c) Complying with all City safety and security regulations. 

d) Wearing clothing appropriate for the work being performed. 

e) Maintaining work place and work area cleanliness and orderliness. 

f) Treating all citizens and fellow employees in a courteous manner. 

g) Refraining from behavior or conduct deemed offensive or undesirable, or which is 
contrary to the City's best interests. 

h) Performing assigned tasks efficiently and in accord with established quality 
standards. 

i) Reporting to department heads, or in those cases where a department head is 
involved, to the Human Resources Director or City Administrator any suspicious, 
unethical, or illegal conduct by fellow employees, suppliers, or contracting 
organizations. 

j) Treating their supervisors with respect and carrying out instructions to the best of 
their ability without delay or quarrel. 

2. The following conduct is prohibited and will normally subject the individual involved to 
disciplinary action, up to and including termination. 

a) Reporting to work with alcohol on their breath or under the influence of alcoholic 
beverages and/or illegal drugs and narcotics, or the use, sale, dispensing, or 
possession of alcoholic beverages and/or illegal drugs and narcotics on City 
premises unless such possession is a necessary part of the job assignment. 



58 

b) Use of profanity or abusive language. 

c) Possession of firearms or other weapons on City property unless authorized by the 
City Administrator or department head. 

d) Insubordination of a lawful order or the refusal by an employee to follow 
management's instructions concerning a job-related matter. 

e) Physical assault on a fellow employee or citizen. 

f) Theft, intentional destruction, defacement, or misuse of City property or resources 
or of another employee's property. 

g) Gambling on City property. 

h) Falsifying or altering any City record or report, such as an application for 
employment, a medical report, a production record, a time record, an expense 
account, an absentee report, or shipping and receiving records. 

i) Threatening or intimidating management, supervisors, security personnel, or 
fellow workers. 

j) Use of tobacco products, if prohibited by local ordinance or City rules. 

k) Horseplay, pranks, or practical jokes of a malicious nature. 

l) Unauthorized sleeping on the job. 

m) Failure to wear assigned safety equipment or failure to abide by safety rules and 
policies. 

n) Improper attire or inappropriate personal appearance. 

o) Engaging in any form of harassment. 

p) Violation of City policies on solicitation or distribution. 

q) Improper disclosure of confidential information. 

3. The examples in part (2) of 7.10 are illustrative of the type of behavior that will not be 
permitted, but are not intended to be an all-inclusive listing.  Any questions in connection 
with this policy should be directed to your supervisor or the Human Resources Director. 

Sec. 7.20 City Property. 

Employees shall be responsible for the proper care and use of all City property entrusted or available 
to them.  Employees damaging or losing City property through negligence or abuse shall be subject 
to disciplinary action and may be required to reimburse the City for such damage or loss.  City 
equipment, keys, materials, and supplies shall not be used for private purposes and shall not be 
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removed from authorized locations without proper supervisory approval.  Employees leaving the City 
service shall return any tools, uniforms, or other City property issued to them before receiving their 
final pay. 

Sec. 7.25 Absenteeism. 

1. Unnecessary absences should be absolutely avoided.  Employees are hired because they 
are needed to carry out the department workload, so unexpected and unnecessary absences 
disrupt the normal work routine.  Often, other department employees will have to carry 
your workload in your absence. 

2. Any absence, for any reason, should be reported immediately to the supervisor or the 
department head and the following information reported: 

a) Specific reason for absence. 

b) Expected time or date of return. 

c) Always report any change in the time of return to the department head or 
supervisor. 

3. Absence due to illness or injury must be reported each day, unless the employee and 
department head or immediate supervisor have personally agreed to a more extended 
period of time. 

4. Chronic absenteeism will result in disciplinary action, including possible termination. 

Sec. 7.30 Assigned Vehicles. 

The City Administrator may assign City vehicles to department heads, and certain other employees 
for use during normal duty hours and for transportation between home and work.  Such vehicles shall 
otherwise be used only for official purposes as determined by the City Administrator. 

Sec. 7.40 Secondary Employment. 

Employees may engage in outside employment which does not involve the use of City time, 
equipment, supplies, uniforms (in whole or part) and which does not create a conflict of interest with 
their City position, or which does not so fatigue the employee that it adversely affects their job 
performance.  Before engaging in such employment, the employee shall notify their department head 
and annually thereafter on their anniversary date.  The first such notification, which shall be in writing, 
shall include the place of employment, phone number of employer, a brief job description, hours of 
employment, and such additional information the department head may require.  Annually thereafter, 
the disclosure is to be written into the annual employee appraisal form. 

If the department head believes any present or proposed outside employment violates Section 7.70, 
the department head may, after consultation with the City Administrator, require the employee to 
modify, not accept, or terminate such employment. 



60 

Sec. 7.45 Private Business Activities. 

Employees shall not engage in private business activities during their scheduled working hours and 
shall not use City property or facilities for such activities. 

Sec. 7.50 Workplace Violence. 

The City is concerned about the increased levels of violence prevalent in our society and has taken 
affirmative steps to prevent incidents of violence from occurring in the workplace.  All acts or threats 
of violence by any City employee against any other employee, client, contractor, vendor or visitor, 
on or off City property, is strictly prohibited.  Violation of this policy can lead to disciplinary action, 
up to and including immediate termination. 

If you observe or are aware of any workplace violence, threats of violence, aggressive behavior, 
offensive acts, threatening or offensive comments or remarks, or other suspicious activity or incidents 
that have or could lead to violence in the workplace, you shall immediately bring the incident to the 
attention of your supervisor.  If that is not feasible, would prove to be uncomfortable, or you are not 
satisfied with your supervisor’s handling of the complaint, bring the matter to the attention of the 
department head.  If none of these alternatives are feasible or do not address the problem, contact the 
Human Resources Director or City Administrator. 

The City will promptly investigate all reports of actual or threatened workplace violence in as 
confidential of a manner as possible and take appropriate corrective action if warranted. 

Under no circumstances will a department head or supervisor be allowed to intimidate or retaliate 
against an employee for making a report under this policy. 

Sec. 7.55 Weapon-Free Workplace Policy. 

To ensure that the City maintains a workplace safe and free of violence for all employees and visitors, 
the City prohibits the possession or use of Dangerous Weapons on City Property or while performing 
City business except for sworn officers.  A license or permit to carry or possess any weapon does not 
supersede City policy. 

"City Property" is defined to include all City-owned or leased buildings and surrounding areas such 
as sidewalks, walkways, driveways, green spaces and parking lots under the City's ownership or 
control.  It also includes all City-owned or leased vehicles and all vehicles that come onto City 
Property. 

"Dangerous Weapons" includes, but is not limited to, firearms, explosives, knives (other than those 
used to perform your duties at the City), swords and other weapons or objects that might be considered 
dangerous by the City or that are capable of being used to inflict severe bodily injury upon another.  
Employees are responsible for making sure that any item possessed by the employee is not a 
Dangerous Weapon. 

Because employees do not have a reasonable expectation of privacy with respect to their work 
at the City, the City reserves the right to monitor City Property and those present on City 
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Property at any time.  This includes the right to conduct reasonable searches of all City Property, 
and all vehicles including such things as packages, containers, briefcases, purses, coats, bags, lockers, 
desks, computers, cell phones and enclosures present on City Property as well as persons entering 
upon City Property.  As a condition of employment and as a condition for entering upon City Property, 
all employees and visitors are required to promptly submit to a reasonable search upon request as 
provided in this policy. 

Any employee who violates this policy is subject to disciplinary action, up to and including 
termination.  Any visitor who violates this policy will be denied access to the City Property. 

Sec. 7.60 Political Activity. 

Employees are free to vote and support candidates for public office as they may desire; provided they 
do not engage in political activities during their working hours or use City property to do so, City 
uniforms or facilities for such activities.  All non-City political campaign buttons shall not be worn 
while an employee is on duty.  No supervisor or other person in authority shall require an employee 
to support a candidate or political activity. 

Sec. 7.70 Conflicts of Interest. 

No employee shall engage in any activity or enterprise which conflicts or creates the appearance of 
conflicting with the employee's City duties or with the duties, function, or responsibilities of the City.  
The City Administrator or the Human Resources Director may prohibit particular activities which 
would create conflicts of interest in their specific organizational environments.  Employees shall be 
encouraged to seek advance determinations regarding possible conflict of interest situations.  The 
following employee activities shall generally constitute conflicts of interest and may in some cases 
also be criminal acts: 

1. Public employees may not have an interest in a contract with the governmental entity 
which they serve, without proper disclosure. 

2. Employees must properly disclose prior to taking any official action or making an 
official decision which may result in a financial benefit or detriment to the public official 
or public employee, a member of his or her immediate family, or business with which he 
or she is associated. 

3. Employees may not use, or authorize the use of public resources, personnel, property or 
funds under their official care and control for personal financial gain. 

 

Sec. 7.75 Family and Friends in the Workplace. 

Employee’s family and friends are welcome to visit the workplace, provided the visits are infrequent, 
brief and take place in a fashion that limits disruption to the workplace. 

Sec. 7.80 Solicitation. 

It is the policy of the City to prohibit solicitation and distribution on its premises by non-employees 
and to permit solicitation and distribution by employees only as outlined below. 
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1. The City limits solicitation and distribution on its premises because, when left unrestricted, 
such activities can interfere with the provision of City services, can be detrimental to 
employee efficiency, can be annoying to citizens (who are the customers of City services), 
and can pose a threat to security. 

2. Department heads are responsible for administering this policy and for enforcing its 
provisions.  Employees will be subject to disciplinary action for violations of this policy 
(See Chapter 6). 

3. Persons who are not employed by the City are prohibited from soliciting funds or 
signatures, conducting membership drives, distributing literature or gifts, offering to sell 
merchandise or services (except by representatives of suppliers approved by the Human 
Resources Director), or engaging in any other solicitation or similar activity on City 
premises. 

4. The City Administrator may authorize a few fund drives by employees on behalf of 
charitable organizations or for employee gifts.  Employees are encouraged to volunteer to 
assist in these drives.  However, employees are not to be discriminated against because of 
their willingness or unwillingness to participate. 

5. Employees are permitted to engage in solicitation or distribution of literature for any group 
or organization, including charitable organizations, only in accordance with the following 
restrictions: 

a) The sale of merchandise is prohibited on City premises unless approved by the 
affected department head. 

b) Solicitation and distribution of literature are prohibited during the working time of 
either the employee making the solicitation or distribution, or the targeted 
employee.  The term "working time" does not include an employee's authorized 
lunch or rest periods or other time when the employee is not required to be 
working.  All solicitation materials shall be provided in the breakroom for 
employees to review, during breaks or outside of working hours. 

c) Distribution of literature is prohibited in work areas at all times. 

d) The distribution of literature in such a manner as to cause litter on City property is 
prohibited. 

e) Off-duty employees are requested not to return for the purposes of solicitation. 

6. The City maintains bulletin boards to communicate City information to employees and to 
post notices required by law.  These bulletin boards are for the posting of City information 
and notices only, and only persons designated by the department heads may place notices 
on or take down material from the bulletin boards. 
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Sec. 7.81 Email 

The City provides employees with electronic business communication tools, including an email 
system.  This policy will govern acceptable use of this system, regardless of where such use occurs. 

The policy applies to employees’ use of desktop computers, laptops, smartphones, and other hand-
held devices, whether provided by the City, owned by the employee or a third party.  It applies to 
employees, independent contractors, interns, volunteers, consultants, agents and third parties 
including but not limited to suppliers and vendors. 

Any employee who violates the email policy is subject to disciplinary action up to and including 
termination. 

The email system is provided primarily for business purposes.  Employees may use the City email 
system for limited personal use strictly in accordance with this policy. 

Employees may use the email system to communicate with family, school, and other minimal 
personal dealings outside of City business.  The time involvement should be short and require little 
more time needed than is available on breaks.  Spending more than minimal time or sending a 
substantial volume of personal or private business email would be considered a violation of this 
policy.  Other types of activities which would violate this policy would include soliciting money for 
causes or personal gain and campaigning for political causes or candidates. 

The email system is the property of the City.  All passwords, user IDs and messages created and 
transmitted are the property of the City.  The City reserves the right to monitor all email transmissions 
conducted via the City computer system. 

Employees have no reasonable expectation of privacy when it comes to the business and personal use 
of the City email system.  All employee email messages (incoming, outgoing, and internal) can be 
monitored.  The City reserves the right to monitor, inspect, copy, review, and store at any time and 
without notice any and all usage of the City’s email system, and any and all files, information, 
software, and other content created, sent, received, downloaded, uploaded, accessed, or stored in 
connection with employee usage.  The City reserves the right to disclose email text and images to 
regulators, the courts, law enforcement, and other third parties without the employee’s consent. 

Employees are prohibited from using the email system to engage in activities or transmit content that 
is harassing, discriminatory, menacing, threatening, obscene, defamatory or offensive.  Therefore, it 
will be considered a policy violation to send, solicit, print, copy or reply to text or images that contain 
these types of offensive, harassing or discriminatory material. 

Confidential, proprietary, and personal information must be protected.  Unless so authorized, 
employees are prohibited from using the email system to transmit confidential information to outside 
parties.  Confidential information includes but is not limited to, credit card numbers, social security 
numbers, employee performance reviews, employee medical information, passwords, and 
information expressly exempted from the Nebraska public records law. 

If an employee receives email containing inappropriate or offensive material the following procedure 
should be used: 
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a. If you know the sender, contact them immediately and instruct the sender to stop sending 
this type of material. 

b. If you do not know the sender, block the sender.  If the blocking is not effective, contact 
the Computer Network Technician. 

Passwords are the property of the City.  Employees are expected to share current passwords and user 
IDs when requested.  Unauthorized sharing of passwords and user IDs will be a violation of policy. 

Email messages should be treated as business documents and created with care.  Since these 
documents are not in your control, once they are sent, they can reflect positively or negatively upon 
the employee and the City. 

Organization wide email messages must be approved by the appropriate department head before being 
sent.  Employees are prohibited from sending email blasts (mass mailings) to external parties without 
appropriate department head approval.  Employees are prohibited from requesting email replies to 
organization-wide email or external email blasts without permission from the appropriate department 
head and the Computer Network Technician. 

Sec. 7.82 Internet Usage 

The City provides specified employees with a network connection and internet access.  This internet 
usage policy governs all use of the City’s network, regardless of where such use occurs. 

The City network and internet access are intended for business use.  Employees may access the 
internet for personal use only during breaks and non-working hours, and strictly in compliance with 
this policy. 

All information created, transmitted, acquired, downloaded, or uploaded via the City network and 
internet system is the property of the City.  Employees should have no expectation of privacy 
regarding this information.  The City reserves the right to access, read, review, monitor, and copy all 
messages and files on its computer system at any time and without notice.  When deemed necessary, 
the City  

may disclose text or images to law enforcement agencies, regulatory bodies, courts and other third 
parties without the employees’ consent. 

Upon legal order, an employee shall share passwords used on City computer systems. 

Alternate internet service provider connections to the City internal network are not permitted unless 
expressly authorized by the City and properly protected by a firewall or other appropriate security 
device(s). 

Files downloaded from the web may not be viewed or opened until scanned with virus detection 
technology.  Employees are reminded that information obtained from the web is not always reliable 
and should be verified for accuracy before it is used. 

Employees are prohibited from misusing the City network or internet access for activities such as: 
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a. Downloading software without the express authority of the appropriate department head.  

b. Operating a business, usurping business opportunities, soliciting money for personal gain, 
or searching for jobs outside the City organization structure. 

c. Making offensive or harassing statements and/or disparaging others based on race, color, 
religion, national origin, veteran status, ancestry, disability, age, or sex. 

d. Visiting websites featuring pornography, terrorism, espionage, theft, racially offensive 
material or drugs unless authorized by the respective department head as a part of 
specifically ordered duties. 

e. Gambling or engaging in unethical activities or content. 

f. Participating in activities, viewing, or writing content with the intent to purposely harm 
the City organizational structure or malign an individual employee. 

Department heads and supervisors are responsible for ensuring employee compliance with this policy.  
Employees who learn of policy violations should notify the appropriate Department Head or the 
Human Resources Director.  Employees who violate this policy or use the City network or internet 
system for improper purposes will be subject to discipline, up to and including termination. 

Sec. 7.83 Social Networking 

1. Generally 

The City of Columbus takes no position on an employee’s decision to start or maintain a blog or to 
participate in other social networking activities.  However, it is the right and duty of the City to protect 
itself from unauthorized disclosure of confidential information and information expressly exempted 
from Nebraska’s public records laws.  The City’s social networking policy includes rules and 
guidelines for City-authorized social networking and personal social networking and applies to 
employees, committee members and elected officials. 

Blogging or other forms of social media or technology includes but is not limited to video or wiki 
postings, sites such as Facebook and Twitter, chat rooms, personal blogs or other similar forms of 
online journals, diaries or personal newsletters not affiliated with the City. 

Unless specifically instructed, employees are not authorized and therefore are restricted from 
speaking on behalf of the City.  Employees may not publicly discuss confidential information or 
information expressly exempted from Nebraska’s public records laws outside of City-authorized 
communications.  Employees are expected to protect privileged data.  For example, employees, 
vendors or clients are prohibited from disclosing personal employee and nonemployee information 
and any other proprietary and nonpublic information to which employees have access.  Such 
information includes but is not limited to citizen financial information, legal process information, and 
personnel issues. 

Employees are cautioned that they should have no expectation of privacy while using the internet.  
Postings can be reviewed by anyone, including City staff.  The City reserves the right to monitor 
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comments or discussions about the City, its employees, vendors and contractors posted on the internet 
by anyone, including employees and non-employees.  The City may use blog-search tools and 
software to monitor forums such as blogs and other types of personal journals, diaries, personal and 
business discussion forum, and social networking sites. 

Employees are cautioned that they should have no expectation of privacy while using City equipment 
or facilities for any purpose, including authorized blogging.  The City reserves the right to use content 
management tools to monitor, review or block content on City blogs that violate City blogging rules 
and guidelines. 

2. Authorized Social Media on behalf of the City. 

The following rules and guidelines apply to social networking and blogging when authorized by the 
City and completed on paid work time.  The rules and guidelines apply to all employer-related blogs 
and social networking entries. 

Only authorized employees can prepare and modify content for the City of Columbus website and/or 
the social networking entries located on the web.  Content must be relevant, add value and meet at 
least one of the specific goals or purposes developed by the City.  If uncertain about any information, 
material or conversation, discuss the content with the respective department head. 

Any copyrighted information where written reprint information has not been obtained in advance 
cannot be posted by an authorized employee. 

City departments are responsible for ensuring all blogging and social networking information 
complies with City policies and regulations.  Department heads are authorized to remove any content 
that does not meet the rules and guidelines of this policy or that may be illegal or offensive.  Removal 
of such content may be done without permission of the blogger or advance warning.  

The City expects all guest bloggers to abide by all rules and guidelines of this policy.  The City 
reserves the right to remove, without advance notice or permission, all guest bloggers’ content 
considered inaccurate or offensive.  The City also reserves the right to take legal action against guests 
or employees who engage in prohibited or unlawful conduct. 

3. Social Media—Personal/Non-City 

The City respects the right of employees to write blogs and use social networking sites and does not 
want to discourage employees from self-publishing and self-expression.  Employees are expected to 
follow the guidelines and policies set forth to provide a clear guideline to you as an individual and to 
you as the employee. 

The City respects the right of employees to use blogs and social networking sites as a medium of self-
expression and public conversation and does not discriminate against employees who use these media 
for personal interests, affiliations or other lawful purposes. 

Bloggers and commenters are personally responsible for their commentary on blogs and social 
networking sites. 
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Employees are not to use City-owned equipment, including computers, company licensed software, 
or other electronic equipment, or productive work time to conduct personal blogging or social 
networking activities. 

If an employee chooses to identify themselves as or is known to be a City of Columbus employee, 
then readers may view this employee as one who speaks for the City of Columbus.  Therefore, it must 
then be stated that the views being expressed are personal and not those of the City of Columbus or 
of any person or organization affiliated or doing business with the City of Columbus. 

Employees cannot post on personal blogs or other sites the name or logo of the City of Columbus or 
any organization with a connection to the City of Columbus.  Nor may they post City documents or 
pictures which would lend the impression of official approval of these personal postings. 

If contacted by the media about anything that relates to their employment or duties with the City, 
employees shall direct all such media inquiries to the respective department head. 

Sec. 7.84 Cell Phone/Electronic Devices. 

While at work, employees are expected to exercise the same discretion in using personal cell phones 
and electronic devices as is expected for the use of City phones.  Excessive texting and personal calls 
during the work day, regardless of the phone or device used, can interfere with employee and 
department productivity and can be distracting to others.  Employees are encouraged to text and make 
any other personal calls on non-work time where possible and to ensure that friends and family 
members are aware of this policy. 

Where workload needs demand immediate access to an employee, the City may issue a cell phone or 
other electronic device for work related communications or a fee arrangement may be made to have 
the employee carry their own cell phone on an agreed upon schedule.  As requested, the employee 
may be asked to produce this cell phone or electronic device for immediate return or inspection. 

All employees are expected to follow applicable state or federal laws or regulations regarding the use 
of cell phones or other electronic devices.  Employees whose jobs responsibilities include regular or 
occasional driving as a part of the work day shall refrain from texting or using the keypad while 
driving.  Safety must come before all other concerns.  Bring the vehicle to a safe stop before texting 
or using the keypad of the cell phone or electronic device. 

Where possible, hands-free equipment will be provided with City issued phones and other electronic 
devices to facilitate the provisions of this policy. 

Sec. 7.85 Offices and Locker Facilities. 

Offices and locker facilities are provided for designated employees as a place to keep personal items 
while on duty and to have supplies readily available to perform necessary tasks. 

Employees should check with their supervisor for the availability of lockers.  Where lockers are not 
available, your supervisor will point out areas approved for keeping personal items while on duty. 

To guard against insects and rodents, please do not store food or other material which may mildew or 
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spoil in lockers, desks, or file cabinets. 

Since the above described facilities are public and not private property, they can be subject to a search 
at any time.  Employee should therefore have no expectation of privacy concerning the material stored 
in/on this City property. 

Sec. 7.90 Change of Status. 

All employees shall report changes of address, telephone number, name and similar information to 
their respective department head and on to the Human Resources Department, as these changes occur.  
Municipal emergencies can occur at any time and this data can be crucial to efficient operations.  At 
the time of the annual appraisal, employees are to correct their changes of status mentioned above as 
a part of the appraisal process.  

Sec. 7.95 Tobacco Use. 

The City desires to encourage all employees to abandon the use of tobacco products while serving the 
public.  Therefore, tobacco use and vaping devices are restricted from all City owned buildings and 
vehicles.  Employees may use tobacco products outside of City owned buildings and vehicles while 
they are on approved breaks, meal times and before and after the work shift.  Tobacco use areas 
outside of each City building will be designated by the appropriate department head.  Violation of 
this policy can lead to disciplinary action. 

Sec. 7.96 Drug and Alcohol Policy. 

The City has committed to the maintenance of a safe and productive work environment for its 
employees and to provide a drug free workplace.  The City, therefore, has enacted the following Drug 
and Alcohol Policy. 

1. Drug and Alcohol Policy Definitions: 

a) "Alcohol" - Any beverage that has an alcoholic content in excess of .5% by 
volume. 

b) "Drug" - Any substance, other than alcohol, capable of altering the user's 
judgment, perception, or mood, or of impairing the user's physical reactions. 

c) "Legal Drug" - Includes prescribed drugs and over-the-counter drugs which have 
been legally obtained, and are being used for the purpose for which they were 
prescribed or manufactured. 

d) "Illegal Drugs" means any drug which (a) is not legally obtainable; or (b) is legally 
obtainable but has not been legally obtained.  The term includes controlled 
substances including, but not limited to, marijuana, cocaine, PCP, LSD, heroin and 
other narcotics.  The term also includes prescribed drugs, legally obtained, but not 
being used for prescribed purposes or prescribed drugs which were illegally 
obtained. 
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e) "Reasonable Suspicion" means reasonable grounds to suspect that the employee is 
in possession of illegal drugs or alcohol, or that the employee is under the influence 
of or impaired by illegal drugs or alcohol.  Reasonable suspicion is to be based 
upon specific observations concerning such things as appearance, behavior, or 
speech of the employee in question. 

f) "Under the Influence" means that the employee is affected by an illegal drug or 
alcohol or a combination of drugs and/or alcohol at any detectable level.  The 
symptoms of influence may include, but are not limited to, impairment of physical 
or mental ability such as slurred speech, problems in maintaining balance, poor 
work performance, sudden mood swing, or radical change in behavior.  A 
determination of influence may be established by a professional opinion or a 
scientifically accepted testing procedure. 

2. Drug and Alcohol Policy Application 

a) The sale, purchase, transfer, distribution, manufacture, dispensation or 
unauthorized possession or consumption of alcohol on City property, or while 
performing City business is prohibited.  This policy is not intended to preclude the 
consumption of alcohol at City-sponsored or authorized social functions, such as 
holiday parties, picnics, and the like.  

b) The manufacture, distribution, dispensation, sale, purchase, transfer, use, or 
possession of an illegal drug while performing City business, while on City 
premises or at a City job site is prohibited.  Reporting to work or working under 
the influence of illegal drugs or alcohol is prohibited. 

c) It is the responsibility of the employee to notify their supervisor if they are under 
the influence of a drug.  Except as provided below, the use or being under the 
influence of any legally obtained drug by any employee while performing City 
business or while on City property is prohibited to the extent such use or influence 
may affect the safety of co-workers or members of the public, the employee's job 
performance, or the safe or efficient operation of the City.  An employee may 
continue to work even though under the influence of a legal drug, if City 
management has determined, after consulting with a physician or pharmacist, that 
the employee does not pose a threat to his or her own safety or the safety of co-
workers and that the employee's job performance is not significantly affected by 
the legal drug.  Otherwise, the employee may be required to take a leave of absence 
or comply with other appropriate action, including assignment to another job 
position, as determined by City management. 

d) Any violation of these rules may result in discipline up to and including 
termination. 

e) This Drug and Alcohol Policy is applicable to employees of vendors and 
subcontractors as well.  Violation of these rules or refusal to cooperate with 
implementation of this Policy by such persons may result in being barred from 
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City property. 

f) Compliance with the City’s Drug and Alcohol Policy is a condition of 
employment.  All new regular employees will be required to submit to the 
scheduled “post offer” drug and alcohol test. 

3. Searches 

a) The City reserves the right to conduct reasonable searches of employees and 
employees of vendors and subcontractors for illegal drugs or alcohol on City 
premises and job sites, including, but not limited to, vehicles, desks, bags and work 
areas. 

b) Illegal drugs or alcohol discovered in the course of a search will be confiscated 
until ownership is determined.  Where warranted, confiscated items will be turned 
over to appropriate law enforcement authorities. 

c) Refusal to cooperate in a search may result in immediate suspension, pending 
investigation, and may result in further disciplinary action, up to and including 
termination.  Refusal to surrender contraband may also result in discipline, up to 
and including termination. 

4. Testing of Current Employees 

a) Where the City has documented reasonable suspicion that an employee possesses 
or is under the influence of illegal drugs or alcohol, the employee may be required 
to take a urinalysis test.  The employee may also be suspended without pay pending 
the receipt of test results and the completion of any investigation conducted by the 
City. 

b) The City may request or require current employees to undergo testing for drugs 
and/or alcohol without reasonable suspicion if the employee: 

(1) has sustained a personal injury, even a minor injury where medical 
treatment was sought, or has been involved in an accident where another 
individual has sustained such a personal injury and accident; or 

(2) has been involved in a work-related accident or exposure to bloodborne 
pathogens or was operating or helping to operate machinery, equipment, 
or vehicles involved in a work-related accident where the accident results 
in property damage. 

The Supervisor on duty at the time is responsible for contacting the Occupational 
Health Department to set up the testing and for transporting the employee to the 
Occupational Health Department for testing. 

c) Refusal of a request to take a urinalysis test may result in immediate suspension 
without pay pending investigation, and may also result in further disciplinary 
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action, up to and including termination. 

d) If the initial test is positive, the laboratory will be instructed to retest the specimen 
for the substance indicated using a testing method approved by the Nebraska 
Department of Health before reporting a positive result to the City. 

e) A confirmed positive test will subject the employee to disciplinary action up to 
and including termination. 

f) In all cases of confirmed positive test results, employees will have the opportunity 
to explain the result, and to substantiate the explanation with medical evidence, 
which could include an additional confirmatory test of the same specimen. 

5. Additional Testing Procedures 

a) All employees who agree to take a urinalysis test will be required to sign a form 
consenting to the test and authorizing disclosure of the results to the City.  

b) Specimen collection and urinalysis will be performed only by a qualified 
independent testing laboratory or health care provider designated by the City. 

c) The City will pay the full cost of any testing that is requested of any employee, as 
well as any confirmatory test requested by the employee, including the reasonable 
cost of any transportation to and from the designated testing facility. 

6. Confidentiality 

a) Information obtained on an individual as part of a drug and/or alcohol test is strictly 
confidential and will be disclosed to only those persons within the City having a 
legitimate need-to-know.  Such information will not be released to any individual 
or organization outside the City, without written permission of the employee, 
except as required or allowed by law. 

b) Other information developed in investigating possible violations of this policy will 
be communicated to City personnel only on a need-to-know basis.  

7. Rehabilitation 

a) Current employees testing positive will be suspended from work and, if 
termination is not undertaken, may be referred to a care unit/treatment facility.  
Refusal of treatment or failure to complete treatment will result in termination. 

b) Employees who undergo treatment will be retested within 45 to 60 days of the 
initial test.  A positive test and confirmation at that time will result in termination 
of employment. 

c) Should the retest be negative, the employee will be allowed to return to work 
subject to periodic retesting during the duration of employment with the City.  Any 



72 

additional positive test and confirmation at any time will result in termination. 

d) This policy of encouraging rehabilitation is not to be interpreted as conflicting with 
the rule above prohibiting manufacture, distribution, dispensation, use, or 
possession of illegal drugs or alcohol on City premises or while performing City 
business.  In addition, if the City deems the circumstances warrant termination, 
without first offering rehabilitation, it reserves the right to take such action. 

Employees are prohibited from the use, sale, dispensing, distribution, possession, or manufacture of 
illegal drugs and narcotics or alcoholic beverages on City premises, work sites, in City vehicles, or in 
personal vehicles parked on City property.  However, there may be an occasional event that allows 
the dispensing of alcohol at specific City buildings with City Council approval.  In addition, 
employees are prohibited from the off-premises use of alcohol and possession, use, or sale of illegal 
drugs when such activities adversely affect job performance, job safety, or the City's reputation in the 
community.  Employees shall not use alcohol while on duty or within 8 hours of a regularly scheduled 
shift.  Undercover officers are exempt when performing their assigned duties. 

Sec. 7.97 Personal Finances of Employees. 

It is the policy of the City to require employees to meet and discharge their financial obligations in a 
timely manner. 

1. Employees should manage their personal finances so they do not adversely impact job 
performance or the City's image in the community.  The failure of employees to meet 
financial obligations may impose an administrative and financial burden on the City in 
terms of extra bookkeeping and the need to respond to and comply with court processes. 

2. The City must disclose employee financial data as obligated under statutory requirements.  
Employees who become financially obligated to the City will be expected to enter into a 
written acknowledgment of the obligation at the time it is incurred.  Such obligations could 
arise from pay or expense advances, breakage or shortages. 

3. The Finance Department is authorized to receive a writ of garnishment or attachment, a 
notice of levy by any taxing authority, or any other similar order requiring payment of a 
portion of an employee's compensation to someone other than the employee.  The Finance 
Department is to notify the affected employee immediately, and then deduct the required 
amount from the employee's earning.  The amount deducted, however, should not exceed 
that permitted by law. 

4. No employee will be terminated because of the fact that their earnings have been subjected 
to garnishment for one indebtedness. 

5. The City will not deny employment to, or terminate the employment of, any person solely 
because that person has filed a petition for bankruptcy. 

Sec. 7.98  Zero Tolerance for Unlawful Harassment. 

The City is committed to offering employment opportunity based on ability and performance, in a 
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productive climate, free of discrimination.  Accordingly, harassment of any kind by supervisors or 
co-workers will not be tolerated.  In addition, the City will protect employees, to the extent possible, 
from reported harassment by non-employees in the work place. 

In general, ethnic or racial slurs, jokes and other verbal or physical conduct relating to a person's race, 
color, age, sex, national origin, religion, disability, marital status, marital status, AIDS/HIV status, 
genetic information, or other class protected by applicable law constitute harassment when they 
unreasonably interfere with the person's work performance or create an intimidating work 
environment. 

Sexual harassment has been defined by federal and state regulations as a form of sex discrimination.  
It can consist of unwelcome sexual advances, requests for sexual favors, or other physical and verbal 
conduct of a sexual nature by supervisors or others of the same or opposite sex in the work place.  
Sexual harassment exists when: 

1. Supervisors or managers make submission to such conduct either an explicit or implicit 
term or condition of employment (including hiring, compensation, promotion, or 
retention); or 

2. Submission to or rejection of such conduct is used by supervisors or managers as a basis 
for employment-related decisions such as promotion, performance evaluation, pay 
adjustment, discipline, or work assignments. 

Sexual harassment may also exist when co-workers (or non-employees, such as vendors, citizens) 
engage in such conduct, when the conduct unreasonably interferes with an employee's work 
performance or creates an intimidating, hostile, or offensive work environment. 

If you believe that you are being harassed by another employee, supervisor or any other person in 
connection with your employment with the City, you should bring the incident to the attention of your 
supervisor.  If that would prove to be uncomfortable or you are not satisfied with your supervisor's 
handling of the complaint, bring the matter to the attention of your department head, the Human 
Resources Director and/or the City Administrator. 

If you still are not satisfied with the handling or outcome of your complaint, or if you feel more 
comfortable bypassing the other steps, take the matter to the Human Resources Director.  The City 
will promptly investigate all allegations of discrimination and/or harassment in as confidential a 
manner as possible and take appropriate corrective action if warranted. 

Under no circumstances will a manager or supervisor be allowed to threaten or retaliate against an 
employee who alleges harassment. 
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CHAPTER EIGHT 

SEPARATION AND REINSTATEMENT 

Sec. 8.10 Separation. 

All separations of employees from positions in the Classified Service shall be one of the following: 

1. Reduction in force. 

2. Death. 

3. Dismissal. 

4. Disability. 

5. Retirement. 

6. Resignation. 

Any employee who is separated for any of the above reasons will receive their final paycheck on the 
next regular payday following the effective date of their separation or by the end of the month of 
separation.  In the event of the death of an employee, the final payment will be issued as soon as the 
legal beneficiary or beneficiaries are determined.  Prior to final payment of any money due, all 
records, assets, and other items of City property in the employee's custody shall be transferred to the 
department head and certification to this effect shall be executed. 

Department heads shall secure from each employee who is issued City equipment, or who has 
possession of City records or keys to City equipment or buildings, the following release: 

"In the event of my separation from City employment, I hereby authorize the City of 
Columbus to withhold my final paycheck until such time as I have returned to the City all 
equipment, keys, and records issued to me and owned by the City.  In the event any such 
equipment is damaged, I also authorize the City to deduct from my final paycheck the cost of 
repairs of such equipment." 

In the event an employee has signed such a release and fails to return all City equipment, keys, and 
records, their paycheck may be withheld as allowed by Nebraska law and the employee's signed 
acknowledgment. 

Sec. 8.20 Resignation. 

An employee may leave the City service in good standing by submitting their resignation at least two 
weeks in advance of the effective date.  Department heads must give four weeks’ notice to leave in 
good standing.  The City Administrator, for good cause, may waive any portion of the notice period. 

An employee resigning without the required notice may have the act recorded as a part of their 
personnel records.  The Human Resources Director or the City Administrator shall endeavor to 
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conduct an exit interview with each resigning regular full time or part time employee to determine 
the reasons for the resignation, to solicit suggestions for improving operations and personnel 
management, and to determine whether prohibited discrimination was a factor in the decision to 
resign. 

Sec. 8.30 Reduction in Force Policy. 

It is the policy of the City of Columbus to avoid, insofar as possible, reductions in force which might 
unduly impact any of its employees.  However, it is recognized that financial constraints or changes 
in service requirements may require such reductions in force. 

Therefore, in order to ensure optimum notice to the City's employees in the event of a reduction in 
force, the following policy is hereby established for all regular employees in positions in the classified 
service: 

1. An employee will be considered to be in the position to which he was most recently 
appointed, promoted or demoted. 

2. Those employees in training in positions in which reductions are mandated will be the first 
to be removed.  An employee in training due to promotion has the right to request to be 
reassigned to their previous position, if such position is available and currently a part of 
the classified service.  An employee must notify the City Administrator of their desire to 
be considered for reassignment to their previous position as provided in paragraph 6. 

3. An employee who has successfully fulfilled the training period for their position will only 
be removed from the classified service after any employees in training in the same position 
have been removed and after being considered for reassignment, if promptly requested in 
writing, to a previous position.  Such employee may also make a prompt request, in 
writing, to be considered for reassignment to a position for which they are qualified and 
which position is being held by an employee in training or is vacant. 

4. The decision as to who will be removed from the classified service shall be based on 
factors, including, but not limited to, the following: 

a) The employment policies and staffing needs of the City, together with contracts, 
ordinances, and statutes related thereto. 

b) The multiple job skills possessed and recently or currently being performed by the 
employee. 

c) The knowledge, skills, and abilities of the employee. 

d) Efficiency of the employee as demonstrated on the job. 

e) The performance appraisals of the employee, including any recent, pending, or 
recurring disciplinary actions involving the employee. 

f) Required federal, state, or local certifications or licenses. 
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g) Seniority. 

These factors may be documented by employee evaluations, disciplinary actions, commendations, 
documented training, citizen reports, and other verifiable comments or data or a recommendation 
from the employee's department head. 

5. An employee whose services are terminated under this Reduction in Force Policy will be 
entitled to two weeks written notice from the City.  Such notice shall be delivered by the 
United States Postal Service, registered return receipt requested, to the employee's address 
on file with the Human Resources Department of the City, or personally served on such 
employee.  If the employee is in a position subject to the Civil Service provisions of the 
State Statutes and City Ordinances, the City Administrator shall also give written notice 
to the Civil Service Commission by contacting the Secretary of the Commission. 

6. An employee whose position has been eliminated or who is being replaced as the result of 
the reassignment of a regular employee whose position has been eliminated by such 
reduction in force in a classified position, may request to be considered for reassignment 
to a lesser classification.  Such request shall be submitted in writing to the City 
Administrator within five working days of the notice of the elimination of the employee's 
position or the reassignment of such other employee.  If such a request is made, the 
employee will be considered for such classification using the criteria provided in 
paragraph 4. 

Sec. 8.40 Ability to Perform Essential Duties. 

Employees who cannot perform the essential duties of their job, with or without reasonable 
accommodation, may be separated from employment.  The City reserves the right to require medical 
examinations that are job-related and consistent with a business necessity. 

Sec. 8.50 Retirement. 

Whenever an employee meets the conditions set forth in the City's Pension Retirement Plan, the 
employee may elect to retire and receive all benefits of the plan. 

Sec. 8.60 Reinstatement. 

Eligibility for benefits such as vacation and service awards is figured from the hire date of continuous 
employment.  It is recognized that due to personal or business reasons an employee may terminate 
their employment with the City.  As an incentive to encourage these employees to consider 
reemployment with the City rather than another organization, procedures have been created for 
recognizing the past service accumulated before separation. 

Those employees with less than a two-year break in service, who resigned in good standing, may be 
reinstated, provided the person is qualified to perform the duties of the position and such reinstatement 
would be in the best interest of the City. 

The pay rate will be at the same step in the pay range at which the employee left unless they are 
returning to a different job, in which case the Demotion or Promotion Policy would then apply.  
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Benefit accumulation would resume according to the restored years of service; i.e., vacation rate.  
Those employees who were under the provisions of the 2006 reinstatement personnel policy, will 
retain their ability to the “five year” reinstatement provisions. 
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CHAPTER NINE 

EXPENSE REIMBURSEMENT POLICIES AND REPORTING PROCEDURES 

Sec. 9.00 Expense Reimbursement Policies and Reporting Procedures. 

1. The City of Columbus shall reimburse actual and necessary expenses incurred by elected 
and appointed officials, employees, or volunteers of the City at educational workshops, 
conferences, training programs, official functions, hearings, or meetings, whether incurred 
within or outside the City limits, after attendance has been approved by the department 
head or City Administrator and is in the parameters of the Personnel Policy and the annual 
City budget.  The reimbursement of expenditures shall be limited to: 

a) Registration or tuition costs, fees, or charges. 

b) Transportation as specified below. 

c) Meals as specified in 9.30. 

d) Lodging. 

These expenses will be reimbursable up to the federal per diem rates for the locality of 
travel.  The per diem rates for the national and the state are available in both the Human 
Resources and Finance Departments. 

Expense vouchers must be completed in order to be reimbursed. 

2. Authorized expenditures shall not include any expenses incurred by spouse of an elected 
or appointed official, employee, or volunteer unless the spouse is also an elected or 
appointed official, employee, or volunteer of the City of Columbus and the expenses for 
the spouse are also preapproved. 

Sec. 9.10 Lodging. 

Except as otherwise provided herein, all hotel and motel reservations shall be made on a single-room 
basis only.  Suites or similar accommodations shall not be used.  When making reservations and at 
the time of registering, commercial or government rates, if available, shall be requested. 

Sec. 9.20 Transportation. 

For air travel, reservations shall be for coach class.  If possible, an attempt should be made to arrange 
a commercial flight on a discounted basis.  The employee will not be reimbursed for more than the 
actual cost of the flight ticket.  Any special discount coupon or voucher received in connection with 
municipal trips for which the fare was paid or reimbursed by the City of Columbus, shall be returned 
to the City of Columbus for use, as applicable, in reducing cost of future trips paid or reimbursed by 
the City of Columbus.  

Automobile transportation shall be arranged, whenever possible, to use City-owned vehicles.  
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Personal vehicles may be used on City business only when there is no City vehicle available for the 
trip or when the use of a personal vehicle is approved by the department head. 

If an employee elects to drive their personal vehicle when a City vehicle is available, the City will 
not reimburse mileage. 

Mileage for the required use of personal vehicles will be reimbursed at the specified Federal rate, as 
it may be amended from time to time, computed by the most direct highway route or an amount equal 
to the cost of regular, not discounted, coach air fare, whichever is less. 

Rental cars shall be utilized on business trips only when transportation fares (taxi, bus, etc.) in that 
locale are less economical or pose a serious inconvenience.  There shall not be more than one rental 
car for each four individuals on the same business trip.  At all times an attempt shall be made to lease 
compact cars rather than larger sedans. 

Sec. 9.30 Meal Expense. 

Daily meal expenses incurred by an employee, Mayor, or City Council member in the process of 
performing duties for the City of Columbus are reimbursable with the following documentations: 

1. Dates. 

2. Amounts spent. 

3. Business reason. 

4. Names of persons or firms represented. 

5. Name of City where meals occurred. 

Reimbursement for alcoholic beverages is not allowed. 

Employees may be reimbursed for meals incurred for only that employee's single meals.  The 
employee shall be provided payment for individual meals based on Federal per diem rates. 

The City Finance Director will announce future meal price adjustments as Federal Travel Regulations 
change. 

When traveling out of state overnight, reimbursement will be made for all reasonable meal expenses 
provided receipts are presented for all meals. 

For payment of the meal on overnight trips, the following guidelines apply: 

1. In order to be reimbursed for breakfast, the claimant must leave Columbus before 7 a.m. 

2. In order to be reimbursed for dinner, the claimant must return to Columbus after 6 p.m. 

The above policy does not include meals which are served as part of the seminar, conference, or 
meetings. 



80 

Reimbursement will be made for meals which are a part of a seminar, conference, approved meeting; 
however, reimbursement will not be made in the event an employee elects to obtain a meal elsewhere 
when the meal is included in the registration fee for a meeting or seminar. 

Sec. 9.40 Expense Reports. 

Expense reports should be submitted at least monthly and be in compliance with the policies of the 
City of Columbus.  Expenses shall be shown on the dates incurred.  Each expense report shall be 
approved by a designated supervisor.  Such approval shall be given by the supervisor after being 
satisfied the expense is City related, they are reasonable expenses, and the necessary documentation 
and supporting data are included.  The Finance Department will audit to determine if the necessary 
documentation and supporting data are a part of the expense report and all information is correctly 
reported. 

Expense reports without adequate documentation will not be paid in full.  Only the expense report 
items with proper documentation will be paid.  Items with insufficient support shall be deleted for 
payment later, after the needed documentation or written explanation is obtained.  Correspondence 
regarding requests for additional documentation and all responses will be attached to the original 
expense report or resubmitted expense report. 

Sec. 9.50 Receipts. 

Receipts for expenses should be obtained to support a reimbursement request.  Loss of a meal receipt 
or two will not endanger reimbursement.  Receipts are required for the following items before expense 
reimbursement will be allowed: 

1. All lodging expenses. 

2. Rental cars (actual copy of rental agreement). 

3. Registration fees at meetings or seminars. 

4. Meals. 

A receipt shall be the actual paid receipt received when paying for an expense incurred, a copy of a 
credit card charge, a copy of a customer receipt given to the employee by a firm providing services 
or goods to such employee, or a copy of a canceled check drawn payable to a specific payee.  If a 
receipt covers a combination of personal and business expenses, the business items must be clearly 
identified. 

There are a few items that do not require receipts, such as tips associated with meals (no more than 
18% of meal cost), taxi, limousine, local bus fares, parking expense in the course of a business trip, 
and telephone calls of a business nature when not placed via a City of Columbus telephone. 
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CHAPTER TEN 

RISK MANAGEMENT 

The City has appointed a Risk Manager and Risk Management Committee.  They are responsible for 
the Risk Management Program as described in Resolution No. R90-20.  It is the intent of the City that 
this group of employees help the City make a good faith effort to maintain a safe working environment 
by establishing programs and policies which encourage safety in the work environment and to abide 
by applicable laws and regulations. 

Sec. 10.00 Risk Management Responsibilities. 

Risk Manager 

The Risk Manager is responsible for the development, organization, coordination and implementation 
of safety programs and safety education.  Responsibilities also include work-site inspections, hazard 
reduction and/or elimination and accident/injury investigation, reporting and management.  Other 
assignments and responsibilities related to disaster response and risk management complete the role 
of the Risk Manager. 

The Risk Manager will advise the City Administrator as well as department heads, supervisors and 
employees of unsafe conditions, problems related to accident prevention and recommendations for 
loss control.  The Risk Manager will not fulfill obligations of department heads or supervisors relative 
to providing safe work environments, necessary equipment, training, or inspections in the interest of 
accident prevention. 

Department Head 

The department head is responsible for fulfillment of departmental goals and objectives as well as 
health and welfare of each employee in the department.  In the adopted safety policy, the highest 
priority has been placed on employee safety which becomes the responsibility of the respective 
department head.  It is normal practice for department heads to delegate the authority to carry out 
safety policy in their department, but the responsibility for meeting objectives and the protection of 
employees in performance of their assignments cannot be transferred. 

Supervisors 

Supervisors will assume the responsibility of thoroughly instructing their personnel in the safe 
practices to be observed in their work situations.  They will consistently enforce safety standards and 
requirements to the utmost of their ability and authority.  Supervisors will act positively to eliminate 
any potential hazards within the activities under their jurisdiction and they will set the example of 
good safety practice in all phases of their endeavors.  The principal duties of supervisors in 
discharging responsibilities for safety are as follows: 

1. Enforce all safety regulations in effect and make employees aware that violations of safety 
rules will not be tolerated. 

2. Make sure all injuries are reported promptly and treated properly and all accidents or 
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unusual incidents are reported (preferably on the same work day) even if injury is not 
apparent. 

3. Conduct thorough investigations of all accidents or incidents and take necessary steps to 
prevent recurrence, if possible, through employee safety education, operating procedures, 
or modification of equipment, facilities, or environment. 

4. Provide employees with adequate safety instructions regarding their duties prior to the 
employees actually starting to work. 

5. Make sure regular safety checks, including a careful examination of all new and relocated 
equipment are accomplished before it is placed in operation. 

6. Assure equipment is properly maintained and issue instruction for the elimination of fire 
and safety hazards. 

7. Continuously inspect for unsafe practices and conditions and promptly undertake any 
necessary corrective actions. 

8. Develop and administer an effective program of good housekeeping and maintain high 
standards of personal and operational cleanliness throughout all operations. 

9. Provide safety equipment and protective devices for each job based on knowledge of 
applicable standards. 

10. Conduct safety briefings at organizational meetings and encourage the use of employee 
safety suggestions. 

11. Give full support to all safety procedures, activities, and programs. 

Employee 

Each employee, as a part of the comprehensive City of Columbus Risk Management Program, is 
expected to place safe work practices and identification of unsafe conditions as the highest priority 
while performing daily tasks.  Each employee's safety commitment must include, but is not limited 
to, the following: 

1. Using the safety equipment which has been provided for use in performing daily work 
assignments. 

2. Wearing the prescribed uniform and safety shoes as required. 

3. Only operating equipment for which training or orientation has been received. 

4. Warning co-workers of unsafe conditions or practices they are engaged in which could 
lead to or cause an accident. 

5. Reporting defective equipment immediately to their supervisor. 
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6. Reporting dangerous or unsafe conditions that exist in the work place as well as throughout 
the municipality.  This would include defective sidewalks, broken curbs, hanging tree 
limbs, loose handrails, open manholes, sunken basins and sewers, missing or damaged 
traffic signs or signals.  

7. The employee or if appropriate, the supervisor records all injuries, accidents or incidents 
immediately, completing the incident report, on the same work day, regardless of severity.  
If due to severity of injury or illness the employee is unable to complete the form, it is the 
supervisor’s responsibility to complete the form. 

8. Record on an incident report form any unusual occurrences or incidents observed on the 
day they occur, as it may later pose a liability risk to the City, its workers, or the public. 

9. Protection of unsafe conditions resulting from municipal work which could present a 
hazard to the public. 

10. Taking care not to abuse tools and equipment so these items will be in usable condition 
for as long as possible, as well as to ensure that the tools and equipment are in the best 
possible operating condition while being used. 

11. When required, the employee will maintain a commercial driver's license.  The City will 
pay the amount of the license fee in excess of the cost of a normal driver's license fee. 

Sec. 10.04 Incident Reports. 

Incident Reports shall be filled out whenever a near injury, an accidental injury or exposure occurs 
including possible bloodborne pathogens.  This report shall be sent to the Human Resource office as 
with all other incidents reports, normally within the same work day.  These reports will be kept as a 
permanent part of the safety record. 

Sec. 10.05 The Cost of Accidents.  

Another area of major concern to supervisors is the cost of accidents.  Many people fail to realize 
how much accidents really cost.  Accidents are expensive in ways that are not obvious; therefore, 
attention to loss control can improve your department performance. 

Accidents can cause obvious and direct costs, such as medical, hospital, rehabilitation expenses, 
worker's compensation payments, and higher insurance premiums or even loss of insurability.  But 
there are other indirect costs that are less obvious, and usually uninsured.  These include the various 
disruptions of normal work procedures, such as employees being witnesses or helping the injured, or 
even the reduction in production. 

If the return on the investment is not sufficient, it may be necessary to defer the procurement of new 
equipment and facilities.  Insurance covers only a portion of the total accident cost and as accident 
loss experience increases, so will a company's insurance premiums.  It is clear that directly and 
indirectly, accidents reduce the funds available for salaries, employee benefits, new equipment, etc.  
Actually, the total cost of accidents is greater than many of us realize. 



84 

Items in Indirect Cost:  

1. Time lost by others. 

2. Cost of hiring and training a replacement. 

3. Lost efficiency. 

4. Overtime premium. 

5. Cost to investigate the accident. 

6. Report time. 

7. Tools/equipment damage. 

8. Lost equipment utilization. 

9. Lost production time. 

All of these reduce efficiency and represent another cost.  There are many hidden costs due to 
accidents.  Conversely there are hidden savings in accident prevention, which is the reason the phrase 
"Loss Control" is often used.  Every accident you prevent saves direct-indirect accident costs and this 
money will remain in money available for wages and City services. 

Other benefits of accident prevention efforts include: 

1. People will not be injured or killed. 

2. Property and materials will not be destroyed. 

3. Production will flow more smoothly. 

4. You will have more time for the other major parts of your job. 

All employees will include "Loss Control" as a regular part of their job and expect to have this part 
of performance measured.  Employees are expected to perform periodic safety inspections of the work 
areas for which they are responsible. 

Safety and housekeeping inspections, and the problems you discover, are important but what you do 
about them is more important.  If a problem can be rectified by your department, work to complete 
the appropriate task as soon as possible so the problem can be solved.  Be sure to follow up, as needed, 
to see that the job is done.  You may even find it necessary to have your supervisor help expedite the 
work by getting help from other departments.  Completing an Incident Report provides a written 
record as a basis for determining the best way to solve hazards that are observed in your City 
department or another department. 
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Sec. 10.10 Driving Rules and Regulations. 

All drivers of municipal vehicles, and those using their personal vehicles in pursuit of municipal 
business, will comply with all applicable laws of the state as well as any additional regulations of the 
municipality.  Emergency vehicles under pressing emergency situations are exempted from the usual 
motor vehicle laws and rules but are required to exercise due caution and care in travel. 

Parking 

1. Municipal vehicles are not to park in "NO PARKING" zones except in emergency 
situations or in required performance of official duties.  At those times a vehicle is parked 
in a "NO PARKING" zone, emergency blinkers will be turned on. 

2. All municipal vehicles should be locked when not in use at a remote location. 

3. Before initial use of any vehicle each day, the driver will walk around and inspect the 
vehicle for damage, inoperable lights, loose hardware, underinflated tires, or any other 
condition which may create an unsafe situation. 

4. Any deficiency encountered will be reported to their supervisor immediately.  It will be 
the supervisor's responsibility to ensure that appropriate action is taken to correct the 
problem. 

Equipment 

1. All employees will wear seat belts as required by state law. 

2. Portable or detachable doors may not be removed from vehicles unless: 

a) It is a necessity in order to perform the job. 

b) Mirrors remain usable when the doors are off.  Similarly, vehicle doors are not to 
be tied open. 

3. Turn signals will be utilized by all drivers at all times in ample time to warn oncoming or 
following vehicles of their intent. 

4. Drivers will ensure windows, headlights, taillights, and windshield wipers are clean and 
operational at all times. 

5. Tailgates will be up and locked when vehicles so equipped are in motion.  If a vehicle's 
function requires that the tailgate remain in the open position, red flags will be attached to 
the materials being carried if they meet or exceed the length specified by State Law.  (State 
Law requires flags on anything that extends over 4 feet from the taillight). 

6. In any case, the driver of the vehicle is responsible to see that all necessary conditions are 
met on the vehicle before the driver operates it. 

7. If the vehicle does not have a tailgate, but is loaded, the driver of the vehicle will ensure 
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the load is secure on the truck and that overhangs are properly marked in accordance with 
applicable state and local laws. 

Special Equipment 

1. Special equipment such as tractors, hi-lifts, high rangers, graders, plows, cranes, or any 
unit which has special devices added for specific types of work will require formal 
instruction prior to use by a driver.  This special training will include the following: 

a) Explanation and demonstration of all control devices. 

b) Explanation and demonstration of all safety equipment. 

c) Knowledge of maintenance items such as fuel, water, oil and other minimum 
operating needs of the unit. 

d) Demonstration of operation. 

e) New driver operation under supervision with testing. 

f) Instruction in driving to and from, or on and off a trailer, parking procedures and 
method for securing. 

2. Passengers will ride only in seats so designed for passengers on special equipment. 

3. Triangular, orange-colored slow moving vehicle signs will be required to be displayed as 
per state law and, if sign is deployed, said vehicle will not exceed 25 mph. 

General. 

1. Backing up vehicles without a clear view of the area back of the rear end will be done only 
with the assistance of a guide.  If a second person is in the vehicle, that person will get out 
and guide the vehicle back using the appropriate hand signal and voice signal.  If the driver 
is alone, the driver will get out of the vehicle and inspect the area behind the vehicle before 
backing.  Again, strict caution is to be observed. 

2. Riding on the sides, toolboxes, tailgates, or roof of any truck is prohibited.  Further, 
standing in the back of any truck is not permitted. 

3. Drivers will carry their state driver's license at all times.  Loss of driving privileges may 
result in full-time drivers being temporarily reclassified if a position is available until such 
time as their driving privileges are reinstated or a temporary restricted permit is issued. 

4. Employees who operate a City vehicle as a part of their job are required to report any 
suspension or revocation of their license to their supervisor who will in turn determine the 
future responsibilities of the employee.  Failure of an employee to report a change in 
license status will result in disciplinary action. 

5. Riding on running boards of trucks is strictly prohibited. 
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6. Except in authorized emergencies, posted speed limits will be strictly adhered. 

7. Drivers should direct their full attention to driving.  Inspections of streets, trees, signs, etc. 
may be made by a second person, other than the driver, wherever possible. 

8. During periods of limited visibility, vehicle headlights will be turned on. 

9. Trailers are to be fastened securely to hitches.  Safety pins in pintle locks will be used.  
Safety chains will be crossed under the hitch and securely fastened before moving the 
vehicle. 

10. All items to be transported either in a truck or trailer, which may move around during 
transport, will be secured. 

11. No more than three (3) persons will ride in the front seat of any vehicle.  Where only two 
single seats exist, there is to be only one rider per seat. 

These rules may be updated periodically and may be amended as necessary. 

Sec. 10.15 Procedures for Reporting Accidents and/or Breakdowns of Municipal Vehicles. 

In the event an operator of a municipal vehicle is involved in an accident, the municipal Police 
Department should be called to the scene and required to prepare a report.  If the accident should take 
place in another jurisdiction, the law enforcement agency of that jurisdiction should be called to the 
scene to make a report.  The operator of the municipal vehicle involved in the accident should provide 
all the necessary identification and insurance information to the other party involved. 

If a municipal vehicle is disabled as the result of an accident, or if a municipal vehicle breaks down 
and becomes inoperable, it shall be reported in accordance with department policy.  When employees 
are covered by D.O.T. regulations, these federal policies should be obeyed, including steps for 
mandated drug testing. 

Operators of municipal vehicles should be sure whenever a serious incident occurs, whether a 
breakdown, traffic accident, or vandalism, the responsible municipal department head should be 
immediately notified and an Accident Report be completed by the operator.  Copies of all Accident 
Reports will be sent to the City Clerk’s office, preferably during the same work shift. 

Sec. 10.20 Safety Equipment. 

It is the municipality's intent to provide all necessary personal protective equipment required in 
performing routine operations.  Protective equipment is provided to employees on an "as needed" 
basis.  Each division sets protective equipment requirements depending on the activities of the jobs 
performed. 

Requests for equipment not immediately available should be directed to the responsible supervisor.  
Failure to use available and required personal protective equipment is the employee's responsibility 
and ignoring this requirement can lead to the employee being subject to disciplinary action. 
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Additional Safety Equipment 

Other protective equipment is provided in order to protect employees from unnecessary exposures.  
This includes barricades, cones, warning signs, warning lights, and many other specialty items.  
Consult with a supervisor or the Risk Manager for more information. 

When working with power take-off shafts or chipping machines, no loose clothing should be worn.  
Reflective vests or cross straps are not required. 

Sec. 10.25 Training. 

Each department has the responsibility of providing on-the-job training to each employee on the 
topics which will enable the employee to do their job safely and efficiently.  This training shall 
include: 

1. Orientation of departmental and overall municipal safety and health rules.  

2. Procedure for reporting on-the-job injuries or unusual incidents. 

3. Procedures for processing hospital/medical bills related to job-related injuries. 

4. Worker's Compensation claims process. 

5. Requirements for use of vehicles. 

6. Reporting of unsafe conditions. 

In addition, specialized training must be offered in the use of tools and equipment in order to 
maximize the capabilities of the equipment as well as to prolong its usable life and to prevent 
accidents. 

All employees are expected to request instructions in those tasks or for any equipment with which 
they are not familiar. 

Sec. 10.30 Hard Hats. 

Hard hats will be worn by municipal personnel when involved in the following situations: 

1. Present, for any reason, on construction sites where hard hat signs are posted. 

2. In locations damaged by disaster, fire, flood or other cause which could result in structural 
damage or falling material. 

3. Persons working near high-voltage electrical hazards. 

4. All supervisors involved in the above-types of work. 
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Sec. 10.35 Operations in the Public Way. 

Whenever operations are taking place in streets, parkways, sidewalks, or other places where citizens, 
as well as employees, may be endangered, the supervisor or crew leader on the work site is as 
responsible for the safety of the public in this type of operation as for getting the job done.  The 
supervisor must spend ample time before, during, and after the work to protect employees and the 
public from the hazards created by this work.  The following procedures are to be followed: 

1. If street construction or repair work is to be done, preparations will be made to assure 
vehicle and pedestrian safety before such work is allowed to begin. 

2. If traffic is affected by the operation, proper signing must be used to warn in advance of 
the work area.  Traffic control signs, in and around the affected area, are to be correctly 
placed and maintained through the period when work is being performed and traffic 
obstructions exist. 

3. Where barricades and signs are used overnight, supervisors will examine the work area 
for proper placement at the end of the workday. 

4. Lighted barricades will be used whenever possible for overnight protection. 

5. Where traffic must be periodically stopped or obstructed by workers or equipment in the 
traveled portion of a roadway, protective cones will be stationed. 

6. All City employees in or near the roadway will wear regulation safety green clothing, 
vests, or cross straps on their clothing while at the work site. 

7. If a construction site is barricaded where no traffic can pass into the work area, vests need 
not be worn. 

8. Flagmen will be used to slow or direct traffic where the approach to the work area does 
not provide adequate visibility to drivers. 

9. In any case where streets are significantly obstructed or closed for any period of time, the 
Police Department and Fire Department will be notified of the situation and told 
approximately how long the closure will be in effect.  Police and Fire operations may vary 
significantly due to the nature of the services they provide. 

Pedestrian Safety 

1. If pedestrian traffic is impeded by official municipal barricades, then restrictive tape, rope, 
or other restraint will be used to keep the public from the work site. 

2. If pedestrian traffic must be routed off sidewalks and into the street, then protection will 
be provided by cones, barricades, and signs to guard from vehicular traffic. 

3. Holes in the sidewalk or parkway which must be left open will be covered whenever 
possible along with perimeter protection.  Every possible means of preventing accidental 
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entry into the hole should be used.  Keep in mind that darkness and snow can complicate 
this situation. 

4. Where an unusual situation exists which cannot be easily resolved, or when personal injury 
or damage to equipment or property occurs as a result of operations, contact the 
responsible supervisor and the Risk Manager immediately. 

Sec. 10.40 Office Safety. 

Office work is more dangerous than is commonly supposed and many accidents occur during ordinary 
office routine. 

1. Every employee shall be responsible to see that their own desk and work area is clean and 
orderly.  Pick up items such as pencils or paper clips that are strewn around.  Good 
housekeeping is the key to a safe office environment. 

2. Keep an eye open for loose or threadbare floor coverings. 

3. Be extra cautious when you come up to a door that can be opened in your direction.  Take 
it easy when pushing open such a door and slow down when coming to a "blind" corner. 

4. Haste when walking between desks can result in bruises and falls.  Keep electrical cords 
out of aisles. 

5. All file, desk, and table drawers shall be kept closed when not in use.  As soon as you 
leave them, close them.  Never open more than one file drawer at a time. 

6. Overloading the top drawer of unsecured file cabinets has caused many an injury.  If 
unfamiliar with file cabinets, test the drawers and be careful not to pull them out to full 
extension.  There may be no locking device on inexpensive or older models. 

7. Office tables, desks, and chairs must be maintained in good condition and free from sharp 
corners, projecting edges, wobbly legs, etc. 

8. Tilting chairs can be hazardous when improperly used.  Care should be taken to assure 
that they are in good working condition. 

9. Never use chairs, desks, or other office furniture as a makeshift ladder.  Always use a 
stepladder.  Don't overreach and lose your balance. 

10. Message spindles can all too frequently cause puncture wounds to hands and arms.  When 
used, the point shall be protected by a suitable blunt cover or, preferably, the point should 
be bent to a horizontal angle.  

11. Keep the blades of paper cutters closed when not in use. 

12. Scissors, paper cutters, and similar office devices can easily cause minor, but painful 
injuries.  Report such injuries at once and take precautions to avoid infection. 
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13. Keep your hands clear of electric typewriter carriages. 

14. Paper cuts hurt.  Use a sponge or wetting devices for envelopes.  Use rubber finger guards 
when working with stacks of paper. 

15. Keep paper clips, thumb tacks, and pins in a place where they can't injure you.  Keep razor 
blades and "exacto" blades covered; even a little scratch can get infected. 

16. Be sure all electrical equipment is grounded and the cord is in good condition.  If a 
machine gives you a shock or starts smoking, unplug it and report the defective device 
immediately to the supervisor. 

Sec. 10.45 Ladders and Scaffolding. 

Mishaps involving electricity and falls from high places result in the two most critical types of injuries 
involving ladders and scaffolding.  Other hazards include: splinters, slivers, and slips which can cause 
sprains, strains, bruises, and abrasions. 

The following safety procedures will prevent accidents and possible injury: 

Ladders 

1. Metal ladders shall not be used in the vicinity of electrical circuits. 

2. Periodically inspect wooden ladders.  They shrink over a period of time.  In a stepladder, 
this may cause steps or back bar members to become loose.  Hold the rods beneath the 
steps with pliers and tighten the nut at the end with a wrench to maintain strength and keep 
the ladder steady. 

3. Wooden ladders or scaffold planks should not be painted because defects may be covered 
up.  Use a good grade of spar varnish or a mixture of linseed oil and turpentine to preserve 
the wood. 

4. Nonskid feet should be used on all straight and extension ladders. 

5. When properly placed, the feet of the ladder should be about one-fourth as long as the 
vertical (i.e., if the ladder is leaned against a wall eight feet high, the feet should be set 
two feet from the wall.) 

6. When using a straight ladder, it should be long enough to extend at least three rungs above 
the level to which the user is climbing.  Step ladders must not be used in lieu of straight 
ladders.  They are not designed for this purpose. 

7. If the feet of a straight ladder are to rest on an unsecured surface, secure the ladder in 
position by the use of hooks, ropes, spikes, cleats or other anti-slip devices or by stationing 
an employee at the base of the ladder to hold it in position during use. 

8. Never stand on the top step of a step ladder. 
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9. Only one person shall be on a ladder at a time. 

10. Never carry articles in hand while climbing.  Use a hand line to raise and lower tools and 
materials or suspend them suitably in a tool belt. 

11. Always face a ladder when ascending or descending and always use both hands. 

12. Clean muddy or slippery shoes before beginning to climb the ladder. 

13. Keep the rungs clean and free of grease, oil, and caked-on dirt. 

14. If it is necessary to place a ladder near a door or where there is potential foot traffic, set 
up warning signals or take other precautions to prevent accidental contact which might 
upset the ladder. 

Scaffolding 

1. Proper supervision is required to erect scaffolding. 

2. Planks and other material used in building scaffolding must be sound and free from knots.  
Keep planks in good condition.  Never paint the planks. 

3. Planking should be adequately cleated; scaffolding used for work over 10 feet off the 
ground should have toe boards, mid-rails and handrails. 

4. Tools left on top of the scaffolding can easily fall to the ground and injure a passerby.  
Keep tools in a bucket or box lashed to the scaffolding. 

Sec. 10.50 Use of Head Sets or Earbuds. 

As a general policy, the employee use of personal headsets or earbuds while operating machinery will 
not be permitted.  Hearing protection devices will be provided as needed. 

Sec. 10.55 Working in Cold and Hot Weather. 

This should serve as a guideline for assessing whether or not non-vital services should continue to be 
performed during periods of extremely cold or hot weather.  While this information may not be 
relevant to all municipal departments, the data provides good personal information and should be 
shared with employees for their use. 

Wind chill factors were developed by the military to determine the effects of combining wind and 
temperature as they affect exposed skin surfaces.  Wind chill effect does not cause liquids to freeze 
when the air temperature is above the freezing point.  However, when the air temperature is below 
freezing, wind effect will speed up the freezing process. 

The National Weather Service has devised the "Heat Index", which is an accurate measure of how 
hot it really feels when relative humidity is added to the actual air temperature. 

There are going to be situations where no condition of weather will force work to be stopped.  These 
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situations include police and fire service, sanitation services, and emergency responses by any 
personnel to situations which arise as a result of this severe weather.  Bear in mind, however, that 
nonessential services within emergency response departments should be considered for curtailment 
during extreme temperature or wind chill periods.  The procedure for evaluation of particular jobs 
will be as follows: 

1. Assess the necessity of performing the particular task at the time. 

2. Assuming the task must be done, determine if the employees are properly dressed and 
protected from the elements. 

3. Determine what method the employee will have available to get warm or cool periodically 
while the task is being performed. 

4. Consult a Wind Chill Chart and determine the wind chill equivalent.  If the chill factor is 
in the "Danger" zone, special clothing is required and protection from the effects of the 
chill must be considered and used.  Likewise, check with the National Weather Service to 
determine the heat index. 

5. If the chill factor is in the "Great Danger" zone, or the heat index is at an extremely “High" 
level, only life and health safety tasks will be considered. 

6. In the "Danger" zone, certain tasks may be impossible due to wind or temperature alone.  
However, the general policy for non-life safety tasks will be that cold weather 
considerations will be implemented anytime the reported wind chill falls below -25 
degrees or the heat index is above 130 degrees. 

7. Individual municipal departments may establish separate conditions, based on wind chill 
or heat index factors as they affect specific tasks. 

8. Any questions or circumstances that arise regarding this policy should be directed to the 
Risk Manager. 

Sec. 10.60 Hazardous Communications Policy. 

The City of Columbus wants employees to be able to work safely and effectively on their jobs. 

As a part of this goal, the City wants employees in each department to know the chemical products 
in their department and how to best work with these chemicals.  Each department should assemble an 
information file on those chemicals used, and especially those chemicals that might be designated as 
hazardous.  Each department should also make sure the chemicals in their department remain properly 
labeled. 

These records will be reviewed at least annually by our insurance company Loss Control Specialist 
and/or a Risk Management team member and then reported annually at the first Risk Management 
meeting of the year. 

Whenever employees are using a chemical agent for the first time, they should review their proposed 



94 

handling of the product with their supervisor to assure proper procedures will be followed. 

As new chemicals are added to a department's inventory, the department should obtain information 
(Safety Data Sheets) from its supplier and make sure the new product has complete labeling on each 
storage container.  If the SDS sheet requires protective equipment for safe handling, each department 
is to have the necessary equipment available. 

Should an accident or unusual reaction occur with a department chemical, report it to your supervisor 
and complete an Accident/Incident Report. 

A supplementary publication, "Hazards in the Workplace: YOUR RIGHT TO KNOW" booklet, 
is available in each department to help employees learn how labels and SDS information can help 
them to work with knowledge and sensitivity. 

Sec. 10.65 Bloodborne Pathogen Policy. 

The purpose of the Bloodborne Pathogen Policy is to limit occupational exposure to blood and other 
potentially infectious materials.  This policy will provide a review on infection control.  It is the City's 
intent, as far as is possible, and within the scope of current knowledge, to protect all concerned parties 
from accidental exposure to the viruses that cause Hepatitis B, Acquired Immune Deficiency 
Syndrome (AIDS) and other blood communicable diseases. 

Infectious Materials 

1. Blood products (plasma). 

2. Vaginal secretions. 

3. Fluids surrounding the spine, brain, heart, lungs, abdomen and joints. 

4. Amniotic fluid. 

5. Semen. 

6. Any other body fluid containing visible blood. 

7. Body tissue. 

Hepatitis B virus attacks the liver and is the major infectious bloodborne hazard faced on the job. 

HIV attacks the immune system, making the body less able to fight off infections, causing the disease 
known as AIDS. 

Universal Barrier Precautions 

These devices and procedures should be used by anyone coming in contact with blood or bodily 
fluids, whether it be direct contact, splashing, clothing exposure, or working with medical 
instruments. 
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1. Waterproof gloves should be worn when handling items soiled with blood, body fluids, 
tissues or equipment contaminated with blood or other body fluids. 

2. Waterproof gowns or plastic aprons shall be worn when performing procedures that may 
bring contact with body fluids. 

3. Hands shall be washed thoroughly and immediately if they accidentally become 
contaminated with blood or potentially infective body fluids.  Hands should be washed 
even when gloves have been used. 

4. Masks and/or protective eyewear should be worn if aerosolization or splattering is likely. 

5. Contaminated materials should be double bagged and marked as containing biohazardous 
material and then transported to the Fire Department for disposal. 

Clean Up 

When an area is possibly contaminated by blood or body fluid containing blood such as emesis, care 
should be taken to sop up the liquid with paper toweling (using universal precautions).  The area 
should then be cleaned with a disinfectant such as Clorox (one part Clorox to ten parts water).  
Secondary cleaning may then be conducted as needed.  Double bag and tag all such sopped materials. 

Hepatitis Vaccination 

For employees who are expected to come in contact with blood and body fluids containing blood, as 
a part of their job duties, vaccinations for Hepatitis B may be required at City expense.  The 
determination of which employees fit this category is decided on a department-by-department basis. 

Workplace Infections 

People infected with a bloodborne pathogen like AIDS or Hepatitis can sometimes appear to be in 
good health.  Therefore, it is better to assume blood or blood-contained body fluids are infected than 
to act carelessly. 

Fortunately, AIDS and Hepatitis B aren't spread through the air like cold or flu germs.  You won't get 
either disease from working alongside someone who is infected or from casual contact. 

You can become infected at work by: 

1. Accidentally cutting yourself with a sharp object that is contaminated with infected blood 
or body fluids. 

2. Getting infected blood or body fluids on your skin, especially if your skin has open sores, 
nicks or cuts. 

3. Getting contaminated blood or body fluids in the mucous membranes of your eyes, nose 
or mouth. 

Normally, your skin acts as a protective barrier to keep viruses out.  But even tiny breaks or cracks in 
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the skin from common conditions like dermatitis, acne, chapping and broken cuticles can be doorways 
for these bloodborne viruses to enter your body.  More restrictive or less restrictive guidelines may 
be adopted within specific departments to accommodate unique work situations. 
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4. Adjournment.
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