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SECTION 1 – GENERAL 
  

1.010 General Purpose/Scope 
 
This employee handbook is a general informational guide to the City's current employment policies and is 
not intended to create a contract, nor is it to be construed to create contractual obligations of any kind or a 
contract of employment between the City and any of its employees. The City reserves the right to amend, 
delete, supplement, or rescind any of the provisions of this manual, as the City Council, from time to time, by 
adopted resolution, shall deem necessary and appropriate. The City also reserves the right to deviate from 
these policies in emergency situations, in order to achieve its primary mission of providing orderly and cost 
efficient services to its citizens. Nothing contained in this handbook shall give the employee the right to the 
continuation of any benefit, policy, or practice which the city chooses to modify, alter, or discontinue. 
 
These personnel policies shall apply to all City employees. They shall not apply to elected officials and 

independent contractors. In the event of conflict between any provision of this manual and any 

provision of a valid and effective collective bargaining agreement or written contract signed by the 

City Manager or his/her designee, the provisions of the collective bargaining agreement or written 

contract shall govern. In all other cases, these policies shall govern. 
 

1.020 Nature of the Employment Relationship 
 
Employment with the City of Dowagiac, unless subject to a written contract signed by the City Manager or 
his/her designee indicating otherwise, is at-will on the part of both parties. The employee is free to resign at 
will at any time, with or without cause and with or without notice. Similarly, the City may terminate the 
employment relationship at will at any time, with or without cause and with or without notice.   
 

1.030 Open Communications 
 
Open communications are essential to efficient and effective operation. The City of Dowagiac will make 
every effort to keep each employee informed of those matters which affect him/her and also encourages 
each employee to communicate with his/her immediate supervisor or Department Head on matters of 
significance which they feel requires the attention of someone in authority. An employee is in a good 
position to know and understand the details of their own work. An employee may discover new or improved 
ways of performing their work or they may have suggestions with regard to working relationships in the City. 
Only through an "open door" policy with the honest exchange of ideas, suggestions, and the cooperative 
effort of all employees can we hope to constantly and consistently improve the services which the City 
renders to the community. 
 

1.040 Definitions 

 
(a) Department Head. An employee who has responsibility for directing one or more departments.  

 
(b) Immediate Family. An employee's immediate family includes the employee's spouse, (step) children, 

(step) parents, mother-in-law or father-in-law, son (-in-law) or daughter (-in-law), brother (-in-law) or 
sister (-in-law), grandchildren and grandparents. 

 
(c) Regular Full-Time Employee. An employee who is regularly scheduled to work forty (40) or more 

hours a week on a continuing basis.   
 

(d) Regular Part-Time Employee. An employee who is regularly scheduled to work less than forty (40) 
hours a week, but at least 25 hours per week, on a continuing basis.  Part-time employees are not 
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eligible for City medical/dental benefits, but receive some paid time off. 
 

(e) Temporary Employees. A temporary employee is defined as an employee who holds a job of limited 
duration arising out of special projects, seasonal workloads or emergencies. Temporary employees 
are not eligible for City benefits. 

 
(f) Non-Exempt Status. An employee who is entitled to overtime pay under the specific provisions of 

federal and state wage and hour laws. 
 

(g) Exempt Status. An employee who is excluded from overtime pay under the specific provisions of 
federal and state wage and hour laws. 

 

1.050 Employee Personnel Records 
 

(a) A personnel file for each employee is maintained in the Human Resources Department. Access is 
limited to the City Manager and the Human Resources Director or designee. An employee's 
personnel file contains the employee's name, title and/or position held, salary history, training 
received, performance evaluations, personnel actions affecting the employee, including discipline, 
and other pertinent information.   

 
(b) An employee has the right to review their file in the presence of the Human Resources Director or 

designee upon reasonable intervals, generally up to two times per year. Requests to review the file 
must be in writing. An employee may not mark-up, change, or in any way alter the information 
contained in the file. If there is a disagreement with the information contained in the file, the 
employee may submit a written statement explaining his or her position. This statement will become 
a part of the personnel file. 

 
(c) Personnel files are kept confidential to the maximum extent permitted by law. Except for routine 

verifications of employment, no information from an employee's personnel file will be released to the 
public, including the press, unless required by state, federal or local law, rule or regulation. 

 

1.060 References 
 
The City does not give employment references, other than to confirm the dates of employment and position 
held, without the express written consent of the employee. Only the City Manager, Human Resources 
Director or designee, will provide employment references on current or former City employees. Informal 
references through social media sites are prohibited. 
 

SECTION 2 – DIVERSITY 
 

2.100 Equal Employment Opportunity 
 
The City is an equal opportunity employer. It is the City’s policy to provide equal protection under law and 
equal employment opportunities (EEO) to all qualified employees and applicants for employment without 
regard to race, color, religion, gender, pregnancy, sexual orientation, gender identity, gender expression, 
familial status, national origin, citizenship, age, disability, genetic information, height, weight, marital status, 
military or veteran status, or on any other status, characteristic or category protected by law. The City 
complies with applicable state and local laws governing nondiscrimination in employment. This policy 
applies to all terms and conditions of employment, including recruitment, placement, promotion, termination, 
layoff, recall, transfer, leave of absence, compensation and training. 
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2.120 Anti-Harassment, Discrimination & Retaliation Policy 
 
The City is committed to a maintaining a positive work environment in which all individuals are treated with 
respect and dignity. Each individual has the right to work in a professional atmosphere that promotes equal 
employment opportunities and prohibits unlawful discriminatory practices, including harassment. Therefore, 
the City does not tolerate unlawful harassment, discrimination, or retaliation against its employees by other 
employees, citizens, visitors, vendors, or other persons or entities affiliated with the City.  Likewise, the City 
does not tolerate unlawful harassment of non-employees by its employees.   
 
Any employee who engages in unlawful harassment, discrimination, or retaliation in violation of this policy is 
subject to appropriate discipline, up to and including termination. 
 
WARNING:  Unlawful harassment, discrimination and retaliation, including sexual harassment and other 
forms of prohibited conduct, may lead to personal liability.  Any person engaged in such conduct may be 
compelled by a court to pay money damages to victims. 
 

(a) Definitions of Harassment 
 
  Sexual harassment constitutes discrimination and is illegal under federal, state and local laws. The 

City strictly prohibits any employee, elected or appointed official, citizen, vendor or visitor, male or 
female, from engaging in actions which sexually harass other employees or non-employees, 
including:  
 

 Making unwelcome sexual advances or requests for sexual favors or other verbal or physical 
conduct of a sexual nature; or  

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

 Stating or implying that a particular employee's advances in employment at the City resulted 
from the granting of sexual favors or the establishment or continuance of a sexual 
relationship; or  

 Stating or implying that a particular employee’s deficiencies in performance are attributable 
in whole or in part to the sex of that person; or  

 Commenting on particular characteristics employed with a particular sex; or  

 Creating an intimidating, hostile or offensive working environment by such conduct that is so 
severe or pervasive that it unreasonably interferes with an employee’s ability to perform his 
or her job. 

 
Harassment on the basis of any other protected status, category or characteristic is also strictly 
prohibited.  Under this policy, harassment is verbal, non-verbal or physical conduct that denigrates 
or shows hostility or aversion toward an individual because of his/her race, color, religion, gender, 
pregnancy, sexual orientation, gender identity, gender expression, familial status, national origin, 
citizenship, age, disability, genetic information, height, weight, marital status, amnesty veteran 
status, or any other status, category or characteristic protected by law, and that: (i) has the purpose 
or effect of creating an intimidating, hostile or offensive work environment; (ii) has the purpose or 
effect of unreasonably interfering with an individual’s work performance; or (iii) otherwise adversely 
affects an individual’s employment opportunities. 

 
(b) Retaliation is prohibited 

 
 The City of Dowagiac prohibits not only discrimination and harassment, but also strictly prohibits 
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retaliation against an individual who, in good faith, reports discrimination or harassment or 
participates in an investigation of such reports. Retaliation against an individual for reporting 
harassment or discrimination, or for participating in an investigation of a claim of harassment or 
discrimination, is a serious violation of this policy and, like harassment or discrimination itself, will be 
subject to disciplinary action, up to and including discharge. Any employee who believes he or she 
has been retaliated against for exercising the rights guaranteed under this policy, should utilize the 
complaint procedure stated below.  

 
(c) False Complaints 

 
 Any employee who files a complaint which is knowingly false when made will be subject to 

immediate discipline, up to and including discharge.  
 

2.130 Complaint Procedure 
 

(a) Reporting an Incident of Harassment, Discrimination or Retaliation 
 

The City encourages reporting of all perceived incidents of discrimination, harassment, and 
retaliation. It is the policy of the City of Dowagiac to promptly and thoroughly investigate such 
reports.  

 
A Discrimination/Harassment Complaint Form is included at the end of this personnel manual. Any 
employee who believes that he or she has been subjected to any sexual harassment, discrimination, 
retaliation, or harassment based upon his or her race, color, religion, sex, national origin, disability, 
genetic information, sexual orientation, gender identity, gender expression, age, height, weight, 
pregnancy, marital status, veteran status, citizenship or any other unlawful criteria, should file a 
written complaint on the form attached to this manual  IMMEDIATELY after the incident(s) occur. 
Complaints should also be filed IMMEDIATELY by anyone who witnesses unlawful harassment, 
discrimination, or retaliation against others.  Complaints should be made regardless of whether the 
alleged harassment, discrimination, or retaliation was by an employee of the City, elected or 
appointed official, citizen, vendor, visitor, or other who entered our workplace or with whom you 
interact because of your job with the City. 

 
Complaints may be submitted to any of the following individuals: 

 

 The employee’s Department Head; 

 The Human Resources Manager; or 

 The City Manager.  
 
Complaints taken by a Department Head must be communicated to Human Resources within 
twenty-four (24) hours.  Failure by the Department Head to communicate a complaint to Human 
Resources in a timely fashion will result in appropriate discipline of the Department Head, up to and 
including discharge.  Individuals should not feel obligated to file their complaints with their immediate 
supervisor.   

 
 IMPORTANT NOTICE TO ALL EMPLOYEES: 
 Employees who have experienced conduct they believe is contrary to this policy have an obligation 

to take advantage of this complaint procedure.  
 

The City will take appropriate steps to stop any conduct that violates this policy, but it cannot do that 
if it does not know about the conduct so employees must bring forward complaints.   
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The availability of this complaint procedure does not preclude individuals who believe they are being 
subjected to harassing conduct from promptly advising the offender that his or her behavior is 
unwelcome and requesting that it be discontinued. 

 
(b) The Investigation 

 
Any reported allegations of harassment, discrimination, or retaliation will be investigated promptly, 
thoroughly and impartially. The investigation may include individual interviews with the parties 
involved and, where necessary, with individuals who may have observed the alleged conduct or may 
have other relevant knowledge.   

 
To the extent possible, all complaints will be kept confidential.  However, it is the primary goal of the 
City to investigate and resolve all complaints.  As part of the investigation, it will likely be necessary 
to reveal certain details and information to those directly involved. It is also possible that the 
information gathered during an investigation will be subject to subsequent legal or administrative 
proceedings which will require disclosure of the contents and results of the investigation. 

 
(c) Responsive Action 

 
Misconduct constituting harassment, discrimination or retaliation will be dealt with promptly and 
appropriately. Responsive action may include, for example, training, referral to counseling, 
monitoring of the offender and/or disciplinary action such as warning, reprimand, temporary 
suspension without pay or termination, as the City of Dowagiac believes appropriate under the 
circumstances.   

 

2.140 Bullying 
 
The City does not tolerate bullying in the workplace. Bullying is repetitive inappropriate behavior that 
undermines, demeans, and/or humiliates another person. This behavior may be intentional or unintentional, 
but it is often identified by those who perceive themselves as targeted regardless of intention. This type of 
behavior destroys teams, trust among co-workers, and overall morale within the City. 
 
Examples of bullying include (generally, conduct must be repeated or pervasive to constitute bullying):  
 

 Verbally abusing, humiliating, making fun of, or insulting a person or his/her family 

 Undermining a person’s self-confidence, reputation and/or ability to perform  

 Rude or invasive body language  

 Nonverbal threatening gestures or glances that convey threatening messages  

 Persistent singling out of one person 

 Shouting or raising voice at an individual in public or in private 

 Not allowing the person to speak or express him or herself (i.e., ignoring or interrupting) 

 Personal insults toward an individual or group of individuals and use of offensive nicknames 

 Public humiliation in any form 
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 Constant criticism on matters unrelated or minimally related to the person’s job performance or 
description 

 Spreading rumors or gossiping about individuals and/or groups 

 Encouraging others to disregard a supervisor’s/department head’s instructions 

 Deliberately excluding an individual or isolating him or her from work-related activities, such as 
meetings 

 Unwanted physical contact, physical abuse or threats of abuse to an individual or an individual’s 
property (defacing or marking up property) 

If any employee believes that they have been subjected to bullying in violation of this policy, they should 
report it to their Department Head or Human Resources.  Any employee who is found to have engaged 
in bullying behavior will be subject to disciplinary action up to and including discharge.  

 
2.150 Accommodations for Individuals with Disabilities 
 
It is the policy of the City of Dowagiac to comply with all federal and state laws concerning the employment 
of persons with disabilities. Furthermore, it is our City policy not to discriminate against qualified individuals 
with disabilities in regard to application procedures, hiring, advancement, discharge, compensation, training 
or other terms, conditions and privileges of employment. 
 
The City will make reasonable accommodations, as required by law, for the known physical or mental 
disabilities of an otherwise qualified applicant or employee, unless doing so would impose an undue 
hardship on the City. An accommodation is not reasonable if, even with the accommodation, the employee 
or applicant would be unable to perform the essential job duties in a manner that would not cause a direct 
threat to the health or safety of the employee or other individuals in the workplace.  
 
Any employee who believes they require an accommodation to perform the essential functions of the job 
should contact the Human Resources Department to request such accommodation. Employees should 
specify in writing what accommodation they need to perform the job and submit supporting medical 
documentation explaining the underlying physical or mental disability and the basis for the requested 
accommodation. The City will then review and analyze the request, including engaging in an interactive 
process with the employee, to identify if such an accommodation can be made. The City will evaluate 
requested accommodations, and may identify other possible accommodations. The City treats all medical 
information submitted as part of the accommodation process in a confidential manner. 
 

SECTION 3 - HOURS AND ATTENDANCE 
 

3.210 Working Hours 
 

(a) The City's standard work day is generally eight (8) hours; however, different work schedules, such 
as in the case of public safety employees, may be established by the City to meet job assignments 
and provide necessary City services. All salaries and employee benefits are based on a minimum of 
an eighty (80) hour pay period, which begins at 12:00 a.m. on Monday and continues for two (2) 
weeks ending at 11:59 p.m. on Sunday. 

 
 

(b) The City's standard workweek is Monday through Friday; however, for purposes of overtime the 
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workweek may include Saturday and Sunday. Different work schedules, such as in the case of fire 
and police employees or essential employees, may be established by the City to meet job 
assignments and provide necessary City services. Each employee's department head will advise the 
employee regarding their specific working hours. 

 
(c) Part-time and temporary employees shall work hours as specified by their Department Heads. 

 
(d) "Flex-time" scheduling may be utilized with prior permission of the Department Head if the use 

thereof does not interfere with customer service, the requirements of the job, or limit the productivity 
of a department or function. 

 

3.220 Hours of Work and Overtime 
 

(a) All City positions are designated as either "exempt" or "non-exempt" according to the Fair Labor 
Standards Act ("FLSA") regulations. Department Head positions and designated administrative 
positions are considered exempt under FLSA. Regular full-time and part-time employees are 
considered non-exempt. Elected officials are exempt from all provisions of FLSA. 

 
(b) Non-exempt employees are entitled to overtime compensation, either in compensatory time off or 

additional pay on their paycheck, when they work more than forty (40) hours in a standard 
workweek, which may include Saturday and/or Sunday. Overtime pay is calculated at one and one-
half times the employee's regular rate of pay. Fire fighters are entitled to overtime compensation 
when they work more than 212 hours within a 28 consecutive day period.   

 
(c) All overtime must be authorized by the employee's department head. Overtime is mandatory when 

required by management and scheduled in advance.  Employees who work overtime without 
advanced approval will be subject to disciplinary action up to and include discharge.  

 

3.230 Compensatory Time 
 

(a) Non-exempt employees entitled to overtime pay may elect to receive compensatory time off instead 
of cash payment. The use of compensatory time must be approved by the requesting employee's 
Department Head. Compensatory time shall be accrued and credited to the employee at a rate of 
one and one-half times the hours worked as overtime. An employee may not carry more than forty 
(40) hours of banked compensatory time at any time; excess hours worked beyond forty (40) will be 
paid as overtime. 

 
(b) Compensatory time off from work is to be used for short-term absences from work during times 

when it is not unduly disruptive to the City’s operations. Employees may use their compensatory time 
only when approved in advance by their Department Head. Compensatory time may also be utilized 
for emergency circumstances when an employee's sick leave/PTO bank has been exhausted. In 
such cases, the employee is to inform his/her department head of the intention to use compensatory 
time off at least one (1) hour prior to the start of the shift. 

 
(c) Employees are to utilize all accrued compensatory time within the fiscal or contract year in which it is 

accrued. At the conclusion of the fiscal year, all remaining, accrued compensatory time shall be paid 
to the employee at the original, overtime wage. 

  

3.240 Attendance 
 

(a) Punctual and consistent attendance is a condition of employment. Each Department Head is 
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responsible for maintaining an accurate attendance record of their employees. 
 

(b) When an employee is absent from work three (3) times within a 60-day period it shall be deemed 
excessive absenteeism unless the absences are protected by law. Scheduled time off, approved in 
advance by the department head, will not count as an absence. Exceptions may be made with prior 
approval of the City Manager for extenuating circumstances. Excessive absenteeism shall be 
subject to disciplinary action, up to and including discharge from employment. 

 
(c) Employees unable to work or unable to report to work on time must notify their Department Heads, 

supervisor, or designee as soon as possible, but not less than one (1) hour prior to the employee's 
usual starting time. If an absence continues beyond one day, the employee is responsible for 
reporting in each day. If the department head is unavailable, the employee may leave a message 
with their designated representative, stating the reason for being late or unable to report for work. 
Unless the employees department is so notified, leave will not be approved without reasonable 
explanation. 

 
(d) Employees are expected to be at work even during inclement weather. Department heads may allow 

employees to be late or leave early during severe weather conditions; however, failure to report for 
work will be counted as absence from work and will be charged to accrued vacation and/or personal 
leave. 

 
(e) Weather emergencies, which result in the closing of the City offices, shall be established by the City 

Manager. Critical personnel, as designated by the City Manager, including but not limited to police 
officers, firefighters, utility crews, road crews, etc., will be required to work as a matter of standard 
operating procedure during any weather emergency. Any such employee so required to report to 
work will receive regular pay. 

 
(f) An employee who is absent for any reason without authorization or notification is subject to 

disciplinary action, up to and including discharge from employment.   
 

3.250 Breaks and Meal Periods 
 
Administrative and clerical employees may take one (1) fifteen-minute break within a four (4) hour work 
period. A one-half (1/2) hour unpaid meal period shall be provided for administrative and clerical employees 
working a minimum of six (6) continuous hours in a day. All breaks and meal periods shall be arranged so 
that they do not interfere with City business or service to the public. Employees may not perform any work 
during their meal period without prior approval from their Department Head or his/her designee.  
 

3.260 Breaks for Nursing Mothers 
 
Nursing mothers will be provided with reasonable breaks to express breast milk for her to nurse her child for 
up to one year after the child’s birth.  Nursing mothers may take such a break as frequently as needed. 
The City will provide a place that is shielded from view and free from intrusion from coworkers and the public 
for nursing mothers to use to express breast milk. 
 
Non-exempt employees will not be compensated for breaks taken for the purpose of expressing milk unless 
such breaks are taken during other City-provided paid breaks. 
 
For more information on this policy, including where nursing mothers may take their break to express breast 
milk, please contact Human Resources.  
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3.270 Call Back 
 
All employees are subject to call back in emergencies or as needed by the City to provide necessary 
services to the public. A refusal to respond to a call back may be grounds for immediate disciplinary action, 
up to and including discharge from employment. Employees called back to duty will be paid their appropriate 
rate of pay for hours worked including overtime, if applicable. 

 

SECTION 4 - RECRUITING AND HIRING 
 

4.310 Recruiting 
 
The City shall post job vacancies on all departmental bulletin boards for a minimum period of ten (10) 
working days unless emergency circumstances require the position to be filled immediately. During this ten 
(10) day period, employees who have completed their introductory period may bid for such vacancy by 
presenting to the City Manager a written and signed notification of interest in the position. Applicants other 
than current City employees will be required to fill out an Application for Employment. 
 

(a) Recruiting practices are conducted solely on the basis of ability, merit, qualifications and 
competence, without regard to any status, characteristic or category protected by law. 

 
(b) Each applicant shall complete and sign an application form prior to being considered as a finalist for 

any position.  Resumes may supplement, but not replace, the City's official application form.  
 

(c) An applicant who is found to have falsified pertinent information by misrepresentation or willful 
omission of essential facts on their application will not be considered for employment, or if 
employed, will be subject to discharge from employment at the time that the misrepresentation or 
willful omission of pertinent facts is discovered. 

 

4.320 Temporary Employees 
 

(a) With approval of the Department Head, temporary employees may be used during emergencies or 
other peak workload periods, to temporarily replace regular employees absent due to disability, 
illness, vacation or other approved leave, or to temporarily fill a vacancy until a regular employee is 
hired. 

 
(b) A temporary position is clearly understood to be of limited duration and may not exceed a period of 

six months. Extensions to this period may be made by the City Manager if it is determined that the 
position is required for a longer period of time. 

 
(c) Temporary employees are eligible for overtime pay as required by law. Temporary employees are 

not eligible and do not receive retirement, vacation, PTO, sick leave, health insurance, holiday or 
any other benefits during their employment. 

 

4.330 Introductory Period 
 

(a) All newly hired employees (full and part-time) or former employees who have been rehired or 
employees promoted to a new classification enter an introductory period which is considered an 
integral part of the selection and evaluation process. During the introductory period an employee is 
required to demonstrate suitability for the position through actual work performance. 

 
(b) The normal introductory period is six (6) months from the employee's date of hire, rehire or promo-
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tion. The introductory period for fire fighters is one (1) year. 
 

(c) An employee's introductory period may be extended for an additional six (6) months, if necessary, to 
properly evaluate the employee's performance. The introductory period will not be shortened for any 
reason. 

 
(d) Newly hired or rehired introductory employees accrue vacation and PTO/sick leave.  Employees on 

the sick time program are not eligible to use sick time until after they complete 90 days of continuous 
employment. Promoted employees that have completed an initial six month introductory period shall 
continue to accrue vacation and PTO/sick time when applicable.  

 
(e) At any time during the introductory period and after, either the employee or the City may end the 

employment relationship at-will, with or without cause or advance notice. Completion of the 
introductory period does not alter the at-will nature of employment or confer on the employee any 
right of continued employment. 

 
(f) When a Department Head determines an employee has satisfactorily completed the introductory pe-

riod, the department head shall prepare a written performance evaluation, which will be reviewed by 
the City Manager's office. If the introductory period is satisfactorily completed, the employee will be 
placed on regular employment status. 

 

4.340 Promotions and Transfers 
 

(a) The City encourages current City employees to apply for vacant City positions for which they are 
qualified.  The promotion or transfer of a City employee to vacant Department Head positions shall 
be made by the City Manager with City Council approval. In filling the vacancy, the City Manager 
shall give due consideration to each applicant's seniority, qualifications, performance evaluations, 
and experience, in general, and the department in which the vacancy occurs in particular, if any. 

 
(b) Promotions and transfers to a vacant non-department head position shall be made by the 

Department Head with the approval of the City Manager and are based on qualifications for position, 
recommendations, performance evaluations, attendance, job descriptions and related City 
requirements. 

 
(c) Regular full-time and part-time employees are eligible for promotion or transfer. To be considered for 

another position, an employee must have satisfactorily completed the introductory period and 
possess the qualifications and a clear disciplinary record for the vacant position, unless such 
requirements are waived by the City Manager in the best interests of the City. 

 

4.350 Personal Relationships Policy 
 
The City permits employment of individuals of the same family or who have a personal relationship. 
However, we recognize that hiring individuals who have personal relationships with other employees could 
create a potential conflict of interest, which is why we will work hard to make individuals in a personal 
relationship do not:   
 

 Work on the same team 

 Supervise, audit, evaluate or discipline each other 

 Have access to sensitive personnel records of one another 
 
If two employees become related while working here and the relationship fits one of the conflicting situations 
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listed above, then one of them must request a transfer to another assignment or leave the company.  We 
will try to be as flexible as possible in these situations, but we do not have an obligation to schedule 
vacations, working hours, or leaves of absence simultaneously for employees who are in a personal 
relationship, or otherwise give them greater consideration than that given to other employees. 
 
A “personal relationship” includes relations by blood or marriage, domestic partners, individuals living in the 
same household, or individuals having a romantic, intimate or sexual relationship.   
 
An employee who has a personal relationship with another individual who is employed by the City must 
disclose the relationship to Human Resources in a timely manner to assess the implications for the working 
environment and to make arrangements to ensure that decisions are made in an appropriate and unbiased 
manner.  Each employee who is involved in a personal relationship with another employee is individually 
responsible for disclosing the relationship as described in this policy. 
 
Employees who fail to meet the disclosure requirements described in this policy will be subject to 
appropriate disciplinary action up to and including termination. In addition, because a supervisor bears an 
affirmative responsibility for sustaining a positive working environment that is conducive to the professional 
growth of all individuals, supervisors must disclose to Human Resources all personal relationships of which 
they are aware, even if the supervisor is not involved in the relationship.  If a supervisor fails to report a 
personal relationship, he/she will be subject to appropriate disciplinary action, up to and including 
termination of employment. 
 
Any individuals involved in a personal relationship must conduct themselves appropriately in the workplace 
to avoid offending others or placing others in an uncomfortable position. 
 
If you have any questions as to whether a relationship falls within this policy, please discuss it with Human 
Resources. 
 

4.360 Social Security Number Privacy Policy 
 
The City will ensure to the extent practicable the confidentiality of employees’ Social Security Numbers in 
accordance with the requirements of the Michigan Social Security Number Privacy Act.   

 
(a) There are numerous legitimate and permissible uses of Social Security Numbers.  The most 

common include: (1) use of Social Security Numbers if authorized or required by state or federal 
statute, rule, or regulation, or by court order or rule, or in litigation; or (2) use in the ordinary course 
of business as the primary account number: 

 

 to verify the individual’s identity, to identify an individual, or for similar administrative 
purposes related to employment;  

 to investigate an individual’s claim, credit, criminal or driving history;  

 to detect, prevent, or deter identity theft or other crimes;  

 to lawfully pursue or enforce legal rights, such as for audit, collection, investigation or 
transfer of an employee benefit, or a claim, debt, receivable or account;  

 to provide or administer employee or health insurance or membership benefits, claims, or 
retirement programs or to administer the ownership of shares of stock or other investments. 

 
(b) Unless otherwise permitted by law, the City will not publicly or visibly display more than 4 sequential 

digits of a Social Security Number on City property or on any City identification badge or similar item, 
nor use or require employees to transmit more than 4 sequential digits of the employee’s Social 
Security Number over the internet or on a computer system or network unless the connection is 
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secure or the transmission is encrypted, nor use more than 4 sequential digits of Social Security 
Numbers on the outsides of envelopes or packages to be mailed. 

 
(c) The City limits access to Social Security Numbers to those employees who have been trained vis-à-

vis the statute and this policy and whose job duties require that they use this information in 
connection with City business, such as: 

 

 Human Resources 

 Benefits Administration 

 Computer and Information Technology 

 Executive Management 
 

(d) Documents and electronic files containing Social Security Numbers will be maintained in a 
confidential manner, and will not be disclosed to persons other than those working in the specified 
areas.  All documents containing Social Security Numbers will be shredded prior to discard.  Data 
stored in electronic format will be rendered irretrievable before computers are discarded or 
destroyed.   

SECTION 5 - CLASSIFICATION & COMPENSATION 
 

5.410 Salary & Wage Classification 
 
Each job title within the City is classified into one of the City's classifications for compensation purposes, 
based on job qualifications, level of responsibility, difficulty, working conditions, skill, hazard, and amount of 
supervision required for the specific job title. Each classification has a salary wage range shown on the 
City's salary and wage schedule.  This schedule is approved by, and from time-to-time may be amended by, 
resolution of the City Council. 
 

5.420 Non-Union Employee Compensation 
 
The compensation of all non-union employees shall be subject to approval by the City Manager, within the 
set budget appropriation and within the recommended salary and/or wage range, as established by 
resolution of the City Council. 
 

(a) Employees shall be paid within the limits of the salary and/or wage range to which their positions are 
assigned. 

 
(b) Usually, new employees will start their employment at the minimum salary/wage rate for their 

classification. However, a new employee may be employed at a higher rate than the minimum when 
the employee's experience, training or proven capability warrant, or when prevailing market 
conditions require a starting rate greater than the minimum. 

 
(c) Pay increases depend upon satisfactory performance and merit. If an employee's performance is 

consistently unsatisfactory or their behavior does not meet expectations, the Department Head, with 
the approval of the City Manager, may deny or limit a scheduled pay increase until the employee's 
job performance and/or behavior becomes satisfactory or until the next scheduled performance 
review date. 

 

5.430 Paydays 
 
Employees are paid bi-weekly (every other week on Friday). If a regularly scheduled payday falls on a 
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holiday, paychecks will be distributed on Thursday.   
 

5.440 Deductions 
 
Some regular deductions from the employee's earnings are required by law; other deductions are 
specifically authorized by the employee. The City will withhold from the employee's paycheck those 
deductions required by law and deductions authorized by the employee, applicable union contract, or 
statute. Employees must carefully review each and every paycheck, which will be accompanied by a 
paystub outlining all deductions.  If the employee sees an error in their pay, they should bring it to the 
attention of Human Resources immediately so that the error can be investigated promptly.  If it is 
determined that an improper deduction has been made, the City will reimburse the employee for any amount 
owed.   
 

5.450 Travel Away from the City 
 
All travel away from the City must be approved in advance by the Department Head and/or the City 
Manager. If personal automobiles are used, employees will be reimbursed at rates established and modified 
from time to time by the standard allowable U.S. Internal Revenue Service (IRS) rate for business driving 
when using personal automobiles. 
 

5.460 Travel Expense Reimbursement 
 
City employees will be reimbursed for reasonable and customary expenses actually incurred in connection 
with the business of the City, in accordance with established administrative policy 92-A-04 (Reimbursement 
Policy for Travel, Training, and Business-Related Expenditures). Requests for reimbursement, including 
receipts, shall be submitted on a Travel Expense Form signed by the employee and the department head. 
 

5.470 Compensation Upon Separation from Employment 
 
When an employee's employment with the City is ended, the employee will receive the following 
compensation: 
 

(a) Regular wages for all hours worked up to the time of separation or discharge which has not already 
been paid. 

 
(b) Any overtime or holiday pay due. 

 
(c) A lump sum payment of any unused vacation, prorated vacation, and compensatory time.  

 
Any unused personal days shall be forfeited upon separation or discharge. An employee discharged for 
misconduct shall not be eligible for any prorated vacation, PTO or sick pay. 

 

SECTION 6 - PERFORMANCE APPRAISALS/SERVICE RATINGS 
 

6.510 Performance Appraisals/Service Ratings 
 
A service rating system, also known as a performance appraisal, is in place for the purpose of having 
Supervisors and department heads periodically appraise the service of their employees, using a prescribed 
form for this purpose. Service ratings shall be discussed with the employee and kept on file in the 
employee’s personnel file.   
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(a) To achieve the City's goal to train, promote and retain the best qualified employee for every job, the 
City conducts annual performance appraisals for all positions not covered by a Collective Bargaining 
Agreement (optional for union employees). 

 
(b) The Human Resources Director, under the direction of the City Manager, is responsible for 

developing and maintaining the City's performance appraisal program. 
 
(c) Employees are to be evaluated by their department heads prior to completion of their introductory 

period and at least annually thereafter. 
 
(d) The appraisal is part of an employee's personnel record and may be a factor in determining the 

employee's conversion to regular status, whether the employee receives a wage increase, or is to 
be promoted, transferred, demoted, or discharged. 

 
(e) In the event that a department head judges an employee to be unsatisfactory in performance, the 

appraisal will state the deficiencies, specific recommendations intended to correct the deficiencies, 
and a specific target date for improving performance, at which time the department head will review 
the employee's progress. Failure to achieve satisfactory performance may result in discipline, up to 
and including discharge from employment. 

 

SECTION 7 - BENEFITS 
 
City-provided benefits as hereinafter set forth are limited to full-time employees.  For purposes of this 
section, full-time employees are defined as any position regularly scheduled to work forty (40) or more hours 
per week on a continuing basis. 
 
Please note that anything contained in the benefit plans described herein shall be held or construed to 
create a promise of employment or future benefits, or a binding contract between the City and its 
employees, retirees, or dependents, for benefits or for any other purpose.   
 
The City of Dowagiac reserves the right, in its sole discretion, to amend, modify or terminate, in whole or in 
part, any or all of the provisions of the benefit plans described herein, including any health benefits that may 
be extended to retirees and their dependents.   
 
For more complete information regarding any of our benefit programs, please refer to the Summary Plan 
Descriptions, which were provided to you separately or contact the Human Resources Department. 
 

7.610 Retirement Benefits 
 

(a) The City makes contributions on behalf of all eligible employees to the Social Security System in 
addition to those contributions made by the employee through FICA payroll deductions. 

 
(b) All regular full-time employees are covered under the Municipal Employees Retirement System. 

Benefit levels and contribution rates are determined by collective bargaining agreement, written 
contract, or set by the City of Dowagiac by adopted resolution. 

 
(c) Employees may elect to join the ICMA 457 Deferred Compensation Retirement Plan or the ICMA 

Individual Retirement Account.  Contributions are 100% funded by the employee through payroll 
deductions. 

 
(d) Employees may elect to join the MERS 457 Deferred Compensation retirement Plan or the MERS 
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Individual Retirement Account.  Contributions are 100% funded by the employee through payroll 
deductions. 

 
(e) Employees intending to retire shall notify their department head or City Manager, in writing, of their 

intent to retire at least three months prior to the date of retirement. 
 

7.620 Worker’s Compensation Benefits 
 

(a) All employees are covered by worker's compensation. This type of insurance covers employees in 
case of on-the-job injuries or job-related illnesses. All work related accidents and incidents, whether 
medical treatment is sought or not, should be reported immediately to the supervisor/department 
head. 

 
(b) When an employee is absent for one or more days due to an on-the-job accident or incident, the 

employee is required to file a claim for Worker's Compensation. If the employee files a claim, the 
City will continue to pay (by use of the employee's unused sick leave) the employee's regular salary 
pending receipt of Worker's Compensation benefits. 

 
(c) When the employee receives Worker's Compensation benefits, the employee is required to repay to 

the City the amount covered by Worker's Compensation and previously advanced by the City. This 
policy is to ensure that employees will receive prompt and regular payment during periods of injury 
or disability so long as accrued sick leave/PTO is available, while ensuring that no employee 
receives more than the employee would have received had the injury not occurred. Upon the 
repayment of funds advanced, the appropriate amount of sick leave shall be restored to the 
employee's account. 

 
(d) The City will allow an employee injured on-the-job who qualifies and is receiving worker's 

compensation payments to draw the difference between the worker's compensation check and his 
normal net rate of pay (less applicable taxes) from his/her accumulated sick leave/PTO bank. Upon 
exhaustion of an employee's sick leave/PTO bank, only worker's compensation payments will be 
provided. Payments shall be based upon the salary at time of injury. 

 
(e) The City may require an examination at its expense, performed by a physician of its choice, to 

determine when the employee can return to work and if the employee will be capable of performing 
the duties and responsibilities of the position. 

 

7.630 Life Insurance 
 

The City currently provides regular full-time employees life insurance with accidental death and 
dismemberment protection equal to two times their annual base wage. Terms and provisions of the 
life insurance policy may be changed or eliminated at any time. 
 

7.640 Medical/Dental Benefits 
 

(a) Regular full-time employees are eligible to participate in the City's health (medical and dental) 
insurance program.  The program and criteria for eligibility will be explained upon hire.  Enrollment 
times may vary as determined by collective bargaining agreement, contract or non-union status. The 
City reserves the right to amend the health plan, and make changes in the carriers and provisions, 
including applicable premium co-pays, of this program when deemed necessary or advisable. 

 
(b) Employees may voluntarily opt out of the City's medical/dental plan and receive a yearly lump-sum 
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payment in accordance with established City policy 97-A-02 (Non-Participation in City Offered 
Health/Dental Benefits). 

 
(c) Upon an employee's separation or discharge from City employment, at the employee's option and 

expense, the employee may elect to continue City health insurance benefits to the extent provided 
under COBRA. Continuation rights are not available if an employee is terminated for gross 
misconduct. 

 

7.650 Retiree Benefits 
 

(a) Employees with a hire date after September 30, 2015, retiring from active employment with the City 
as an eligible member of the MERS retirement plan, shall participate in an employer funded post-
employment Health Care Savings Program in-lieu-of retiree medical coverage.  Funds from the 
program may be used to purchase health insurance from the provider of the employee’s choice or 
other medical expense as defined in Section 213 (d) of the Internal Revenue Code. The City shall 
contribute $38 per employee per month to the program during employment.  

 
(b) Employees with a hire date prior to October 1, 2016, having less than 15 years of service, retiring 

from active employment with the City as an eligible member of the MERS retirement plan, shall 
participate in an employer funded post-employment Health Care Savings Program in-lieu-of retiree 
medical coverage.  Funds from the program may be used to purchase health insurance from the 
provider of the employee’s choice or other medical expense as defined in Section 213 (d) of the 
Internal Revenue Code. The City shall contribute $38 per employee per month to the program 
during employment.  

 
(c) A calculation will be completed on October 1, 2016, and, as of this date, employees with a 

combination of years of service and age exceeding sixty (60) will remain eligible to elect retiree 
medical coverage.  Retiree medical coverage will cease upon Medicare eligibility.  At the employee’s 
discretion, the employee may elect to participate in an employer funded post-employment Health 
Care Savings Program in-lieu-of retiree medical coverage.  The City shall contribute $38 per 
employee per month to the program during employment. 

 
The City may provide, for those eligible employee’s and at the employee's expense, a retiree 
medical benefits plan for an employee who retires from active employment with the City as an 
eligible member of the MERS Retirement Plan and receives retirement benefits. The retiree shall 
have a period of 45 days from and after his/her effective retirement date to elect such coverage. In 
the event that the retiree fails to elect coverage within this 45 day period, then such right shall be 
forever barred. 

 
In the event that an employee shall elect to continue medical insurance coverage upon retirement 
under the City's Group Health Insurance Plan, the City agrees that it shall reimburse any such 
employee in an amount equal to one-half (1/2) the cost of any premiums charged in connection 
therewith, subject to the following terms and conditions: 

 
 (1) That the City's responsibility for reimbursement shall be limited to a maximum monthly total 

of $200 of the amount of premium attributable to the retiree only, exclusive of any additional 
premium charged or chargeable to extend coverage to the retiree's spouse, children or other 
dependents; 

 
 (2) That the City shall not be required to reimburse any retiree for any portion of medical 

insurance premiums while such employee is covered under any other group policy of 
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medical insurance, including Medicare, or where such benefits are available through his/her 
spouse's employment as a group policy; 

 
 (3) In the event the retiree fails or refuses to pay a premium necessary to maintain coverage, 

such retiree's coverage shall be terminated and the City's responsibility to reimburse shall 
cease. 

 
 (4) Upon the retiree’s death, at the survivor's option and expense, the retiree’s surviving spouse 

may elect to continue City health insurance benefits to the extent provided under COBRA.   
 

Specific deductibles for group health insurance may vary depending on collective bargaining 
agreement and Certificates and Riders of coverage. 

 
(d) Municipal Employee’s Retirement System 

 
 All regular full-time employees are covered under the Municipal Employees Retirement System. 

Benefit levels and contribution rates are determined by collective bargaining agreement, written 
contract, or set by the City of Dowagiac by adopted resolution. 

 

7.660 Unemployment Compensation 
 
City employees may qualify for State Unemployment Compensation after separation from City employment 
depending on the reason for separation and if certain qualifications are met. 
 

7.670 Educational Reimbursement 
 
The Educational Reimbursement Program is available to all regular full-time employees who are actively 
employed by the City during the complete period of school enrollment. The City will reimburse the cost of 
tuition for job-related educational courses attended during off-duty hours in accordance with City policy 93-
A-02 (Educational Reimbursement Program).  Proof of registration, evidence of successful completion with 
a "C" or better and "Application for Educational Reimbursement" form is required for reimbursement. 
 

7.680 Training Policy 
 
The City seeks, within the limits of available resources, to offer training to increase an employee's skills, 
knowledge and abilities directly related to City employment, to obtain or maintain required licenses and 
certifications, and to develop staff resources. Opportunities may include, but are not limited to: on-the-job 
training, in-house workshops, and seminars sponsored by other agencies or organizations. Training which is 
required by the City must be approved in advance by the department head and will be paid 100% subject to 
City policy 92-A-04 (Reimbursement Policy for Travel, Training, and Business-Related Expenditures). 

 

SECTION 8 - LEAVES OF ABSENCE AND TIME OFF 
 
The City has eight (8) different types of leave: 
 

(a) Vacation leave 
(b) PTO 
(c) Family & Medical leave 
(d) Leave of Absence without pay 
(e) Jury and Witness leave 
(f) Administrative leave 
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(g) Military leave 
(h) Funeral leave 
 

Requests for any type of leave (except short-term illness of a week or less) shall be made in writing and, 
whenever possible, at least two (2) weeks prior to taking the leave. However, a leave of absence may be 
granted by the City Manager if an employee is unable to submit for leave due to illness or other incapacity or 
unforeseen circumstances. 
 

8.705 Vacation 
 

(a) Vacation leave will begin accrual as of the date the employee enters regular full time employment 
with the City. Vacation will accrue on a pay period basis and may be used following the completion 
of the employee’s introductory period. Each regular, non-contractual full-time employee is entitled to 
vacation leave as follows:  

 

Beginning on the anniversary 

Date of Employment 
Vacation Earned 

 

per pay period 

Start 3.08 

4 years 4.62 

9 years 6.15 

14 years 6.46 

15 years 6.77 

20 years 7.69 

  

 

Firefighters 

Beginning on the anniversary 

Date of Employment 
Vacation Earned 

 

per pay period 

Start 1.85 

1 year 4.62 

4 years 6.46 

9 years 8.31 

14 years 9.23 

15 years 10.15 

20 years 11.08 

 
The City Manager may, on occasion, grant years of service credit for vacation purposes to new 
employees as a hiring incentive. 

 
(b) All part-time employees who work an average of 25 hours or more per week shall be entitled to 

vacation leave as follows: 
 

2nd year of employment 5 days paid vacation 
4th year + of employment 10 days paid vacation 
 

Year of employment is calculated according to anniversary date and one (1) day is the equivalent of 
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a normal hour working day for the employee. 
  

(c) Vacation time no longer accrues once an employee’s accrual reaches a level twice the annual 
amount they are eligible to accrue at that time. When that point is reached the employee must take 
vacation to begin accruing again. Employees may carry over all unused vacation up to the accrual 
cap each year  

 
(d) An employee with five (5) years or more of service shall have the option of receiving payment in lieu 

of vacation once per calendar year for up to two (2) weeks of accumulated vacation time. Each 
employee must take the remainder of vacation leave per year except as hereinafter provided. 
Payments made in lieu of vacation shall be limited to multiples of full week periods. Upon a written 
request for payment in lieu of vacation, the City shall make such payment to the employee 
requesting same within three (3) weeks, whenever possible.  In special circumstances, payments in 
lieu of vacation in excess of two (2) weeks or for annual vacation leave of less than one (1) week, in 
the case of hardship or documentable situation in the workplace may be granted at the discretion of 
the City Manager. 

 
(e) If an employee who is eligible for vacation pay resigns after giving two weeks’ notice or is separated 

from employment without having received the vacation pay for which he/she is eligible, such 
employee shall receive, along with his/her final paycheck, the unused vacation for which he/she is 
qualified and prorated vacation accrued to the date of separation from employment. However, any 
employee discharged for misconduct shall not be eligible for any prorated vacation pay. 

 
(f) Each department head is responsible for scheduling his/her employees' vacations without undue 

disruption of department operations. Leave requests shall be submitted in writing at least two weeks 
prior to taking vacation leave. 

 
(g) Vacation time is not to be used as part of an employee's two (2) week notice of resignation unless 

approved, in advance, by the City Manager. 
 

8.710 Paid Time Off (PTO) 
 

*Certain employees of the city covered under union contracts are not eligible for the PTO program, 

as per CBA. Those employees should refer to the Sick Leave Addendum at the end of this personnel 

policy.  For all other employees of the City, PTO in lieu of sick time, is in effect.   
 

(a) The purpose of this Administrative Policy is to introduce a flexible time-off plan, in lieu of traditional 
sick time in accordance with established administrative policy 20-A-01 (Paid Time Off Policy (PTO)). 
 

(b) To provide first day coverage for sickness, each full-time employee will receive 48 hours of PTO 
each October 1st. Employees hired after October 1st shall receive a prorated amount of PTO at the 
time of hire.  Regular part-time employees who work at least 25 hours per week on average in a 
calendar year will receive 40 hours of PTO each October 1st. All other regular part-time employees 
will receive a prorated number of hours of PTO each October 1st, based on the number of hours 
worked during the preceding twelve months.   All employees will be eligible to accumulate up to 120 
hours of PTO.   
 
As employees accumulate more than 120 hours in their PTO bank, they will be paid for those hours 
at the employee’s current rate of pay in October of every year.   

 
(c) Each full-time employee enrolled in the PTO program will also be enrolled in a short term disability 
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plan offered and paid for by the City.  There will be no employee premium for this plan.  In the event 
of extended illness of 6 or more days, the short term disability policy will take over and pay the 
employee at a rate of 66% of their current rate of pay for the period of disability not to exceed 26 
weeks. The Employee may choose to supplement this payment with their bank of PTO/Sick time.   
Employees who do not choose to enroll in the PTO program are not eligible for this short term 
disability plan. 

 
(d) Employees do not accrue PTO benefits during an approved leave of absence without pay. 

 
(e) Employees who use all their accumulated PTO and require more time off work due to illness or 

injury may, with their department head's prior written approval, take vacation leave, personal leave, 
and compensatory time, if available.  If the employee has exhausted all available paid time off, the 
absence will be considered unexcused and could result in disciplinary action up to and including 
termination under the Attendance policy.  

 
(f) Employees may not take PTO after the employee has submitted his/her resignation. 

 

8.715 Family & Medical Leave 
 
The Family & Medical Leave Act of 1993 requires covered employers to provide job-protected leave to 
"eligible" employees for certain family and medical reasons as detailed in the City's administrative policy 95-
A-02 (The Family and Medical Leave Act (FMLA) of 1993).   
 

(a) Employees are eligible if they: (1) have worked for the City for at least one year, (2) worked at least 
1,250 hours over the previous 12 months leading up to the leave, and (3) have at least 50 
employees within 75 miles of their worksite. 

 
(b) Leave must be granted for any of the following reasons: 

 
(1) Because of the birth of a child of the employee and in order to care for such child within 12 

months of the birth.   
 

(2) Because of the placement of a child with the employee for adoption or foster care within 12 
months of the placement.   

 
(3) In order to care for the spouse, child, or parent of the employee, if such spouse, son, 

daughter, or parent has a serious health condition.   
 

(4) Because of a serious health condition that makes the employee unable to perform the 
functions of the position of such employee.  

  
(5) Because of any qualifying exigency arising out of the fact that the spouse, child, or parent of 

the employee is on covered active duty (or has been notified of an impending call or order to 
covered active duty) in the Armed Forces. 

 
In order to care for a covered service member who is the spouse, son, daughter, parent, or 
next of kin of the employee and who has or is being treated for a service-related serious 

injury or illness. 
 

(c) The employee ordinarily must provide 30 days advance written notice when the leave is 
"foreseeable." 
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(d) An employee requesting leave for their own or a family member's serious health condition shall be 

required to provide medical certification. 
 
(a) As required under the FMLA, employees will be required to utilize all of their available sick, PTO, 

vacation, personal and compensatory time. 
 
(e) For the duration of FMLA, the employer must maintain the employee's health coverage.  
 
(f) Upon return from FMLA, the employee must be restored to their original or an equivalent position 

with equivalent pay. 
 
 
 

8.720 Medical Leave of Absence 

 
Employees may request an unpaid medical leave of absence if physical or mental conditions (e.g. serious 
illness, pregnancy complications, child birth or related medical conditions, disability, etc.) necessitate time 
away from work and the employee is not eligible for FMLA leave or has exhausted his/her FMLA leave.   

a. Procedure.  A “Leave of Absence Request” form must be submitted to Human Resources as 
early as possible (preferably at least 30 calendar days prior to the desired time off).  In the request you 
should specify the dates, requested length, and other useful information. 

You must also include with your request form a physician’s supporting written statement explaining 
(to the City’s satisfaction), the basis for the requested medical leave and why he/she believes you need a 
medical leave of absence (i.e. why you cannot perform your current job).  Your physician should specify 
whether you are: 

 “totally disabled” and unable to perform any work 

 if not “totally disabled,” can you perform your job’s essential functions despite your 
“disability” 

 if not, what are your restrictions (your restrictions must be explained in detail) 

If you are “totally disabled,” we will look to an appropriate MLOA.  If you are not “totally disabled,”, the 
City may attempt to reasonably accommodate your condition, thereby allowing you to continue working in 
your current or an alternative position.  If unable to reasonably accommodate your restrictions, we will again 
look to an appropriate MLOA (which may also run concurrently with FMLA). 

The City may also, at its expense, require a second physician’s opinion.  If the second opinion is 
contrary to your physician’s opinion, you may ask for a third opinion in which case the parties will pick a 
mutually agreeable third physician to review your condition (at your expense).  In such cases, the City and 
employee agree that they will abide by the third physician’s opinion.  If the doctors reach a consensus that 
the employee is “totally disabled,” or place restrictions on the employee which the City cannot “reasonably 
accommodate,” the period of MLOA shall be deemed to have commenced on the date of the employee’s 
doctor’s diagnosis. 

b. Length.  Like FMLA leave, the employee will, as part of a MLOA, first be required to exhaust 
any accrued and available paid time off.  Upon exhaustion of the foregoing, any remaining portion of the 
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MLOA will be unpaid, unless you qualify for Worker’s Compensation or Short-Term Disability benefits.  A 
MLOA will be limited to the period of actual inability to work, but may not exceed the period in which the City 
can reasonably accommodate the leave of absence without incurring an undue hardship. 

c. Compliance and Return.  An employee will be accorded his/her COBRA continuation rights (if 
applicable) in order to continue his/her health insurance coverage during the MLOA.  An employee who fails 
to comply with the conditions accompanying his/her leave (e.g. periodically reporting in, additional 
physician’s statements, etc.), or who fails to return to work at the designated time (the employee must 
present a physician’s written certification releasing him/her to return to work and setting forth any 
restrictions), or who fails to return within the time period during which the City can reasonably accommodate 
the leave of absence, will be separated from employment.  A returning employee will be reinstated if there is 
a vacant position which he/she is able to perform, and for which he/she is qualified.  If you are released by 
your physician to return to work after the date required by the City, you will have to reapply as a new hire. 

 

8.725 Leave of Absence Without Pay 
 

(a) The City Manager may grant leaves of absence without pay for absence from work not covered by 
any other type of paid leave or if other paid leave balances are exhausted. Granting of a leave of 
absence without pay will only be done in exceptional circumstances, is discretionary, and there is no 
guarantee the employee’s position will remain open or any position will be available upon 
termination of the leave. 

 
(b) Only regular full-time and part-time employees who have satisfactorily completed their introductory 

period are eligible for a leave of absence without pay. The following requirements apply: 
 

(1) In emergency situations, leave may be granted to an employee for a period of up to thirty 
(30) days upon the approval of the City Manager following the formal written request by the 
Department Head, however, under extenuating circumstances such leave may be extended 
with written permission from the City Manager.   

 
(2) Accrued compensatory time, if any, sick leave/PTO, and vacation leave must be exhausted 

prior to taking any leave without pay. 
 
(3) COBRA continuation of health benefits will apply until the employee returns to work. See 

Section 6.540 (b) on Insurance Benefits. Vacation, sick leave and/or any other benefits do 
not accrue while an employee is on a leave of absence without pay. 

 
(4) An employee who fails to report promptly at the end of the unpaid leave of absence is pre-

sumed to have resigned.  Failure of the employee to report promptly at the expiration of the 
leave shall result in dismissal.  

 

8.730 Jury and Witness Leave 
 
Employees shall be granted time off with pay to serve on a jury or as a court witness on City business. It is 
the employee’s responsibility to provide proof of jury duty attendance. If an employee is summoned during a 
critical work period, the City may ask the employee to request a waiver from duty. 
 
An employee granted such leave shall reimburse the City for any pay received from court while serving as a 
juror or witness on behalf of the City. 
 

8.735 Administrative Leave 
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On a case-by-case basis, the City may place an employee on administrative leave with or without pay for an 
indefinite period of time, as determined, in writing, by the City Manager to be in the best interests of the City 
during an investigation or other administrative proceeding. 
 

8.740 Military Leave 
 
Regular full-time employees who are members with active status of an armed forces reserve unit or National 
Guard shall, at their request, be granted military leave when called to duty. Such leave shall be 
compensated by the City in an amount equal to the difference between the employee's normal net pay for a 
period not to exceed two (2) weeks of such leave per year and the total military pay received for such time 
period, provided the military pay and allowances are less and the employee furnishes adequate proof of 
total military pay and allowance for such duty. Employees, including part-time employees, shall be granted 
all employment and other rights as provided by Federal and State law.   
 

8.745 Funeral Leave 
 
Full-time employees shall receive up to a maximum of three (3) working days off with regular pay for time 
lost from work to attend the funeral of an immediate family member (see "Definitions" on page 1 for 
description of immediate family members); firefighters will be excused for one (1) 24-hour workday 
immediately following the day of death. Employees shall receive up to one (1) working day off with pay for 
time lost from work to attend the funeral of a niece or nephew. The purpose of this leave is to permit an 
employee time to make necessary arrangements for and to attend the funeral. Every employee may have up 
to two (2) hours off with pay to attend as pallbearer at the funeral of a relative or friend, and up to an 
additional two (2) hours upon written approval by the City Manager. Such pay will not be counted as hours 
worked for purposes of overtime. 
 
Due to extraordinary circumstances, an employee may request, in writing, up to two (2) additional days off 
work in case of death of an immediate family member. The additional time off is to be charged against the 
employee's vacation or compensatory time bank. The granting or denial of such request shall be at the 
discretion of the Department Head. 
 

8.750 Holidays 
 
All regular full time employees of the City of Dowagiac are eligible for holiday pay after their first day of work. 
Regular full-time employees will receive eight (8) hours pay for each legal holiday.  Firefighters will receive 
twelve (12) hours of regular pay, whether or not they are scheduled for duty, for each legal holiday. 
 

(a) The following holidays are recognized by the City: 
 

New Year’s Day      
President's Day     
Good Friday 
Memorial Day       
Independence Day     
Labor Day      
Thanksgiving Day     
Half Day on Christmas Eve 
Christmas Day     
Half Day on New Year’s Eve 
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(b) Any holiday falling on Saturday will be celebrated on the preceding Friday. Any holiday falling on 
Sunday will be celebrated on the following Monday. 

 
(c) Eligibility:  The employee must have worked his/her last regularly-scheduled working day before and 

his/her first regularly scheduled working day after the holiday, unless on either or both days he/she 
is excused from work in advance of such absence, or, in the case of emergency, as soon thereafter 
as is reasonably possible. 

 

8.755 Religious Holidays 
 
If an employee's religious beliefs require observance of a holiday not included in the basic holiday schedule, 
the employee may, with the department head's written approval, take the day off using vacation, 
compensatory time, or leave without pay. 
 

8.760 Personal Days 
 
Each regular full time employee will be granted their birthday and two (2) personal days off with pay per 
fiscal year. These are taken at the discretion of the employee after providing advance notice to their 
Department Head.   
 

(a) A regular full time employee shall become eligible for personal days after successfully completing 
the introductory period of six (6) months. Upon completion of the introductory period, new 
employees shall be credited with a number of personal days, prorated from the date of hire to the 
end of the City's fiscal year (9/30). 

 
(b) The personal days are granted on a fiscal year basis:  October 1 to September 30. If not taken 

within the fiscal year, they will be forfeited. 
 
(a) At the time an employee resigns or is discharged, any personal day(s) not used will be immediately 

forfeited. 
 

8.765 Part-Time Employees Paid Time Off 
 
Requirements: Each regular part-time employee working a minimum of 25 scheduled hours per week will be 
eligible for 8 paid holidays and 1 personal day. 
 

(a) Each regular part-time employee is eligible for holiday pay after completion of the 6-month 
introductory period.   

 
Part-time employees will be paid for the following holidays: 

 
New Year’s Day  Independence Day 
President's Day  Labor Day 
Good Friday   Thanksgiving Day 
Memorial Day   Christmas Day 
1 "Floating" Personal Day 

 
(b) Paid time off will be based upon normally scheduled hours only.  If your normal schedule is 5 hours 

a day you will receive 5 hours of holiday pay; if your normal schedule is 6 hours per day you will 
receive 6 hours of holiday pay. 
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(c) Any holiday falling on Saturday will be celebrated on the preceding Friday. Any holiday falling on 
Sunday will be celebrated on the following Monday.  

 
(d) The personal day may be taken at the employee's discretion subject to approval by the department 

head. Requests for any type of leave (except short term illness) shall be made in writing, and 
whenever possible, at least two (2) weeks prior to taking the leave.    

 
(e) The personal days are granted on a fiscal year basis:  October 1 to September 30. If not taken 

within the fiscal year, they will be forfeited. 
 
(f) Eligibility:  To be eligible for holiday pay, the employee must have worked his/her last regularly 

scheduled working day before and his/her first regularly scheduled day after the holiday, unless on 
either or both days he/she is excused from work in advance of such absence, or, in case of 
emergency, as soon thereafter as is reasonably possible. 

 

SECTION 9 - EMPLOYEE RESPONSIBILITIES AND CONDUCT 
 

9.805 General Policy 
 

(a) The safety and welfare of the community's citizens shall at all times be held as a central mission of 
government. All City employees are expected to represent the City in a professional manner which is 
courteous, efficient and helpful. Employees must maintain a clean and neat appearance appropriate 
to their work assignment, as established by their job description and department head. 

 
(b) Since the City is no more or less than the sum total of efforts by its employees, the City depends on 

each employee's on-going job performance, professional conduct and behavior.  Therefore, the City 
has established certain minimum standards of personal conduct.  Among the City's expectations 
are:  Basic tact and courtesy towards the public and fellow employees; adherence to City policies, 
procedures, safety rules and safe work practices; compliance with directions from supervisors, 
department heads and their designees; the preservation and protection of the City's equipment, 
grounds, facilities and resources; and the provision of orderly and cost-effective services to citizens. 

 

9.810 Non-Disclosure 
 

(a) Most City records are subject to public inspection.  However, employees should exercise discretion 
when discussing certain sensitive activities or in discussing the City's dealings with citizens, other 
governmental units or businesses.  

 
(b) Employees who improperly use or disclose sensitive information will be subject to disciplinary action, 

up to and including discharge from employment, even if they do not actually benefit from the 
disclosed information. 

 

9.815 Outside Employment and Conflicts of Interest 
 

(a) Employees shall not, directly or indirectly, engage in any outside employment or financial interest 
which may conflict, as determined by the City Manager, with the best interests of the City or interfere 
with the employee's ability to perform the assigned City job. Examples include, but are not limited to, 
outside employment which: 

 
(1) prevents the employee from being available for work beyond normal working hours, such as 

emergencies or peak work periods, when such availability is a regular part of the employee's 
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job; 
 
(2) Is conducted during the employee's work hours; 
 
(3) Utilizes City telephones, computers, supplies, or any other resources, facilities or equipment; 

 
(4) May reasonably be perceived by members of the public as a conflict of interest or otherwise 

discredits public service. 
 

(b) An employee who chooses to have an additional job, contractual commitment or self-employment, 
shall do so in compliance with established City Ordinance (Dowagiac City Code; Chapter 1, Article 
IV, Section 2-88, Conflicts of Interest). 

 

9.820 Political Activities 
 

(a) City employees may participate in political or partisan activities of their choosing provided that City 
resources and property are not utilized, and the activity does not adversely affect the responsibilities 
of the employees or their positions. Employees may not campaign on City time or in a City uniform 
or while representing the City in any way. Employees may not allow others to use City facilities or 
funds for political activities. 

 
(b) Any City employee who meets with or is observed by the public or otherwise represents the City to 

the public, while performing his/her regular duties may not wear or display any button, badge or 
sticker relevant to any candidate or ballot issue during working hours. Employees shall not solicit, on 
City property or City time, a contribution for a partisan political cause. 

 
(c) Except as noted in this policy, City employees are otherwise free to fully exercise their constitutional 

First Amendment Rights. 
 

9.825 No Tobacco/Vaping Policy 
 
For health and safety considerations, the City prohibits tobacco use or vaping by employees in all City facili-
ties and vehicles except in designated smoking areas as established by the City Manager.   
 

9.830 Use of City Equipment 
  
Use of City phones for local personal phone calls should be kept to a minimum; long distance personal use 
is prohibited. Other City equipment, including vehicles, should be used by employees for City business only. 
An employees' misuse of City services, telephones, vehicles, equipment or supplies may result in 
disciplinary action up to and including discharge from employment. 
 

9.835 Use of City Credit 
 
Use of City credit, including credit cards and credit accounts, is to be utilized for City business only.  The 
purchase of items for personal use through the City is strictly prohibited and shall result in disciplinary action 
up to and including separation from employment. 
 

9.840 Bulletin Boards 
 
Information of special interest to all employees is posted regularly on the City bulletin boards.   Employees 
may not post any information on these bulletin boards without the authorization of the City Clerk or the City 
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Manager. 
 

9.845 Solicitations 
 
To avoid disruption of work time, the following rules apply to solicitation and distribution of literature on City 
property: 
 

1. Outsiders:  Persons not employed by the City may not solicit or distribute literature without 
prior written approval of the City Manager. 

 
2. Employees of the City of Dowagiac:  Employees may not distribute literature, at any time, for 

any purpose, in working areas or during work time. Working areas are all areas in a building 
except employee break/lunch rooms and parking areas. Working time does not include off 
duty periods, such as break periods or meal times. 

 

9.850 Contacts with News Media 
 
The City Manager, or department heads authorized by the City Manager, shall be responsible for all official 
contacts with the news media during working hours, including the answering of questions from the media.   
 

9.855 The Use of Vehicles for City Business 
 
Employees must be responsible in the use of vehicles for business related travel. Safety must come before 
all other concerns.  Regardless of the circumstances, including slow or stopped traffic, employees are 
strongly encouraged to pull off to the side of the road and safely stop the vehicle before placing or accepting 
a telephone call.  If acceptance of a call is unavoidable and pulling over is not an option, employees are 
expected to keep the call short, use hands-free options, refrain from complicated or emotional discussions 
and keep their eyes on the road.  Employees may not send or read text messages or other electronic 
communications while operating a motor vehicle for City business.   
 
Special care should be taken in situations where there is heavy traffic, inclement weather or the employee is 
driving in an unfamiliar area.  Employees who are charged with traffic violations while driving for business 
related travel will be solely responsible for all liabilities that result from such actions. 
 
If you are driving a City vehicle or driving any vehicle on City time you are required to maintain a valid 
drivers’ license and acceptable driving record. In addition, you must obey all safety laws and regulations 
while operating the vehicle and must wear a seat belt at all times. Periodically, you may be required to 
provide the City with a copy of your Motor Vehicle Report from the State of Michigan.  If for any reason you 
should lose your driver’s license or have your license suspended or restricted you must report that 
information to your supervisor, Department Head or designee immediately.  Not reporting such information 
is a violation of City policy and you may be subject to discipline, up to and including discharge. 
 

Employees who are assigned City vehicles are not to allow any other individual, other than authorized City 
employees, to drive the vehicle.  
 
When using a personal automobile for business purposes, you are required to maintain sufficient 
automobile insurance at all times.   Whether automobile insurance is sufficient is within the sole discretion of 
the City.  Periodically, you may be required to present the City with proof of insurance.  If for any reason you 
should lose your automobile insurance coverage, you must report that information to your supervisor, 
department head or designee immediately.  Not reporting such information is a violation of City policy and 
you may be subject to discipline, up to and including discharge.   The City is not responsible for any damage 
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to your personal vehicle, including any insurance deductible you may be required to pay, which is incurred 
as a result of such an accident or incident.  The City is not responsible for any losses, damages or costs 
incurred by any person as a result of your failure to maintain sufficient automobile insurance.  
 
If you are involved in a motor vehicle accident or incident during working hours, you must report that 
accident or incident to your supervisor, department head or designee immediately and file a police report. 
Make every effort to obtain names, addresses and telephone numbers of all others involved, as well as any 

witness.  Do not make any statement as to responsibility for the accident at the scene.  Failure to 
properly report an accident or incident is a violation of City policy and you may be subject to discipline, up to 
and including discharge.  
 
Employees may not operate a City vehicle or drive on City time after they have consumed alcohol or taken 
illegal drugs or if their ability to operate a vehicle is impaired in any way. 
 

9.860 Driver’s License Requirements 
 

(a) As part of the requirements for certain specific City positions, an employee may be required to hold 
a valid State Driver's license with appropriate CDL endorsements, when applicable. 

 
(b) If an employee's license is revoked, suspended or lost, or is in any other way not current, valid and 

in the employee's possession, the employee shall promptly notify the department head and will be 
immediately suspended from driving duties. The employee may not resume driving until proof of a 
valid, current license is provided to the department head. 

 
(c) Depending on the duration of license suspension, revocation or other inability to drive, an employee 

may be removed from his/her position and, if available, placed in a position for which they are 
qualified; the rate of pay will change to the rate of pay for the position transferred into. If no such 
position is available, the employee may be discharged for their inability to meet the minimum 
requirements of the position. 

 

9.865 Safety 
 

(a) Every employee is responsible for maintaining a safe work environment and following the City's 
safety rules.  Negligence in the adherence to on-the-job safety standards will be considered grounds 
for discipline up to and including discharge from employment. Each employee shall promptly report 
all unsafe or potentially hazardous conditions to the department head. The department head will 
notify, in writing, City Manager of said condition. The City will make every effort to remedy problems 
as quickly as possible.   

 
(b) In case of an accident involving a personal injury, regardless of how serious, employees shall 

immediately notify their department head.   
 

9.870 Drug-Free Workplace 
 
The City is committed to maintaining a safe and healthy workplace, free from the influence of alcohol and 
drugs, including marijuana, and will not tolerate any alcohol or drug use which imperils the health and the 
well-being of its employees, citizens, visitors, or vendors. This policy is intended not only to protect the City, 
but also to protect all employees and the public from a City employee whose drug (including marijuana) or 
alcohol use creates a real or potential workplace safety problem.  
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For purposes of this policy, “alcohol” means any alcohol or intoxicating liquid containing alcohol or other 
fermented or distilled liquors.  “Illegal drug” means drugs and controlled substances, the possession or use 
of which is unlawful, pursuant to any federal, state, or local law or regulations in the United States. 
Examples include street drugs such as cocaine, heroin, marijuana and phencyclidine and controlled 
substances such as amphetamine, methamphetamine, and barbiturates.  Drugs and controlled substances 
that are not legally obtainable, or that are legally obtainable but have not been legally obtained, are also 

considered to be “illegal drugs.”  Marijuana is an “illegal drug” under federal law and this policy and is 

strictly prohibited regardless of whether an employee has a medical marijuana registration card or 

prescription.   
 
The goal of this policy is to balance our respect for an individual’s privacy and rights with our mutual need to 
maintain a safe, productive, drug- and alcohol-free working environment.  For these reasons, the City has 
established the following policies for all employees, and will utilize the following protocols: 

1. Prohibited conduct: 

a. Possessing, attempting to possess, using, selling, distributing, preparing to distribute, or offering 
to sell illegal drugs or alcohol while on City time or property.   

b. Using a prescribed drug for purposes other than those for which the drug was prescribed or not 
in the prescribed manner while on City time or property.  If you are using prescription and/or 
over-the-counter drugs/medications that may affect your ability to safely perform your job, you 
must report such use to your supervisor (or his/her designee) prior to starting your shift. 

c. Reporting to work, or otherwise being on City time or property while having illegal or non-
prescribed drugs and/or alcohol in your system.  

2. Drug/Alcohol Testing: 

a. Pre-Employment Testing:  After receiving a conditional offer of employment, all job applicants 
will undergo testing to determine the presence of illegal drugs in their bodily system.  The City 
will not hire any job applicant who tests positive in the pre-employment drug test (with the 
exception of marijuana), refuses to take the pre-employment drug test, or refuses to sign the 
drug test consent form.   Job applicants who test positive may initiate another inquiry with the 
City only after six months. 

b. Reasonable Suspicion Testing:  The City may require an employee who is reasonably suspected 
of being impaired by and/or under the influence of alcohol, or who it reasonably suspects of 
having illegal (or non-prescribed) drugs in his/her system while on City time or property to submit 
to an appropriate City-paid test for alcohol and/or drugs. “Reasonable suspicion” will be based 
on factors such as, but not limited to, personal observations of the employee’s appearance, 
behavior or performance, a decline in the employee’s productivity, a change in the employee’s 
attendance patterns, etc.   

c. Post- Accident Injury:  The City may require a drug and/or alcohol test of any employee involved 
in an accident, injured on the job, or whose actions cause injury to another worker.   

d. Post Leave of Absence:  Any employee who has been absent from work for thirty (30) calendar 
days or more due to leave of absence will undergo drug testing prior to returning to work. 

3. Pay for time away from work.  Non-exempt employees required to take drug and/or alcohol tests 
will be paid for time away from work necessary to complete the sample collection and testing 
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process.  If an hourly employee, in order to complete the collection process, is required to expend 
time beyond his/her scheduled work assignment, the employee will be paid for such time. 

4. Right to send employees home.  To ensure the safety of all employees, the City reserves the right 
to send an employee home after a drug and/or alcohol test until the results are known.  Time spent 
at home during regular working hours will be paid, unless the test result comes back positive. 

5. Refusal to submit to drug/alcohol testing.  Refusal to submit to a test will be considered 
insubordination and will result in immediate discharge. 

6. Confidentiality.  The City will treat all test results as confidential records, to be shared only with 
those individuals who have a legitimate “need to know.” 

7. Penalties.   The following activities will result in appropriate disciplinary action up to and including 
immediate discharge in the City’s sole discretion.  In lieu of immediate discharge, the City may 
condition the employee’s continued employment upon his/her execution of a Last Chance 
Agreement, which may include requirements such a successful completion of a treatment program 
and submission to periodic retesting for a specified period of time.  

a. Testing positive to a drug/alcohol test implemented pursuant to this policy; 

b. Substituting, tampering with or adulterating a sample provided for testing under this policy  

c. Possessing, attempting to possess, using, selling, distributing, preparing to distribute, or offering 
to sell illegal drugs or alcohol while on City time or property;  

d. Using a prescribed drug for purposes other than those for which the drug was prescribed while 
on City time or property;  

e. Using a prescribed drug that may affect your ability to safely perform your job while on City time 
without previously notifying your supervisor, department head or designee prior to the start of 
your shift; or 

f. Reporting to work, or otherwise being on City time or property while having illegal or non-
prescribed drugs and/or alcohol in your system.  

 

9.875 Grievance Resolution Procedures 
 
City administration has an "open door" policy and employees are encouraged to discuss concerns or 
suggestions with appropriate administrators at any time during regular business hours. The City also 
recognizes that sometimes situations arise in which an employee feels that he/she has not been treated 
fairly or in accordance with City rules and procedures. For this reason the City provides its employees with 
procedures for resolving grievances. All complaints and grievances which any employee of the City may 
have should be resolved as follows: 
 

(a) Step 1:  Recourse to the immediate supervisor: An employee should first try to resolve any problem 
or concern with his/her immediate supervisor. 

 
(b) Step 2:  Recourse to the Department Head: When normal communication between an employee 

and his/her supervisor is not successful, or when an employee disagrees with the application of City 
policies and procedures, the employee should attempt to resolve the problem with the department 
head. The department head will respond to the employee in writing within five (5) working days after 
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meeting with the employee, if possible.   
 

(c) Step 3:  Recourse to the Human Resources Coordinator: If the employee is not satisfied with the 
response from the department head, the employee is encouraged to bring the problem to the 
Human Resources Coordinator. The grievance should contain: 

 
(1) A description of the problem; 
 
(2) A specific policy or procedure which the employee believes has been violated or misapplied; 
 
(3) The date of the circumstances leading to the grievance or the date when the employee first 

became aware of such circumstances; 
 
(4) The remedy sought by the employee to resolve the complaint. 
 
(5) The Human Resources Coordinator will meet with the parties, either individually or jointly, 

and will respond in writing to the aggrieved employee within five (5) working days of the 
meeting.   

 
(d) Step 4:  Recourse to the City Manager: If the employee is not satisfied with the response from the 

Human Resources Coordinator, the employee may request a meeting with the City Manager. All 
information from prior meetings will be submitted to the City Manager for review prior to meeting with 
the employee. The City Manager will respond, in writing, to the employee within five (5) working days 
of the meeting. The City Manager's response and decision shall be final and binding. 

 
Certain employees may have more than one source of dispute resolution rights, i.e., a collective 
bargaining agreement, as well as this complaint process. Employees represented by a bargaining 
unit should follow grievance procedures set out in their respective labor contracts. In all other cases, 
the procedures described in this section shall govern. 
 

(e) Grievance Resolution Procedures are applicable to current employee problem resolution and cannot 
be used to grieve employment discharge. 
 

9.880 Violence in the Workplace 

The City strongly believes that all employees should be treated with dignity and respect. Any instances of 
violence must be reported to the employee's Department Head and/or the Human Resources Department. 
All complaints will be fully investigated. 

Conduct that threatens, intimidates or coerces another employee, customer, vendor or business associate 
will not be tolerated.  Indirect or direct threats of violence, incidents of actual violence and suspicious 
individuals or activities should be reported immediately to a supervisor, a department head or Human 
Resources. When reporting a threat or incident of violence, the employee should be as specific and detailed 
as possible. Employees should not place themselves in peril, nor should they attempt to intercede during an 
incident. 

Employees should promptly inform the Human Resource Department of any protective order or restraining 
order that they have obtained that lists the workplace as a protected area.   

The City will promptly and thoroughly investigate all reports of threats of violence or incidents of actual 
violence and of suspicious individuals or activities. The identity of the individual making a report will be 
protected as much as possible. The City of Dowagiac will not retaliate against employees making good-faith 
reports of violence, threats or suspicious individuals or activities. In order to maintain workplace safety and 
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the integrity of its investigation, the City may suspend employees suspected of workplace violence or threats 
of violence or, either with or without pay, pending investigation.  

Anyone found to be responsible for threats of or actual violence or other conduct that is in violation of these 
guidelines will be subject to prompt disciplinary action up to and including termination of employment.   

The City of Dowagiac encourages employees to bring their disputes to the attention of their 
supervisors/department heads or Human Resources before the situation escalates. The City will not 
discipline employees for raising such concerns. 
 

9.885 City Phones, Computers, Software and Telecommunications Tools 

 
The City provides electronic communication tools to help improve productivity and enable employees to 
provide efficient, high quality work.  Electronic communications include all aspects of voice, video, and data 
communications, such as voicemail, e-mail, fax, Internet, etc. These resources may be monitored and 
should be restricted to business-related purposes only, such as customer care, research and other business 
functions. 
 
All electronic and telephonic systems and communications transmitted by, received from, or stored in those 
systems are the property of the City.  The City reserves the right to monitor, access, inspect, disclose or use 
messages and materials transmitted over all communications media at its discretion for business purposes, 
including, but not limited to, ensuring quality customer service, improving employee performance, or 

investigating compliance with City policy.  Employees do not have a reasonable expectation of privacy in 
any of these communications and should not expect that electronic communications or communications 
over any City system are private or confidential. 
 
Discussion databases, bulletin boards or chat areas are developed by the City to support business 
purposes. The length of postings and the length of time they remain in the system are limited, as 
appropriate, to the business purpose of the particular application.  Messages determined by the City to be 
inappropriate for the application may be deleted. Postings to discussion areas developed for corporate 
purposes must be related to internal matters related to the business of the City. 
 
Except for occasional brief personal use, the use of a workstation or a sign-on to obtain information, or 
perform a transaction other than that which is necessary to perform job responsibilities, is prohibited and is 
subject to corrective action, up to and including dismissal.  If questionable access is noted, tracing of 
records will be performed.  Abuse of access privileges or passwords by unauthorized entry into another 
employee’s system or files, or into the City’s internal or external networks, or the distribution of messages or 
materials that are not consistent with the policies for appropriate workplace conduct may result in corrective 
action. 
 
The following are examples of activities that are prohibited and subject to corrective action: 
 

 Inappropriately disclosing messages or releasing information that is protected in violation 
of the City’s policy. 

 Disseminating chain letters. 

 Excessive personal use of the electronic communication systems. 

 Use of the systems for personal gain. 

 Use of the systems for illegal activity. 

 Use of the systems to make unauthorized commitments on behalf of the City. 

 Unauthorized entry into another person’s systems or files or use of another person’s 
password. 
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 Use of the system for solicitations other than solicitations for charitable events 
sanctioned by the City 

 Reproducing or distributing copyrighted material without authorization. 

 Loading and utilizing non-work related software, e.g., games or music, onto a computer 
for personal use. 

 Transmitting or accessing discriminatory, harassing, offensive, inappropriate, or 
threatening messages or sites. 

 Connecting into the Internet using any system other than the Internet system provided by 
the City from a computer that is also connected to the City’s Information Systems 
network is strictly prohibited. 

 
Electronic communications are considered City records and may be subject to disclosure to law 
enforcement or government officials or to other third parties through subpoena or other process, without 
notification to or permission from the employees sending or receiving the messages. 
 
It is permissible to transmit documents via e-mail as attachments.  However, transmitting copyright-
protected material, including software, research data and manuscripts, without the written consent of the 
copyright holder, is strictly prohibited. 
 

9.890 Social Media 

 
The City understands that various commentaries, discussions, and debates occur online every day.  The 
Internet and social media websites are constantly changing the way such communications occur and 
information sharing is now easier, and faster, than ever. 
 
This Social Media Policy is intended to assist employees in responsible, safe and appropriate use of social 
media.  You are expected to comply at all times with this policy and any employee who deviates from this 
policy may be subject to disciplinary action up to and including discharge. The City will not interpret or apply 
this policy in any manner that would prohibit employees from discussing the terms and conditions of their 
employment with one another.  

 
The following standards apply to the online activities: 

 

1. You are Responsible for Your Actions.  You are personally responsible for the content of anything 
that you post or otherwise communicate online. Always exercise common sense and good judgment 
and remember that once something is posted on the Internet, it can never be fully erased.  Before 
posting something online, ensure that it is accurate, truthful, and respectful, with an appropriate 
tone. The City expressly prohibits abusive or harassing online behavior.  Also, you may not use 
social media to manipulate or mislead, including by way of illustration, posting false or misleading 
information.   
 

2. Do Not Make Statements On Behalf of The City Without Explicit Authorization.  No employees 
are authorized to make comments, post on blogs, or other postings on the Internet on behalf of or 
that are attributed to the City without prior, formal, written authorization from the City Manager.  This 
includes any claim, whether explicit or implied that the employee is authorized to speak on behalf of 
the City.    
 

3. Be Conscious of How You May Be Perceived.  When you identify yourself as a City employee, 
your statements and communications on the Internet may be viewed (whether related to the City or 
not) as City-sponsored.  Because of the potential for misunderstanding, should you choose to 
reference the City in the context of an Internet posting, you must prominently and appropriately 
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identify the posting as an expression of your individual views.  For example, if you post a blog that 
references the City in any manner, you should include at the beginning of the post a disclaimer such 
as: “The views expressed in this blog are my personal views and they do not represent the views or 
opinions of the City of Dowagiac in any way.”  Also, be sure that all of your online statements and 
communications are consistent with your work and with the City's values and professional 
standards. 
 

4. Never Infringe on Third-Party Rights.  The City prohibits posting or communicating anything that 
may be subject to a third-party right such as a copyright, trademark, logo, patent, rights of publicity 
or other third-party right.  Also, you must respect other’s rights of privacy.  
 

5. Never Reveal Non-Public City Business or Information.  You may never post or reveal any non-
public City information or any non-public information disclosed by a third-party to the City, online. 
Your compliance with all policies about non-public information is required at all times.   
 

6. Be Aware of Your Unintended Audience.  Often people post things online with the intention that 
they only be viewed by friends and family.  However, it is impossible to completely insulate 
information published online from unintended access.  Please keep in mind that it is always possible 
that your colleagues and supervisors and department heads, as well as the City’s customers, clients 
and vendors, may gain access to something that you post online. 

 

9.895 Searches on City Property 
 
Although the City respects employees’ legitimate privacy concerns, such concerns are subservient to facility 
and employee security and safety concerns.  Therefore, when the City has reason to believe an employee 
has violated City policy (e.g. bringing drugs, alcohol, or weapons onto City property, theft, etc.), it has the 
right to conduct an appropriate search with or without notice to the employee (such searches, when 
possible, will be conducted in the employee’s presence) of City property or of items brought onto City 
property (e.g., lockers, desks, briefcases, purses, bags, storage cabinets, computers, etc.).  For this reason, 
if there is something which you wish to keep private, do not bring it onto City property. 

 

SECTION 10 - DISCIPLINE AND DISCHARGE 
 

10.910 Discipline 
 

(a) All employees are expected to exercise good judgment, loyalty, common sense, dedication, and 
courtesy in the performance of their duties. The primary mission of every employee is to provide 
courteous, orderly, efficient and economic delivery of services to the citizens of the City.  Disciplinary 
action does not change the employee’s at-will status. Disciplinary action is not only intended to deter 
and/or punish unwanted behavior, but also to provide impetus for improvement. 

 
(b) The City Manager, Human Resources, or Department Head, as appropriate, has full discretion and 

authority to impose disciplinary action in accordance with the circumstances of the particular case. 
 
(c) While the City strives to use progressive discipline when appropriate, certain actions or offenses are 

not appropriate for progressive discipline and may warrant immediate suspension or discharge. The 
City reserves the right, at its sole discretion, to implement any level of discipline it deems appropriate 
and warranted. The following types of disciplinary actions may be used, depending on the particular 
situation: 
(1) Verbal Warning.  A verbal warning is a counseling session between the employee's 

supervisor or department head and the employee on the subject of the employee's conduct 
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and performance, or their failure to observe a rule, regulation, or administrative instruction. It 
is intended to increase an employee's efficiency and value to the City by changing the 
employee's conduct, attitude, habits, or work methods. Failure to achieve satisfactory 
improvement or continued misconduct after a verbal warning will result in further disciplinary 
action, up to and including discharge from employment. 

 
(2) Written Warning.  A written warning is a formal written disciplinary action for less serious 

misconduct, inadequate performance, or repeated lesser infractions. Written warnings will 
state the problem and include the desired objectives or changes in behavior required. 
Failure to achieve satisfactory improvement or continued misconduct after the warning will 
result in further disciplinary action, up to and including discharge from employment. 

 
(3) Suspension.  A suspension is an unpaid leave of absence from duty which may be imposed 

as a penalty for significant misconduct warranting immediate suspension or repeated lesser 
infractions for which verbal and written warnings have not proven to be effective.  

 
  Suspensions with or without pay, where the employee is placed on administrative leave, may 

be utilized by the City Manager pending the results of an investigation or determination of 
further disciplinary action. 

 
(4) The City Manager or designee may dismiss any employee when deemed warranted due to 

serious misconduct, repeated lesser infractions, or continued poor performance despite prior 
warning(s).  Employees may also be dismissed due to loss of skills, licenses, certifications or 
other conditions which make the employee unfit or unqualified; when the City determines 
that a position is no longer essential or beneficial to the City; or when a lack of funding or 
work exists with respect to the position.   

 
This list is not all-inclusive. Employees are at-will and may be terminated at any time with or without 
cause and with or without notice. 

 

10.920 Resignation 
 
An employee should provide, whenever possible, no less than two (2) week notice of resignation. All 
resignations must be in writing and submitted to the department head. The time limit may be waived by the 
employee's department head or the City Manager.   
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Discrimination/Harassment Complaint Form 
 
Name:              

Department:             

Supervisor:             

Describe the incident(s) in detail including the date(s) and time(s) when the incident occurred; the 
identity of the individual who committed the act of harassment and/or discrimination; the approximate 
time(s) when the incident occurred; the acts which you believe constituted unlawful discrimination 
and/or sexual harassment, including any verbal acts; your response or reaction; the names of all 
known or suspected witnesses; and any other details which will assist management in its investigation 
of this incident (attach a separate sheet if necessary): 
 
              

              

             
 
 
Have you reported this incident to your supervisor or anyone else at ___?  Who/When? 
 
              
 
 
Have you been subject to similar acts of harassment and/or discrimination by the same employee(s) in 
the past? Describe:            

              
 
 
If so, did you report the prior incident(s) and to whom?       

              
 
 
 
If you did not file a report, please describe the prior incident(s), including the specific details set forth 
above: 

              

              

 
 
What would you like done to address this matter?        

              
 
 
 
Employee's Signature       Date 
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SICK LEAVE ADDENDUM 
 

The non-union, regular employees of the City moved to a PTO program, in lieu of sick time, on May 1, 2020. 
Unless the PTO program has been negotiated into their union contract, those employees working under 
active collective bargaining agreements, still fall under the “sick leave” policy.  Also, all employees who retire 
under MERS eligibility, fall under the retirement payout guidelines as outlined in (h). 
 
 
(a) All full-time regular employees shall accrue sick leave benefits at the rate of eight (8) hours for each 

calendar month of continuous employment, firefighters shall accrue sick leave at a rate of twenty-
four (24) hours per month. Regular part-time, temporary, and seasonal employees do not accrue 
sick leave benefits.  

 
(b) Employees who are unable to report to work due to illness must notify their department head at least 

one (1) hour before the scheduled start of the workday if possible. The department head must also 
be contacted on each additional day of absence, unless, in the case of a foreseeable prolonged 
absence, other arrangements are made. 

 
(c) Employees accrue but may not use sick leave during their first 90 days of employment.  Employees 

do not accrue sick leave benefits during an approved leave of absence without pay. 
 
(d) Sick leave covers those situations in which an employee is absent from work due to: 
 

(1) Injury, illness, or preventative medical care for the employee; 
 

(2) Injury, illness, or preventative medical care for the employee’s “family member,” which is 
defined as their spouse, parent, parent in law, child (including foster-children and step-
children), grandparent, grandchild, or sibling ; 

 
(3) If the employee’s workplace is closed due to a public health emergency or the employee 

needs to care for a child whose school or place of care is closed due to a public health 
emergency; 

 
(4) Use of a prescription drug which impairs job performance or safety; 
 
(5) Various reasons if the employee or the employee’s “family member” is a victim of domestic 

violence or sexual assault; or 
 
(6) It is determined by a public health official that the employee or the employee’s family 

member is a public health risk due to exposure to a communicable disease. 
 

(e) A doctor's certificate may be required when an employee is absent for a period in excess of three (3) 
days. The City may also request the opinion of a second doctor at the City's expense to determine 
whether the employee suffers from a chronic physical or mental condition which impairs their ability 
to perform the job.   

 
It is understood that sick leave is intended for legitimate use only.  In the event that the pattern of 
use of sick days gives rise to doubt as to legitimate need and indicates possible abuse, then upon 
prior notice, the City shall have the right to demand verification of the need for the absence, if the 
employee is to receive a paid sick day. 
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(f) Employees who use all their accumulated sick leave and require more time off work due to illness or 
injury may, with their department head's prior written approval, take vacation leave, personal leave, 
and compensatory time, if available.  If the employee has exhausted all available paid time off, the 
absence will be considered unexcused and could result in disciplinary action up to and including 
termination under the Attendance policy.  

 
(g) Regular full-time employees may accumulate sick leave if not used.  In the event that a regular full-

time employee retires or dies, sick leave accumulation shall have a cash surrender value in 
accordance with established City policy 97-A-06 (Sick Leave Payout upon Retirement/Death).  For 
full-time employees hired prior to April 30, 1998, sick leave accumulation shall have a cash 
surrender value of 80%, to a maximum of one hundred-twenty (120) days; for employees hired after 
May 1, 1998, sick leave accumulation shall have a cash surrender value of 50%, to a maximum of 
sixty (60) days. 

 
(h)  Regular part-time employees may carry-over unused sick leave from year to year, but may only 

accrue up to a maximum of forty (40) hours of sick leave at any given time.  Once a regular part-time 
employee’s sick leave bank reaches forty (40) hours, the employee will stop accruing sick leave 
benefits.  Regular part-time employees are not eligible to cash out unused sick leave upon 
retirement.   

 
(i) Except as stated in section (h) of this policy, employees will not receive any payment for unused sick 

leave upon separation of employment with the City, regardless of the reason.  
  
 
(j) Employees may not take paid sick leave after the employee has submitted his/her resignation. 

 
(k) Paid sick leave may be used in 2-hour increments.  
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EMPLOYEE ACKNOWLEDGEMENT FORM 
 

The employee handbook describes important information about the City, and I understand that I should 
consult the Human Resources Office regarding any questions not answered in the handbook.  I have 
entered into my employment relationship with the City voluntarily and acknowledge that there is no specified 
length of employment. Accordingly, either I or the City can terminate the relationship at will, with or without 
cause, and with or without notice, at any time.   
 
I further acknowledge that no representations or promises have been made to and/or relied upon by me 
regarding either the duration of my employment or that my employment may not be terminated at-will.   
 
Since the information, policies, and benefits described here are subject to change, I acknowledge that 
revisions to the handbook may occur, except to the City's policy of employment-at-will. All such changes will 
be communicated through official notices, and I understand that revised information may supersede, modify, 
or eliminate existing policies. Only the City Council has the ability to adopt any revisions to the policies in 
this handbook.   
 
The rules shall apply to all employees in City service, except as may be specifically modified or otherwise 
governed by City Council--approved contracts, collective bargaining agreements and memoranda of 
agreement, the City Charter and City Ordinances, which take precedence over these rules and policies in 
case of conflict. Where no conflict exists, the provisions of this handbook will apply.   
 
These provisions supersede all existing policies and practices and may not be amended or added to without 
the express written approval of the City Council. 
 
Furthermore, I acknowledge that this handbook is neither a contract of employment nor a legal document. I 
have received the handbook and I understand that it is my responsibility to read and comply with the policies 
contained in this handbook and any revisions made to it. 
 
 
 
_____________________________________________  ________________________ 
Employee Signature       Date 
 
 
 
_____________________________________________ 
Employee Name (Printed) 
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APPENDICES 
 
Administrative Policy 92-A-04: Reimbursement Policy for Travel, Training, and Business Related 

Expenses 

 
Administrative Policy 93-A-02: Educational Reimbursement Program 

 

Administrative Policy 20-A-01: Paid Time Off Policy (PTO) 

 

Family and Medical Leave Act (FMLA) 
 
  
 
 
 
 
 















CITY OF DOWAGIAC 

ADMINISTRATIVE POLICY 

 
 
Number:  93-A-02 

 
Dated:   December 10, 1993 

 
Revised:  August 1, 2001 

 
Issued By:  Kevin P. Anderson, City Manager 
 
The City Manager, as Chief Administrative Officer pursuant to the City Charter Chapter 7, Section 7.2, and as stated 

in Chapter 3, Section 1.30 of the Dowagiac City Code, is vested with administrative powers of the City and 

performing duties under the authority of the City Council promulgates orders to ensure efficiency, effectiveness and 

fiscal responsibility in municipal operation.  By the authority vested in me, it is hereby ordered as follows: 

 

ADMINISTRATIVE POLICY: EDUCATIONAL REIMBURSEMENT PROGRAM 
 

APPLICATION/SCOPE: This policy covers all eligible full-time City of Dowagiac employees. 

 

PURPOSE:  The purpose of this Administrative Policy is to establish a policy for the reimbursement 

of tuition for job-related educational courses attended by City of Dowagiac employees during off-

duty hours.  The City of Dowagiac encourages all eligible employees to seek self-development 

opportunities through education and recognizes that continual learning is essential for improving job 

skills.  Although the City of Dowagiac supports employees in this endeavor, it is important to realize 

that completion of additional education or the receipt of a certification or degree will not ensure 

increased compensation or responsibility.   

 

POLICY:  The Educational Reimbursement Program applies to the cost of tuition for job-related 

graduate or undergraduate course or degree programs taken by eligible full-time employees.  All 

educational courses taken under this program must be approved by the City Manager prior to 

enrollment. 

 

The City will reimburse eligible full-time employees 50% of tuition costs for successfully 

completing college-accredited courses that are either directly related to an employee’s present or 

predictable future job responsibilities within the City of Dowagiac, or that represent necessary degree 

or certification requirements leading to the completion of a job-related degree or certification 

program.  When course attendance is required by the City administration tuition costs for such 

courses will be reimbursed at 100%.  Courses necessary for a GED (high school equivalency 

diploma) are covered under this program; however, courses and degree programs which are neither 

directly or indirectly related to present or future job responsibilities do not qualify for reimbursement 

under this program. 

 

GUIDELINES:  The Educational Reimbursement Program is available to all regular full-time 

employees who are actively employed by the City during the complete period of enrollment.   

 

Prior to enrollment in a course, an employee shall complete an “Application for Educational 

Reimbursement” form.  One form will be completed for each course and approved by the employee’s 

department head and submitted to the City Manager for final approval.  An employee pursuing a 

degree or certification program should also include a copy of his or her curriculum with the first 

“Application for Educational Reimbursement.”  Failure to gain approval prior to enrollment in the 

course will result in denial of tuition reimbursement.  Normally, no more than two courses per 
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semester will be approved.  The course work for which reimbursement is sought must be taught by 

an accredited college, community college or university.   

 

An employee who is enrolled in a degree or certification program relevant to his or her current job or 

predictable future job responsibilities should choose electives with emphasis on job relevance.  

Where alternative courses of study differ substantially in cost, but achieve the same learning 

objective, the employee should choose the more economical alternative. 

 

Preparation for the course and class attendance must be outside the normal working hours of the 

employee.  Authorization to attend a class during normal working hours may be granted by the City 

Manager only when no other reasonable means to take a class is available.  The employee may use 

vacation, personal or comp time to “make-up” hours missed from normal working hours.  In some 

cases, with prior department head approval, an alternate schedule may be utilized. 

 

The reimbursement of tuition costs will be granted when an employee successfully completes the 

course and presents evidence of such completion.  Evidence of completion will, in every case, 

include documentation of a passing grade of C (2.0) or better.  In the event of a “pass/fail” grading 

option, an employee must select and pass under a numerical or letter grade format if such an option 

is available.  If only the “pass/fail” option is available, an employee must receive a “passing” 

designation to qualify for reimbursement. 

 

In addition to providing evidence of meeting the grade requirement, an employee will also submit a 

receipt from the educational institution for the cost of tuition and the approved original “Application 

for Educational Reimbursement” to the Director of Finance for reimbursement after successfully 

completing the course. 

 

Employees receiving reimbursement under governmental plans, such as the G.I. Bill, will be eligible 

for additional or supplemental reimbursement under this policy to the extent that such additional or 

supplemental reimbursement is required to bring to 100% the total eligible amount reimbursed when 

combining the two plans.  Failure of an employee to identify eligibility for other educational aid 

programs will result in denial of tuition reimbursement. 

 

Employees should consult their tax advisor to determine if their educational expenses (those 

expenses incurred but not covered by the City under this educational reimbursement program) are 

deductible.   

 

Employees who enroll in a course, and prior to its completion, are terminated as a result of reduction 

in force, lay off, or retirement will be reimbursed for successful completion of the course upon 

submitting a receipt for tuition and certification of a passing grade. 

 

In the event of a voluntary separation from employment, the employee shall repay to the City certain 

tuition reimbursement payments received, in the following manner (repayments shall not be required  

for reimbursement received pursuant to required course work completion): 

 

1.) 100% of all tuition costs received for all courses satisfactorily completed within one 
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calendar year of date of resignation; 

2.) 75% of all tuition costs received for all courses satisfactorily completed within two 

calendar years of date of resignation, but greater than one calendar year preceding the 

date of resignation; 

3.) 50% of all tuition costs received for all courses satisfactorily completed within three 

calendar years preceding the date of resignation, but greater than two calendar years 

preceding the date of resignation; 

4.) 25% of all tuition costs received for all courses satisfactorily completed within four 

calendar years preceding the date of resignation, but greater than three calendar years 

preceding the date of resignation; 

5.) No repayment is required for tuition reimbursement payments received for courses 

satisfactorily completed more than four calendar years preceding the date of 

resignation. 

 

Employees interested in exploring higher learning opportunities are encouraged to contact their 

supervisor or the Human Resources office for further information about the Educational 

Reimbursement Program offered by the City of Dowagiac. 
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CITY OF DOWAGIAC 

Application for Educational Reimbursement 

 
Name & Address 

 

 

 

Department & Job Title Date of Application 

Name of Institution Course Name Course Dates 

 

 

Check one: 

 

__  Graduate Degree 

__  Undergraduate Degree 

__  Certification 

__  GED 

 

Name of degree received upon 

completion of program: 

I am currently eligible for 

reimbursement from a 

government or other educational 

aid plan 

 

__  Yes               __  No 

If yes, indicate program 

 

Course description/relevancy to job or City operations: 

 

 

 

 

 

ESTIMATED COSTS 

(To be completed when making application) 

 

Tuition & registration fees        $____________ 

 

Less other financial aid             $____________ 

 

TOTAL                                     $____________ 

    

ACTUAL COSTS 

(To be filled in when course is completed) 

 

Tuition & registration fees        $____________ 

 

Less other financial aid             $____________ 

 

TOTAL                                     $____________ 

 

Reimbursement Amount  (50%)$____________ 

I hereby request approval to receive tuition 

reimbursement for this job-related course fro the 

City of Dowagiac.  I have read the administrative 

policy explaining the Educational Reimbursement 

Program and understand my responsibilities relating 

to this program. 

 

Employee Signature 

_______________________________________ 

 

Date  _____________________________ 

 

Reimbursement:            50%              100% 

Department Head Signature 

________________________________________ 

 

Date  _____________________ 

 

City Manager Signature 

_______________________________________ 

 

Date  __________________________ 

 
Revised:  8/1/01; 6/3/02; 9/12/13 



CITY OF DOWAGIAC 

ADMINISTRATIVE POLICY 

 
 
Number:   20-A-01 

 
Dated:  May 1, 2020  

 
Revised: 

 
Issued By:  Kevin P. Anderson, City Manager 
 
The City Manager, as Chief Administrative Officer pursuant to the City Charter Chapter 7, Section 7.2, and as stated 

in Chapter 3, Section 1.30 of the Dowagiac City Code, is vested with administrative powers of the City and 

performing duties under the authority of the City Council promulgates orders to ensure efficiency, effectiveness and 

fiscal responsibility in municipal operation.  By the authority vested in me, it is hereby ordered as follows: 

 

ADMINISTRATIVE POLICY: Paid Time Off Policy (PTO) 

 

APPLICATION/SCOPE: This policy shall apply to all non-union, regular employees. 

 

PURPOSE:  The purpose of this Administrative Policy is to introduce a flexible time-off plan, in 

lieu of traditional sick time.  The city will allow each employee hired before May 1, 2020 to choose 

option 1 or option 2 upon transfer into the PTO program.  All employees hired after May 1, 2020 

will be automatically enrolled in the new PTO plan. 

 

PAID TIME OFF (PTO) PLAN:   To provide first day coverage for sickness, each full-time 

employee will receive 48 hours of PTO each October 1st. Employees hired after October 1st shall 

receive a prorated amount of PTO at the time of hire.  Regular part-time employees who work at 

least 25 hours per week on average in a calendar year will receive 40 hours of PTO each October 1st. 

All other regular part-time employees will receive a prorated number of hours of PTO each October 

1st, based on the number of hours worked during the preceding twelve months.   All employees will 

be eligible to accumulate up to 120 hours of PTO.   

 

All employees will either, immediately or eventually, accumulate 120 hours of PTO.  As employees 

accumulate more than 120 hours in their PTO bank, they will be paid for those hours at the 

employee’s current rate of pay in October of every year.   

 

SHORT TERM DISABILITY:  Each full-time employee enrolled in the PTO program will also be 

enrolled in a short term disability plan offered and paid for by the City.  There will be no employee 

premium for this plan.  In the event of extended illness of 6 or more days, the short term disability 

policy will take over and pay the employee at a rate of 66% of their current rate of pay for the period 

of disability not to exceed 26 weeks. The employee may choose to supplement this payment with 

their bank of PTO/Sick time.   Employees who do not choose to enroll in the PTO program are not 

eligible for this short term disability plan. 

  

UTILIZATION OF PTO:  PTO days may be used for personal time off and may be taken in 15-

minute increments.   

 

 



NOTIFICATION:  Employees who are unable to report to work due to illness must notify their 

department head, supervisor, or designee at least one (1) hour before the scheduled start of the 

workday, unless physically unable to do so. The department head, supervisor or designee must also 

be contacted on each additional day of absence, unless, in the case of a foreseeable prolonged 

absence, other arrangements are made.  The employee shall keep  his/her immediate supervisor 

informed of his/her illness or injury and anticipated day of return, unless he/she is physically unable 

to do so.  The employee will be required to follow all the reporting requirements necessary for short-

term disability claims. 

 

DOCTOR’S INFORMATION NEEDED:  After five days out of work, short-term disability may 

be considered unless the employee is eligible for workers compensation benefits due to the injury or 

illness.  The employee will be required to complete and have their doctor complete a portion of a 

disability form in order to qualify for short-term disability benefits.  The employee is responsible for 

obtaining and returning the form from/to the Human Resources Department.  Employer reserves the 

right to require at its expense a physical examination by a physician of its choosing. 

 

ACCRUAL FOR NEW HIRES:  New employees, hired after October 1, 2019, shall receive a 

prorated number of PTO hours based on the hours scheduled to be worked during the first calendar 

year compared with a 2,080 hour year, excluding any overtime hours. 

 

RETIREMENT:  Upon MERS eligible retirement, PTO accumulated will be paid in full at 

termination.  If an employee who is eligible for PTO resigns after giving two weeks notice or is 

separated from employment without having received all paid PTO hours earned, such employee shall 

receive, along with his/her final paycheck, the unused PTO for which he/she is qualified.  Any 

employee discharged for misconduct shall not be eligible for any prorated PTO pay. 

 

 

One-Time Program Start Options: 

 

OPTION 1:  Employee may freeze all but 72 hours of their current sick time and transfer into the 

PTO program.   The frozen sick time will be paid out to the employee upon MERS eligible 

retirement.   In the event that a regular full-time employee retires and is MERS eligible or dies, sick 

leave banked shall have a cash surrender value in accordance with established City policy 97-A-06 

(Sick Leave Payout upon Retirement/Death). Employees will not receive any payment for unused 

sick time banked upon separation of employment with the City, regardless of the reason. Transfer 

out of the sick-time program and into the PTO program will begin. 

 

OPTION 2:  Employee may elect for an immediate payout (all but 72 hours) of their current sick 

time.  Payout will be 50% of what his/her sick time payout would be at retirement.   Transfer out of 

the sick-time program and into the PTO program will begin. 

 



Family and Medical Leave Act (FMLA)  

          
The City of Dowagiac will provide Family and Medical Leave Act (FMLA) leave to its eligible 
employees. The City posts the mandatory FMLA Notice and upon hire provides all new 
employees with notices required by the U.S. Department of Labor (DOL) on Employee Rights 
and Responsibilities under the Family and Medical Leave Act in each municipal building. 
 
The function of this policy is to provide employees with a general description of their FMLA 
rights. In the event of any conflict between this policy and the applicable law, employees will be 
afforded all rights required by law.  
 
If you have any questions, concerns, or disputes with this policy, you must contact [insert name 
and contact information] in writing. 
 
A. General Provisions  
Under this policy, the City will grant up to 12 weeks of leave during a 12-month period to eligible 
employees (or up to 26 weeks of military caregiver leave to care for a covered servicemember 
with a serious injury or illness). The leave may be paid, unpaid or a combination of paid and 
unpaid leave, depending on the circumstances of the leave and as specified in this policy.  
 
B. Eligibility  
To qualify to take family or medical leave under this policy, the employee must meet all of the 
following conditions:  
 
1)  The employee must have worked for the City for 12 months or 52 weeks. The 12 months or 
52 weeks need not have been consecutive. Separate periods of employment will be counted, 
provided that the break in service does not exceed seven years. Separate periods of 
employment will be counted if the break in service exceeds seven years due to National Guard 
or Reserve military service obligations or when there is a written agreement, including a 
collective bargaining agreement, stating the employer’s intention to rehire the employee after 
the service break. For eligibility purposes, an employee will be considered to have been 
employed for an entire week even if the employee was on the payroll for only part of a week or if 
the employee is on leave during the week.  
 
2)  The employee must have worked at least 1,250 hours during the 12-month period 
immediately preceding the commencement of the leave. The 1,250 hours do not include time 
spent on paid or unpaid leave. Consequently, these hours of leave should not be counted in 
determining the 1,250 hours eligibility test for an employee under FMLA.  
 
3)  The employee must work in a worksite where 50 or more employees are employed by the 
City within 75 miles of that office or worksite. The distance is to be calculated by using available 
transportation by the most direct route.  
 
C. Type of Leave Covered  
To qualify as FMLA leave under this policy, the leave must be for one of the reasons listed 
below:  
 
1) The birth of a child and in order to care for that child. 



 
2) The placement of a child for adoption or foster care and to care for the newly placed child. 
 
3) To care for a spouse, child or parent with a serious health condition (described below). 
 
4) The serious health condition (described below) of the employee. 
 

An employee may take leave because of a serious health condition that makes the 
employee unable to perform the functions of his or her position.  
 
Under the FMLA, a “spouse” means a husband or wife. Husband or wife refers to the 
other person with whom an individual entered into marriage as defined or recognized 
under state law for purposes of marriage in the state in which the marriage was entered 
into or, in the case of a marriage entered into outside of any state, if the marriage is valid 
in the place where entered into and could have been entered into in at least one state. 
This definition includes an individual in a same-sex or common law marriage that either: 
 

a) was entered into in a state that recognizes such marriages; or 
 

b) if entered into outside of any state, is valid in the place where entered into 
and could have been entered into in at least one state.  

 
A serious health condition is defined as a condition that requires inpatient care at a 
hospital, hospice or residential medical care facility, including any period of incapacity or 
any subsequent treatment in connection with such inpatient care or a condition that 
requires continuing care by a licensed health care provider. 
 
This policy covers illnesses of a serious and long-term nature, resulting in recurring or 
lengthy absences. Generally, a chronic or long-term health condition that would result in a 
period of three consecutive days of incapacity with the first visit to the health care provider 
within seven days of the onset of the incapacity and a second visit within 30 days of the 
incapacity would be considered a serious health condition. For chronic conditions 
requiring periodic health care visits for treatment, such visits must take place at least twice 
a year.  
 
Employees with questions about what illnesses are covered under this FMLA policy or 
under the City’s sick leave policy are encouraged to consult with the Human Resource 
Manager.  
 
If an employee takes paid sick leave for a condition that progresses into a serious health 
condition and the employee requests unpaid leave as provided under this policy, the City 
may designate all or some portion of related leave taken as leave under this policy, to the 
extent that the earlier leave meets the necessary qualifications.  

 
5) Qualifying exigency leave for families of members of the National Guard or Reserve or of a 
regular component of the Armed Forces when the covered military member is on covered active 
duty or called to covered active duty. 
 

An employee whose spouse, son, daughter or parent either has been notified of an 
impending call or order to covered active military duty or who is already on covered active 



duty may take up to 12 weeks of leave for reasons related to or affected by the family 
member’s call-up or service. The qualifying exigency must be one of the following:  
 

a.  short-notice deployment 
b.  military events and activities 
c. child care and school activities  
d. financial and legal arrangements  
e. counseling 
f. rest and recuperation 
g. post-deployment activities  
h. additional activities that arise out of active duty, provided that the employer and 
employee agree, including agreement on timing and duration of the leave. 

 
Eligible employees are entitled to FMLA leave to care for a current member of the Armed 
Forces, including a member of the National Guard or Reserve, or a member of the Armed 
Forces, the National Guard or Reserve who is on the temporary disability retired list, who 
has a serious injury or illness incurred in the line of duty on active duty for which he or she 
is undergoing medical treatment, recuperation, or therapy; or otherwise in outpatient 
status; or otherwise on the temporary disability retired list. Eligible employees may not 
take leave under this provision to care for former members of the Armed Forces, former 
members of the National Guard and Reserve, or members on the permanent disability 
retired list. 

 
(6) To 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 covered servicemember. 
 

a)    A “son or daughter of a covered servicemember” means the covered 
servicemember's biological, adopted, or foster child, stepchild or legal ward, or a child for 
whom the covered servicemember stood in loco parentis, and who is of any age. 
 
b)    A “parent of a covered servicemember” means a covered servicemember's biological, 
adoptive, step or foster father or mother, or any other individual who stood in loco parentis 
to the covered servicemember. This term does not include parents in law. 
 
c)    The “next of kin of a covered servicemember” is the nearest blood relative, other than 
the covered servicemember's spouse, parent, son or daughter, in the following order of 
priority: blood relatives who have been granted legal custody of the servicemember by 
court decree or statutory provisions, brothers and sisters, grandparents, aunts and uncles, 
and first cousins, unless the covered servicemember has specifically designated in writing 
another blood relative as his or her nearest blood relative for purposes of military 
caregiver leave under the FMLA. When no such designation is made, and there are 
multiple family members with the same level of relationship to the covered 
servicemember, all such family members shall be considered the covered 
servicemember's next of kin and may take FMLA leave to provide care to the covered 
servicemember, either consecutively or simultaneously. When such designation has been 
made, the designated individual shall be deemed to be the covered servicemember's only 
next of kin. For example, if a covered servicemember has three siblings and has not 
designated a blood relative to provide care, all three siblings would be considered the 
covered servicemember's next of kin. Alternatively, where a covered servicemember has 
siblings and designates a cousin as his or her next of kin for FMLA purposes, then only 
the designated cousin is eligible as the covered servicemember's next of kin. An employer 



is permitted to require an employee to provide confirmation of covered family relationship 
to the covered servicemember pursuant to § 825.122(k). 

 
“Covered active duty” means: 

 
(a) “Covered active duty” for members of a regular component of the Armed 
Forces means duty during deployment of the member with the Armed Forces to a 
foreign country. 
 
(b) Covered active duty or call to covered active duty status in the case of a 
member of the Reserve components of the Armed Forces means duty during the 
deployment of the member with the Armed Forces to a foreign country under a 
federal call or order to active duty in support of a contingency operation, in 
accordance with 29 CR 825.102. 

 
The leave may commence as soon as the individual receives the call-up notice. (Son or 
daughter for this type of FMLA leave is defined the same as for child for other types of 
FMLA leave except that the person does not have to be a minor.) This type of leave would 
be counted toward the employee’s 12-week maximum of FMLA leave in a 12-month 
period. 

 
 
(7) Military caregiver leave (also known as covered servicemember leave) to care for an injured 
or ill servicemember or veteran. 
 
An employee whose son, daughter, parent or next of kin is a covered servicemember may take 
up to 26 weeks of leave in a single 12-month period to care for that servicemember. 
 
Next of kin is defined as the closest blood relative of the injured or recovering servicemember.  

 
The term “covered servicemember” means: 
 

(a) a member of the Armed Forces (including a member of the National Guard or 
Reserve) who is undergoing medical treatment, recuperation, or therapy; is 
otherwise in outpatient status; or is otherwise on the temporary disability retired list, 
for a serious injury or illness; or 
 
(b) a veteran who is undergoing medical treatment, recuperation, or therapy for a 
serious injury or illness and who was a member of the Armed Forces (including a 
member of the National Guard or Reserve) at any time during the period of 5 years 
preceding the date on which the veteran undergoes that medical treatment, 
recuperation or therapy. 

 
The term “serious injury or illness” means: 
 

(a) in the case of a member of the Armed Forces (including a member of the 
National Guard or Reserve), means an injury or illness that was incurred by the 
member in line of duty on active duty in the Armed Forces (or existed before the 
beginning of the member’s active duty and was aggravated by service in line of duty 
on active duty in the Armed Forces) and that may render the member medically unfit 
to perform the duties of the member’s office, grade, rank or rating;  



 
(b) in the case of a veteran who was a member of the Armed Forces (including a 
member of the National Guard or Reserve) at any time during a period when the 
person was a covered servicemember, means a qualifying (as defined by the 
Secretary of Labor) injury or illness incurred by a covered servicemember in the line 
of duty on active duty that may render the servicemember medically unfit to perform 
the duties of his or her office, grade, rank or rating. 
 
(c) Outpatient status, with respect to a covered servicemember, means the status of 
a member of the Armed Forces assigned to either a military medical treatment 
facility as an outpatient; or a unit established for the purpose of providing command 
and control of members of the Armed Forces receiving medical care as outpatients. 

 
 
D. Amount of Leave 
 
An eligible employee can take up to 12 weeks for the FMLA circumstances (No. 1) through (No. 
5) above under this policy during any 12-month period. The City will measure the 12-month 
period as a rolling 12-month period measured backward from the date an employee uses any 
leave under this policy. Each time an employee takes leave, the City will compute the amount of 
leave the employee has taken under this policy in the last 12 months and subtract it from the 12 
weeks of available leave, and the balance remaining is the amount the employee is entitled to 
take at that time. 
 
An eligible employee can take up to 26 weeks for the FMLA circumstance (No. 6) above 
(military caregiver leave) during a single 12-month period. For this military caregiver leave, the 
City will measure the 12-month period as a rolling 12-month period measured forward. FMLA 
leave already taken for other FMLA circumstances will be deducted from the total of 26 weeks 
available.  
 
If a husband and wife both work for the City and each wishes to take leave for the birth of a 
child, adoption or placement of a child in foster care, or to care for a parent (but not a parent "in-
law") with a serious health condition, the husband and wife may only take a combined total of 12 
weeks of leave. If a husband and wife both work for the City and each wishes to take leave to 
care for a covered injured or ill servicemember, the husband and wife may only take a combined 
total of 26 weeks of leave. 
 
E. Employee Status and Benefits During Leave  
 
While an employee is on leave, the City will continue the employee's health benefits during the 
leave period at the same level and under the same conditions as if the employee had continued 
to work.  
 
If the employee chooses not to return to work for reasons other than a continued serious health 
condition of the employee or the employee's family member or a circumstance beyond the 
employee's control, the City will require the employee to reimburse the City the amount it paid 
for the employee's health insurance premium during the leave period.  
 
Under current City policy, the employee pays a portion of the health care premium. While on 
paid leave, the employer will continue to make payroll deductions to collect the employee's 
share of the premium. While on unpaid leave, the employee must continue to make this 



payment, either in person or by mail. The payment must be received in the Accounting 
Department by the 1st day of each month. If the payment is more than 30 days late, the 
employee's health care coverage may be dropped for the duration of the leave.  
The employer will provide 15 days' notification prior to the employee's loss of coverage.  
 
If the employee contributes to a life insurance or disability plan, the employer will continue 
making payroll deductions while the employee is on paid leave. While the employee is on 
unpaid leave, the employee may request continuation of such benefits and pay his or her 
portion of the premiums, or the employer may elect to maintain such benefits during the leave 
and pay the employee's share of the premium payments. If the employee does not continue 
these payments, the employer may discontinue coverage during the leave. If the employer 
maintains coverage, the employer may recover the costs incurred for paying the employee's 
share of any premiums, whether or not the employee returns to work.  
 
F. Employee Status After Leave  
An employee who takes leave under this policy may be asked to provide a fitness for duty (FFD) 
clearance from a health care provider. This requirement will be included in the employer’s 
response to the FMLA request. Generally, an employee who takes FMLA leave will be able to 
return to the same position or a position with equivalent status, pay, benefits and other 
employment terms. The position will be the same or one that is virtually identical in terms of pay, 
benefits and working conditions. The City may choose to exempt certain key employees from 
this requirement and not return them to the same or similar position when doing so will cause 
substantial and grievous economic injury to business operations. Key employees will be given 
written notice at the time FMLA leave is requested of his or her status as a key employee.  
 
G. Use of Paid and Unpaid Leave  
An employee who is taking FMLA leave because of the employee's own serious health 
condition or the serious health condition of a family member must use all paid vacation, 
personal or sick leave prior to being eligible for unpaid leave. Sick leave may be run 
concurrently with FMLA leave if the reason for the FMLA leave is covered by the established 
sick leave policy.  
 
Disability leave for the birth of a child and for an employee's serious health condition, including 
workers' compensation leave (to the extent that it qualifies), will be designated as FMLA leave 
and will run concurrently with FMLA. For example, if an employer provides six weeks of 
pregnancy disability leave, the six weeks will be designated as FMLA leave and counted toward 
the employee's 12-week entitlement. The employee may then be required to substitute accrued 
(or earned) paid leave as appropriate before being eligible for unpaid leave for what remains of 
the 12-week entitlement. An employee who is taking leave for the adoption or foster care of a 
child must use all paid vacation, personal or family leave prior to being eligible for unpaid leave.  
 
An employee who is using military FMLA leave for a qualifying exigency must use all paid 
vacation and personal leave prior to being eligible for unpaid leave. An employee using FMLA 
military caregiver leave must also use all paid vacation, personal leave or sick leave (as long as 
the reason for the absence is covered by the City’s sick leave policy) prior to being eligible for 
unpaid leave.  
 
H. Intermittent Leave or a Reduced Work Schedule  
The employee may take FMLA leave in 12 consecutive weeks, may use the leave intermittently 
(take a day periodically when needed over the year) or, under certain circumstances, may use 
the leave to reduce the workweek or workday, resulting in a reduced hour schedule. In all 



cases, the leave may not exceed a total of 12 workweeks (or 26 workweeks to care for an 
injured or ill servicemember over a 12-month period).  
 
The City may temporarily transfer an employee to an available alternative position with 
equivalent pay and benefits if the alternative position would better accommodate the intermittent 
or reduced schedule, in instances when leave for the employee or employee's family member is 
foreseeable and for planned medical treatment, including recovery from a serious health 
condition or to care for a child after birth or placement for adoption or foster care.  
 
For the birth, adoption or foster care of a child, the City and the employee must mutually agree 
to the schedule before the employee may take the leave intermittently or work a reduced-hour 
schedule. Leave for birth, adoption or foster care of a child must be taken within one year of the 
birth or placement of the child.  
 
If the employee is taking leave for a serious health condition or because of the serious health 
condition of a family member, the employee should try to reach agreement with the City before 
taking intermittent leave or working a reduced-hour schedule. If this is not possible, then the 
employee must prove that the use of the leave is medically necessary.  
 
I. Certification for the Employee’s Serious Health Condition  
The City will require certification for the employee’s serious health condition. The employee 
must respond to such a request within 15 days of the request or provide a reasonable 
explanation for the delay. Failure to provide certification may result in a denial of continuation of 
leave. Medical certification will be provided using the DOL Certification of Health Care Provider 
for Employee’s Serious Health Condition. 
 
The City may directly contact the employee’s health care provider for verification or clarification 
purposes using a health care professional, an HR professional, leave administrator or 
management official. The City will not use the employee’s direct supervisor for this contact. 
Before the City makes this direct contact with the health care provider, the employee will be a 
given an opportunity to resolve any deficiencies in the medical certification. In compliance with 
HIPAA Medical Privacy Rules, the City will obtain the employee’s permission for clarification of 
individually identifiable health information.  
 
The City has the right to ask for a second opinion if it has reason to doubt the certification. The 
City will pay for the employee to get a certification from a second doctor, which the City will 
select. The City may deny FMLA leave to an employee who refuses to release relevant medical 
records to the health care provider designated to provide a second or third opinion. If necessary 
to resolve a conflict between the original certification and the second opinion, the City will 
require the opinion of a third doctor. The City and the employee will mutually select the third 
doctor, and the City will pay for the opinion. This third opinion will be considered final. The 
employee will be provisionally entitled to leave and benefits under the FMLA pending the 
second and/or third opinion.  
 
J. Certification for the Family Member’s Serious Health Condition 
The City will require certification for the family member’s serious health condition. The employee 
must respond to such a request within 15 days of the request or provide a reasonable 
explanation for the delay. Failure to provide certification may result in a denial of continuation of 
leave. Medical certification will be provided using the DOL Certification of Health Care Provider 
for Family Member’s Serious Health Condition. 
 



The City may directly contact the employee’s family member’s health care provider for 
verification or clarification purposes using a health care professional, an HR professional, leave 
administrator or management official. The City will not use the employee’s direct supervisor for 
this contact. Before the City makes this direct contact with the health care provider, the 
employee will be a given an opportunity to resolve any deficiencies in the medical certification. 
In compliance with HIPAA Medical Privacy Rules, the City will obtain the employee’s family 
member’s permission for clarification of individually identifiable health information.  
 
The City has the right to ask for a second opinion if it has reason to doubt the certification. The 
City will pay for the employee’s family member to get a certification from a second doctor, which 
the City will select. The City may deny FMLA leave to an employee whose family member 
refuses to release relevant medical records to the health care provider designated to provide a 
second or third opinion. If necessary to resolve a conflict between the original certification and 
the second opinion, the City will require the opinion of a third doctor. The City and the employee 
will mutually select the third doctor, and the City will pay for the opinion. This third opinion will be 
considered final. The employee will be provisionally entitled to leave and benefits under the 
FMLA pending the second and/or third opinion. 
 
K. Certification of Qualifying Exigency for Military Family Leave 
The City will require certification of the qualifying exigency for military family leave. The 
employee must respond to such a request within 15 days of the request or provide a reasonable 
explanation for the delay. Failure to provide certification may result in a denial of continuation of 
leave. This certification will be provided using the DOL Certification of Qualifying Exigency for 
Military Family Leave. 
 
L. Certification for Serious Injury or Illness of Covered Servicemember for Military 

Family Leave 
The City will require certification for the serious injury or illness of the covered servicemember. 
The employee must respond to such a request within 15 days of the request or provide a 
reasonable explanation for the delay. Failure to provide certification may result in a denial of 
continuation of leave. This certification will be provided using the DOL Certification for Serious 
Injury or Illness of Covered Servicemember. 
 
M. Recertification 
The City may request recertification for the serious health condition of the employee or the 
employee’s family member no more frequently than every 30 days unless circumstances have 
changed significantly, or if the employer receives information casting doubt on the reason given 
for the absence, or if the employee seeks an extension of his or her leave. Otherwise, the City 
may request recertification for the serious health condition of the employee or the employee’s 
family member every six months in connection with an FMLA absence. The City may provide 
the employee’s health care provider with the employee’s attendance records and ask whether 
need for leave is consistent with the employee’s serious health condition.  
 
N. Procedure for Requesting FMLA Leave  
All employees requesting FMLA leave must provide verbal or written notice of the need for the 
leave to the HR manager. Within five business days after the employee has provided this notice, 
the HR manager will complete and provide the employee with the DOL Notice of Eligibility and 
Rights.  
 
When the need for the leave is foreseeable, the employee must provide the employer with at 
least 30 days' notice. When an employee becomes aware of a need for FMLA leave less than 



30 days in advance, the employee must provide notice of the need for the leave either the same 
day the need for leave is discovered or the next business day. When the need for FMLA leave is 
not foreseeable, the employee must comply with the City’s usual and customary notice and 
procedural requirements for requesting leave, absent unusual circumstances.  
 
O. Designation of FMLA Leave 
Within five business days after the employee has submitted the appropriate certification form, 
the HR manager will complete and provide the employee with a written response to the 
employee’s request for FMLA leave using the DOL Designation Notice.  
 
P. Intent to Return to Work from FMLA Leave 
On a basis that does not discriminate against employees on FMLA leave, the City may require 
an employee on FMLA leave to report periodically on the employee’s status and intent to return 
to work. 

 


